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1 INTRODUCTION 
This manual provides detailed instructions on how to work with Turnkey Lender and contains the following 
chapters: 

Introduction, describes a general scope of the current document. 

Turnkey Lender Overview, provides a brief overview of the Turnkey Lender system and describes user roles 
authorized to work with the solution. 

Back Office of the Turnkey Lender , provides instructions on how to work in the following web workplaces of the 
system: 

• Origination; 

• Underwriting; 

• Collateral; 

• Servicing; 

• Collection; 

• Reports; 

• System. 

Front Office of the Turnkey Lender System, provides instructions on how to work in personal accounts of borrowers 
and investors. 

Audience  

This user manual is intended for the users of corresponding web workplaces of the system. 

Manual Conventions 

This manual uses the following conventions:  

• Dialog boxes and windows are displayed in italics, for example, “the Login page”. 

• Buttons, tabs, check boxes, and other dialog box elements are displayed in bold, for example, “Click the 
List button” or “In the Password box”.  

• Cross-references are displayed in italics, for example, “refer to Payday Loans”.  

• Notes containing additional information related to the previous topic are displayed in italics. 
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2 TURNKEY LENDER OVERVIEW  
The current chapter provides an overview of the Turnkey Lender system and user roles authorized to work in 
the web work places. 

Overview 

The chapter contains the following sections: 

Solution Scope, provides a brief overview of the Turnkey Lender system. 
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User Access Level, describes user roles and their permissions on the web workplaces. 

Solution Scope 

The Turnkey Lender system is the online-lending solution aimed to facilitate and automate loan origination 
processes. 

This automated lending system allows preventing fraud related activities and mitigating credit risks throughout 
all business life cycle. To detect potential fraudsters, the solution provides for flexible blacklists management. 

The developed system is a comprehensive platform for processing installment loans, payday loans and peer-to-
peer loans. The system allows disbursing loans to borrowers both automatically and manually. To automate the 
loan disbursement process, the system provides for the integration with payment systems. 

The automation of business processes is supported by a set of predefined business rules (hereinafter in other 
sections of this manual referred to as “decision rules”) and a scorecard. The system allows using an integrated 
or custom scorecard. The user with the Administrator role can select a scorecard to be used for the evaluation 
of borrowers. 

At the initial stage, each borrower is evaluated on the basis of the business rules and the scorecard. Based on 
results of business rules checks and score received, a loan can be automatically approved, rejected or submitted 
for consideration to an authorized loan officer. Based on results of the evaluation of borrower’s data, a detailed 
scoring report followed by a system decision and recommendations is provided to a corresponding user.  

Furthermore, the system provides for automatic generation of reports on borrowers’ credit history by means of 
integration with credit bureaus. 

The system also contains multiple built-in reports that are updated in real time and allow analyzing business 
performance in various aspects. 

To facilitate loan monitoring and repayment processes, the solution also provides means of setting a required 
range of automated reminders and alerts notifying the borrower of certain events. These notifications can be 
sent to the borrower by email or SMS and are set by the user with the Administrator role. In general, the user 
with the Administrator role can make various settings to configure the system. The description of these settings 
is provided in detail in corresponding sections of this user manual. 
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The functionality mentioned briefly above is implemented for system’s web workplaces that allow supporting 
collateral and non-collateral loans on all stages of their life cycle.  

 

Figure 2-1: The user roles of the web workplaces. 

The web workplaces constitute a back office of the system (for more information on how to work in the web 
workplaces, refer to the Back Office of the Turnkey Lender System chapter below). A front office of the system is 
represented by personal accounts of borrowers and investors. The borrower can use a personal account to file 
loan applications, monitor a loan status, track outstanding and repaid installments, and perform other operations 
described in the Borrower’s Personal Account section of this user manual. The investor can use a personal account 
to choose peer-to-peer loans to fund in, modify and withdraw own bids, monitor borrowers’ repayments, make 
settings of the personal account. Detailed information on the functionality available to the investor is described 
in the Investor’s Personal Account section of this user manual.  
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User Access Level 

The current section provides a general description of user roles supported by the back office of the Turnkey 
Lender system. 

The back office of the Turnkey Lender system supports several user roles. In accordance with their rights, users 
are permitted to perform a specific range of operations in the system. 

In the back office of the Turnkey Lender system, the following user roles are distinguished: 

User Role Description Workplace 

Originator 

 

• Creating collateral and non-collateral loan applications 
(initiating installment loans and payday loans); 

• Submitting loan applications for approval; 

• Reviewing an archive of loan applications. 

Origination 

Underwriter • Approving loan applications; 

• Sending loan applications for reprocessing; 

• Rejecting loan applications; 

• Managing blacklists; 

• Adding borrowers’ data to blacklists; 

• Reviewing an archive of loan applications. 

Underwriting  

Collateral Manager • Valuing collaterals; 

• Revaluing collaterals; 

• Adding new collaterals; 

• Approving collateral loan applications; 

• Confirming loan applications with revalued collaterals; 

• Rejecting collateral loan applications; 

• Recording a customer interaction history. 

Collateral 

Loan Manager • Disbursing loans to borrowers; 

• Recording loan repayment information; 

• Rolling over loans; 

• Restructuring loans; 

• Approving/rejecting rollover requests; 

• Recording a customer interaction history; 

• Managing past due loans; 

Servicing 
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• Managing undisbursed loans; 

• Managing peer-to-peer loans; 

• Adding borrowers’ data to blacklists; 

• Managing blacklists; 

• Reviewing an archive of loan applications. 

Collector • Recording loan repayment information; 

• Making an action plan; 

• Restructuring loans; 

• Writing off loans; 

• Recording a customer interaction history; 

• Adding borrowers’ data to blacklists; 

• Managing blacklists; 

• Reviewing an archive of loan applications. 

Collection 

Supervisor • Monitoring the business activity by analyzing various 
system reports; 

• Reviewing an archive of loan applications. 

Reports 

Admin • Managing user accounts; 

• Setting decision rules; 

• Managing blacklists; 

• Managing scorecard settings; 

• Managing delinquency settings; 

• Setting credit products; 

• Managing system notifications; 

• Exporting data on loans and payments; 

• Managing documents to be displayed on web workplaces 
and sent to borrowers; 

• Managing dictionaries; 

• Managing branch offices; 

• Reviewing an archive of loan applications. 

System 
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3 BACK OFFICE OF THE TURNKEY LENDER SYSTEM 
The current chapter provides detailed instructions on how to perform functional responsibilities on the web 
workplaces of the back office of the Turnkey Lender system. 

The back office of the system is represented by the following web workplaces: 

• Origination; 

• Underwriting; 

• Collateral; 

• Servicing; 

• Collection; 

• Reports; 

• System. 

Overview 

The current chapter comprises the following sections: 

Getting Started, provides information on the process of logging on to the system and describes the user interface 
of the web workplaces. 

Installment Loans, provides instructions on processing installment loans on the web workplaces of the system. 

Payday Loans, provides instructions on processing payday loans on the web workplaces of the system. 

Reports, describes the procedure of working on the Reports web workplace. 

System, provides instructions for the administrator on how to make system settings. 

Getting Started 

The current section provides information and instructions necessary to start working with the Turnkey Lender 
system and provides the overall description of the user interface. 

Log on to Turnkey Lender  

The current subsection provides general instructions on how to log on to the Turnkey Lender system. 

Only the authorized user who has been assigned a certain role by the Administrator can log on to Turnkey 
Lender and access a corresponding web workplace. Each workplace defines a scope of operations that the 
authorized user is permitted to perform. To find out more about corresponding web workplaces, refer to Back 
Office of the Turnkey Lender . 
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To log on to the system: 

1) In the address bar of the Google Chrome browser, type in the URL and click Enter. 

The Login page opens: 

 

Figure 3-1: The Login page. 

2) In the Login box, enter a login name.  

3) In the Password box, enter a password. 

4) (Optionally) Select the Remember me check box to save the login details. 

5) Click Login to log on to the system. 

After credentials have been entered, the system verifies a specified user account and defines a user role. 
If specified credentials are confirmed, the user is directed to a corresponding web workplace. Otherwise, 
the user cannot enter the system. 

 



1 6       C H A P T E R  3  

Note: In case the user specifies wrong credentials or if the user is not registered in the system, a corresponding 
notification is displayed: 

 

Figure 3-2: Invalid credentials. 
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 If a user account is not registered in the system, the user should contact the Administrator. 

If a number of login attempts exceeds an allowed number of login attempts specified in the configuration file of 
the system, a user account gets locked out. 

 

Figure 3-3: The user account is locked out. 
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User Interface Overview 

The current subsection provides a general description of the Turnkey Lender user interface. 

Turnkey Lender provides a usable workspace where the users of each web workplace can perform their duties 
by applying the functional possibilities of the Turnkey Lender system. 

Having logged on to the system, the user is directed to a web workplace. 

At the top of each web workplace, the following information is displayed: a workplace name, a user name, and 
the Log off button: 

 

Figure 3-4: The Servicing web workplace. 

The Origination, Underwriting, Collateral, Servicing, and Collection web workplaces have similar user interface: 
in the default view mode, a table containing a list of loan applications is presented on the left side of the 
workspace in the minimized view mode, while the right part of the workspace displays details of a selected loan 
application: 

 

Figure 3-5: The workspace. 

The information contained in the columns of the table with loan applications may vary depending on a 
workplace. For more detailed information on displayed applications and actions that can be performed by the 
user, refer to the description of a corresponding web workplace in the Installment Loans and Payday Loans sections 
below. 
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The users of the Origination, Underwriting, Servicing, Collateral, and Collection web workplaces can adjust the 
look and feel of the workplace and customize a display of loan applications and loan application details by 
changing the default view mode.  For more information, refer to the Changing View Mode section below. Besides, 
to facilitate the work with a large amount of loan applications, the Turnkey Lender system provides the 
functionality of sorting, filtering, and searching for required loan applications. For more detailed information, 
refer to the Sorting Applications, Filtering Applications, Searching for Applications subsections below. 

The interface of the Reports and System web workplaces differs from that described above. 

The left-hand side of the Reports and System web workplaces displays the option menu that can be used to 
perform corresponding operations. 

The option menu of the Reports workplace provides for the possibility to choose a required report for the 
review and analysis. 

 

Figure 3-6: The Reports web workplace. 
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The option menu of the System workplace allows making necessary settings of the system. 

 

Figure 3-7: The System web workplace. 

For more detailed information on functionality available to the users of the Reports and System web workplaces, 
refer to the Reports and System subsections below. 

User Interface Management 

The current subsection provides general instructions on how to customize a view mode of a corresponding 
workspace and display of information in a table. 

A list of loan applications and loan application details are displayed in the default view mode on the Origination, 
Underwriting, Collateral, Servicing, and Collection web workplaces. The default view mode can be changed only 
by those users who work in these web workplaces. 

The display of information in the table on the Origination, Underwriting, Collateral, Servicing, Collection, and 
System web workplaces can be customized using page navigation. 

In addition, the loan applications stored to the database and displayed in the table on the Origination, 
Underwriting, Collateral, Servicing, and Collection web workplaces can be sorted according to user’s 
preferences. The Turnkey Lender system also provides the functionality of searching for required loan 
applications on the above-mentioned web workplaces. 

Detailed description of these operations is provided in the subsections below.  
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Changing View Mode 

The current subsection provides information on changing the view mode on the Origination, Underwriting, 
Servicing, and Collection web workplaces and viewing loan details. 

To change the view mode: 

1) Enter a web workplace as described in the Log on to Turnkey Lender section above. 

The web workplace is displayed: 

 

Figure 3-8: The Origination web workplace. 

The workspace is displayed in the default view mode. 

In the upper right-hand corner of the workspace, corresponding buttons for changing the view mode 
are displayed: 

 

Figure 3-9: Buttons for changing the view mode. 
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By default, the Split button is activated. In the Split view mode, loan details are displayed in the right 
part of the workspace by clicking a corresponding loan application in the table to the left: 

 

Figure 3-10: Details of the selected loan application. 

Note: The expanded view of the loan details can be set up by clicking the Details button. For more information, 
refer to step 3 of the current procedure. 

2) (Optionally) Click the List button to expand the table view: 

 

Figure 3-11: The List view mode. 

Note: In the List view mode, the display of loan applications in the table can be customized using page navigation. 
For more information, refer to Using Page Navigation. 
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a. Click a loan application in the table to open loan details: 

 

Figure 3-12: Loan details in the List view mode. 

b. Click Back to the List to return to the List view mode. 

 

Figure 3-13: Returning to the List view mode. 

3) (Optionally) In the upper right-hand corner of the workspace, click the Details button to expand the 
view of details of a loan application selected in the Split view mode. 

 

Figure 3-14: Loan details in the Details view mode. 

a. Click the Next button  to move to the next loan.  

b. Click the Previous button  to move to the previous loan. 
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c. Click the First button  to move to the first loan.  

d. Click the Last button  to move to the last loan. 

4) (Optionally) Click the Split button to return to the default view mode. 

Searching for Applications 

The current subsection provides general instructions on how to search for applications of certain borrowers in 
the database of the Turnkey Lender solution. 

The search for applications can be conducted by the users of the Origination, Underwriting, Collateral, Servicing, 
and Collection web workplaces. 

To search for applications: 

1) Enter a web workplace as described in the Log on to Turnkey Lender section above; 

The corresponding workplace is displayed:  

 

Figure 3-15: The Collection web workplace. 

2) In the Search box type in letters corresponding to a name or a part of the name of the borrower to 
apply filter. 

The system automatically displays a search result that matches entered characters wholly or partially. 
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Note: The system also provides for the possibility to search for loan applications by ID. 

 

Figure 3-16: Applying filter to search for loan applications. 

Filtering Applications 

The current subsection provides general instructions on how to use the filter functionality in the Turnkey Lender 
system. 

The users of the Origination, Underwriting, Collateral, Servicing, and Collection web workplaces can use the 
filter functionality to display loan applications according to their statuses in the system. 

To apply filter: 

1) Enter a web workplace as described in the Log on to Turnkey Lender section above; 

In the default view mode, the table with all loan applications available is displayed on the left-hand side 
of the workspace:  

 

Figure 3-17: The Origination workplace. 
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The left side of the toolbar contains two split buttons for filtering loan applications according to a 
status: 

 

Figure 3-18: Buttons for filtering loan applications. 

2) On the toolbar, click a corresponding split button and select a preferred option: 

 

Figure 3-19: Filtering loan applications. 

Note: The loan applications can be filtered according to options selected in sub-menus of both split buttons. 

The filter has been successfully applied. 
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Sorting Applications 

The current subsection provides instructions on how to sort loan applications. 

The users of the Origination, Underwriting, Collateral, Servicing, and Collection web workplaces can customize 
the display of loan applications in the table by sorting them in a preferred order. 

To sort the applications: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

In the default view mode, the table with all loan applications available is displayed on the left-hand side 
of the workspace:  

 

Figure 3-20: The Origination web workplace. 

2) Point to a header of any column and click it. A list of applications gets ordered and corresponding 
arrows indicating a sort order appear.  

Depending on the sort order applied, either the up arrow or down arrow gets highlighted: 

 

Figure 3-21: Sorting applications by the creation date. 

3) Click the header again to change the sort order. 
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Since the columns contain text fields and numeric/date fields, the data in columns gets sorted as 
follows: 

• Columns with text fields are sorted in alphabetical order; 

• Columns with numeric/date fields are sorted in ascending or descending order.  

Note: By default, all applications displayed are sorted in the ascending order by application ID. 

Using Page Navigation 

The current subsection provides instructions on how to customize the display of information in the table using 
page navigation on the Origination, Underwriting, Collateral, Servicing, Collection, and System web workplaces. 

To use page navigation: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

At the bottom of the table containing loan applications, a current page and a total number of pages are 
displayed: 

 

Figure 3-22: Table with loan applications. 

2) (Optionally) Click the first forward arrow  to move to a next page. 

3) (Optionally) Click the second downward arrow  to move to a last page. 

4) (Optionally) Click the first backward arrow  to return to a previous page.  

5) (Optionally) Click the second backward arrow  to return to a first page. 



B A C K  O F F I C E  O F  T H E  T U R N K E Y  L E N D E R  S Y S T E M       2 9  

Installment Loans 

The system allows processing installment loans and payday loans (refer to Payday Loans). 

An installment loan is a loan repaid over a certain period of time in regular installments. In general, the 
installment loan is repaid in equal scheduled monthly payments that include an interest amount and a principal 
amount. 

The term “installment loan” is often associated with traditional consumer loans repaid in equal installments each 
month. 

In the Turnkey Lender system, installment loans can be repaid regularly once a month or biweekly. 

The subsections below provide instructions on how to process installment loans on the following web 
workplaces: 

• Origination; 

• Underwriting; 

• Collateral; 

• Servicing; 

• Collection. 



3 0       C H A P T E R  3  

Origination 

The current subsection provides detailed description of the functionality available to the user of the Origination 
web workplace. 

A scope of operations provided for the Origination web workplace can be performed by the user with the 
Originator role. 

The main responsibility of the Originator is to create loan applications and send them to the Underwriter for 
making a decision. 

 

Figure 3-23: The Origination web workplace. 

The left-hand side of the user interface in the default view mode displays the table containing loan applications 
with the following statuses: 

• All incomplete: all loan applications which are at the Origination and Reprocessing stage (see below); 

• Origination: loan applications created by the current user but not sent to the Underwriter for further 
processing; 

• Reprocessing: loan applications sent by the Underwriter for reprocessing to the current user who has 
previously created these applications; 

• Created by Me: all loan applications which have been created by the current user. 

The table contains the following information on loan applications: 

• Id: identification number of a loan application in the system; 

• Created: a date when a loan application has been created; 

• Name: a borrower’s full name; 

• Amount: a loan amount; 
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• Wait: a time during which a loan application is awaiting processing on the Origination web workplace; 

• The last column displays a status of loan applications (to view the status, point to an icon of a 
corresponding application). 

The interface of the web workplace allows the user to customize the display of the workspace and loan 
applications by performing the following operations: 

• Changing View Mode of the workspace; 

• Searching for Applications in the database; 

• Filtering Applications according to their statuses; 

• 
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Sorting Applications  in a preferred order; 

• Using Page Navigation for viewing loan applications in the table. 

The Origination workplace allows performing the following functional responsibilities: 

• Creating a loan application for a new borrower; 

• Attaching electronic documents to the loan application; 

• Changing credit conditions for a certain borrower; 

• Editing borrower’s application details. 

These functional responsibilities can be performed using the functionality described in the following subsections.   
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Creating a Non-Collateral Loan Application 

The system provides for the possibility to originate secured and non-secured loans. 

The description below provides instructions on how to create a non-collateral loan application. 

For more information on how to create a collateral loan application, refer to the Creating a Collateral Loan 
Application subsection below. 

To create a loan application: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) On the left side of the toolbar click the New Application button. 

The New Loan Application window opens: 

 

Figure 3-24: The New Loan Application window. 

3) In the Loan Amount box, enter a requested loan amount. 

4) In the Term box, type in a credit period. 

5) In the Credit Product box, choose a corresponding credit product for non-secured loans. 

Note: A credit product represents a set of parameters which determine main conditions for the loans of a certain type. 

To provide a secured loan, a corresponding credit product must be selected. For more information, refer to the 
Creating a Collateral Loan Application subsection below. 
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Once the credit product has been selected, the system automatically computes the interest amount and 
the total amount payable for a whole credit period: 

 

Figure 3-25: Computed total loan amount. 

Note: If a selected credit product provides for using a variable interest rate (refer to Managing Credit Products), the 
Interest Rate box is displayed additionally and the user can specify an interest rate within a range specified 
in the credit product. 

 

 

Figure 3-26: The variable interest rate. 
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The table below displays automatic calculations of the interest amount, principal amount and the total 
amount payable on each due date of the credit period: 

 

Figure 3-27: Computed monthly payments. 

The payment schedule is calculated according to a credit calculation method and payment frequency 
specified in the credit product (refer to Adding a New Credit Product). The credit calculation method can 
be “annuity” or “classic’. The payment frequency can be “monthly”, “biweekly” or “semi-monthly”. 
Irrespective of the payment frequency specified, the payment schedule will be calculated according to 
a selected credit calculation method (either “annuity” or “classic”, for more information on how the 
payment schedule is calculated according to these methods, refer to Loan Repayment of the Servicing 
subsection).  

However, if the “monthly” payment frequency is specified in the credit product, the payment schedule 
will display installments corresponding to a single monthly payment (Figure 3-27 above).  

If the “semi-monthly” payment frequency is specified, the payment is to be effected twice a month and 
two installments in each month will be displayed in the payment schedule accordingly. At the same 
time, payment due dates are identical in each month. 
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If the “biweekly” payment frequency is specified, each displayed installment will correspond to a 
payment to be effected once a fortnight. The picture below demonstrates the payment schedule 
calculated according to the “biweekly” payment frequency and by using the classic calculation method: 

 

Figure 3-28: Biweekly payments. 

6) (Optionally) Click Cancel to cancel the creation of the loan application. 

7) Click Proceed to continue. 

In the opened Customer Verification window, the user has the possibility to check whether the borrower 
has already applied for the loan: 

 

Figure 3-29: The Customer Verification window. 

8) In the Name box enter a borrower’s name. 

Note: The user can verify whether borrower’s data is available in the database by entering a name, phone number or a 
social security number (SSN) in corresponding boxes. To narrow the search range, the user can fill out all these 
three boxes. 
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If the borrower’s data is available in the database, the system automatically displays it in the table below: 

Note: When searching for the borrower, the user can enter a full name or a part of the full name. The system 
automatically displays the search data that matches the entered characters wholly or partially. 

 

Figure 3-30: The borrower is found in the database. 

9) If the borrower is found in the database, click Select next to the corresponding borrower’s data. 

Detailed information on the borrower and previous loans is displayed in the Selected Customer area: 

 

Figure 3-31: Detailed information on the borrower selected. 

10) (Optionally) Click Back to return to the New Application Loan window and change credit conditions. 

11) (Optionally) Click New Customer if the borrower has not been found in the database and follow the 
procedure described in the Creating A Non-Collateral Application for a New Borrower section. 

12) Click Use Selected Customer to continue creation of the loan application. 
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The new loan application for existing borrower has been successfully created and gets displayed in the 
table: 

 

Figure 3-32: The loan application is created. 

13) (Optionally) If necessary, attach electronic documents to the created loan application as described in 
Attaching Electronic Documents.  
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Creating A Non-Collateral Application for a New Borrower 

The current subsection provides instructions on how to create a non-collateral loan application for the borrower 
who has not previously applied for a non-collateral loan and whose data are not available in the database of the 
Turnkey Lender system. 

To create a non-collateral loan application for a new borrower: 

1) Repeat steps 1)-8) of the procedure described in Creating a Non-Collateral Loan Application. 

2) If the borrower is not found in the database, click the New Customer button. 

The Application Form window opens: 
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Figure 3-33: Application Form. 

3) In the Personal Information area specify the following required data: 

• First Name: a borrower’s first name; 

• Last Name: a borrower’s last name; 

• Gender: a borrower’s gender; 

• Date of Birth: a borrower’s birth date; 

Note: The date of birth can be specified either manually or using the calendar. To open the calendar, 

click the Calendar icon . 

• Education: a type of borrower’s education; 

• Marital Status: a borrower’s marital status; 

• Number of Dependents: a number of borrower’s dependents; 

• Email: a borrower’ email; 

• Citizenship: a borrower’s citizenship. 

4) In the Additional Information area specify the following required data: 

• Social Security Number: a nine-digit social security number of the borrower; 

• Monthly Income: borrower’s monthly income; 

• Monthly Expenses: borrower’s monthly expenses; 

• Main Phone: a borrower’s main phone number. 

5) In the Employment Information area, select an income type in the Income Type box. 

If the Income Type is Employed, specify the following information: 

• How Often Are You Paid: a frequency of salary and wage payments; 

• Employer: a borrower’s employer; 

• Size of the Company: a size of a company where the borrower is employed; 

• Job Title: a borrower’ job title; 
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• Hire Date: a date when the borrower was hired; 

• Employee Verification Phone: a phone number to be used for verification of the borrower’s 
employment information; 

• Work Phone: a work phone number of the borrower. 

If the Income Type is Self Employed, specify the following information: 

• Company Beginning Date: a date when the company was founded; 

Note: The company beginning date can be specified either manually or using the calendar. To open the calendar, click the 

Calendar icon . 

• Company Name: a name of the borrower’s company; 

• Company Phone: a phone number of the borrower’s company. 

If the Income Type is Social Security/Disability, specify the following information: 

• How Often Are You Paid: a frequency of benefit payments; 

• Benefit Start Date: a date when the benefit was paid for the first time; 

Note: The benefit start date can be specified either manually or using the calendar. To open the calendar, click the Calendar 

icon . 

• Next Pay Date: a date of the next benefit payment. 

Note: The next pay date can be specified either manually or using the calendar. To open the calendar, click the Calendar 

icon . 

If the Income Type is Retirement/Pension, specify the following information: 

• Income Received From: a name of Organization/Body that makes disbursements; 

• How Often Are You Paid: frequency of disbursements; 

If the Income Type is Other, specify the following information: 

• How Often Are You Paid: frequency of payments received; 

• Income Verification Phone: a phone number to be used for verification of the borrower’s 
income; 

• Income Start Date: a date when the income was received for the first time. 

Note: The income start date can be specified either manually or using the calendar. To open the calendar, click the Calendar 

icon . 
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6) In the Address area specify the following information: 

• Resides at Address: years and months of residence; 

Note: If the borrower resides at the current address less than 2 years, a second address in the opened 2nd Address 
area should be specified in details as well. 

• Street; 

• City; 

• State; 

• Zip Code: a five-digit number; 

• Residential Status. 

7) In the Bank Account area, specify the following information: 

• Type of Account: a type of a bank account; 

• Routing Number: a ten-digit routing number; 

• Account Number: a bank account number; 

• Time with Bank Account: a period of using the bank account; 

• Bank Name: a bank name. 

8) In the Documents area, click Choose file to attach an electronic document to the loan application.  

The Open dialog window opens: 

 

Figure 3-34: The Open dialog window. 

9) In the opened dialog window, select a required document and click Open. 
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The selected document gets displayed in the Documents area: 

 

Figure 3-35: The document is attached to the loan application. 

10) (Optionally) Repeat steps 8-9 of this procedure to attach other electronic documents. 

11) (Optionally) In the Application Form window, click Back to return to the previous form. 

Note: Once the user has returned to the previous form, all entered data of the application form will be lost. The 
corresponding warning message appears by clicking the Back button: 

 

Figure 3-36: The warning message. 

12) Click Save to save the application form. 

Note: The Save button is unavailable if some required boxes remain empty. 
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The non-collateral loan application for a new borrower has been successfully created. The user can view 
the details of the loan application on the right-hand side of the workspace by clicking the corresponding 
application in the table: 

 

Figure 3-37: The loan application is created. 
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Creating a Collateral Loan Application 

The current subsection provides instructions on how to create a collateral loan application. 

To create a collateral loan application: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) On the left side of the toolbar click the New Application button. 

The New Loan Application window opens: 

 

Figure 3-38: The New Loan Application window. 

3) In the Loan Amount box, enter a requested loan amount. 

4) In the Term box, type in a credit period. 

5) In the Credit Product box, chose a corresponding credit product for secured loans. 

Note: A credit product represents a set of parameters which determine main conditions for the loans of a certain type. 



4 6       C H A P T E R  3  

Once the credit product has been selected, the system automatically computes the interest amount and 
the total amount payable for the whole credit period: 

 

Figure 3-39: Computed total loan amount. 

Note: If a selected credit product provides for using a variable interest rate (refer to Managing Credit Products), the 
Interest Rate box is displayed additionally and the user can specify an interest rate within a range specified 
in the credit product. 

 

Figure 3-40: The variable interest rate. 
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The table below displays automatic calculations of the interest amount, principal amount and the total 
amount payable on each due date of the credit period: 

 

Figure 3-41: Computed monthly payments. 

The payment schedule is calculated according to a credit calculation method and payment frequency 
specified in the credit product (refer to Adding a New Credit Product). The credit calculation method can 
be “annuity” or “classic’. The payment frequency can be “monthly”, “biweekly” or “semi-monthly”. 
Irrespective of the payment frequency specified, the payment schedule will be calculated according to 
a selected credit calculation method (either “annuity” or “classic”, for more information on how the 
payment schedule is calculated according to these methods, refer to Loan Repayment of the Servicing 
subsection).  

However, if the “monthly” payment frequency is specified in the credit product, the payment schedule 
will display installments corresponding to a single monthly payment (Figure 3-41 above).  

If the “semi-monthly” payment frequency is specified, the payment is to be effected twice a month and 
two installments in each month will be displayed in the payment schedule accordingly. At the same 
time, payment due dates are identical in each month.   
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If the “biweekly” payment frequency is specified, each displayed installment will correspond to a 
payment to be effected once a fortnight. The picture below demonstrates the payment schedule 
calculated according to the “biweekly” payment frequency and by using the classic calculation method: 

 

Figure 3-42: Biweekly payments. 

6) (Optionally) Click Cancel to cancel the creation of the loan application. 

7) Click Proceed to continue. 

The Customer Verification window opens: 

 

Figure 3-43: The Customer Verification window. 

8) In the Name box enter a borrower’s name to check if the borrower is registered in the database. 

Note: The user can verify whether borrower’s data is available in the database by entering a name, phone number 
or a social security number (SSN) in corresponding boxes. To narrow the search range, the user can fill out 
all these three boxes. 
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If the borrower’s data is available in the database, the system automatically displays it in the table below: 

Note: When searching for the borrower, the user can enter a full name or a part of the full name. The system automatically 
displays the search data that matches the entered characters wholly or partially. 

 

Figure 3-44: The borrower is found in the database. 

9) If the borrower is found in the database, click Select opposite the corresponding borrower’s data. 

Detailed information on the borrower and previous loans is displayed in the Selected Customer area: 

 

Figure 3-45: Detailed information on the borrower selected. 

10) (Optionally) Click Back to return to the New Application Loan window and change credit conditions. 

11) (Optionally) Click New Customer if the borrower has not been found in the database and follow the 
procedure described in the Creating a Collateral Loan Application for a New Borrower subsection below. 

12) Click Use Selected Customer to continue the creation of the loan application. 
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The new collateral loan application for existing borrower has been successfully created and gets 
displayed in the table: 

 

Figure 3-46: The created collateral loan application. 

13) In the table, click a created loan application. 

14) Click Edit.  

The Customer Details window opens: 
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Figure 3-47: The Customer Details window. 

15) In the Collateral area, click Add Collateral and select a type of collateral from the drop-down list. 

If the borrower has previously applied for a secured loan, click From History to add a collateralized 
property of a previous loan application. 

 

Figure 3-48: The From History option. 
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The Choose collaterals window opens: 

 

Figure 3-49: The Choose collaterals window. 

a. In the open window, add the check mark next to a collateralized property to be added. 

 

Figure 3-50: Selecting the collateralized property. 

If the Vehicle type of collateral is selected, the Vehicle window opens: 

 

Figure 3-51: The Vehicle window. 

b. In the Vehicle window, specify the following required data: 

• Vehicle type; 

• Vehicle make; 



B A C K  O F F I C E  O F  T H E  T U R N K E Y  L E N D E R  S Y S T E M       5 3  

• Vehicle identification number; 

• Vehicle style; 

• Vehicle model; 

• Vehicle year; 

• Mileage. 

c. In the Documents area, click Choose file to attach a document if necessary. 

If the Deposit type of collateral is selected, the Deposit window opens: 

 

Figure 3-52: The Deposit window. 

d. In the Deposit window, specify the following required data: 

• Deposit amount; 

• Deposit currency; 

• Account number. 

e. In the Documents area, click Choose file to attach a document if necessary.  
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If the Real Estate type of collateral is selected, the Real Estate window opens: 

 

Figure 3-53: The Real Estate window. 

f. In the Real Estate window, specify the following required data: 

• Property Type; 

• Address; 

• Property Size; 

• Proof of Ownership ID. 

g. In the Documents area, click Choose file to attach a document if necessary. 

16) Having specified collateral details, click OK. 

• An added type of collateral gets displayed in the Collateral area: 

 

Figure 3-54: Added collateral. 

Note: Any number of collaterals can be added to the application. 

17) In the open Customer Details window, click OK to save changes. 
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The added collateral gets displayed on the Collaterals tab: 

 

Figure 3-55: The added collaterals. 
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Creating a Collateral Loan Application for a New Borrower 

The current subsection provides instructions on how to create a collateral loan application for the borrower who 
has not previously applied for a collateral loan and whose data are not available in the database of the Turnkey 
Lender system. 

To create a collateral loan application for a new borrower: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) On the left side of the toolbar click the New Application button. 

The New Loan Application window opens: 

 

Figure 3-56: The New Loan Application window. 

3) In the Loan Amount box, enter a requested loan amount. 

4) In the Term box, type in a credit period. 

5) In the Credit Product box, chose a corresponding credit product for secured loans. 

Note: A credit product represents a set of parameters which determine main conditions for the loans of a certain type. 
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Once the credit product has been selected, the system automatically computes the interest amount and 
the total amount payable for the whole credit period: 

 

Figure 3-57: Computed total loan amount. 

Note: If a selected credit product provides for using a variable interest rate (refer to Managing Credit Products), the 
Interest Rate box is displayed additionally and the user can specify an interest rate within a range specified 
in the credit product. 

 

Figure 3-58: The variable interest rate. 
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The table below displays automatic calculations of the interest amount, principal amount and the total 
amount payable on each due date of the credit period: 

 

Figure 3-59: Computed monthly payments. 

6) (Optionally) Click Cancel to cancel the creation of the loan application. 

7) Click Proceed to continue. 

The Customer Verification window opens: 

 

Figure 3-60: The Customer Verification window. 

Note: In the opened Customer Verification window, the user has the possibility to check whether the borrower has already 
applied for a collateral loan. If the borrower is registered in the system, the collateral loan application can be automatically 
filled with borrower’s data. For more information, refer to Creating a Collateral Loan Application. 

8) In the Customer Verification window, click New Customer. 
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The Application Form window opens: 

 

 

Figure 3-61: Application Form. 

9) In the Personal Information area, specify the following required data: 

• First Name: a borrower’s first name; 

• Last Name: a borrower’s last name; 

• Gender: a borrower’s gender; 

• Date of Birth: a borrower’s birth date; 
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Note: The date of birth can be specified either manually or using the calendar. To open the calendar, click the 

Calendar icon . 

• Education: a type of borrower’s education; 

• Marital Status: a borrower’s marital status; 

• Number of Dependents: a number of borrower’s dependents; 

• Email: a borrower’ email; 

• Citizenship: borrower’s citizenship. 

10) In the Additional Information area specify the following required data: 

• Social Security Number: a nine-digit social security number of the borrower; 

• Monthly Income: borrower’s monthly income; 

• Monthly Expenses: borrower’s monthly expenses; 

• Main Phone: a borrower’s main phone number. 

11) In the Employment Information area, select an income type in the Income Type box. 

If the Income Type is Employed, specify the following information: 

• How Often Are You Paid: a frequency of salary and wage payments; 

• Employer: a borrower’s employer; 

• Size of the Company: a size of a company where the borrower is employed; 

• Job Title: a borrower’ job title; 

• Hire Date: a date when the borrower was hired; 

• Employee Verification Phone: a phone number to be used for verification of the borrower’s 
employment information; 

• Work Phone: a work phone number of the borrower. 

If the Income Type is Self Employed, specify the following information: 

• Company Beginning Date: a date when the company was founded; 

Note: The company beginning date can be specified either manually or using the calendar. To open the calendar, click the 

Calendar icon . 

• Company Name: a name of the borrower’s company; 

• Company Phone: a phone number of the borrower’s company. 

If the Income Type is Social Security/Disability, specify the following information: 
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• How Often Are You Paid: a frequency of benefit payments; 

• Benefit Start Date: a date when the benefit was paid for the first time; 

Note: The benefit start date can be specified either manually or using the calendar. To open the calendar, click the 

Calendar icon . 

• Next Pay Date: a date of the next benefit payment. 

Note: The next pay date can be specified either manually or using the calendar. To open the calendar, click the 

Calendar icon . 

If the Income Type is Retirement/Pension, specify the following information: 

• Income Received From: a name of Organization/Body that makes disbursements; 

• How Often Are You Paid: frequency of disbursements; 

If the Income Type is Other, specify the following information: 

• How Often Are You Paid: frequency of payments received; 

• Income Verification Phone: a phone number to be used for verification of the borrower’s 
income; 

• Income Start Date: a date when the income was received for the first time. 

Note: The income start date can be specified either manually or using the calendar. To open the calendar, click the 

Calendar icon . 

12) In the Address area, specify the following information: 

• Resides at Address: years and months of residence; 

Note: If the borrower resides at the current address less than 2 years, a second address in the opened 2nd Address 
area should be specified in details as well. 

• Street; 

• City; 

• State; 

• Zip Code: a five-digit number; 

• Residential Status. 

13) In the Bank Account area, specify the following information: 

• Type of Account: a type of a bank account; 
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• Routing Number: a ten-digit routing number; 

• Account Number: a bank account number; 

• Time with Bank Account: a period of using the bank account; 

• Bank Name: a bank name; 

14) In the Documents area, click Choose file to attach an electronic document to the loan application. 

The Open dialog window opens: 

 

Figure 3-62: The Open dialog window. 

15) In the opened dialog window, select a required document and click Open. 

The selected document gets displayed in the Documents area: 

 

Figure 3-63: The document is attached to the loan application. 

16) (Optionally) Repeat steps 14-15 of this procedure to attach other electronic documents. 

17) In the Collateral area, click Add Collateral and select collateral from the drop-down list. 
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If the Vehicle type of collateral is selected, the Vehicle window opens: 

 

Figure 3-64: The Vehicle window. 

a. In the Vehicle window, specify the following required data: 

• Vehicle type; 

• Vehicle make; 

• Vehicle identification number; 

• Vehicle style; 

• Vehicle model; 

• Vehicle year; 

• Mileage. 

b. In the Documents area, click Choose file to attach a document if necessary. 

If the Deposit type of collateral is selected, the Deposit window opens: 

 

Figure 3-65: The Deposit window. 

c. In the Deposit window, specify the following required data: 
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• Deposit amount; 

• Deposit currency. 

d. In the Documents area, click Choose file to attach a document if necessary.  

If the Real Estate type of collateral is selected, the Real Estate window opens: 

 

Figure 3-66: The Real Estate window. 

e. In the Real Estate window, specify the following required data: 

• Property Type; 

• Property Address; 

• Property Size; 

• Proof of Ownership ID. 

f. In the Documents area, click Choose file to attach a document if necessary. 

18) Having specified collateral details, click OK. 

An added type of collateral gets displayed in the Collateral area: 

 

Figure 3-67: Added collateral. 
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Note: Any number of collaterals can be added to the application. 

19) (Optionally) In the Application Form window, click Back to return to the previous form. 

Note: Once the user has returned to the previous form, all entered data of the application form will be lost. The 
corresponding warning message appears by clicking the Back button: 

 

Figure 3-68: The warning message. 

20) Click Save to save the application form. 

Note: The Save button is unavailable if some required boxes remain empty. 

The collateral loan application has been successfully created. The user can view details of the loan 
application on the right-hand side of the workspace by clicking the corresponding application in the 
table. The added type of collateral is displayed on the Collaterals tab: 

 

Figure 3-69: The collateral loan application is created. 
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Managing Electronic Documents 

The current subsection provides information on managing electronic documents on the Origination web 
workplace. 

When processing the loan applications, the user with the Originator role can work with electronic documents 
and perform the following operations: 

• Attaching Electronic Documents to the loan application; 

• Deleting Electronic Documents already attached to the loan application; 

• Downloading Electronic Documents attached to the loan application to a local drive. 

The instructions on how to perform these operations are set forth in the subsections below. 

Attaching Electronic Documents 

The current subsection provides instructions on how to attach electronic documents to an existing loan 
application. 

To attach documents to a loan application: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the table on the left-hand side of the web workplace, click a loan application to which an electronic 
document should be attached. 

The details of the loan application get displayed to the right of the table: 

 

Figure 3-70: Details of the selected loan application. 

3) To the right of the table, click the Documents tab. 
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4) On the Documents tab, click Choose file. 

 

Figure 3-71: Attaching a document. 

The Open dialog window opens: 

 

Figure 3-72: The Open dialog window. 

5) In the open dialog window, select a required document and click Open. 
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An added document gets displayed in the Customer Documents area: 

 

Figure 3-73: The document is attached to the loan application. 

6) (Optionally) Repeat steps 4-5 to attach other electronic documents. 

The electronic documents have been successfully attached to the loan application. 

Deleting Electronic Documents 

The current subsection provides information on how to delete electronic documents attached to a loan 
application. 

To delete electronic documents: 

1) Repeat steps 1)-3) of the procedure described in Attaching Electronic Documents. 

2) On the Documents tab, opposite a document that must be deleted, click the Delete button. 

 

Figure 3-74: Deleting the document. 
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The document has been deleted. 

3) (Optionally) Repeat step 2 to delete other documents. 

Downloading Electronic Documents 

The current subsection provides instructions on how to save electronic documents, which have been attached 
to the loan application, to a local drive. 

To download an electronic document: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the table on the left-hand side of the web workplace, click a required loan application. 

3) To the right of the table, click the Documents tab. 

 

Figure 3-75: The Documents tab. 

The Documents tab displays a loan agreement attached automatically to a loan application (for more 
information, refer to   
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Managing Company Settings 

The current subsection provides instructions on how to manage settings of a company (system owner) that 
provides lending services. 

Within the scope of this functionality, the Administrator has the possibility to specify company details and add 
a company logo. 

To manage company settings: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the option menu to the left, click Company settings. 

 

Figure 3-555: Company settings. 
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The Company Settings area opens: 

  

Figure 3-556: Credit products. 

In the Company Settings area, the following company details can be specified: 

• Company name; 

• Brand name; 

• Company country; 

• Lending type; 

• Official company name; 

• Company phone; 

• Date of establishment; 

• Minimum loan amount; 

• Company address; 

• Email; 

• Maximum loan amount; 

• Company city; 

• Website. 

Note: The company data listed above are solely informative and do not influence anything. 
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3) Click Edit in a corresponding box to specify necessary data. 

The Edit window opens: 

 

Figure 3-557: The Edit window. 

4) In the Edit window, specify corresponding data and click OK. 

5) Repeat steps 3-4 to specify other data. 

6) In the Logo area, click Chose file to attach a company logo. 

The Open window is displayed: 

 

Figure 3-558: The Open window. 

7) In the Open window, choose a required file of the company logo and click Open. 
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The company logo has been attached: 

 

Figure 3-559: The company logo attached. 

The attached logo is displayed on the registration page and front page: 

 

Figure 3-560: The registration page. 

 

Figure 3-561: The front page. 
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Managing Documents). If any documents have been attached to the loan application by the user, they 
are also displayed on this tab.  

4) To download the loan agreement, click Download opposite the corresponding loan agreement. 

5) To download a document attached by the user, click the icon of the document to be saved locally: 

 

Figure 3-76: Downloading the document I. 

−OR− 

Click a document name: 

 

Figure 3-77: Downloading the document II. 

The downloaded document gets displayed on the notification bar of the browser: 
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Figure 3-78: The downloaded document. 

6) (Optionally) Repeat step 5 to download other documents.  

The documents have been saved to the local drive. 
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Changing Credit Conditions 

The current subsection provides general instructions on how to change credit conditions for a certain borrower. 

The user of the Origination web workplace can change credit conditions for those loan applications which have 
been already created but not sent for further processing to the Underwriter, i.e. credit conditions can be changed 
only if a loan application is not subject to reprocessing. 

To change credit conditions: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the table on the left-hand side of the web workplace, click a required loan application. 

3) Click the Change Terms button. 

 

Figure 3-79: Changing Credit Conditions. 

The Edit Offer Details window opens: 

 

Figure 3-80: The Edit Offer Details window. 

4) Repeat steps 3)-5) of the 
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Creating a Non-Collateral Loan Application section. 

Note: If a credit product for non-collateral loans has been changed for a credit product that provides for the creation 
of collateral loan applications, the corresponding Collateral tab for specifying collaterals gets displayed in 
the borrower’s loan application. For more information, refer to the Editing Borrower’s Details subsection 
below. 

5) (Optionally) Click Cancel to cancel changes. 

6) Click OK to save changes. 

The credit conditions have been successfully changed. 

Editing Borrower’s Details 

The current subsection provides instructions on how to change borrower’s application details. 

The user of the Origination web workplace can change borrower’s details which have been specified during the 
creation of a loan application. The borrower’s details can be changed for all loan applications available to the 
user on the Origination web workplace. 

If the loan application has been created on the basis of a credit product that provides for the creation of collateral 
loan applications, the Originator can also add new collaterals when editing borrower’s details. Collateralized 
property added previously can be also edited or removed. 

To change customer details: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the table on the left-hand side of the web workplace, click a required loan application. 

Details of a selected loan application get displayed on the right-hand side of the workspace: 

 

Figure 3-81: The selected loan application. 
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3) Click Edit. 

The Customer Details window opens: 
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Figure 3-82: The Customer Details window. 

4) To change customer details, repeat steps 3)-10) of the procedure described in the Creating A Non-
Collateral Application for a New Borrower subsection above. 

5) If a selected application is a collateral loan application, repeat steps 15)-16) of the procedure described 
in the Creating a Collateral Loan Application subsection above to add collateralized property if necessary. 

Note: If the selected application is the collateral loan application, the Collateral area for specifying new 
collaterals is available at the bottom of the Customer Details window. 

 

Figure 3-83: The Collateral area. 
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Note: The user can also edit or remove collaterals by clicking corresponding buttons opposite a required collateralized 
property. 

6) Click OK to apply changes. 

The customer details have been modified. 

Recording the Interaction History 

The current subsection provides instructions on how to save information about contacting the borrower. 

When processing the loan application, the user of the Origination web workplace may consider it necessary to 
contact the borrower. Once the borrower has been contacted, the information about the contact can be recorded 
by the user to the interaction history. 

To record the information about the contact: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the table on the left-hand side of the web workplace, click a loan application of a corresponding 
borrower. 

3) Click the Contact button. 

 

Figure 3-84: Clicking the Contact button. 
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The New Contact window opens: 

 

Figure 3-85: The New Contact window. 

4) In the Date box, enter a date of the contact manually or use the calendar. 

Note: 
To open the calendar, click the Calendar icon . 

5) In the Purpose box, type in a purpose of the contact. 

6) In the Method box, select a method through which the borrower has been contacted. 

7) In the Result box, select a result of the contact. 

8) (Optionally) In the Comment box, type in appropriate comments if necessary. 

9) (Optionally) Click Cancel to cancel changes and close the window. 

10) Click OK to save the data entered. 

The information about the contact has been saved successfully and can be viewed on the Interaction 
History tab: 

 

Figure 3-86: The Interaction history tab. 
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Sending a Loan Application for Approval 

The current subsection provides instructions on how to send a loan application for approval. 

After all necessary borrower’s data has been specified in the loan application and all required documents have 
been attached, the user of the Origination web workplace can send the loan application for approval to the 
Underwriter. 

To send the loan application for approval: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the table on the left-hand side of the web workplace, click a required loan application. 

3) Click the Send for Approval button. 

 

Figure 3-87: Sending the application for approval. 

The Sending for Approval dialog window opens: 

 

Figure 3-88: The Sending for Approval dialog window. 

4) (Optionally) In the Comment box, enter appropriate comments if necessary. 

5) (Optionally) Click No to close the dialog window and cancel sending the loan application for approval. 

6) Click Yes to send the application to the Underwriter. 

The loan application has been successfully sent for approval to the Underwriter and is no longer 
displayed on the Origination web workplace. 
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Archive of Loan Applications 

The current subsection provides the description of the loan applications archive displayed on the Origination 
web workplace. 

Having logged on to the Turnkey Lender system, the user can view the archive of loan applications by clicking 
the Archive tab.  

 

Figure 3-89: The archive. 

The archive contains the loan applications which are no longer processed in the system. In particular, the 
following loans are displayed in the archive: 

• Rejected loans; 

• Written off loans; 

• Loans repaid in full; 

• Restructured. 

In case the archive contains a large amount of loan applications, the user can view necessary loans by applying 
a filter. To apply the filter, the user should click the All split button and select a corresponding option. 

 

Figure 3-90: Filtering loan applications. 
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Note: The loan applications can be filtered according to options selected in sub-menus of both split buttons. 

To search for loan applications of a particular borrower, the user can type in a full name of the borrower in the 
Search box. 

 

Figure 3-91: Searching for loan applications of a particular borrower. 

Having clicked a loan application in the table, the details of the loan application get displayed in separate sections 
to the right of the table. The user with the Originator role is authorized to view the following sections: 

• Summary: displays general information on the borrower’s current loan, previous loans and the general 
information received from a Credit Bureau; 

• Customer Details: borrower’s application details are displayed; 

• Documents: the tab for displaying documents; 

• Interaction History: displays a history of interaction with the borrower; 

• Change History: displays changes in loan statuses, in particular the following information: 

o Date: a date and a time of an action performed (of a change in the application status); 

o Prev.Status: a previous status of the application before the next action; 

o New Status: a status of the application after the previous status; 

o Comments: comments to the changed status (for example, comments entered by the 
Originator when sending the application for approval to the Underwriter); 

o User: a name of the user who changed the status. If the status has been changed 
automatically by the system, the column remains empty. 

• Collaterals: the tab is displayed if a selected loan is a secured loan. The Collaterals tab displays all 
collaterals provided for a selected secured loan; 
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• Restructuring: the tab is displayed if a selected loan has been restructured. 

 

Figure 3-92: Loan application details in the archive. 

Optionally, the user can also perform the following operations to customize the display of loan applications in 
the archive:  

• Change the view mode of loan applications (for more information, refer to Changing View Mode); 

• Sort loan applications in the table (for more information, refer to Sorting Applications); 

• Use page navigation to move from one page of the table to another (for more information, refer to Using 
Page Navigation). 
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Underwriting 

The current subsection provides detailed description of the functionality available to the user of the 
Underwriting web workplace. 

A scope of operations provided for the Underwriting web workplace can be performed by the user with the 
Underwriter role. 

The main responsibility of the Underwriter is to make decisions on loan applications before disbursing the loans 
to the borrowers. 

 

Figure 3-93: The Underwriting web workplace. 

The left-hand side of the user interface in the default view mode displays the table containing loan applications 
with the following statuses: 

• Active: all loan applications with statuses “Waiting for Approval”, “Approved”, “Disbursement Failed”. 

Note: A loan application assumes the “Disbursement Failed” status only if the automatic disbursement of a loan has failed due 
to errors. The loan can be disbursed automatically if corresponding settings are made in the web.config file of the system. For 
more information, refer to the Approving Applications subsection below. 

• Waiting for Approval: loan applications sent by the Originator or filed by the borrower online. For 
more information, refer to Managing Applications Waiting for Approval. 

• Approved by Me: loan applications approved by the current user. For more information, refer to 
Managing Approved Applications. 

• All Approved: all loan applications approved by the current user, all users with the Underwriter role and 
loan applications automatically approved by the system. For more information, refer to Managing 
Approved Applications. 

• Rejected: all loan applications rejected automatically by the system or manually by users with the 
Underwriter role. For more information, refer to Managing Rejected Applications). 
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The table contains the following information on loan applications: 

• Id: identification number of a loan application in the system. 

• Created: a date when a loan application has been created; 

• Name: a borrower’s full name; 

• Amount: a loan amount; 

• Wait: a time during which a loan application is awaiting processing on the Underwriter workplace. 

• The last column displays a status of loan applications (to view the status, point to an icon of a 
corresponding application). 

The interface of the web workplace allows the user to customize the display of the workspace and loan 
applications by performing the following operations: 

• Changing View Mode of the workspace; 

• Searching for Applications in the database; 

• Filtering Applications according to their statuses; 

• Sorting Applications in a preferred order; 

• Using Page Navigation for viewing loan applications in the table. 

The Underwriting web workplace allows performing the following functional responsibilities: 

• Reviewing electronic documents attached to loan applications, attaching and deleting electronic 
documents; 

• Managing blacklists (including adding data to blacklists, deleting records from blacklists, importing data 
to blacklists); 

• Approving loan applications; 

• Rejecting loan applications; 

• Sending loan applications for reprocessing to the Originator. 

These functional responsibilities can be performed using the functionality described in the following subsections. 
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Making Decisions on Loan Applications 

The current subsection provides the description of operations performed by the Underwriter at the decision-
making stage.  

Having logged on to the system (refer to Log on to Turnkey Lender ), the user with the Underwriter role gets to 
the Underwriting web workplace, where all loan applications that require consideration and making a 
corresponding loan decision are displayed in the table on the left-hand side of the workspace: 

 

Figure 3-94: The Underwriting web workplace. 

The user can start considering loan applications at once. First, it is needed to select a corresponding loan 
application from the table. The details of the selected loan application get displayed to the right of the table on 
the following tabs: 

• Summary: contains the general information on the borrower’s current loan, previous loans and the 
general information received from a Credit Bureau. The information is received from the Credit Bureau 
automatically after the loan application has been created and submitted either by the Originator from 
the corresponding web workplace or by the borrower online. In case the information from the Credit 
Bureau is unavailable, the user can send a request to the corresponding Credit Bureau to receive data 
necessary for making a loan decision. For more detailed information, refer to the description of the 
Credit Bureau tab below. 
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Note: The display of the Credit Bureau tab as well as the Credit Bureau Check section of the Summary tab can 
be disabled in the web.config file. 

 

Figure 3-95: The Summary tab. 

• Risk Score: After the loan application has been created and submitted by the Originator or by the 
borrower, the system automatically calculates the score on the basis of personal information specified in 
the loan application, verifies borrower’s data under decision rules and displays the following determined 
parameters: 

o Scoring results: results of processing borrower’s data by means of the scorecard: 

a. Score; 

b. Odds (the proportion of goods and bads for a given risk segment); 

Note: The odds imply the probability of the borrower being “good”. The odds are specified in the scorecard settings for each 
existing risk segment. 

c. Probability of default on the borrower’s loan;  

d. Risk level determining the borrower’s ability to pay off the loan. 
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e. A system decision with regard to a loan on the basis of scoring results: 

Approve: the system recommends making a positive decision on the borrower’s loan. 

Refer: the system cannot make a definite decision on the loan, additional processing of the 
loan application by the Underwriter is required. 

Reject: the system recommends making a negative decision on the borrower’s loan. 

Note: In the Scorecard Comments section of the Decision Comments area, the comments on the system decision 
are displayed. 

o Matched Decision Rules: results of processing borrower’s data under predefined decision rules 
are displayed if borrower’s data has matched with at least one decision rule: 

a. Rule: a name of a rule that matched with borrower’s data; 

b. Decision: a system decision on the rule matched: 

Refer: the system cannot make a definite decision on the loan, additional processing of the 
loan application by the Underwriter is required. 

Reject: the system recommends that a negative decision on the borrower’s loan should be 
made. 

Do nothing: the system decision does not impact the scorecard decision and serves for 
information purposes. 

Comments: system comments on matched decision rules. 
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Note: In the Rule Engine Comments section of the Decision Comments area, system comments resulting from 
checks conducted under the decision rules are displayed. 

 

Figure 3-96: The Risk Score tab. 

• Customer Details: contains borrower’s application data. 

 

Figure 3-97: The Customer Details tab. 
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• Credit History: if the database of the system contains information on borrower’s previous loans, this 
information gets displayed on the Credit History tab: 

 

Figure 3-98: The Credit History tab. 

• Schedule: contains the automatically generated payment schedule displaying the following information: 

o A date when the payment is to be made; 

o An outstanding total amount; 

o An outstanding principal amount; 

o An outstanding interest amount; 

o An outstanding commission amount (if provided by a corresponding credit product based on 
which the application has been created). 

Note: Amounts displayed in the payment schedule are calculated automatically based on a type of a credit calculator and a 
payment frequency specified in a credit product for installment loans. For more information, refer to the Loan Repayment 
subsection describing these calculation methods for the Servicing web workplace.  

 

Figure 3-99: The Schedule tab. 

The payment schedule gets updated automatically every day for undisbursed loans. Thus, the payment 
schedule always starts from the current date. This is particularly important in the situation when a loan 
agreement is downloaded several days after the loan application has been created (but the loan has not 
been disbursed yet). For more information on the loan agreement that can be downloaded, refer to the 
description of the Documents tab below. 

• Credit Bureau: contains a report automatically retrieved from a credit bureau. The report is displayed 
on the Underwriting web workplace after the loan application has been submitted either by the 
Originator from the Origination web workplace or by the borrower online. 
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If the loan application has been submitted to the Underwriting web workplace without information 
from the Credit Bureau, the Underwriter can request necessary information from the Credit Bureau by 
clicking the Send Request button: 

 

Figure 3-100: The Credit Bureau tab. 

Note: The display of the Credit Bureau tab can be disabled in the web.config file. 

• Documents: the tab displays a loan agreement automatically attached to a loan application (for more 
information, refer to   
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• Managing Company Settings 

The current subsection provides instructions on how to manage settings of a company (system owner) that 
provides lending services. 

Within the scope of this functionality, the Administrator has the possibility to specify company details and add 
a company logo. 

To manage company settings: 

8) Enter a web workplace as described in Log on to Turnkey Lender . 

9) In the option menu to the left, click Company settings. 

 

Figure 3-555: Company settings. 
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The Company Settings area opens: 

  

Figure 3-556: Credit products. 

In the Company Settings area, the following company details can be specified: 

• Company name; 

• Brand name; 

• Company country; 

• Lending type; 

• Official company name; 

• Company phone; 

• Date of establishment; 

• Minimum loan amount; 

• Company address; 

• Email; 

• Maximum loan amount; 

• Company city; 

• Website. 

Note: The company data listed above are solely informative and do not influence anything. 
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10) Click Edit in a corresponding box to specify necessary data. 

The Edit window opens: 

 

Figure 3-557: The Edit window. 

11) In the Edit window, specify corresponding data and click OK. 

12) Repeat steps 3-4 to specify other data. 

13) In the Logo area, click Chose file to attach a company logo. 

The Open window is displayed: 

 

Figure 3-558: The Open window. 

14) In the Open window, choose a required file of the company logo and click Open. 
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The company logo has been attached: 

 

Figure 3-559: The company logo attached. 

The attached logo is displayed on the registration page and front page: 

 

Figure 3-560: The registration page. 

 

Figure 3-561: The front page. 
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• Managing Documents). If any documents have been attached to the loan application by the user, they 
are also displayed on this tab. 

 

Figure 3-101: The Documents tab. 

• Change History: the tab displays changes in loan statuses, in particular the following information: 

o Date: a date and a time of an action performed (of a change in the application status); 

o Prev.Status: a previous status of the application before the next action; 

o New Status: a status of the application after the previous status; 

o Comments: comments to the changed status (for example, comments entered by the Originator 
when sending the application for approval to the Underwriter); 

o User: a name of the user who changed the status. If the status has been changed automatically 
by the system, the column remains empty: 

 

Figure 3-102: The Change History tab. 

Managing Applications Waiting for Approval 

The current subsection describes a number of operations that can be performed for processing loan applications 
submitted for consideration by the Originator from the Origination web workplace or by the borrowers online. 

When processing loan applications that require Underwriter’s approval, the user with the Underwriter role can 
perform the following operations: 

•   
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• Reviewing Electronic Documents; 

• 
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Managing Blacklists; 

• 
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Sending Applications for Reprocessing; 

• Approving Applications; 

• 
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Rejecting Applications. 

The detailed description of these operations is provided in the subsections below. 
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Reviewing Electronic Documents 

The current subsection provides instructions on how to download electronic documents attached to a loan 
application. 

The user can download a loan agreement attached automatically to a loan application or other documents 
attached to the loan application by a corresponding user. 

Note: The user can also attach and delete electronic documents. For more information, refer to the Attaching Electronic 
Documents and Deleting Electronic Documents subsections above. 

To download an electronic document: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the table on the left-hand side of the web workplace, click a loan application to which required 
electronic documents are attached. 

The details of the loan application get displayed to the right of the table: 

 

Figure 3-103: Details of the selected loan application. 

3) Click the Documents tab. 

The Documents tab displays two types of documents: 

• A loan agreement: the loan agreement automatically attached to the loan application (for more 
information, refer to   
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• Managing Company Settings 

The current subsection provides instructions on how to manage settings of a company (system owner) that 
provides lending services. 

Within the scope of this functionality, the Administrator has the possibility to specify company details and add 
a company logo. 

To manage company settings: 

15) Enter a web workplace as described in Log on to Turnkey Lender . 

16) In the option menu to the left, click Company settings. 

 

Figure 3-555: Company settings. 
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The Company Settings area opens: 

  

Figure 3-556: Credit products. 

In the Company Settings area, the following company details can be specified: 

• Company name; 

• Brand name; 

• Company country; 

• Lending type; 

• Official company name; 

• Company phone; 

• Date of establishment; 

• Minimum loan amount; 

• Company address; 

• Email; 

• Maximum loan amount; 

• Company city; 

• Website. 

Note: The company data listed above are solely informative and do not influence anything. 
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17) Click Edit in a corresponding box to specify necessary data. 

The Edit window opens: 

 

Figure 3-557: The Edit window. 

18) In the Edit window, specify corresponding data and click OK. 

19) Repeat steps 3-4 to specify other data. 

20) In the Logo area, click Chose file to attach a company logo. 

The Open window is displayed: 

 

Figure 3-558: The Open window. 

21) In the Open window, choose a required file of the company logo and click Open. 
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The company logo has been attached: 

 

Figure 3-559: The company logo attached. 

The attached logo is displayed on the registration page and front page: 

 

Figure 3-560: The registration page. 

 

Figure 3-561: The front page. 
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• Managing Documents). 

• Documents manually attached by a corresponding user of the system. 

4) On the Documents tab, click the icon of a manually attached document to be saved locally: 

Note: To download a loan agreement, click Download opposite a corresponding loan agreement. 

 

Figure 3-104: Downloading the documents. 

−OR− 

Click a name of a manually attached document: 

 

Figure 3-105: Downloading the document. 

The downloaded document gets displayed on the notification bar of the browser: 
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Figure 3-106: The downloaded document. 

5) (Optionally) Repeat step 4 to download other documents. 

The documents have been saved to the local drive. 
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Managing Blacklists 

The current subsection provides instructions on how to manage blacklists. 

The user with the Underwriter role can perform the following operations with blacklists: 

• Searching for Data in Blacklists; 

• Adding Borrower’s Data to Blacklists; 

• Adding New Records to Blacklist; 

• Deleting Records of Blacklist; 

• Importing Data to Blacklists. 

The detailed description of these operations is provided in the subsections below. 

Searching for Data in Blacklists 

The current subsection describes the procedure of searching for data in the blacklists. 

To search in the blacklists: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) On the web workplace, click the System tab. 

 

Figure 3-107: The System tab. 
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On the System tab, the table displays all blacklisted data: 

 

Figure 3-108: Blacklisted data. 

3) Click the split button to select a blacklist in which a search must be conducted: 

 

Figure 3-109: Selecting the blacklist. 

The table displays the data of the selected blacklist: 

 

Figure 3-110: The Email blacklist. 
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4) In the Search box, enter corresponding data. 

The user can search for necessary records by data of the following columns: 

• Record; 

• Submitted by; 

• Submission date; 

• Comment. 

If the data is available in the database, the system automatically displays search results. 

 

Figure 3-111: Search result. 

5) (Optionally) Repeat steps 3-4 to search data in other blacklists. 

Adding Borrower’s Data to Blacklists 

The current subsection describes the procedure of adding information about a specific borrower to the blacklists. 

When processing the loan application, the Underwriter can decide that the data of the current borrower must 
be blacklisted.  

To blacklist the borrower’s data: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the Active split button and select 
Waiting for Approval. 
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All applications submitted to the Underwriter by the Originator and borrowers get displayed: 

 

Figure 3-112: Loan applications requiring Underwriter’s approval. 

3) In the table, click a loan application of the borrower whose data must be blacklisted. 

The details of the loan application get displayed to the right of the table on different tabs: 

 

Figure 3-113: Details of the selected loan application. 
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4) Click the Blacklist button. 

 

Figure 3-114: Adding the data to the blacklists. 

The Add to Blacklist window opens: 

 

Figure 3-115: The Add to Blacklist window. 

The Add to Blacklist window displays borrower’s data that can be blacklisted. 

5) In the Add to Blacklist window, add check marks next to data to be blacklisted. 

Note: By default, all data that can be blacklisted are selected. 

6) (Optionally) Click Invert Selection to cancel the selection of selected data. In this case, unselected data 
(if any) will be automatically selected. 

7) (Optionally) In the Comment box, type in appropriate comments if necessary. 

8) (Optionally) Clear the Reject current loan check box to cancel the rejection of the current loan 
application.  

Note: The Reject current loan option is selected by default. 

9) (Optionally) Click Cancel to cancel adding the data to the blacklists. 
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10) Click OK to blacklist the data. 

If the Reject current loan option has been selected (see step 8 above), the following confirmation 
message opens: 

 

Figure 3-116: The confirmation message. 

a. Click Yes to confirm the rejection of the loan application. 

b. Click No to cancel the rejection of the loan application. 

The borrower’s data have been blacklisted. 

Adding New Records to Blacklists 

The current subsection describes the procedure of adding a new record to a blacklist. 

The Underwriter can add the new record to any of blacklists. 

To add a record to the blacklist: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) On the web workplace, click the System tab. 

 

Figure 3-117: The System tab. 

3) On the toolbar above the table, click the Add New Record button. 
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The Add to Blacklist window opens: 

 

Figure 3-118: The Add to Blacklist window. 

4) In the Choose Category box, select a blacklist where a record should be saved. 

Note: Only one record at a time can be added to a selected blacklist. 

5) Depending on the blacklist selected, specify the following required information: 

For the Full Name blacklist: 

• Borrower’s first name; 

• Borrower’s last name; 

• Borrower’s date of birth. 

Note: The date of birth can be specified either manually or using the calendar. To open the calendar, click the 

Calendar icon . 

For the SSN blacklist: 

• Borrower’s social security number. 

For the Phone blacklist: 

• Borrower’s phone number. 

For the Email blacklist: 

• Borrower’s email. 

For the Driver’s License blacklist: 

• Number of driver’s license of the borrower. 

6) (Optionally) Click Cancel to cancel adding data to the blacklist. 

7) Click OK to add the data to the selected blacklist. 

8) (Optionally) Repeat steps 3-7 to add other records to blacklists. 

The new record has been successfully added to the blacklist. 
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Deleting Records of Blacklist 

The current subsection provides instructions on how to delete records in a blacklist. 

To delete records in the blacklist: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) On the web workplace, click the System tab. 

 

Figure 3-119: The System tab. 

On the System tab, the table displays all blacklisted data: 

 

Figure 3-120: All blacklisted data. 
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3) Click the split button to select a blacklist in which records must be deleted: 

 

Figure 3-121: Selecting the blacklist. 

The table displays the data of the selected blacklist: 

 

Figure 3-122: The Email blacklist. 

4) Add the check marks opposite the data to be deleted: 

 

Figure 3-123: Selecting the data to be deleted. 
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5) On the toolbar above the table, click the Delete Selected button: 

 

Figure 3-124: Deleting records. 

The delete confirmation message opens: 

 

Figure 3-125: The delete confirmation message.  

6) Click Yes to confirm the deletion. 

The selected records have been deleted. 

Importing Data to Blacklists 

The current subsection provides instructions on how to import data to the blacklists. 

The user with the Underwriter role can import data to any of blacklists from a separate file of a predetermined 
format. This file can comprise data about several borrowers. 

To import data to the blacklists: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) On the web workplace, click the System tab. 

 

Figure 3-126: The System tab. 

3) On the toolbar above the table displaying blacklisted data, click the Import Data button. 
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The Import to Blacklist window opens: 

 

Figure 3-127: The Import to Blacklist window. 

4) In the Import to Blacklist window, click the Choose file button. 

The dialog window opens: 

 

Figure 3-128: The Open window. 

5) In the opened dialog window, select a file containing the data to be blacklisted and click Open. 

Note: Only files of the CSV or Excel format can be imported. 

A downloaded file may comprise data of several borrowers. All or some of the following data can be 
included into the downloaded file: 

• Borrower’s first name; 

• Borrower’s last name; 

• Borrower’s middle name; 

• Date of birth; 
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Note: The borrower’s date of birth should be in mm/dd/yyyy format. 

A first name, last name and date of birth are mandatory data. 

• Suffix (a code of a name suffix); 

• Passport number; 

• SSN; 

Note: A borrower’s social security number should contain only numeric values. 

• Driver’s License; 

Note: The driver’s license of the borrower should contain only numeric values. 

• E-mail; 

• Main phone; 

• Alternative phone; 

• Work phone. 

 

Figure 3-129: The example of the data in the Excel file. 

Note: If the file contains incorrect data, the system displays the message indicating which imported data contain 
invalid values: 

 

Figure 3-130: The file contains invalid data. 
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If the file contains correct data, the system displays the message indicating the number of records that 
will be added to the blacklists: 

 

Figure 3-131: The file contains correct data. 

6) (Optionally) Click Cancel to cancel the download of the file. 

7) Click OK to confirm the download. 

The downloaded data are displayed in corresponding blacklists: 

 

Figure 3-132: The data added to the Email blacklist. 
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Sending Applications for Reprocessing 

The current subsection provides instructions on how to send a loan application for rework. 

When processing the loan application submitted for consideration either by the Originator or by the borrower, 
the Underwriter may conclude that the loan application should be reprocessed before making a final decision. 
In this case, the Underwriter can send the application to the Originator. 

To send the application for reprocessing: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the Active split button and select 
Waiting for Approval. 

All applications submitted to the Underwriter by the Originator and borrowers get displayed: 

 

Figure 3-133: Loan applications requiring Underwriter’s approval. 

3) In the table, click a loan application that needs to be reprocessed.  

4) Click the Send for Reprocessing button. 

 

Figure 3-134: Sending the application for reprocessing. 
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The Sending for Reprocessing window opens: 

 

Figure 3-135: The Sending for Reprocessing window. 

5) (Optionally) In the Comments box, enter clarifying comments if necessary. 

6) (Optionally) Click Cancel to cancel sending the application for reprocessing. 

7) Click OK to send the application to the Originator. 

The application has been successfully sent for reprocessing and is no more displayed in the table of 
loan applications on the Underwriting web workplace.  

Approving Applications 

The current subsection provides instructions on how to approve a loan application submitted either by the 
Originator or by the borrower.  

Having processed the loan application, the Underwriter can approve it and send to the Loan Manager for further 
processing.  

To approve the loan application: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the Active split button and select 
Waiting for Approval. 
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All applications submitted to the Underwriter by the Originator and borrowers get displayed: 

 

Figure 3-136: Loan applications requiring Underwriter’s approval. 

3) In the table, click a loan application that can be approved and sent for further processing. 

4) Click the Approve button. 

 

Figure 3-137: Approving the loan application. 
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The confirmation message opens: 

 

Figure 3-138: The confirmation message. 

5) Click Yes to confirm the operation. 

The application has been approved and sent for further processing. If the approved loan is a non-
collateral loan, the application is submitted to the Loan Manager. If the approved loan is a collateral 
loan, the application is sent to the Collateral Manager. 

The approved application is displayed in the list of approved loan applications in the Approved by Me 
and All Approved menu items.  

Note: If an automatic loan disbursement is set in the web.config file, approved loan applications will not be displayed 
in the Approved by Me and All Approved menu items. In this case, approved loan applications’ status 
changes for “Active” and they get displayed on the Servicing web workplace. 

If the approved loan is a secured loan, it gets moved to the Collateral web workplace irrespective of the loan 
disbursement type specified in the web.config file. 

In addition, it is also worth noting that the functionality of signing an agreement prior to loan 
disbursement is implemented in the system. This functionality is optional and can be enabled/disabled 
in the web.config file. In case this functionality is enabled, once the loan application has been approved 
by the Underwriter, it is assigned the “Signing” status and displayed among approved loan applications.  
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Note: The functionality of signing the agreement can be applied in the system only if a single system-generated loan 
agreement is available for each loan. If no documents are registered in the system or if multiple system-generated 
documents are available for one loan, the system will generate an error. 

 

Figure 3-139: The loan in the “Signing” status. 

In this case, if the Underwriter has approved the loan application, the borrower receives a 
corresponding notification to a personal account to sign the agreement (refer to Borrower’s Personal 
Account). Once the borrower has signed the agreement, the loan application status changes for 
“Approved” and the loan can be disbursed (for more information on how to disburse loans, refer to 
Loan Disbursement of the Servicing subsection). 

Note: If the borrower declines the agreement, the loan application is moved to the Archive of Loan 

Applications with the “Loan Agreement Declined” status. 

Besides, an authorized user can also set a reminder period and an expiry period in the web.config file. The 
reminder period is a period after which a corresponding reminder will be sent to the borrower’s account if the 
borrower neither signs nor declines the agreement. If the agreement is neither signed nor declined during a 

specified expiry period, the loan application is automatically closed and sent to the Archive of Loan 

Applications with the “Loan Agreement Expired” status. 

If necessary, the Underwriter can blacklist data of the borrower whose application has been previously 
approved. For more information, refer to Managing Approved Applications. 
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Rejecting Applications 

The current subsection provides instructions on how to reject loan applications submitted to the Underwriter 
by the Originator or borrowers. 

To reject the loan application: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the Active split button and select 
Waiting for Approval. 

All applications submitted to the Underwriter by the Originator and borrowers get displayed: 

 

Figure 3-140: Loan applications submitted by the Originator and borrowers. 

3) In the table, click a loan application that must be rejected. 

4) Click the Reject button. 

 

Figure 3-141: Rejecting the loan application. 
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The confirmation message opens: 

 

Figure 3-142: The confirmation message. 

5) Click Yes to confirm the operation. 

The application has been rejected. 

The rejected application is displayed in the list of rejected loan applications in the Rejected menu item.  

 

Figure 3-143: Rejected loan applications. 

For more information on how the rejected applications can be processed, refer to Managing Rejected 
Applications. 
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Managing Approved Applications 

The current subsection provides information on how to manage approved applications. 

The Turnkey Lender solution provides the possibility for the Underwriter to view own approved loan 
applications and loan applications approved by other users with the Underwriter role. 

Own approved applications can be viewed in the Approved by Me menu item: 

 

Figure 3-144: Loan applications approved by the current user. 

The loan applications approved by all Underwriters can be viewed in the All Approved menu item: 

 

Figure 3-145: Loan applications approved by all Underwriters. 



B A C K  O F F I C E  O F  T H E  T U R N K E Y  L E N D E R  S Y S T E M       1 3 1  

Note: If an automatic loan disbursement is set in the web.config file, approved loan applications will not be displayed in the 
Approved by Me and All Approved menu items. In this case, once a loan application has been approved by the 
Underwriter, its status changes for “Active” and the loan application gets displayed on the Servicing web workplace. 

The data of any borrower, whose loan application has been approved either by the current user or by another 
Underwriter, can be blacklisted. Approved loan applications can be also rejected if necessary. 

The procedures of blacklisting data of approved applications and rejecting approved applications are described 
below. 

To blacklist data of an approved application: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the Active split button and filter the 
approved loan applications by selecting one of the following options: 

• All Approved; 

• Approved by Me. 

3) In the table, click a loan application of the borrower whose data must be blacklisted. 

4) Click the Blacklist button. 

 

Figure 3-146: Adding the data to the blacklist. 
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The Add to Blacklist window opens: 

 

Figure 3-147: The Add to Blacklist window. 

5) Repeat steps 5)-10) described in the Adding Borrower’s Data to Blacklists section to add the borrower’s 
data to the blacklists. 

The borrower’s data have been blacklisted. 

To reject data of an approved application: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the Active split button and filter the 
approved loan applications by selecting one of the following options: 

• All Approved; 

• Approved by Me. 

3) In the table, click a loan application to be rejected. 
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4) Click the Reject button. 

 

Figure 3-148: Rejecting the application. 

The confirmation message opens: 

 

Figure 3-149: The confirmation message. 

5) Click Yes to confirm the rejection. 

The selected loan application has been rejected. 
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Managing Rejected Applications 

The current subsection provides information on how to manage rejected applications displayed on the 
Underwriting tab. 

A loan application submitted to the Underwriter by the Originator or borrowers can be rejected automatically 
by the system on the basis of the applicable decision rules and corresponding settings of the scorecard. 

In this case, the loan application gets automatically displayed in the Rejected menu item. 

Note: The rejected applications are displayed in the Rejected menu item on the Underwriting and Archive tabs, but 
processing of these applications by the user is possible only on the Underwriting tab. 

 

Figure 3-150: The rejected loan applications. 

The list of rejected loan applications in the Rejected menu item can also comprise loan applications rejected by 
Underwriters (for more information on how to reject a loan application, refer to Rejecting Applications). 

The Underwriter can perform the following operations with the rejected loan applications: 

• Approve the loan application and send it for further consideration to a corresponding loan officer (for 
more information, refer to Approving Applications); 

• Add the borrower’s data to the blacklists (for more information, refer to Adding Borrower’s Data to 
Blacklists); 
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• Send the loan application for reprocessing to the Originator (for more information, refer to Sending 
Applications for Reprocessing). 

The description of these operations is presented in the following subsections. 

Approving Applications 

The current subsection provides instructions on how to approve a rejected loan application. 

Having considered the rejected loan application, the Underwriter can approve it and send to the Loan Manager 
for further processing. 

To approve a rejected loan application: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the Active split button and select 
Rejected. 

A list of all applications rejected either by Underwriters or by the system gets displayed: 

 

Figure 3-151: Rejected loan applications. 

3) In the table, select a rejected loan application that can be approved. 
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4) Click the Approve button. 

 

Figure 3-152: Approving the rejected loan application. 

The confirmation message opens: 

 

Figure 3-153: The confirmation message. 

a. Click Yes to confirm the approval. 

The application has been approved and sent to the Loan Manager for further processing. 

The approved application is displayed in the list of approved loan applications in the 
Approved by Me and All Approved menu items.  

For more information on how the approved applications can be processed, refer to 
Managing Approved Applications. 

Note: If an automatic loan disbursement is set in the web.config file, an approved loan application will not be displayed 
in the Approved by Me and All Approved menu items. In this case, once the loan application has been 
approved by the Underwriter, its status changes for “Active” and the loan application gets displayed on the 
Servicing web workplace. 
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Adding Borrower’s Data to Blacklists 

The current subsection describes the procedure of adding information about a specific borrower to the blacklists. 

When processing a rejected loan application, the Underwriter may decide that the borrower’s data must be 
blacklisted.  

To blacklist the borrower’s data: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the Active split button and select 
Rejected. 

A list of all applications rejected either by Underwriters or by the system gets displayed: 

 

Figure 3-154: Rejected loan applications. 

3) In the table, click a loan application of the borrower whose data must be blacklisted. 
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4) Click the Blacklist button. 

 

Figure 3-155: Adding the data to the blacklists. 

The Add to Blacklist window opens: 

 

5) Repeat steps 5)-7) described in the Adding Borrower’s Data to Blacklists subsection.  

6) (Optionally) Click Cancel to cancel the operation. 

7) Click OK to add selected data to the blacklists. 

The borrower’s data have been blacklisted. 
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Sending Applications for Reprocessing 

The current subsection provides instructions on how to send a rejected loan application for rework. 

When considering the rejected loan application, the Underwriter may conclude that the loan application should 
be reprocessed. In this case, the Underwriter can send the application to the Originator. 

To send a rejected loan application for reprocessing: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the Active split button and select 
Rejected. 

A list of all applications rejected either by Underwriters or by the system gets displayed: 

 

Figure 3-156: Rejected loan applications. 

3) In the table, click a loan application that needs to be reprocessed. 
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4) Click the Send for Reprocessing button. 

 

Figure 3-157: Sending the rejected application for reprocessing. 

The Sending for Reprocessing window opens: 

 

Figure 3-158: The Sending for Reprocessing window. 

5) (Optionally) In the Comments box, enter clarifying comments if necessary. 

6) (Optionally) Click Cancel to cancel sending the application for reprocessing. 

7) Click OK to send the application to the Originator. 

The rejected loan application has been successfully sent for reprocessing and is no more displayed in 
the list of rejected loan applications.  
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Archive of Loan Applications 

The current subsection provides the description of the loan applications archive displayed on the Underwriting 
web workplace. 

Having logged on to the Turnkey Lender system, the user can view the archive of loan applications by clicking 
the Archive tab.  

 

Figure 3-159: The archive. 

The archive contains the loan applications which are no longer processed in the system. In particular, the 
following loans are displayed in the archive: 

• Rejected loans; 

• Written off loans; 

• Loans repaid in full; 

• Restructured loans. 

In case the archive contains a large amount of loan applications, the user can view necessary loans by applying 
a filter. To apply the filter, the user should click the All split button and select a corresponding option. 

 

Figure 3-160: Filtering loan applications. 
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Note: The loan applications can be filtered according to options selected in sub-menus of both split buttons. 

To search for loan applications of a particular borrower, the user can type in a full name of the borrower in the 
Search box. 

 

Figure 3-161: Searching for loan applications of a particular borrower. 

Having clicked a loan application in the table, the details of the loan application get displayed to the right of the 
table. The user with the Underwriter role is authorized to view the following tabs: 

• Summary: displays general information on the borrower’s current loan, previous loans and the general 
information received from a Credit Bureau; 

• Customer Details: borrower’s application details are displayed; 

• Documents: the tab for displaying documents; 

• Interaction History: displays a history of interaction with the borrower;  

• Risk Score: displays scorecard calculations, matched decision rules, and system recommendations; 

• Credit History: displays information on borrower’s previous loans if such information is stored in the 
system database; 

• Payments: a payment schedule is displayed; 

• Transactions: displays a list of payment transactions conducted in the system; 

• Credit Bureau: displays a credit bureau report; 

• Change History: displays changes in loan statuses, in particular the following information: 

o Date: a date and a time of an action performed (of a change in the application status); 

o Prev.Status: a previous status of the application before the next action; 

o New Status: a status of the application after the previous status; 

o Comments: comments to the changed status (for example, comments entered by the Originator 
when sending the application for approval to the Underwriter); 

o User: a name of the user who changed the status. If the status has been changed automatically 
by the system, the column remains empty. 
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• Collaterals: the tab is displayed if a selected loan is a secured loan. The Collaterals tab displays all 
collaterals provided for a selected secured loan; 

• Restructuring: the tab is displayed if a selected loan has been restructured. 

 

Figure 3-162: Loan application details in the archive. 

Optionally, the user can also perform the following operations to customize the display of loan applications in 
the archive: 

• Change the view mode of loan applications (for more information, refer to Changing View Mode); 

• Sort loan applications in the table (for more information, refer to Sorting Applications); 

• Use page navigation to move from one page of the table to another (for more information, refer to Using 
Page Navigation). 
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Collateral 

The current subsection provides the detailed description of the functionality available to the user of the Collateral 
web workplace. 

A scope of operations provided for the Collateral web workplace can be performed by the user with the 
Collateral Manager role. 

The main responsibility of the Collateral Manager is to value, revalue, and add collaterals for secured loans. 

 

Figure 3-163: The Collateral web workplace. 

The left-hand side of the user interface in the default view mode displays the table containing loan applications 
with the following statuses: 

• All: all loan applications with collaterals requiring valuation and revaluation. 

• Primary Valuation: loan applications in which collaterals need to be valued or have already been valued 
by the Collateral Manager but the revaluation is not due yet. The Primary Valuation menu item displays 
collateral loan applications approved automatically by the system or by the Underwriter at the previous 
stage of processing. 

• Revaluation: loan applications in which the revaluation is due for at least one collateralized property. 

The table contains the following information on loan applications: 

• Id: identification number of a loan application in the system. 

• Name: a borrower’s full name; 

• Collateral Type: a type of collateral; 

• Valuation Type: all loan applications displayed in the Primary Valuation menu item have the Primary 
valuation type; all loan applications displayed in the Revaluation have the Secondary valuation type. 

Having clicked a loan application in the table, the details of the loan application get displayed to the right of the 
table on separate tabs. The following tabs are available to the user with the Collateral Manager role: 

• Collaterals: contains information on collaterals provided for a secured loan. 

• Loan Details: contains general information on a secured loan. 
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• Customer Details: contains borrower’s application data. 

• Interaction History: contains records of contacts with the borrower. 

Note: For more information on making records to the interaction history, refer to Recording the Interaction History of the 
Origination section. 

• Documents: displays a loan agreement automatically attached to a loan application (for more 
information, refer to   
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• Managing Company Settings 

The current subsection provides instructions on how to manage settings of a company (system owner) that 
provides lending services. 

Within the scope of this functionality, the Administrator has the possibility to specify company details and add 
a company logo. 

To manage company settings: 

22) Enter a web workplace as described in Log on to Turnkey Lender . 

23) In the option menu to the left, click Company settings. 

 

Figure 3-555: Company settings. 
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The Company Settings area opens: 

  

Figure 3-556: Credit products. 

In the Company Settings area, the following company details can be specified: 

• Company name; 

• Brand name; 

• Company country; 

• Lending type; 

• Official company name; 

• Company phone; 

• Date of establishment; 

• Minimum loan amount; 

• Company address; 

• Email; 

• Maximum loan amount; 

• Company city; 

• Website. 

Note: The company data listed above are solely informative and do not influence anything. 
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24) Click Edit in a corresponding box to specify necessary data. 

The Edit window opens: 

 

Figure 3-557: The Edit window. 

25) In the Edit window, specify corresponding data and click OK. 

26) Repeat steps 3-4 to specify other data. 

27) In the Logo area, click Chose file to attach a company logo. 

The Open window is displayed: 

 

Figure 3-558: The Open window. 

28) In the Open window, choose a required file of the company logo and click Open. 
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The company logo has been attached: 

 

Figure 3-559: The company logo attached. 

The attached logo is displayed on the registration page and front page: 

 

Figure 3-560: The registration page. 

 

Figure 3-561: The front page. 
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• Managing Documents). If any documents have been attached to the loan application by the user, they 
are also displayed on this tab. 

The interface of the web workplace allows the user to customize the display of the workspace and loan 
applications by performing the following operations: 

• Changing View Mode of the workspace; 

• Searching for Applications in the database; 

• Filtering Applications according to their statuses; 

• 
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Sorting Applications in a preferred order; 

• Using Page Navigation for viewing loan applications in the table. 

The Collateral web workplace allows performing the following functional responsibilities: 

• Valuing collaterals; 

• Adding new collaterals; 

• Editing collateral details; 

• Excluding a collateralized property from the list of collaterals of a corresponding secured loan; 

• Revaluing collaterals; 

• Approving collateral loan applications; 

• Confirming collateral loan applications; 

• Rejecting collateral loan applications; 

• Recording a history of interaction with the borrower. 

The detailed instructions on how to perform these functional responsibilities in the Turnkey Lender system is 
presented in the following subsections. 
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Valuing Collaterals 

Once a collateral loan application has been approved either automatically by the system or by the Underwriter, 
it gets displayed on the Collateral web workplace and collaterals specified for that loan application can be valued. 

The Collateral Manager can also value collaterals added when processing the loan application (for more 
information, refer to the Adding Collaterals subsection below). 

To value the collateral: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the All split button and select a required 
option to filter the loan applications. 

 

Figure 3-164: Filtering loan applications. 

3) In the table, click a corresponding loan application. 

On the right-hand side of the workplace, the Collaterals tab displays collaterals specified for a selected 
loan. 

If the collateral needs to be valued, the check mark is displayed in the Needs Valuation property 
opposite the Valuate action type of a corresponding collateralized property: 

 

Figure 3-165: The Collaterals tab. 

4) (Optionally) On the Collaterals tab, edit a selected collateralized property if necessary (for more 
information, refer to Editing Collaterals). 

5) On the Collaterals tab, select a collateralized property to be valued and click Valuate. 



B A C K  O F F I C E  O F  T H E  T U R N K E Y  L E N D E R  S Y S T E M       1 5 3  

The window displaying properties of a selected collateralized property opens: 

 

Figure 3-166: The Real Estate window. 

6) In the Valuation area of the open window, specify the following information: 

• An estimated value of the collateral; 

Note: If necessary, a current market value of the collateral can be requested by clicking the Request market value 
button. In this case, the Estimated Value box gets populated with a corresponding value automatically. 

• A valuation period of the collateral in months; 

The valuation period determines a time period (from the moment of last valuation) after which 
the collateral will have to be revalued. 

• (Optionally) Comments if necessary. 

7) (Optionally) In the Valuation Documents area, click Choose file to attach a document used for the 
current valuation of the collateral. 

8) Click OK to confirm the valuation. 

The table of the Collaterals tab displays a date of valuation, a collateral value, and a date of collateral 
revaluation: 

 

Figure 3-167: The collateral has been valued. 
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Having valued the collateral, the user can also view the following information displayed in the top right-
hand corner of the workplace: 

• Collateral Summary Value; 

• The Loan to Value ratio (LTV). 

 

Figure 3-168: Collateral Summary Value and LTV. 

Editing Collaterals 

The current subsection provides instructions on how to edit details of collaterals specified for secured loans. 

To edit the collateral details: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the All split button and select a required 
option to filter the loan applications. 

 

Figure 3-169: Filtering loan applications. 

3) In the table, click a corresponding loan application. 

On the right-hand side of the workplace, the Collaterals tab displays collaterals specified for a selected 
loan. 

 

Figure 3-170: The Collaterals tab. 

4) On the Collaterals tab, click Edit opposite a collateralized property to be edited.  
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The window displaying properties of a selected collateralized property opens: 

 

Figure 3-171: The Real Estate window. 

5) Refer to step 17) of the Creating a Collateral Loan Application for a New Borrower subsection of the 
Installment Loans 

The system allows processing installment loans and payday loans (refer to Payday Loans). 

An installment loan is a loan repaid over a certain period of time in regular installments. In general, the 
installment loan is repaid in equal scheduled monthly payments that include an interest amount and a principal 
amount. 

The term “installment loan” is often associated with traditional consumer loans repaid in equal installments each 
month. 

In the Turnkey Lender system, installment loans can be repaid regularly once a month or biweekly. 

The subsections below provide instructions on how to process installment loans on the following web 
workplaces: 

• Origination; 

• Underwriting; 

• Collateral; 

• Servicing; 

• Collection. 

6) Origination section to edit collateral details. 

7) Click OK to save changes. 

The selected collateralized property has been successfully edited. 
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Adding Collaterals 

The current subsection provides instructions on how to add a new collateralized property to a secured loan. 

To add the collateral: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the All split button and select a required 
option to filter the loan applications. 

 

Figure 3-172: Filtering loan applications. 

3) In the table, click a corresponding loan application. 

4) Click the Add Collateral button above the table and select a required type of collateral from the 
drop-down list. 

Note: If the borrower has already applied for a collateral loan, the user can select the required type of collateral 
from the history by clicking From History in the open drop-down list. 

 

 

Figure 3-173: The From History option. 
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 In this case, in the open Choose collaterals window, the user can add the check mark opposite a 
corresponding collateralized property to be added. 

 

Figure 3-174: The Choose collaterals window. 

The window for specifying details of the selected collateralized property opens: 

 

Figure 3-175: The Real Estate window. 

5) Refer to step 17) of the Creating a Collateral Loan Application for a New Borrower subsection of the 
Installment Loans 

The system allows processing installment loans and payday loans (refer to Payday Loans). 

An installment loan is a loan repaid over a certain period of time in regular installments. In general, the 
installment loan is repaid in equal scheduled monthly payments that include an interest amount and a principal 
amount. 

The term “installment loan” is often associated with traditional consumer loans repaid in equal installments each 
month. 

In the Turnkey Lender system, installment loans can be repaid regularly once a month or biweekly. 
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The subsections below provide instructions on how to process installment loans on the following web 
workplaces: 

• Origination; 

• Underwriting; 

• Collateral; 

• Servicing; 

• Collection. 

6) Origination section to specify collateral details. 

7) Click OK to save changes. 

A new type of collateral has been added: 

 

Figure 3-176: The added collateral. 

Having added a new collateralized property, the user can value it according to the procedure described 
in the Valuing Collaterals subsection above. 
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Deleting Collaterals 

The current subsection provides instructions on how to exclude a collateralized property from a list of collaterals 
of a corresponding loan application. 

To delete the collateral: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the All split button and select a required 
option to filter the loan applications. 

 

Figure 3-177: Filtering loan applications. 

On the right-hand side of the workplace, the Collaterals tab displays collaterals specified for a selected 
loan. 

 

Figure 3-178: The Collaterals tab. 

3) On the Collaterals tab, select a collateralized property to be removed and click Release . 

The delete confirmation message opens: 

 

Figure 3-179: The delete confirmation message. 

4) Click Yes to remove the collateralized property. 
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The selected collateralized property has been successfully removed and a corresponding notification 
will be automatically sent to the borrower. 

Revaluing Collaterals 

The current subsection provides instructions on how to revalue collaterals. 

The revaluation of collateral specified in a loan application is initiated as follows: 

• Automatically if a valuation period of a collateralized property has expired (for more information on 
how to specify a valuation period, refer to the Valuing Collaterals subsection above). 

In this case, the check mark is displayed for the Needs Valuation property opposite the Revaluate 
action type of a corresponding collateralized property of the loan application. 

 

Figure 3-180: Collaterals require revaluation. 

• Upon request of the Collateral Manager. 

Once a collateralized property has been valued (for more information, refer to the Valuing Collaterals 
subsection above), the Collateral Manager has the possibility to revalue it prior to the end of a specified 
valuation period. In this case, the check mark is not displayed for the Needs Valuation property next 
the Revaluate action type of a corresponding collateralized property. 

 

Figure 3-181: The valuation period of a collateralized property has not expired. 

To revalue collateral: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the All split button and select a required 
menu item to filter the loan applications. 

 

Figure 3-182: Filtering loan applications. 
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3) In the table, click a corresponding loan application. 

On the right-hand side of the workplace, the Collaterals tab displays collaterals specified for a selected 
loan. 

 

Figure 3-183: Collaterals of the selected loan. 

4) On the Collaterals tab, select a collateralized property which value is to be revalued. 

5) Click the Revaluate button. 

The window displaying properties of a selected collateralized property opens: 

 

Figure 3-184: The Deposit window. 

The window also displays a valuation history for the selected collateralized property: 

 

Figure 3-185: The valuation history. 
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6) In the Valuation area of the open window, specify the following information: 

• An estimated value of the collateral; 

Note: If necessary, a current market value of the collateral can be requested by clicking the Request market 
value button. In this case, the Estimated Value box gets populated with a corresponding value 
automatically. 

• (Optionally) A valuation period of the collateral in months. 

The valuation period determines a time period (from the moment of last valuation) after which 
the collateral will have to be revalued. 

• (Optionally) Comments if necessary. 

7) (Optionally) In the Valuation Documents area, click Choose file to attach a document used for the 
current revaluation of the collateral. 

8) Click OK to confirm the revaluation. 

The selected collateralized property has been successfully revalued. 

Approving Loan Applications 

The current subsection provides instructions on how to approve collateral loan applications. 

The Collateral Manager can approve only those loan applications which collaterals have been already valued (for 
more information, see the description of the procedure below). 

To approve a loan application: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the All split button and select Primary 
Valuation to filter the loan applications. 

 

Figure 3-186: Filtering loan applications. 

After the filter has been applied, the table displays all loan applications that have been approved either 
automatically by the system or by the Underwriter at the previous stage of processing and which 
collaterals need to be valued by the Collateral Manager or have already been valued but a valuation 
period has not expired yet. 

3) In the table, select a loan application. 
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The Collaterals tab displays all collaterals specified for a selected loan. 

A loan application can be approved if all collaterals have already been primarily valued (refer to the 
Valuing Collaterals subsection above). In this case, the check mark is not displayed for the Needs 
Valuation property opposite the Revaluate action type of corresponding collaterals: 

 

Figure 3-187: The loan application can be approved. 

4) Above the table, click the Approve button. 

Note:  If Loan To Value ratio (LTV) exceeds a value specified for a credit product being used, the loan application 
cannot be approved (the Approve button is not available) and the LTV ratio is highlighted in red: 

 

Figure 3-188: The loan cannot be approved: LTV exceeds the limit. 

The confirmation message opens: 

 

Figure 3-189: The confirmation message. 

5) Click Yes to confirm the operation. 

The loan application has been approved and is not displayed on the Collateral web workplace. 
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Confirming Loan Applications 

The current subsection instructs how to confirm loan applications. 

The Collateral Manager can confirm only those loan applications which collaterals have been revalued after a 
corresponding valuation period has expired (for more information, see the description below). 

To confirm a loan application: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the All split button and select 
Revaluation to filter the loan applications. 

 

Figure 3-190: Filtering loan applications. 

After the filter has been applied, the table displays all loan applications in which a valuation period of 
at least one collateralized property has expired (for more information on how to specify a valuation 
period, refer to the Valuing Collaterals subsection above). 

3) In the table, select a loan application. 

The Collaterals tab displays all collaterals specified for a selected loan. 

A loan application can be confirmed if all collaterals have been revalued since expiration of the valuation 
period (refer to the Revaluing Collaterals subsection above). In this case, the check mark is not displayed 
for the Needs Valuation property opposite the Revaluate action type of corresponding collaterals: 

 

Figure 3-191: The loan application can be confirmed. 

4) Above the table, click the Confirm button. 

The loan application has been confirmed and is not displayed on the Collateral web workplace. 
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Rejecting Loan Applications 

The current subsection provides instructions on how to reject loan applications. 

The Collateral Manager can reject only those loans which collaterals need to be valued or have already been 
valued but a valuation period has not expired yet. 

To reject a loan application: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the All split button and select Primary 
Valuation to filter the loan applications. 

 

Figure 3-192: Filtering loan applications. 

After the filter has been applied, the table displays all loan applications that have been approved either 
automatically by the system or by the Underwriter at the previous stage of processing and which 
collaterals need to be valued by the Collateral Manager or have already been valued but a valuation 
period has not expired yet. 

3) In the table, select a loan application to be rejected. 

4) Above the table, click the Reject button. 

The confirmation message opens: 

 

Figure 3-193: The confirmation message. 

5) Click Yes to confirm the operation. 

The loan application has been rejected and is not displayed on the Collateral web workplace. 
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Recording Interaction History 

The current subsection provides instructions on how to save information about contacting the borrower. 

When processing a loan application, the Collateral Manager may contact the borrower and store information 
about the contact to the interaction history. 

To record the information about the contact: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, apply a filter to display necessary loan 
applications. 

 

Figure 3-194: Filtering loan applications. 

3) In the table, click a loan application of a corresponding borrower. 

4) Click the Contact button. 

 

Figure 3-195: Clicking the Contact button. 
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The New Contact window opens: 

 

Figure 3-196: The New Contact window. 

5) In the Date box, enter a date of the contact manually or use the calendar. 

Note: 
To open the calendar, click the Calendar icon . 

6) In the Purpose box, type in a purpose of the contact. 

7) In the Method box, select a method through which the borrower has been contacted. 

8) In the Result box, select a result of the contact. 

9) (Optionally) In the Comment box, type in appropriate comments if necessary. 

10) (Optionally) Click Cancel to cancel the operation. 

11) Click OK to save the data entered. 

The information about the contact has been saved successfully and can be viewed on the Interaction 
History tab.  

 

Figure 3-197: The Interaction History tab. 
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Servicing 

The current subsection provides the detailed description of the functionality available to the user of the Servicing 
web workplace. 

A scope of operations provided for the Servicing web workplace can be performed by the user with the Loan 
Manager role. 

The main responsibility of the Loan Manger is to disburse funds for the approved loans and monitor the 
repayment of loans. 

 

Figure 3-198: The Servicing web workplace. 

The left-hand side of the user interface in the default view mode displays the table containing loan applications 
with the following statuses: 

• All: all loan applications with the statuses “Approved”, “Active”, “Past Due”, “Rollover requested”, and 
“Disbursement Failed”. 

• Approved: loan applications approved and sent for further processing to the Loan Manager. 

Approved loan applications get moved to this group only if the manual loan disbursement type is set 
in the web.cofig file of the system. Otherwise, in case the automatic loan disbursement type is set in the 
web.config file, approved loan applications get moved to the Active or Disbursement group (see 
below). 

For more information on how to process approved loans, refer to Managing Approved Applications. 

• Active: displays the following types of loans: 

a. all currently active loans repaid in a timely manner; 

b. all loans disbursed automatically by the system without errors and not repaid yet. Loans 
disbursed automatically get moved to this group only if the automatic loan disbursement type 
is set in the web.cofig file of the system.  
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In this case, for example, if a loan has been approved by an authorized user of a previous web 
workplace, the loan gets automatically disbursed. If the automatic disbursement has been 
successful, a loan status changes for “Active” and the loan gets moved to the Active group of 
the Servicing web workplace. If the automatic disbursement has failed due to errors, the loan 
status changes for “Disbursement Failed” and the loan gets displayed in the Disbursement 
group (see below).  

For more information on how to process active loans, refer to Managing Active Applications. 

• Late: all past due loans. For more information, refer to Managing Late Applications. 

• Rollover requests: loans of borrowers who have submitted a request for a loan extension. For more 
information, refer to Managing Rollover Requests. 

• Disbursement: all loans which could not be disbursed automatically by the system due to occurred 
errors. 

Note: Loans can be disbursed either automatically or manually depending on corresponding settings of the web.config file. 
However, even if the manual disbursement type has been set in the web.config file of the system, the automatic disbursement 
can be initiated by the Loan Manager manually (refer to the Loan Disbursement subsection below). 

• Gathering investments: all peer-to-peer loans awaiting investments. These loans cannot be disbursed 
prior being fully funded by investors. The peer-to-peer loans are displayed in this status only if the Fund 
before disbursement option is selected for these loans in a credit product. For more information on 
how to set peer-to-peer loans in the credit product, refer to Managing Credit Products. 

The table contains the following information on loan applications: 

• Id: an identification number of a loan application in the system. 

• Name: a borrower’s full name; 

• Disbursed: a date when a loan amount has been disbursed to the borrower; 

• Amount disbursed: a loan amount disbursed to the borrower. 

• The last column displays a status of loan applications (to view the status, point to an icon of a 
corresponding application). 

Having clicked a loan application in the table, the details of the loan application get displayed to the right of the 
table on separate tabs. The following tabs are available to the user with the Loan Manager role: 

• Summary: contains general information on the borrower’s current loan, previous loans and general 
information received from a Credit Bureau. The information is retrieved from the Credit Bureau 
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automatically after the loan application has been created by the Originator on the corresponding web 
workplace or by the borrower online: 

 

Figure 3-199: The Summary tab.  

• Customer Details: contains borrower’s application data. 

 

Figure 3-200: The Customer Details tab. 
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• Investments: the tab is displayed only if the current loan is the peer-to-peer loan. In this case, the tab 
contains information on funds allocated to the borrower by investors. 

 

Figure 3-201: The Investments tab. 

• Payments: contains a payment schedule comprising the following data: 

Note: Payment schedule data listed below are displayed for loans with the following statuses: “Active”, “Past Due”, “Rollover 
Requested”. 

o Date: a date when the payment is to be made; 

o Total: an outstanding total amount; 

o Principal: a principal payment amount without interest. The principal payment amount is 
displayed depending on a payment status: 

a. for current and overdue payments: an outstanding amount; 

b. for closed payments: a total amount charged and repaid; 

c. for scheduled payments: an outstanding amount to be repaid according to the schedule. 

o Interest: an interest amount is displayed depending on a payment status (similar to a principal 
amount; for more information, refer to the description of the principal amount above). 

o Past Due Interest: an interest amount for an overdue payment is displayed depending on a 
payment status (similar to a principal amount; for more information, refer to the description of 
the principal amount above). 

o Commission: a commission (if provided by a corresponding credit product based on which the 
application has been created). An amount of the commission is displayed depending on a 
payment status (similar to a principal amount; for more information, refer to the description of 
the principal amount above). 

o Late Fee: a fee for an overdue payment. A fee amount is displayed depending on a payment 
status (similar to a principal amount; for more information, refer to the description of the 
principal amount above). 

o Close date: a date when the installment has been repaid in full. A close date is specified for each 
repaid installment. 

o Status: a current payment status. 

o Actions: the balance log displaying details of changes in the balance. For more detailed 
information on the balance log, refer to the Balance Log subsection below. 
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The payment schedule also displays a total outstanding balance (Total Amount Due) and an 
amount of advance payment to be made to close a current installment before a scheduled date 
(Total Early Repayment Amount - is displayed only if the use of early payments is set in the 
credit product applied). 

Note: For more information on the payment procedure, refer to the Loan Repayment subsection. 

 

Figure 3-202: The Payments tab. 

The payment schedule gets updated automatically every day for undisbursed loans. Thus, the 
payment schedule always starts from the current date. This is particularly important in the 
situation when a loan agreement is downloaded several days after the loan application has been 
created (but the loan has not been disbursed yet). For more information on the loan agreement 
that can be downloaded, refer to the description of the Documents tab below. 

• Transactions: displays a list of payment transactions conducted in the system. The table displays the 
following data: 

o Date: a date and time when the transaction has been conducted. 

o Transaction: a transaction type. The following transaction types can be displayed: 

a. Loan Disbursement: a loan has been disbursed; 

b. Automatic Charge: automatic withdrawal of funds from a borrower’s credit card/account 
according to the payment schedule. 

c. Manual Charge: withdrawal of funds from a borrower’s credit card/account by the credit 
officer. 

d. External Payment: receipt of payment in an external system (only repayment information 
is recorded in the Turnkey Lender system). 

o Amount: a transaction amount; 

o Status: a transaction status. The following transaction statuses can be displayed: 

a. Failed: a transaction has been conducted with errors; 
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b. Applied: the transaction has been totally applied to a loan account (for example, the 
payment has been credited in full); 

c. Partially Applied: the payment has been partially credited to the loan account and there is 
a remaining balance to be credited later. 

d. Pending: transferring a full payment amount to the loan account is in progress. 

o Outst.Principal: a total outstanding principal amount after the transaction has been conducted; 

o Method: a method of withdrawing or crediting funds; 

o Operator: a name of a user who initiated the transaction. If the transaction has been initiated by 
the system, a corresponding table cell remains empty. 

o Comments/Error: if the transaction has been conducted unsuccessfully, an error is displayed. 
In case of successful transactions, comments (if any) from a corresponding officer are displayed.  

The following details can be viewed by clicking the arrow in the Comments/Error column: 

• Principal:  a transaction amount covering a principal loan amount; 

• Interest: an interest amount covered by a transaction amount. The interest amount 
comprises an ordinary interest and past due interest; 

• Fees: a transaction amount covering a commission fee and late fees (if any); 

• Service: a payment service that performed a transaction. A service name is unavailable 
for external payments. 

 

 Figure 3-203: The Transactions tab. 

• Collaterals: if a selected loan is a secured loan, the Collaterals tab is displayed. 

 

Figure 3-204: The Collaterals tab. 

• Interaction History: records of contacts with the borrower. 
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Note: For more information on making records to the interaction history, refer to the Recording Interaction 
History subsection. 

 

Figure 3-205: The Interaction History tab. 

• Credit Bureau: contains a report automatically retrieved from a credit bureau. 

If the loan application has been submitted to the Servicing web workplace without information from 
the Credit Bureau, the Loan Manager may request necessary information from the Credit Bureau by 
clicking the Send Request button: 

 

Figure 3-206: The Credit Bureau tab. 

Note: The display of the Credit Bureau tab can be disabled in the web.config file. 
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• Documents: the tab displays a loan agreement automatically attached to a loan application (for more 
information, refer to   
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• Managing Company Settings 

The current subsection provides instructions on how to manage settings of a company (system owner) that 
provides lending services. 

Within the scope of this functionality, the Administrator has the possibility to specify company details and add 
a company logo. 

To manage company settings: 

29) Enter a web workplace as described in Log on to Turnkey Lender . 

30) In the option menu to the left, click Company settings. 

 

Figure 3-555: Company settings. 
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The Company Settings area opens: 

  

Figure 3-556: Credit products. 

In the Company Settings area, the following company details can be specified: 

• Company name; 

• Brand name; 

• Company country; 

• Lending type; 

• Official company name; 

• Company phone; 

• Date of establishment; 

• Minimum loan amount; 

• Company address; 

• Email; 

• Maximum loan amount; 

• Company city; 

• Website. 

Note: The company data listed above are solely informative and do not influence anything. 
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31) Click Edit in a corresponding box to specify necessary data. 

The Edit window opens: 

 

Figure 3-557: The Edit window. 

32) In the Edit window, specify corresponding data and click OK. 

33) Repeat steps 3-4 to specify other data. 

34) In the Logo area, click Chose file to attach a company logo. 

The Open window is displayed: 

 

Figure 3-558: The Open window. 

35) In the Open window, choose a required file of the company logo and click Open. 
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The company logo has been attached: 

 

Figure 3-559: The company logo attached. 

The attached logo is displayed on the registration page and front page: 

 

Figure 3-560: The registration page. 

 

Figure 3-561: The front page. 



1 8 0       C H A P T E R  3  

• Managing Documents). If any documents have been attached to the loan application by the user, they 
are also displayed on this tab. 

In the Date column of the System Documents section, a calendar date or the “On Demand” value can 
be displayed. The display of these values depends on whether the functionality of signing an agreement 
is enabled in the web.config file. If this functionality is enabled, the agreement must be signed by the 
borrower prior to loan disbursement (for more information on this functionality, refer to Approving 
Applications of the Underwriting subsection above). In this case, once the agreement has been signed by 
the borrower, a corresponding date of signing is displayed in the Date column. Otherwise, if the 
functionality of signing the agreement is disabled in the web.config file, a date of signing is displayed in 
the Date column after a corresponding loan has been disbursed by the Loan Manager. Thus, if the 
agreement has not been signed yet (in case the functionality of signing the agreement is enabled) or if 
the loan has not been disbursed yet (in case the functionality of signing the agreement is disabled), the 
“On Demand” value is displayed in the Date column. 

 

Figure 3-207: The Documents tab I. 

 

Figure 3-208: The Documents tab II. 
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• Restructuring: the tab is displayed if the loan has been restructured. Details can be viewed by clicking 
the arrow in the Initiated by column: 

 

Figure 3-209: The Restructuring tab. 

The Restructuring tab displays the following restructuring history data: 

• Date: a date when the loan was restructured; 

• Initial Loan: a loan public ID before restructuring; 

• New Loan: a loan public ID after restructuring; 

• Amount: a total principal loan amount after restructuring; 

• Term: a new loan term; 

• Credit Product: a credit product used when restructuring the loan; 

• Initiated by: a user who conducted restructuring; 

• Principal: a total principal loan amount before restructuring; 

• Interest: a total current outstanding interest before restructuring (this interest includes a total 
ordinary interest of all installments that have become overdue (if any) and an interest amount 
charged for a current installment); 

• Past Due Interest: a total past due interest of all overdue installments before restructuring; 

• Late Fee: a total amount of late fees charged for overdue installments (if any) before 
restructuring. Late fees are displayed if a credit product based on which an initial loan 
application has been created provides for applying late fees. 

• Admin. Fee: a total commission for all outstanding installments before restructuring. A 
commission amount is displayed if the credit product based on which the initial loan application 
has been created provides for applying a commission fee. 

The interface of the web workplace allows the user to customize the display of the workspace and loan 
applications by performing the following operations: 

• Changing View Mode of the workspace; 

• Searching for Applications in the database; 
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• Filtering Applications according to their statuses; 

• 
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Sorting Applications in a preferred order; 

• Using Page Navigation for viewing loan applications in the table. 

The Servicing web workplace allows performing the following functional responsibilities: 

• Record information about loan disbursement; 

• Initiate the automatic or manual disbursement of loans; 

• Record information about loan repayment; 

• Roll over loans; 

• Manage blacklists (including adding data to blacklists, deleting records from blacklists, importing data to 
blacklists); 

• Restructure loans; 

• Update the payment schedule in case of loan calculation errors; 

• Record a history of interaction with the borrower. 

The detailed instructions on how to perform these functional responsibilities in the Turnkey Lender system is 
presented in the following subsections. 

Managing Approved Applications 

The current subsection provides instructions on how to manage loan applications approved and submitted for 
further consideration to the Loan Manager. 

Approved loan applications are submitted for further consideration to the Loan Manager only if the manual 
loan disbursement type is set in the web.config file of the system. If the automatic loan disbursement type is set, 
approved loans get automatically disbursed and the procedure of their consideration differs (for more 
information, refer to the Managing Active Applications subsection below). 

When processing the approved loan applications, the Loan Manager can perform the following operations: 

• Disburse a loan amount to the borrower; 

• Add borrower’s data to blacklists; 

• Record information about contacting the borrower. 

Loan Disbursement 

The current subsection provides instructions on how to disburse a loan to the borrower. 

The Loan Manager can disburse a loan amount manually or can initiate the automatic disbursement. 

Both disbursement types are described in the procedures below. 

To initiate the automatic disbursement of a loan amount: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the All split button and select Approved. 



1 8 4       C H A P T E R  3  

 

Figure 3-210: Selecting approved loan applications. 

All approved applications submitted to the Loan Manager get displayed: 

 

Figure 3-211: Approved loan applications. 

3) In the table, click a corresponding loan application. 

4) Click the Disburse button and then click Initiate disbursement: 
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Figure 3-212: Disbursing a loan I. 

The message requiring the confirmation opens: 

 

5) Click Yes to confirm the action. 

The message confirming the automatic disbursement opens: 

 

Figure 3-213: The automatic disbursement has been initiated. 

6) Click OK. 

The loan application is displayed in the “Disbursement in Progress” status  for a short while. Then 
the status changes for “Active” and the loan application gets moved to the Active group and can be 
processed further (for more information, refer to the Managing Active Applications subsection below). 

However, in some cases, errors may occur during the automatic loan disbursement. In this case, the 
status of the loan application changes for “Disbursement Failed” and the loan application gets displayed 
in the Disbursement group (for more information, refer to the Managing Undisbursed Loans subsection 
below). 

In case the loan has been disbursed successfully, a corresponding record gets displayed in the 
Transactions table: 
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Figure 3-214: The loan has been disbursed successfully. 

In case the loan disbursement has failed, the transaction status changes for “Failed”: 

 

Figure 3-215: The loan disbursement has failed. 

To disburse a loan amount manually: 

1) In the table, click a corresponding loan application. 

2) Click the Disburse button and then click Disburse manually: 

 

Figure 3-216: Disbursing a loan II. 

The Loan Disbursement window opens: 

 

Figure 3-217: The Loan Disbursement window. 

3) In the Reference box, type in a corresponding payment number.  
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4) In the Disbursed box, enter a loan disbursement date. 

Note: The loan disbursement date can be specified by using the calendar. To open the calendar, click the Calendar 

icon . 

 

5) In the Type box, select a type of payment. 

6) (Optionally) In the Comments box, enter appropriate comments if necessary. 

7) Click OK to disburse the loan. 

The loan has been disbursed and a corresponding record gets displayed in the Transactions table: 

 

Figure 3-218: The loan has been disbursed manually. 

Recording Interaction History 

The current subsection provides information on recording information about contacting the borrower.  

When processing an approved loan application, the Loan Manager may contact the borrower and store 
information about the contact to the interaction history. For more information on how to perform this 
procedure, refer to Recording the Interaction History of the Origination section. 

Adding Borrower’s Data to Blacklists 

The current subsection provides instructions on how to add information about a specific borrower to the 
blacklists. 

When processing an approved loan application, the Loan Manager may decide that borrower’s data should be 
blacklisted.  

To blacklist the borrower’s data: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the All split button and select Approved. 



1 8 8       C H A P T E R  3  

 

Figure 3-219: Selecting approved loan applications. 

All approved applications submitted to the Loan Manager get displayed: 

 

Figure 3-220: Approved loan applications. 

3) Repeat the steps 3)-10) described in the Adding Borrower’s Data to Blacklists subsection of the 
Underwriting section. 

The borrower’s data have been blacklisted. 

Managing Active Applications 

The current subsection provides information on how to manage active loan applications.  
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All applications for loans which have been already disbursed to the borrower (either automatically or manually) 
and are not past due are defined as active. 

The management of active loan applications includes the following procedures: 

• Recording information about loan repayment; 

• Rolling over a loan;  

• Adding borrower’s data to blacklists; 

• Restructuring loans; 

• Recording information about contacting the borrower. 

The detailed information on these procedures is provided in the subsections below. 

Loan Repayment 

The current subsection provides instructions on how to record loan repayment information. 

To record loan repayment information: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the All split button and select Active. 

 

Figure 3-221: Selecting active loan applications. 

All active loan applications get displayed: 
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Figure 3-222: Active loan applications. 

3) In the table, click a corresponding loan application. 

The Payments tab of the selected loan application displays a payment schedule: 

 

Figure 3-223: The payment schedule. 

Amounts displayed in the payment schedule are calculated automatically based on a type of a credit 
calculator applied.  

Note: Installments can be computed according to a classic or annuity method. A type of calculations is specified in 
a credit product based on which a selected loan application has been created.  

Thus, the payment schedule can be generated as follows: 

If the classic method of calculation is used, at first a principal amount of monthly installment is 
computed based on a total number of installments (all installments have equal principal amounts). 
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Thereafter, an amount of interest payment is determined based on a total outstanding balance. Finally, 
a total amount of monthly installment is computed as the sum of the amount of interest payment and 
the principal amount. 

The table below demonstrates the payment schedule generated on the basis of the classic calculation 
method for the loan in the amount of $ 1000. 

 

Figure 3-224: Payment schedule I. 

If the annuity calculation method is used, at first, a total amount of monthly installment is computed 
(all monthly installments have equal total amounts), then an amount of interest payment is determined. 
Finally, a principal amount is determined as the difference between the total amount of monthly 
installment and the amount of interest payment. 

The table below demonstrates the payment schedule generated based on annuity calculations for the 
loan in the amount of $1000. 

 

Figure 3-225: Payment schedule II. 

Besides the credit calculation methods described above, a payment frequency specified in the credit 
product also influences the calculation of installments. The payment frequency can be “monthly”, 
“semi-monthly” or “biweekly”. Irrespective of the payment frequency specified, the payment schedule 
will be always calculated according to a selected credit calculation method (“annuity” or “classic”). 

However, if the “monthly” payment frequency is specified in the credit product, the payment schedule 
will display installments corresponding to a single monthly payment (see pictures above). 

If the “semi-monthly” payment frequency is specified, the payment is to be effected twice a month and 
two installments in each month will be displayed in the payment schedule accordingly. At the same 
time, payment due dates are identical in each month. The picture below demonstrates the payment 
schedule calculated according to the “semi-monthly” payment frequency and by using the classic 
calculation method for the loan in the amount of $1000. 
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Figure 3-226: Semi-monthly payments. 

If the “biweekly” payment frequency is specified, each displayed installment will correspond to a 
payment to be effected once a fortnight. The picture below demonstrates the payment schedule 
calculated according to the “biweekly” payment frequency and by using the classic calculation method 
for the loan in the amount of $1000: 

 

Figure 3-227: Biweekly payments. 

4) Click the Payment button. 
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The Submit Repayment window opens:  

 

Figure 3-228: The Submit Repayment window. 

5) In the Amount box, enter an amount repaid by the borrower. 

6) In the Reference box, type in a corresponding payment number. 

7) In the Repaid box, specify a date of repayment. 

Note: The date of repayment can be specified by using the calendar. To open the calendar, click the Calendar icon 

. 

8) In the Type box, select a type of payment. 

9) (Optionally) In the Comments box, enter appropriate comments if necessary. 

10) (Optionally) Click Cancel to cancel the operation. 

11) Click OK to save information about loan repayment. 

In case a received payment amount is less than a scheduled amount of installment, funds received from 
the borrower cover the installment in the following order: 

• Commission (if applicable); 

• Interest; 

• Principal amount. 

The information about loan repayment is displayed in the payment schedule on the Payments tab and 
in the transactions table on the Transactions tab. 
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If a payment amount has been received on a scheduled installment date and covers the entire 

installment, the payment status changes for “Current”  in the payment schedule and the payment 
transaction status is displayed as “Applied”: 

Note: If the borrower makes payment on the scheduled installment date, the entire installment is closed when the 
total amount of installment is repaid. 

 

 

Figure 3-229: Payment received according to the schedule I. 

 

Figure 3-230: Payment received according to the schedule II. 

If the payment has been received before the scheduled installment date, it is considered to be an advance 
payment and its processing in the system depends on settings of a credit product based on which a 
current loan application has been created. 

If the Use Early Payments option is not selected in the credit product, the advance payment is 
processed by the system on the scheduled installment date only, irrespective of a date when the advance 
payment has been actually made. 
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In this case, if an amount of the advance payment covers the entire installment, the installment remains 
outstanding in the system (the payment status is “Current”) and the payment 
transaction status is displayed as “Waiting” in the transactions table: 

 

Figure 3-231: The advance payment is being processed I. 

 

Figure 3-232: The advance payment is being processed II. 

If the Use Early Payments option is selected in the credit product and the amount of the advance 
payment covers the entire installment, the installment is considered to be repaid (the payment status is 

“Current”  and the payment transaction status is displayed as “Applied”). 

Note: If the borrower makes payment before a scheduled installment date, an entire installment is closed if a total 
early payment amount is repaid. The total early payment amount for a current installment includes a principal 
amount, commission (if any) and a daily interest amount and is displayed at the bottom of the Payments 
tab until the current installment becomes overdue. If the current installment remains outstanding during late 
grace days and a next scheduled installment becomes due, the total early payment amount includes a total 
amount due for the first installment (previously current installment) and an early payment amount due for the 
next scheduled installment. 

 

Figure 3-233: The amount of early payment to be repaid to close the first installment.  
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If the amount of the advance payment exceeds a total outstanding principal amount and a total 
outstanding commission amount (if any), the loan gets repaid and is sent automatically to the Archive of 
Loan Applications. 

In case the amount of the advance payment received is less than the installment amount due, the 
installment can be covered partially in two ways depending on settings made in the credit product that 
includes early payments:  

• If the Interest calculation based on initial principal option is selected in the credit product, 
the outstanding interest amount remains unchanged. 

For example, assume that the loan was disbursed on the 2nd of October in the amount of $1000. 
In 10 days since the loan disbursement, the outstanding amounts of installments remain 
unchanged in the payment schedule: 

 

Figure 3-234: The payment schedule (interest calculation based on initial principal) I. 

However, according to the balance log (for more information, refer to the Balance Log subsection 
below), the interest in the amount of $16.13 has accrued to the first installment for the past 10 
days (the total amount of interest for the installment equals $50). If 10 days after the loan has 
been disbursed, the borrower makes payment in the amount of 30$, the accrued interest 
($16.13) is covered in full, the remaining amount of $13.87 covers partially the first principal 
amount that now equals $186.13 ($200 - $13.87). The outstanding amount of interest remains 
unchanged and equals $ 33.87 ($50 - $16.13).  

Thus, if 10 days after the loan disbursement the borrower makes payment in the amount of 
30$, the payment schedule will look as follows: 

 

Figure 3-235: The payment schedule (interest calculation based on initial principal) II. 

• If the Interest calculation based on reduced principal option is selected in the credit 
product, the outstanding interest amount changes depending on the total outstanding principal 
amount. 
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For example, assume that the loan was disbursed on the 2nd of October in the amount of $1000. 
In 10 days since the loan disbursement, the outstanding amounts of installments remain 
unchanged in the payment schedule: 

 

Figure 3-236: The payment schedule (interest calculation based on reduced principal) I. 

However, according to the balance log (for more information, refer to the Balance Log subsection 
below), the interest in the amount of $16.13 has accrued to the first installment for the past 10 
days (the total amount of interest for the installment equals $50). If 10 days after the loan has 
been disbursed, the borrower makes payment in the amount of 30$, the accrued interest 
($16.13) is covered in full, the remaining amount of $13.87 covers partially the total outstanding 
principal amount that now equals $986.13 ($1000 - $13.87). The outstanding amount of interest 
for the first installment is calculated by the system based on a new outstanding principal amount 
($986.13) according to a predefined formula and now equals $ 33.40. Thus, if 10 days after the 
loan disbursement the borrower makes payment in the amount of 30$, the payment schedule 
will look as follows: 

 

Figure 3-237: The payment schedule (interest calculation based on reduced principal) II. 

The principles of loan repayment have been exemplified for the “monthly” payment frequency 
specified in the credit product and described above. The principle of loan repayment for the 
“biweekly” payment frequency is the same. 
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Balance Log 

The current subsection provides the overview of the balance log.  

The balance log allows reviewing changes in the balance of each installment. 

The balance log can be opened by clicking the icon  in the Actions column opposite a corresponding 
installment on the Payments tab. 

 

Figure 3-238: Opening the balance log. 

 

Figure 3-239: The open balance log. 

The balance log displays the following data on the installment: 

• Interest; 

In the balance log, the interest can be displayed in one of two modes: 
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I. If early payments are set in a credit product (refer to Managing Credit Products), a daily interest 
is displayed for each day of nonpayment. Daily interest amounts can be viewed by clearing 
the Collapse similar rows check box: 

 

Figure 3-240: The daily interest accrued. 

II. If early payments are not set in the credit product, the balance log displays a total interest 
charged for a current installment: 

  

Figure 3-241: The total interest charged for the installment. 

• Past due interest accrued (for overdue installments); 

• Late fees charged (for overdue installments); 

• Payments received; 

• Rollover applied. 
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The following information is displayed in table columns of each balance log: 

• Date: a date when the balance was changed; 

• Description: a description of an event that caused the change in the balance; 

• Balance change: a group of columns displaying absolute values of changes in the balance (for certain 
balance sheet items and total amounts); 

• New balance: a group of columns displaying new balance values for certain balance sheet items and a 
new total balance amount. 

The red color of values indicates the increase in the installment balance due to accrued interests, applied fees, 
etc. 

The green color of values indicates the decrease in the installment balance due to payments received.  

Loan Rollover 

The current subsection provides information on how to roll over a loan. 

If the borrower cannot repay the loan on the installment date, the Loan Manager can defer loan repayments 
until a certain period, i.e. can roll over the loan. 

The current functionality is available only if a credit product provides for applying rollovers and if an allowed 
number of rollover attempts is not exceeded. 

To roll over a loan: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the All split button and select Active. 

 

Figure 3-242: Selecting active loan applications. 
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All active loan applications get displayed: 

 

Figure 3-243: Active loan applications. 

3) In the table, click a corresponding loan application. 

4) Click the Rollover button. 

Note: If a credit product based on which a current loan application has been created does not provide for applying 
rollovers, the following message opens: 

 

Figure 3-244: The credit product does not provide for applying rollovers 

 A number of rollovers cannot exceed a number set in the credit product. 
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The Rollover window opens: 

 

Figure 3-245: The Rollover window. 

The Previous rollovers box displays a number of previous rollovers applied to a current loan. 

5) In the Rollover Term box, select a period for which a loan repayment is extended.  

Note: The maximum and minimum rollover term is specified in settings of the credit product. 

6) In the Nearest Repayment Date box, specify a repayment date. 

7) (Optionally) In the Comments box, enter appropriate comments if necessary. 

8) In the Rollover window, click OK to accomplish the procedure. 

The confirmation message opens: 

 

Figure 3-246: Confirmation message. 

9) Click OK. 

The loan has been rolled over and the corresponding record is displayed in the Balance Log. 

Recording Interaction History 

The current subsection provides information on recording information about contacting the borrower.  

When processing an active loan application, the Loan Manager may contact the borrower and store information 
about the contact to the interaction history. For more information on how to perform this procedure, refer to 
Recording the Interaction History of the Origination section. 
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Adding Borrower’s Data to Blacklists 

The current subsection provides instructions on how to add information about a specific borrower to the 
blacklists. 

When processing an active loan application, the Loan Manager may decide that borrower’s data should be 
blacklisted.  

To blacklist the borrower’s data: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the All split button and select Active. 

 

Figure 3-247: Selecting active loan applications. 

All active loan applications get displayed: 

 

Figure 3-248: Active loan applications. 
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3) Repeat the steps 3)-7) described in the Adding Borrower’s Data to Blacklists subsection of the Underwriting 
section. 

4) In the Add to Blacklist window, click OK to add selected data to the blacklists. 

The borrower’s data have been blacklisted. 
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Loan Restructuring 

The current subsection provides instructions on how to restructure a loan. 

The Turnkey Lender system provides for restructuring a borrower’s loan, i.e. changing basic credit terms for the 
borrower to repay a remaining debt amount. Restructuring can be applied to avoid the involvement of external 
collectors in case the borrower cannot repay the loan under initial credit terms.  

The most common type of restructuring consists in loan extension aimed at reducing a monthly loan payment 
to an amount that can be repaid by the borrower. The less common case is when a loan interest rate or other 
credit product characteristics are changed. 

In case of loan extension, a monthly payment is reduced, however a total amount of interest payments increases 
due to a longer credit term. Hence a total amount of payments for a restructured loan increases.  

The main purpose of restructuring is to reduce monthly payments which can be achieved by changing a credit 
product, loan amount and term. 

The Loan Manager can restructure loans with the following statutes: 

• Active; 

• Past Due. 

To restructure a loan:  

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the All split button to apply the filter and 
display necessary loan applications. 

Note: Only “Active” and “Late” applications can be restructured.  

 

Figure 3-249: Filtering loan applications. 
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Loan applications are displayed according to the filter applied: 

 

Figure 3-250: Filtered loan applications. 

3) In the table, click a corresponding loan application. 

4) Click the Restructure button.  
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The Loan Restructuring window opens: 

 

Figure 3-251: The Loan Restructuring window. 

The Old Payment Schedule area displays information on a current loan to be restructured. 

5) (Optionally) In the Old Payment Schedule area, click Show paid installments to view all payment 
transactions. 

6) (Optionally) In the Old Payment Schedule area, click Show scheduled installments to view a 
current payment schedule. 

7) In the Total Debt Management area, change the following data to change the outstanding balance: 

• Interest; 

• Past due interest (for overdue loans); 

• Commission; 

• Late fee (for overdue loans). 

A change in the amount of interest and commission brings about a change in the outstanding balance 
and loan amount accordingly. 

8) In the New Loan Parameters area, determine terms of a new (restructured) loan: 
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a. In the Credit Product box, select a corresponding credit product. 

b. In the Term box, change a credit period. 

9) In the Loan Restructuring window, click OK to complete the procedure. 

The confirmation message opens: 

 

Figure 3-252: The confirmation message I. 

10) Click Yes to confirm the operation. 

The message confirming the successful operation is displayed: 

 

Figure 3-253: The confirmation message II. 

A selected loan has been restructured and a new public ID is created for the restructured loan:  R1 is 
joined to an old public ID by a hyphen, for example: EL-1829-R1. If the loan is restructured repeatedly, 
R1 is replaced with R2 and so forth. Once the loan has been restructured, the additional Restructuring 
tab is displayed in the loan application details area. For more information on this tab, refer to the 
description in the Servicing subsection above. 
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Managing Late Applications 

The current subsection provides instructions on how to manage past due loans. 

Loans that have not been repaid within late grace days are considered to be past due. 

Late grace days correspond to a period during which the installment can still be repaid without penalties. This 
period starts after a due date. During the late grace days, the system charges neither the overdue interest rate nor 
late fee. 

The Loan Manager can view all past due loans by clicking the All split button and selecting Late. The past due 

loans are displayed with the “Past Due” status : 

 

Figure 3-254: Past due loans. 
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Having clicked a loan application in the table, the Loan Manager can view payment details of a past due loan on 

the Payments tab. All outstanding payments are displayed with the “Missed” status : 

  

Figure 3-255: The past due loan: payment details. 

If late fees are set in a credit product (refer to Managing Credit Products), they are displayed for each overdue 
installment. 

The payment schedule also displays the past due interest for each overdue installment. Depending on settings 
made in the credit product, the past due interest can be calculated in the system on the basis of one of the 
following parameters: 

• Total outstanding principal amount; 

• Outstanding balance. The outstanding balance includes the total outstanding principal amount, interest 
outstanding as of the current date (i.e. excluding interest outstanding for all next scheduled installments 
that are not due yet), late fee (if any) and commission (if any); 

• Current debt. The current debt includes the principal and interest outstanding for the current installment, 
late fee (if any) and commission (if any). 
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When processing past due loans, the Loan Manager can perform the following operations: 

• Record information on loan repayment (refer to Loan Repayment); 

The Loan Manager can view an outstanding amount in the Outstanding Balance area:  

 

Figure 3-256: Late payments. 

• Record a history of interaction with the borrower (refer to Recording the Interaction History of the Origination 
section); 

• Roll over loans (refer to Loan Rollover); 

Note: An overdue loan can be rolled over only if there are no outstanding amounts of past due interest and late fee.  

• Add borrowers’ data to blacklists of the system (refer to Adding Borrower’s Data to Blacklists); 

• Restructure loans (refer to Loan Restructuring). 

Managing Undisbursed Loans 

The current subsection provides information on how to manage loans for which the automatic disbursement 
failed. 

The automatic disbursement of loans can be initiated either manually by the Loan Manager or can be set in the 
web.config file of the system. 

Note: If the automatic loan disbursement is set in the web.config file of the system, the loan is disbursed automatically once approved 
by the Underwriter or the Collateral Manager.  

When processing the undisbursed loans, the Loan Manager can perform the following operations: 

• Retry the automatic loan disbursement; 

• Disburse loan manually; 
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• Record the interaction history; 

• Add borrower’s data to blacklists. 

The detailed description of the above listed procedures is provided in the subsections below. 

Initiating the Automatic Loan Disbursement 

The current subsection provides instructions on how to retry the automatic disbursement of a loan that has not 
been disbursed automatically by the system. 

To retry the automatic disbursement of a loan amount: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the All split button and select 
Disbursement. 

 

Figure 3-257: Selecting undisbursed loans. 
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All loans for which the automatic disbursement failed get displayed: 

 

Figure 3-258: Undisbursed loans. 

3) In the table, click a corresponding loan application. 

4) Click the Disburse button and then click Retry automatic disbursement: 

 

Figure 3-259: Disbursing a loan. 

The message confirming the automatic disbursement opens: 

 

Figure 3-260: The automatic disbursement has been initiated. 
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5) Click OK. 

The loan application is displayed in the “Disbursement in Progress” status  for a short while. If the 
automatic disbursement has been successful, the status changes for “Active” and the loan application 
gets moved to the Active group and can be processed further (for more information, refer to the 
Managing Active Applications subsection below). 
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Disbursing Loans Manually 

The current subsection provides instructions on how to conduct the manual disbursement of a loan that has not 
been disbursed automatically by the system. 

To disburse a loan manually: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the All split button and select 
Disbursement. 

 

Figure 3-261: Selecting undisbursed loans. 

All loans for which the automatic disbursement failed get displayed: 

 

Figure 3-262: Undisbursed loans. 
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3) In the table, click a corresponding loan application. 

4) Click the Disburse button and then click Disburse manually: 

 

Figure 3-263: Disbursing a loan. 

The Loan Disbursement window opens: 

 

Figure 3-264: The Loan Disbursement window. 

5) In the Reference box, type in a corresponding payment number.  

6) In the Disbursed box, enter a loan disbursement date. 

Note:  The loan disbursement date can be specified by using the calendar. To open the calendar, click the Calendar 

icon . 

 

7) In the Type box, select a type of payment. 

8) (Optionally) In the Comments box, enter appropriate comments if necessary. 

9) Click OK to disburse the loan. 
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The loan has been disbursed. The loan status changes for “Active” and the loan application gets moved 
to the Active group and can be processed further (for more information, refer to the Managing Active 
Applications subsection below). 

Recording Interaction History 

The current subsection provides information on recording information about contacting the borrower.  

When processing an approved loan application, the Loan Manager may contact the borrower and store 
information about the contact to the interaction history. For more information on how to perform this 
procedure, refer to Recording the Interaction History of the Origination section. 

Adding Borrower’s Data to Blacklists 

The current subsection provides instructions on how to add information about a specific borrower to the 
blacklists. 

When processing an undisbursed loan, the Loan Manager may decide that borrower’s data should be blacklisted.  

To blacklist the borrower’s data: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the All split button and select 
Disbursement. 

 

Figure 3-265: Selecting undisbursed loans. 
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All loans for which the automatic disbursement failed get displayed: 

 

Figure 3-266: Approved loan applications. 

3) Repeat the steps 3)-10) described in the Adding Borrower’s Data to Blacklists subsection of the 
Underwriting section. 

The borrower’s data have been blacklisted. 
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Managing Peer-to-Peer Loans 

The Turnkey Lender system supports origination and processing of peer-to-peer loans. 

In peer-to-peer lending, investors who are willing to lend are matched up with individuals who are willing to 
borrow. The Turnkey Lender system allows bringing individual borrowers and investors together, bypassing 
traditional banks. Investors can use the Turnkey Lender online portal to invest their money in the peer-to-peer 
loans. Investors are registered in the system by an authorized user and a personal account is created for each 
investor. In the personal account, the investor chooses the borrower to lend to. For more information on how 
to work in the investor’s personal account, refer to Investor’s Personal Account.  

To originate and process the peer-to-peer loans in the system, corresponding settings must be made in a credit 
product (for more information, refer to Managing Credit Products). 

The Servicing web workplace allows processing two types of peer-to-peer loans according to settings made in 
the credit product:  

• Peer-to-peer loans that can be funded by investors only before disbursement 

• Peer-to-peer loans that can be funded by investors any time 

More detailed instructions on how to processes these types of peer-to-peer loans are provided in the follow-up 
sections. 

Loans Funded before Disbursement 

The current subsection describes the procedure of processing peer-to-peer loans that can be funded only before 
disbursement. These loans cannot be disbursed to the borrower until they are fully funded by investors. 

Once a peer-to-peer loan of this type has been processed by the Underwriter (and the Collateral Manger in case 
of a secured peer-to-peer loan), it gets displayed in the Gathering Investments section on the Servicing web 
workplace. 

To process the peer-to-peer loan: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the All split button and select Gathering 
Investments. 

 

Figure 3-267: Selecting loans to be funded. 
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The table displays all peer-to-peer loans that must be fully funded by investors. If these loans are not 
funded or funded only partially, they cannot be issued to borrowers. These peer-to-peer loans are 
displayed in the “Gathering Investments” status. 

 

 

Figure 3-268: Peer-to-peer loans in the “Gathering Investments” status. 

3) In the table, select a peer-to-peer loan application. 

Details of the selected peer-to-peer loan application get displayed to the right of the table. 

 

Figure 3-269: Details of the selected peer-to-peer loan application. 

4) Click the Investments tab. 
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If the peer-to-peer loan has not been funded yet, the Investments tab does not display any values: 

 

Figure 3-270: The loan has not been funded yet. 

If the loan has been funded partially, the Investments tab displays the following data:  

• Submitted: a date when the investment was made; 

• Investor’s Name: a full name of the investor; 

• Amount: an invested amount; 

• Interest Rate: an investment interest rate (is specified in the credit product and differs from a 
regular interest rate charged for a loan). 

The Investments tab displays investments of all lenders. A total invested amount is also displayed at 
the bottom of the table: 

 

Figure 3-271: Investment made by one lender. 

 

Figure 3-272: Investments made by two lenders. 
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5) (Optionally) To cancel the investment, click Withdraw opposite a corresponding investment. 

 

Figure 3-273: Canceling the investment. 

The confirmation message opens: 

 

Figure 3-274: The confirmation message. 

a. Click OK to cancel the investment. 

If necessary, data of peer-to-peer loan applications in the “Gathering Investments” status can be blacklisted or 
the Loan Manager can contact the borrower and record information about the contact to the interaction history. 
For more information on how to blacklist borrower’s data and create the interaction history, refer to procedures 
of the Recording Interaction History and Adding Borrower’s Data to Blacklists subsections describing similar operations 
for Managing Approved Applications. 

The peer-to-peer loan remains in the “Gathering Investments” status until it is fully funded by investors. Once 
a total loan amount has been covered by investors, the status of the peer-to-peer loan automatically changes to 
“Approved”, the loan application is moved to the Approved section and the peer-to-peer loan can be disbursed. 
The subsections below describe the procedures of disbursing and managing peer-to-peer loans of this type. 

Disbursing Approved Peer-to-Peer Loans 

The current subsection describes the procedure of disbursing peer-to-peer loans that have been previously in 
the “Gathering Investments” status. 

Once the status of the peer-to-peer loan has changed for “Approved”, the investor can neither cancel nor modify 
the bid. In this case, the Loan Manger cannot cancel the bid either. An approved peer-to-peer loan can be 
disbursed to the borrower.   

The Loan Manager can disburse a loan amount manually or can initiate the automatic disbursement. 

Note: If necessary, data of applications in the “Approved” status can be blacklisted or the Loan Manager can contact the 
borrower and record information about the contact to the interaction history. For more information on how to blacklist 
borrower’s data and create the interaction history, refer to procedures of the Recording Interaction History and Adding 
Borrower’s Data to Blacklists subsections describing similar operations for Managing Approved Applications. 
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To disburse the peer to peer loan: 

1) Above the table displaying the list of loan applications, click the All split button and select Approved. 

 

Figure 3-275: Selecting approved loan applications. 

All approved applications submitted to the Loan Manager get displayed: 

 

Figure 3-276: Approved loan applications. 

2) In the table, click a corresponding peer-to-peer loan. 

A peer-to-peer loan is distinguished by the additional Investments tab displayed in the loan details 
area to the right of the table. Since the investor’s bid made for the peer-to-peer loan that has been 
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previously in the “Gathering Investments” status can be neither changed nor canceled, the Actions 
column of the Investments tab is displayed empty: 

 

Figure 3-277: The Investments tab. 

3) Repeat steps 4)-7) of the procedure described in the Loan Disbursement subsection above.  

The peer-to-peer loan has been disbursed and no new funds can be invested in the loan. The loan 
status changes for “Active”.  

The subsection below describes the procedure of managing active peer-to-peer loans. 

Managing Disbursed Peer-to-Peer Loans 

The current subsection describes the procedure of managing peer-to-peer loans that have been previously in the 
“Gathering Investments” status. 

To manage peer-to-peer loans: 

1) Above the table displaying the list of loan applications, click the All split button and select a necessary 
section. 

 

Figure 3-278: Example: selecting active loan applications. 
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Loan applications pertaining to the selected section get displayed: 

 

Figure 3-279: Active loan applications. 

2) In the table, click a corresponding peer-to-peer loan. 

A peer-to-peer loan is distinguished by the additional Investments tab displayed in the loan details 
area to the right of the table. Since the investor’s bid made for the peer-to-peer loan that has been 
previously in the “Gathering Investments” status can be neither changed nor canceled, the Actions 
column of the Investments tab is displayed empty: 

 

Figure 3-280: The Investments tab of the peer-to-peer loan application. 
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3) On the Investments tab, click the arrow  in the Actions column to expand the area. 

 

Figure 3-281: The expanded area of the Investments tab. 

The table of the Investments tab displays the following data: 

• Submitted: a date when the investment was made. 

• Investor’s Name: a full name of the investor. 

• Amount: an invested amount. 

• Interest Rate: an investment interest rate (is specified in the credit product and differs from a 
regular interest rate charged for a loan). 

• Return Amount: a total amount repaid by the borrower for the loan as of the current date. 

The Balance area displays the following information: 

• Principal: a current total outstanding principal amount to be repaid by the borrower to the 
investor. 

Note: If the loan has been disbursed and no repayments have been made yet, the current total outstanding principal 
amount equals an investment amount.  

• Interest: a current interest amount due to the investor.  

Note: If a credit product based on which the current loan application has been created does not provide for applying 
early payments, the current interest amount is displayed only on an installment due date.  

The current interest amount is calculated on the basis of an interest amount charged for a 
current scheduled installment (if the credit product does not provide for applying early 
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payments) or on the basis of a daily interest rate (if the credit product provides for applying 
early payments). 

• Total: a current total amount due to the investor. 

The Repayments area displays the following information: 

• Date: a date when a payment was made by the borrower. 

• Principal: a principal amount repaid by the borrower. 

• Interest: an investment interest covered by the repayment made by the borrower.  

• Total: a total amount repaid by the borrower to the investor on a specified date. 

When processing peer-to-peer loans, the Loan Manager can perform the following operations: 

• Record information on loan repayment (refer to Loan Repayment); 

The Loan Manager can view a current outstanding balance in the Outstanding Balance area:  

 

Figure 3-282: The outstanding balance. 

• Record a history of interaction with the borrower (refer to Recording the Interaction History of the Origination 
section); 

• Roll over loans (refer to Loan Rollover); 

Note: An overdue loan can be rolled over only if there are no outstanding amounts of past due interest and late fee.  

• Add borrowers’ data to blacklists of the system (refer to Adding Borrower’s Data to Blacklists); 

• Restructure loans (refer to Loan Restructuring). 
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Loans Funded Anytime 

The current subsection describes the procedure of processing peer-to-peer loans that can be funded by investors 
after disbursement. As opposed to peer-to-peer loans in the “Gathering Investments” status (refer to the Loans 
Funded before Disbursement subsection above), the peer-to-peer loans described in this subsection can be disbursed 
right after they have been approved by the Underwriter (and the Collateral Manger in case of a secured peer-to-
peer loan), i.e. no intermediate status for gathering investments is used for this type of loans. Once approved, 
these peer-to-peer loans can be funded by investors any time until they are fully repaid or fully funded. The 
procedures of managing this type of peer-to-peer loans are described in the subsections below. 

Managing Peer-to-Peer Loans 

The current subsection describes the procedure of managing peer-to-peer loans previously approved by the 
Underwriter (and the Collateral Manger in case of a secured peer-to-peer loan). 

After a peer-to-peer loan has been approved, it is assigned the “Approved” status and gets displayed among 
approved loan applications on the Servicing web workplace.  

 

Figure 3-283: Approved loan applications. 

The peer-to-peer loan is distinguished by the additional Investments tab displayed in the loan details area.  

 

Figure 3-284: The investment made in the peer-to-peer loan in the “Approved” status. 
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Once the peer-to-peer loan has been approved, it can be funded by investors anytime until this loan is fully 
repaid or fully funded. 

If the peer-to-peer loan in the “Approved” status has been funded by investors, the Investments tab displays 
the following data: 

• Submitted: a date when the investment was made. 

• Investor’s Name: a full name of the investor. 

• Amount: an invested amount. 

• Interest Rate: an investment interest rate (is specified in a credit product and differs from a regular 
interest rate charged for a loan). 

• Actions: by clicking Withdraw, the Loan Manager can cancel the investment. 

The Investments tab displays investments made by all investors in a current peer-to-peer loan. 

 

Figure 3-285: Investments made by several investors. 

The Loan Manager can disburse an approved peer-to-peer loan. For more information on how to disburse the 
approved peer-to-peer loan, refer to the Disbursing Approved Peer-to-Peer Loan subsection below. 

Besides, the Loan Manger can perform the following actions on approved peer-to-peer loan applications: 

• Record the interaction history (for more information refer to the Recording Interaction History subsection 
describing the same procedure for approved loan applications). 

• Add borrower’s data to blacklists (for more information, refer to the Adding Borrower’s Data to Blacklists 
subsection describing the same procedure for approved loan applications). 
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Once the approved peer-to-peer loan has been disbursed, its status changes for “Active” and a peer-to-peer loan 
application gets displayed among all active loan applications: 

 

Figure 3-286: Active loan applications. 
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If a peer-to-peer loan in the “Active” status has not been repaid yet, the Balance area of the Investments tab 
displays a current total outstanding principal amount that equals a total amount of the investment. The Balance 
area can be viewed by clicking the arrow in the Actions column. 

 

 

Figure 3-287: The expanded area. 

After the borrower has made payment, the Loan Manager cannot cancel the investment, i.e. the Withdraw 
option becomes unavailable in the Actions column. If the borrower has made payment, the following values 
are displayed additionally on the Investments tab: 

• Return Amount: a total amount repaid by the borrower for the loan. 

The Balance area: 

• Principal: a current total outstanding principal amount to be repaid by the borrower to the investor. 

• Interest: a current interest amount due to the investor. 

Note: If a credit product based on which the current loan application has been created does not provide for applying 
early payments, the current interest amount is displayed only on an installment due date.  

The current interest amount is calculated on the basis of an interest amount charged for a current scheduled 
installment (if the credit product does not provide for applying early payments) or on the basis of a daily interest 
rate (if the credit product provides for applying early payments). 

• Total: a current total amount due to the investor. 

The Repayments area: 

• Date: a date when the payment was made by the borrower. 

• Principal: a principal amount repaid by the borrower. 

• Interest: an investment interest covered by a repayment made by the borrower. 
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• Total: a total amount repaid by the borrower to the investor on a specified payment date. 

 

Figure 3-288: Payments made by the borrower. 

The Loan Manager can process active peer-to-peer loans in the same way as other active loan applications (for 
more information, refer to the Managing Active Applications subsection above). 

If the peer-to-peer loan is overdue, it can be managed in the same way as other overdue loans (for more 
information, refer to the Managing Late Applications subsection above). 

Disbursing Approved Peer-to-Peer Loan 

The current subsection describes the procedure of disbursing the peer-to-peer loan that has been approved by 
the Underwriter (and the Collateral Manger in case of a secured peer-to-peer loan). 

The Loan Manager can disburse a loan amount manually or can initiate the automatic disbursement. 

Note: If necessary, data of approved applications can be blacklisted or the Loan Manager can contact the borrower and record 
information about a contact to an interaction history. For more information on how to blacklist borrower’s data and 
create the interaction history, refer to procedures of the Recording Interaction History and Adding Borrower’s Data to 
Blacklists subsections describing similar operations for Managing Approved Applications. 
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To disburse the peer-to-peer loan: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the All split button and select Approved. 

 

Figure 3-289: Selecting approved loan applications. 

All approved applications submitted to the Loan Manager get displayed: 

 

Figure 3-290: Approved loan applications. 

3) In the table, click a corresponding peer-to-peer loan. 
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A peer-to-peer loan is distinguished by the additional Investments tab displayed in the loan details 
area to the right of the table.  

Note: The Loan Manager can cancel the investment before disbursing the loan to the borrower. The investment 
can be canceled by clicking Withdraw in the Actions column. 

  

Figure 3-291: The Investments tab. 

4) Repeat steps 4)-7) of the procedure described in the Loan Disbursement subsection above.  

The peer-to-peer loan has been disbursed and the loan status changes for “Active”.  

Managing Rollover Requests 

The current subsection provides information on how to manage loan applications of the borrowers who have 
submitted a request for a loan extension. 

If necessary, the borrower can request the loan extension (i.e. a rollover) from a personal account. In this case, 
a corresponding loan application gets displayed on the Servicing web workplace in the Rollover Requests 
section. 

 

Figure 3-292: Loans of borrowers requesting a rollover. 

The Loan Manager can consider a loan application and approve a rollover request. 
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To approve a rollover request: 

1) In the table displaying loan applications of borrowers requesting a rollover, select a loan application. 

To the right of the table, a borrower’s payment history is displayed on the Payments tab: 

 

Figure 3-293: The Payments tab. 

2) Click the Rollover button. 

The Rollover window opens. The window displays a date when a borrower’s request has been submitted: 

 

Figure 3-294: The Rollover window. 

In the Rollover Term box, a period for which the borrower requests the rollover is displayed. 

3) (Optionally) In the Rollover Term box, change a period specified by the borrower. 

4) (Optionally) In the Comments box, specify appropriate comments. 

5) (Optionally) Click Reject to reject the borrower’s request. 
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If the request is rejected, a corresponding confirmation message opens and the loan application will no 
longer be displayed in the table. 

 

Figure 3-295: The rollover request is rejected. 

After the request has been rejected, a corresponding notification is sent to a borrower’s email. 

Note: If the loan is not overdue, the loan application gets to the Active menu. If the loan is overdue, it is 
displayed in the table of the Late menu. 

6) Click Approve to approve the borrower’s request. 

The confirmation message opens: 

 

Figure 3-296: The rollover request is approved. 

After the request has been approved, a corresponding notification is sent to a borrower’s email and a 
record about the rollover applied is added to the Balance Log. 

If the loan has been overdue, the loan application is displayed in the table of the Active menu. 

Besides, the Loan Manager can perform the following operations with the loan applications of 
borrowers who have submitted rollover requests: 

• Loan Repayment; 

• Recording Interaction History; 

• Adding Borrower’s Data to Blacklists. 

For more information on how to perform these operations, refer to the Managing Active Applications 
subsection, which describes similar operations. 
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Managing Blacklists 

The current subsection provides information on managing blacklists on the Servicing web workplace. 

When processing approved loan applications, active loan applications, past due loans, undisbursed loans, peer-
to-peer loans or loan applications of the borrowers who have submitted rollover requests, the Loan Manager 
can add the borrower’s data to the blacklists of the system. For more information, refer to corresponding 
subsections, which include information on this procedure (Managing Approved Applications, Managing Active 
Applications, Managing Late Applications, Managing Undisbursed Loans, Managing Peer-to-Peer Loans, Managing Rollover 
Requests). 

In the Turnkey Lender system, the following operations can be also performed by the Loan Manager in the 
blacklists: 

• Searching for Data in Blacklists; 

• Adding New Records to Blacklist; 

• Deleting Records of Blacklist; 

• Importing Data to Blacklists. 

For more information on these procedures, refer to the Managing Blacklists subsection describing similar 
operations for the Underwriting. 

Archive of Loan Applications 

The current subsection provides the description of the loan applications archive displayed on the Servicing web 
workplace. 

Having logged on to the Turnkey Lender system, the user can view the archive of loan applications by clicking 
the Archive tab.  

 

Figure 3-297: The archive. 
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The archive contains the loan applications which are no longer processed in the system. In particular, the 
following loans are displayed in the archive: 

• Rejected loans; 

• Written off loans; 

• Loans repaid in full; 

• Restructured loans. 

In case the archive contains a large amount of loan applications, the user can view necessary loans by applying 
a filter. To apply the filter, the user should click the All split button and select a corresponding option. 

 

Figure 3-298: Filtering loan applications. 

Note: The loan applications can be filtered according to options selected in sub-menus of both split buttons. 

To search for loan applications of a particular borrower, the user can type in a full name of the borrower in the 
Search box. 

 

Figure 3-299: Searching for loan applications of a particular borrower. 

Having clicked a loan application in the table, the Loan Manager can view the details of the loan application on 
separate tabs to the right of the table. The Loan Manager is authorized to view the following tabs: 

• Summary: displays general information on the borrower’s current loan, previous loans and the general 
information received from a Credit Bureau; 

• Customer Details: borrower’s application details are displayed; 

• Documents: the tab for displaying documents; 

• Interaction History: displays a history of interaction with the borrower;  
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• Payments: a payment schedule is displayed; 

• Transactions: displays a list of payment transactions conducted in the system; 

• Change History: displays changes in loan statuses, in particular the following information: 

o Date: a date and a time of an action performed (of a change in the application status); 

o Prev.Status: a previous status of the application before the next action; 

o New Status: a status of the application after the previous status; 

o Comments: comments to the changed status (for example, comments entered by the Originator 
when sending the application for approval to the Underwriter); 

o User: a name of the user who changed the status. If the status has been changed automatically 
by the system, the column remains empty. 

• Collaterals: the tab is displayed if a selected loan is a secured loan. The Collaterals tab displays all 
collaterals provided for a selected secured loan; 

• Restructuring: the tab is displayed if a selected loan has been restructured. For more information on 
the tab, refer to the description in the Servicing subsection above.  

 

Figure 3-300: Loan application details in the archive. 

Optionally, the user can also perform the following operations to customize the display of loan applications in 
the archive: 

• Change the view mode of loan applications (for more information, refer to Changing View Mode); 

• Sort loan applications in the table (for more information, refer to Sorting Applications); 

• Use page navigation to move from one page of the table to another (for more information, refer to Using 
Page Navigation). 
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Collection 

The current subsection provides the detailed description of the functionality available to the user of the 
Collection web workplace. 

A scope of operations provided for the Collection web workplace can be performed by the user with the 
Collector role. 

The main responsibility of the Collector is to process past due loans. 

 

Figure 3-301: The Collection web workplace. 

The left-hand side of the user interface in the default view mode displays the table containing loan applications 
with the following statuses: 

• All Overdue: all overdue loan applications. 

Note: The Collector can also select past due periods to display corresponding loan applications. The past due periods are 
determined by the Administrator. 

• Defaults: all loans overdue by a period specified by the Administrator in settings (for more information, 
refer to Managing Delinquency Settings of the System section). 

• Today Actions: actions of the Collector planned for the current date (for more information, refer to 
the Making an Action Plan subsection below). 

The table contains the following information on loan applications: 

• Id: identification number of a loan application in the system. 

• Name: a borrower’s full name; 

• Outst. Balance: outstanding payment amount payable by the borrower; 

• Days Past Due: days in arrears. 



B A C K  O F F I C E  O F  T H E  T U R N K E Y  L E N D E R  S Y S T E M       2 4 1  

• Next Action Date: a date of the next action planned by the Collector in respect of a corresponding 
borrower. 

Having clicked a loan application in the table, the details of the loan application get displayed to the right of the 
table on separate tabs. The following tabs are available to the user with the Collector role: 

• Summary: contains general information on the borrower’s current loan, previous loans, general 
information received from a Credit Bureau, and information on the next action planned in respect of 
the borrower: 

 

Figure 3-302: The Summary tab. 

• Action Plan: a list of actions planed by the current Collector in respect of the borrower. For more 
information on making an action plan, refer to the Making an Action Plan subsection below. 

 

Figure 3-303: The Action Plan tab. 
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• Customer Details: contains borrower’s application data. 

 

Figure 3-304: The Customer Details tab. 

• Payments: contains a payment schedule comprising the following data: 

o Date: a date when the payment is to be made; 

o Total: an outstanding total amount; 

o Principal: a principal payment amount without interest. The principal payment amount is 
displayed depending on a payment status: 

a. for current and overdue payments: an outstanding amount; 

b. for closed payments: a total amount charged and repaid; 

c. for scheduled payments: an outstanding amount to be repaid according to the schedule. 

o Interest: an interest amount is displayed depending on a payment status (similar to a principal 
amount; for more information, refer to the description of the principal amount above). 

o Past Due Interest: an interest amount for an overdue payment is displayed depending on a 
payment status (similar to a principal amount; for more information, refer to the description of 
the principal amount above). 

o Admin.Fee: an administration fee (if provided by a corresponding credit product based on 
which the application has been created). An amount of the administration fee is displayed 
depending on a payment status (similar to a principal amount; for more information, refer to the 
description of the principal amount above). 

o Late Fee: a fee for an overdue payment. A fee amount is displayed depending on a payment 
status (similar to a principal amount; for more information, refer to the description of the 
principal amount above). 
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o Close date: a date when the installment has been repaid in full. A close date is specified for each 
repaid installment. 

o Status: a current payment status. 

o Actions: the balance log displaying details of changes in the balance. For more detailed 
information on the balance log, refer to the Balance Log subsection above. 

The payment schedule also displays a total outstanding balance (Total Amount Due). 

Note: For more information on the payment procedure, refer to the Loan Repayment subsection below. 

 

Figure 3-305: The Payments tab. 

• Transactions: displays a list of payment transactions conducted in the system. For more 
information on data displayed on the Transactions tab, refer to the description in the Servicing 
subsection above. 

 

Figure 3-306: The Transactions tab. 

• Interaction History: records of contacts with the borrower. 

 

Figure 3-307: The Interaction History tab. 

Note: For more information on making records to the interaction history, refer to the Recording Interaction History subsection 
below. 
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• Credit Bureau: contains information from a Credit Bureau. A report is retrieved from the 
Credit Bureau automatically. In case the Credit Bureau is temporary unavailable and no report 
is displayed, the Collector can request information from the Credit Bureau by clicking the Send 
Request button: 

 

Figure 3-308: The Credit Bureau tab. 

Note: The display of the Credit Bureau tab can be disabled in the web.config file. 

• Collaterals: contains information on collaterals if a selected loan is a secured loan. 

 

Figure 3-309: The Collaterals tab. 

• Documents: the tab displays a loan agreement automatically attached to a loan application (for more 
information, refer to   
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• Managing Company Settings 

The current subsection provides instructions on how to manage settings of a company (system owner) that 
provides lending services. 

Within the scope of this functionality, the Administrator has the possibility to specify company details and add 
a company logo. 

To manage company settings: 

36) Enter a web workplace as described in Log on to Turnkey Lender . 

37) In the option menu to the left, click Company settings. 

 

Figure 3-555: Company settings. 
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The Company Settings area opens: 

  

Figure 3-556: Credit products. 

In the Company Settings area, the following company details can be specified: 

• Company name; 

• Brand name; 

• Company country; 

• Lending type; 

• Official company name; 

• Company phone; 

• Date of establishment; 

• Minimum loan amount; 

• Company address; 

• Email; 

• Maximum loan amount; 

• Company city; 

• Website. 

Note: The company data listed above are solely informative and do not influence anything. 
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38) Click Edit in a corresponding box to specify necessary data. 

The Edit window opens: 

 

Figure 3-557: The Edit window. 

39) In the Edit window, specify corresponding data and click OK. 

40) Repeat steps 3-4 to specify other data. 

41) In the Logo area, click Chose file to attach a company logo. 

The Open window is displayed: 

 

Figure 3-558: The Open window. 

42) In the Open window, choose a required file of the company logo and click Open. 
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The company logo has been attached: 

 

Figure 3-559: The company logo attached. 

The attached logo is displayed on the registration page and front page: 

 

Figure 3-560: The registration page. 

 

Figure 3-561: The front page. 
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• Managing Documents). If any documents have been attached to the loan application by the user, they 
are also displayed on this tab. 

 

Figure 3-310: The Documents tab. 

• Restructuring: the tab is displayed if the loan has been restructured. For more information on data 
displayed on the Restructuring tab, refer to the description in the Servicing subsection above. 

 

Figure 3-311: The Restructuring tab. 

The interface of the web workplace allows the user to customize the display of the workspace and loan 
applications by performing the following operations: 

• Changing View Mode of the workspace; 

• Searching for Applications in the database; 

• Filtering Applications according to their statuses; 

• Sorting Applications  in a preferred order; 

• Using Page Navigation for viewing loan applications in the table. 

The Collection web workplace allows performing the following functional responsibilities: 

• Record information about loan repayment; 

• Make a list of planned activities in respect of the borrower; 

• Write off loans; 

• Restructure loans; 
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• Manage blacklists (including adding data to blacklists, deleting records from blacklists, importing data to 
blacklists); 

• Record a history of interaction with the borrower. 

The detailed instructions on how to perform these functional responsibilities in the Turnkey Lender system is 
presented in the following subsections. 

Loan Repayment 

The current subsection provides instructions on how to record loan repayment information. 

To record loan repayment information: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, apply a filter to display necessary loan 
applications. 

 

Figure 3-312: Filtering loan applications. 

Loan applications are displayed accordingly to the filter applied: 

 

Figure 3-313: Filtered loan applications. 

3) In the table, click a corresponding loan application. 
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The Payments tab of the selected loan application displays a payment schedule: 

 

Figure 3-314: The payment schedule. 

Overdue installments are displayed with the “Missed” status . 

Note: Amounts displayed in the payment schedule are calculated automatically based on a type of a credit calculator 
and a payment frequency specified in a credit product for installment loans. For more information, refer to the 
Loan Repayment subsection describing these calculation methods for the Servicing web workplace.  

4) Click the Payment button. 

The Submit Repayment window opens: 

  

Figure 3-315: The Submit Repayment window. 

5) In the Amount box, enter an amount repaid by the borrower. 

6) In the Reference box, type in a corresponding payment number. 

7) In the Repaid box, specify a date of repayment. 

Note: The date of repayment can be specified by using the calendar. To open the calendar, click the Calendar 

icon . 
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8) In the Type box, select a type of payment. 

9) (Optionally) In the Comments box, enter appropriate comments if necessary. 

10) Click OK to save information about loan repayment. 

In case a received payment amount is less than a scheduled amount of installment, funds received from 
the borrower cover the installment in the following order: 

• Commission (if applicable); 

• Late fees; 

• Past due interest; 

• Interest; 

• Principal amount. 

The information about loan repayment is displayed in the payment schedule on the Payments tab and 
in the transactions table on the Transactions tab. 

If a received payment amount covers the entire installment, the installment status changes for “Paid 

Late” . 

 

Figure 3-316: The late payment has been received. 

If all overdue installments have been repaid and the remaining installments are not yet due, the loan 
application is sent to the Servicing web workplace with the “Active” status. 
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Making an Action Plan 

The current subsection provides instructions on how to make an action plan. 

The Turnkey Lender system provides for the possibility of planning the Collector’s further activity in respect of 
the borrower. The Collector can make own list of planned activities, i.e. own action plan. 

To make an action plan: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, apply a filter to display necessary loan 
applications. 

 

Figure 3-317: Filtering loan applications. 

Loan applications are displayed accordingly to the filter applied: 

 

Figure 3-318: Filtered loan applications. 

3) In the table, click a corresponding loan application. 

Note: If Collector’s planned activities have been already recorded, they are displayed on 
the Action Plan tab to the right of the table: 

 

Figure 3-319: Collector’s action plan. 
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4) Click the Action button. 

The New Action window opens: 

 

Figure 3-320: The New Action window. 

5) In the Date box, enter a date of an action or select a corresponding date from the calendar by clicking 

the corresponding icon . 

6) In the Action Type box, select a type of the action. 

7) (Optionally) In the Comments box, type in appropriate comments if necessary. 

8) (Optionally) Click Cancel to cancel the operation and close the window. 

9) Click OK to accomplish the procedure. 

The new action has been successfully recorded and gets displayed on the Action Plan tab: 

 

Figure 3-321: New action has been added. 
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Note: All actions planned for the current date, can be viewed in the Today Actions menu: 

 

Figure 3-322: Applications in the Today Actions menu. 

Writing Off Loans 

The current subsection provides information on how to write off a loan. 

To write off a loan: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, apply a filter to display necessary loan 
applications. 

 

Figure 3-323: Filtering loan applications. 

Loan applications are displayed accordingly to the filter applied: 

 

Figure 3-324: Filtered loan applications. 

3) In the table, click a corresponding loan application. 
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4) Click the Write off button. 

The confirmation message opens: 

 

Figure 3-325: The confirmation message. 

5) Click Yes to write off the loan. 

The loan has been successfully written off. A corresponding loan application proceeds to the 
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Archive of Loan Applications. 

Loan Restructuring 

The current subsection provides instructions on how to restructure a loan. 

The Turnkey Lender system provides for restructuring a borrower’s loan, i.e. changing basic credit terms for the 
borrower to repay a remaining debt amount. Restructuring can be applied to avoid the involvement of external 
collectors in case the borrower cannot repay the loan under initial credit terms.  

The most common type of restructuring consists in loan extension aimed at reducing a monthly loan payment 
to an amount that can be repaid by the borrower. The less common case is when a loan interest rate or other 
credit product characteristics are changed. 

In case of loan extension, a monthly payment is reduced, however a total amount of interest payments increases 
due to a longer credit term. Hence a total amount of payments for a restructured loan increases.  

The main purpose of restructuring is to reduce monthly payments which can be achieved by changing a credit 
product, loan amount and term.  

To restructure a loan:  

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, apply a filter to display necessary loan 
applications. 

 

Figure 3-326: Filtering loan applications. 

Loan applications are displayed according the filter applied: 

 

Figure 3-327: Filtered loan applications. 
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3) In the table, click a corresponding loan application. 

4) Click the Restructure button.  

The Loan Restructuring window opens: 

  

Figure 3-328: The Loan Restructuring window. 

The Old Payment Schedule area displays information on a current loan to be restructured. 

5) (Optionally) In the Old Payment Schedule area, click Show paid installments to view all payment 
transactions. 

6) (Optionally) In the Old Payment Schedule area, click Show scheduled installments to view a 
current payment schedule. 

7) In the Total Debt Management area, change the following data to change the outstanding balance: 

• Interest; 

• Past due interest; 

• Commission; 

• Late fee. 

A change in the amounts of interests and fees brings about a change in the outstanding balance and 
loan amount accordingly. 

8) In the New Loan Parameters area, determine terms of a new (restructured) loan: 

a. In the Credit Product box, select a corresponding credit product. 

b. In the Term box, change a credit period. 
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9) In the Loan Restructuring window, click OK to complete the procedure. 

The confirmation message opens: 

 

Figure 3-329: The confirmation message I. 

10) Click Yes to confirm the operation. 

The message confirming the successful operation is displayed: 

 

Figure 3-330: The confirmation message II. 

A selected loan has been restructured. A selected loan has been restructured and a new public ID is 
created for the restructured loan:  R1 is joined to an old public ID by a hyphen, for example: EL-5415-
R1. If the loan is restructured repeatedly, R1 is replaced with R2 and so forth. Once the loan has been 
restructured, the additional Restructuring tab is displayed in the loan application details area. For more 
information on this tab, refer to the description in the Servicing subsection above. 

Adding Borrower’s Data to Blacklists 

The current subsection provides instructions on how to add information about a specific borrower to the 
blacklists. 

When processing past due loans, the Collector can decide that borrower’s data must be blacklisted.  

To blacklist the borrower’s data: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, apply a filter to display necessary loan 
applications. 
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Figure 3-331: Filtering loan applications. 

Loan applications are displayed accordingly to the filter applied: 

 

Figure 3-332: Filtered loan applications. 

3) Repeat the steps 3)-7) described in the Adding Borrower’s Data to Blacklists subsection of the Underwriting 
section. 

4) In the Add to Blacklist window, click OK to add selected data to the blacklists. 

The borrower’s data have been blacklisted. 
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Managing Blacklists 

The current subsection provides information on managing blacklists on the Collection web workplace. 

When processing past due loans, the Collector can add the borrower’s data to the blacklists of the system (for 
more information, refer to Adding Borrower’s Data to Blacklists).   

In the Turnkey Lender system, the following operations can be also performed by the Collector in the blacklists: 

• Searching for Data in Blacklists; 

• Adding New Records to Blacklist; 

• Deleting Records of Blacklist; 

• Importing Data to Blacklists. 

For more information on these procedures, refer to the subsection Managing Blacklists describing similar 
operations for the Underwriting. 

Recording Interaction History 

The current subsection provides instructions on how to save information about contacting the borrower. 

When processing past due loans, the Collector may contact the borrower and store information about the 
contact to the interaction history. 

To record the information about the contact: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, apply a filter to display necessary loan 
applications. 

 

Figure 3-333: Filtering loan applications. 
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Loan applications are displayed accordingly to the filter applied: 

 

Figure 3-334: Filtered loan applications. 

3) In the table, click a loan application of a corresponding borrower. 

4) Click the Contact button. 

 

Figure 3-335: Clicking the Contact button. 

The New Contact window opens: 

 

Figure 3-336: The New Contact window. 
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5) In the Date box, enter a date of the contact manually or use the calendar. 

Note: 
To open the calendar, click the Calendar icon . 

6) In the Purpose box, type in a purpose of the contact. 

7) In the Method box, select a method through which the borrower has been contacted. 

Note: If the Collector plans to contact the borrower via a phone, a predetermined text for conversation with the borrower 
can be used by the Collector.  Depending on a loan status, a corresponding text is automatically displayed in the 
Conversation Script area by selecting Mobile, Work Phone or Alternative Phone in the Method 
box:  

 

Figure 3-337: The phone conversation script.  

8) In the Result box, select a result of the contact. 
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Note: If Promised to pay is selected, in the displayed boxes, specify a date when the borrower has promised 
to pay and a promised payment amount. The date can be entered manually or selected from the calendar by 

clicking the Calendar icon : 

 

Figure 3-338: Specifying the “promise to pay” information. 

9) (Optionally) In the Comment box, type in appropriate comments if necessary. 

10) Click OK to save the data entered. 

The information about the contact has been saved successfully and can be viewed on the Interaction 
History tab. If the “promise to pay” information has been specified, a date when the borrower 
promised to pay and a promised payment amount are displayed in corresponding columns (PTP Date 
and PTP Amount): 

 

Figure 3-339: The Interaction History tab. 
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Archive of Loan Applications 

The current subsection provides the description of the loan applications archive displayed on the Collection web 
workplace. 

Having logged on to the Turnkey Lender system, the user can view the archive of loan applications by clicking 
the Archive tab.  

 

Figure 3-340: The archive. 

The archive contains the loan applications which are no longer processed in the system. In particular, the 
following loans are displayed in the archive: 

• Rejected loans; 

• Written off loans; 

• Loans repaid in full; 

• Restructured loans. 

In case the archive contains a large amount of loan applications, the user can view necessary loans by applying 
a filter. To apply the filter, the user should must the All split button and select a corresponding option. 

 

Figure 3-341: Filtering loan applications. 
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Note: The loan applications can be filtered according to options selected in sub-menus of both split buttons. 

To search for loan applications of a particular borrower, the user can type in a full name of the borrower in the 
Search box. 

 

Figure 3-342: Searching for loan applications of a borrower. 

Having clicked a loan application in the table, the Collector can view the details of the loan application on 
separate tabs to the right of the table. The Collector is authorized to view the following tabs: 

• Summary: displays general information on the borrower’s current loan, previous loans and the general 
information received from a Credit Bureau; 

• Customer Details: borrower’s application details are displayed; 

• Documents: the tab for displaying documents; 

• Interaction History: displays a history of interaction with the borrower;  

• Payments: a payment schedule is displayed; 

• Transactions: displays a list of payment transactions conducted in the system; 

• Credit Bureau: displays a credit bureau report; 

• Actions: Collector’s planned actions in respect of the borrower; 

• Change History: displays changes in loan statuses, in particular the following information: 

o Date: a date and a time of an action performed (of a change in the application status); 

o Prev.Status: a previous status of the application before the next action; 

o New Status: a status of the application after the previous status; 

o Comments: comments to the changed status (for example, comments entered by the Originator 
when sending the application for approval to the Underwriter); 

o User: a name of the user who changed the status. If the status has been changed automatically 
by the system, the column remains empty. 

• Collaterals: the tab is displayed if a selected loan is a secured loan. The Collaterals tab displays all 
collaterals provided for a selected secured loan. 
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• Restructuring: the tab is displayed if a selected loan has been restructured. 

 

Figure 3-343: Loan application details in the archive. 

Optionally, the user can also perform the following operations to customize the display of loan applications in 
the archive: 

• Change the view mode of loan applications (for more information, refer to Changing View Mode); 

• Sort loan applications in the table (for more information, refer to Sorting Applications); 

• Use page navigation to move from one page of the table to another (for more information, refer to Using 
Page Navigation). 
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Payday Loans 

The current section describes the procedure of processing payday loans on the web workplaces of the Turnkey 
Lender system. 

A payday loan is a short-term loan repaid in a single installment. 

A key distinctive feature of the payday loan is that it cannot be repaid in multiple scheduled installments like 
installment loans, i.e. the entire loan amount due is covered at the end of a credit period in one or several 
payments. The credit period for the payday loan commonly does not exceed one month and is set in days, while 
the interest payment is charged based a daily interest rate. 

The subsections below provide instructions on how to process payday loans on the following web workplaces: 

• Origination; 

• Underwriting; 

• Collateral; 

• Servicing; 

• Collection. 

Origination 

The current subsection provides instructions on how to create and process payday loan applications on the 
Origination web workplace. 

Having logged on to the system, the Originator enters the web workplace described in detail in the Origination 
section that includes instructions on the management of installment loans. 

Creating a Non-Collateral Payday Loan Application 

The system provides for the possibility to originate secured and non-secured payday loans. 

The description below provides instructions on how to create a non-collateral payday loan application. 

For more information on how to create a collateral payday loan application, refer to the Creating a Collateral Payday 
Loan Application subsection below. 

To create a non-collateral payday loan application: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) On the left side of the toolbar click the New Application button. 
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The New Loan Application window opens: 

 

Figure 3-344: The New Loan Application window. 

3) In the Loan Amount box, enter a payday loan amount. 

4) In the Term box, type in a credit period in days. 

5) In the Credit Product box, choose a corresponding credit product for non-secured payday loans. 

Note: A credit product represents a set of parameters which determine main conditions for the loans of a certain 
type. 

To provide a secured payday loan, a corresponding credit product must be selected. For more information, 
refer to the Creating a Collateral Payday Loan Application subsection below. 

Once the credit product has been selected, the system automatically computes the interest amount and 
the total amount payable for a whole credit period: 

 

Figure 3-345: The computed total amount due. 
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Note: If a selected credit product provides for using a variable interest rate (refer to Adding a New Credit Product), the 
Interest Rate box is displayed additionally and the user can specify an interest rate within a range specified 
in the credit product. 

 

Figure 3-346: The variable interest rate. 

6) (Optionally) Click Cancel to cancel the creation of the loan application. 

7) Click Proceed to continue. 

In the opened Customer Verification window, the user has the possibility to check whether the borrower 
has already applied for the loan: 

 

Figure 3-347: The Customer Verification window. 

8) In the Name box, enter a borrower’s name. 

Note: The user can verify whether borrower’s data is available in the database by entering a name, phone number 
or a social security number (SSN) in corresponding boxes. To narrow the search range, the user can fill out 
all these three boxes. 
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If the borrower’s data is available in the database, the system automatically displays it in the table below: 

Note: When searching for the borrower, the user can enter a full name or a part of the full name. The system 
automatically displays the search data that matches the entered characters wholly or partially. 

 

Figure 3-348: The borrower is found in the database. 

9) If the borrower is found in the database, click Select next to the corresponding borrower’s data. 

Detailed information on the borrower and previous loans is displayed in the Selected Customer area: 

 

Figure 3-349: Detailed information on the borrower selected. 

10) (Optionally) Click Back to return to the New Application Loan window and change credit conditions. 

11) (Optionally) Click New Customer if the borrower has not been found in the database and follow the 
procedure described in the Creating a Non-Collateral Payday Loan Application for a New Borrower section. 

12) Click Use Selected Customer to continue creation of the loan application. 
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The new loan application for the existing borrower has been successfully created and gets displayed in 
the table: 

 

Figure 3-350: The loan application is created. 

The Documents tab displays the payday loan agreement added by the administrator to the system (for 
more information, refer to the   
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Managing Company Settings 

The current subsection provides instructions on how to manage settings of a company (system owner) that 
provides lending services. 

Within the scope of this functionality, the Administrator has the possibility to specify company details and add 
a company logo. 

To manage company settings: 

43) Enter a web workplace as described in Log on to Turnkey Lender . 

44) In the option menu to the left, click Company settings. 

 

Figure 3-555: Company settings. 
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The Company Settings area opens: 

  

Figure 3-556: Credit products. 

In the Company Settings area, the following company details can be specified: 

• Company name; 

• Brand name; 

• Company country; 

• Lending type; 

• Official company name; 

• Company phone; 

• Date of establishment; 

• Minimum loan amount; 

• Company address; 

• Email; 

• Maximum loan amount; 

• Company city; 

• Website. 

Note: The company data listed above are solely informative and do not influence anything. 
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45) Click Edit in a corresponding box to specify necessary data. 

The Edit window opens: 

 

Figure 3-557: The Edit window. 

46) In the Edit window, specify corresponding data and click OK. 

47) Repeat steps 3-4 to specify other data. 

48) In the Logo area, click Chose file to attach a company logo. 

The Open window is displayed: 

 

Figure 3-558: The Open window. 

49) In the Open window, choose a required file of the company logo and click Open. 
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The company logo has been attached: 

 

Figure 3-559: The company logo attached. 

The attached logo is displayed on the registration page and front page: 

 

Figure 3-560: The registration page. 

 

Figure 3-561: The front page. 
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Managing Documents subsection below). 

 

Figure 3-351: The payday loan agreement. 

13) (Optionally) If necessary, attach electronic documents to the created loan application as described in 
Attaching Electronic Documents. 

Creating a Non-Collateral Payday Loan Application for a New Borrower 

The current subsection provides instructions on how to create a non-collateral payday loan application for the 
borrower who has not previously applied for a loan and whose data are not available in the database of the 
Turnkey Lender system. 

To create a non-collateral payday loan application for a new borrower: 

1) Repeat steps 1)-8) of the procedure described in Creating a Non-Collateral Payday Loan Application 
subsection above. 

2) If the borrower is not found in the database, click the New Customer button and repeat steps 3)-12) 
of the procedure described for Installment Loans in the Creating A Non-Collateral Application for a New 
Borrower subsection above. 
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Creating a Collateral Payday Loan Application 

The current subsection provides instructions on how to create a collateral payday loan application. 

To create a collateral payday loan application: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) On the left side of the toolbar click the New Application button. 

The New Loan Application window opens: 

 

Figure 3-352: The New Loan Application window. 

3) In the Credit Product box, chose a corresponding credit product for secured payday loans. 

Note: A credit product represents a set of parameters which determine main conditions for the loans of a certain 
type. 

4) In the Loan Amount box, enter a loan amount. 

5) In the Term box, type in a credit period in days. 

The system automatically computes the interest amount and the total amount payable for a whole credit 
period: 

 

Figure 3-353: The computed total amount due. 
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Note: If a selected credit product provides for using a variable interest rate (refer to Managing Credit Products), the 
Interest Rate box is displayed additionally and the user can specify an interest rate within a range specified 
in the credit product. 

 

Figure 3-354: The variable interest rate. 

6) Repeat steps 7)-17) of the procedure described for Installment Loans in the Creating a Collateral Loan 
Application subsection above. 

The collateral payday loan application has been created. 

Creating a Collateral Payday Loan Application for a New Borrower 

The current subsection provides instructions on how to create a collateral payday loan application for the 
borrower who has not previously applied for a loan and whose data are not available in the database of the 
Turnkey Lender system. 

To create a collateral payday loan application for a new borrower: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) On the left side of the toolbar click the New Application button. 
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The New Loan Application window opens: 

 

Figure 3-355: The New Loan Application window. 

3) In the Credit Product box, chose a corresponding credit product for secured payday loans. 

Note: A credit product represents a set of parameters which determine main conditions for the loans of a certain 
type. 

4) In the Loan Amount box, enter a loan amount. 

5) In the Term box, type in a credit period in days. 

The system automatically computes the interest amount and the total amount payable for a whole 
credit period: 

 

Figure 3-356: The computed total amount due. 
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Note: If a selected credit product provides for using a variable interest rate (refer to Managing Credit Products), the 
Interest Rate box is displayed additionally and the user can specify an interest rate within a range specified 
in the credit product.  

 

Figure 3-357: The variable interest rate. 

6) Repeat steps 7)-20) of the procedure described for Installment Loans in the Creating a Collateral Loan 
Application for a New Borrower subsection above. 

Processing Payday Loan Applications 

The user with the Originator role can process payday loan applications by the same procedure as in the case of 
installment loans. 

In particular, the Originator can perform the following procedures on processing payday loans: 

• Managing Electronic Documents 

• Changing Credit Conditions (when changing credit conditions, follow steps 3)-5) of the procedure described 
in the Creating a Non-Collateral Payday Loan Application subsection above) 

• Editing Borrower’s Details (when editing borrower’s details, refer to the Creating a Non-Collateral Payday Loan 
Application and Creating a Collateral Payday Loan Application subsections above) 

• Recording the Interaction History 

• Sending a Loan Application for Approval 

• Archive of Loan Applications 

For more information on how to perform these procedures refer to the Origination subsection describing these 
procedures for Installment Loans. 

Underwriting 

The current subsection provides guidance on processing payday loan applications on the Underwriting web 
workplace. 

Having logged on to the system, the Underwriter enters the web workplace described in detail in the 
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Underwriting subsection that includes instructions on the management of installment loans. 

Unlike installment loans, the Schedule tab of payday loan applications displays only one installment due: 

 

Figure 3-358: The Schedule tab of the payday loan application. 

The Underwriter can process payday loan applications by the same procedure as described for installment loans 
in the Making Decisions on Loan Applications subsection above.  

Collaterall 

The current subsection provides guidance on processing payday loan applications on the Collateral web 
workplace. 

Having logged on to the system, the Collateral Manager enters the web workplace described in detail in the 
Collateral subsection that includes instructions on the management of installment loans. 

The Collateral Manager can process payday loan applications by exactly the same procedure as described for 
installment loans in the Collateral subsection above. 

Servicing 

The current subsection provides guidance on processing payday loan applications on the Servicing web 
workplace. 

Having logged on to the system, the user with the Loan Manager role enters the web workplace described in 
detail in the Servicing subsection that includes instructions on the management of installment loans. 
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Unlike installment loans, the Payments tab of payday loan applications displays only one installment due: 

 

Figure 3-359: The Payments tab of the payday loan application. 

Managing Approved Payday Loan Applications 

The Loan Manager can process approved payday loan applications by exactly the same procedure as described 
for installment loans in the Managing Approved Applications subsection above. 

Managing Active Payday Loan Applications 

The current subsection provides information on how to manage active payday loan applications.  

All applications for payday loans which have been already disbursed to the borrower (either automatically or 
manually) and are not past due are defined as active. 

The management of active payday loan applications includes the following procedures: 

• Recording information about payday loan repayment; 

• Rolling over a payday loan;  

• Adding borrower’s data to blacklists; 

• Restructuring payday loans; 

• Recording information about contacting the borrower. 

The detailed information on these procedures is provided in the subsections below. 
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Loan Repayment 

The current subsection provides instructions on how to record information on payday loan repayment. 

To record information on payday loan repayment: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the All split button and select Active. 

 

Figure 3-360: Selecting active loan applications. 

All active loan applications get displayed: 

 

Figure 3-361: Active loan applications. 

3) In the table, click a corresponding payday loan application. 
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The Payments tab of the selected payday loan application displays the installment due: 

 

Figure 3-362: The Payments tab. 

4) Click the Payment button. 

The Submit Repayment window opens: 

 

Figure 3-363: The Submit Repayment window. 

5) In the Amount box, enter an amount repaid by the borrower. 

6) In the Reference box, type in a corresponding payment number. 

7) In the Repaid box, specify a date of repayment. 

Note: The date of repayment can be specified by using the calendar. To open the calendar, click the Calendar icon 

. 

8) In the Type box, select a type of payment. 

9) (Optionally) In the Comments box, enter appropriate comments if necessary. 

10) (Optionally) Click Cancel to cancel the operation. 

11) Click OK to save information about loan repayment. 
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In case a received payment amount is less than a scheduled amount of installment, funds received from the 
borrower cover the installment in the following order: 

• Commission (if applicable); 

• Interest; 

• Principal amount. 

The information about loan repayment is displayed in the payment schedule on the Payments tab and in the 
transactions table on the Transactions tab. 

If a payment amount has been received on a scheduled installment date and covers the entire installment, a 
payday loan is considered to be closed and a payday loan application gets moved to the Archive of Loan 
Applications. 

If the payment has been received before the scheduled installment date, it is considered to be an advance 
payment and its processing in the system depends on settings of a credit product based on which a current loan 
application has been created. 

If the Use Early Payments option is not selected in the credit product, the advance payment is processed by 
the system on the scheduled installment date only, irrespective of a date when the advance payment has been 
actually made. 

In this case, if an amount of the advance payment covers the entire installment, the installment remains 

outstanding in the system (the payment status is “Current” ) and the payment transaction status is displayed 
as “Waiting” in the transactions table:  

 

Figure 3-364: The advance payment is being processed I. 

 

Figure 3-365: The advance payment is being processed II. 

If the Use Early Payments option is selected in the credit product and the amount of the advance payment 
covers the entire installment, the payday loan is considered to be repaid and the payday loan application gets 
moved to the Archive of Loan Applications. 
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In case the amount of the advance payment received is less than the installment amount due, the installment can 
be covered partially in two ways depending on settings in the credit product that includes early payments:  

• If the Interest calculation based on initial principal option is selected in the credit product, the 
outstanding interest amount remains unchanged. 

For example, assume that a payday loan was disbursed in the amount of $500 for 30 days. Taking into 
account the interest rate (2%) specified in the credit product, the total payday loan amount due equals 
$800. In 10 days since the payday loan disbursement, the total outstanding amount of installment 
remains unchanged in the payment schedule: 

 

Figure 3-366: The payment schedule (the interest calculation based on initial principal) I. 

However, according to the balance log (for more information, refer to the Balance Log subsection below), 
the interest in the amount of $100 has accrued to the installment for the past 10 days (the total amount 
of interest due for the installment equals $300). If 10 days after the loan has been disbursed, the 
borrower makes payment in the amount of $300, the accrued interest ($100) is covered in full, the 
remaining amount of $200 covers partially the principal amount that now equals $300 ($500 - $200). A 
new outstanding amount of interest remains unchanged and equals $ 200 ($300 - $100).  

Thus, if 10 days after the loan disbursement the borrower makes payment in the amount of $300, the 
payment schedule will look as follows: 

 

Figure 3-367: The payment schedule (the interest calculation based on initial principal) II. 

• If the Interest calculation based on reduced principal option is selected in the credit product, the 
outstanding interest amount changes depending on the total outstanding principal amount. 

For example, assume that a payday loan was disbursed in the amount of $500 for 30 days. Taking into 
account the interest rate (2%) specified in the credit product, the total payday loan amount due equals 
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$800. In 10 days since the payday loan disbursement, the total outstanding amount of installment 
remains unchanged in the payment schedule: 

 

Figure 3-368: The payment schedule (the interest calculation based on reduced principal) I. 

However, according to the balance log (for more information, refer to the Balance Log subsection below), 
the interest in the amount of $100 has accrued to the installment for the past 10 days (the total amount 
of interest for the installment equals $300). If 10 days after the loan has been disbursed, the borrower 
makes payment in the amount of $300, the accrued interest ($100) is covered in full, the remaining 
amount of $200 covers partially the principal amount that now equals $300 ($500 - $200). The 
outstanding amount of interest for the installment is calculated by the system based on a new 
outstanding principal amount ($300) according to a predefined formula and now equals $ 120. Thus, if 
10 days after the loan disbursement the borrower makes payment in the amount of $300, the payment 
schedule will look as follows:  

 

Figure 3-369: The payment schedule (the interest calculation based on reduced principal) II. 
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Balance Log 

The current subsection provides the overview of a balance log. 

The balance log allows reviewing changes in the balance of the installment. 

The balance log can be opened by clicking the icon  in the Actions column opposite a corresponding 
installment on the Payments tab. 

 

Figure 3-370: Opening the balance log. 

 

Figure 3-371: The open balance log. 

The balance log displays the following data on the installment: 

• Interest; 
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In the balance log, the interest can be displayed in one of two modes: 

I. If early payments are set in a credit product (refer to Managing Credit Products), a daily interest 
is displayed for each day of nonpayment. Daily interest amounts can be viewed by clearing 
the Collapse similar rows check box: 

 

Figure 3-372: The daily interest accrued. 

II. If early payments are not set in the credit product, the balance log displays a total interest 
charged for the installment: 

  

Figure 3-373: The total interest charged for the installment. 

• Past due interest accrued (for overdue installments); 

• Late fees charged (for overdue installments); 

• Payments received; 

• Rollover applied. 
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The following information is displayed in table columns of each balance log: 

• Date: a date when the balance was changed; 

• Description: a description of an event that caused the change in the balance; 

• Balance change: a group of columns displaying absolute values of changes in the balance (for certain 
balance sheet items and total amounts); 

• New balance: a group of columns displaying new balance values for certain balance sheet items and a 
new total balance amount. 

The red color of values indicates the increase in the installment balance due to accrued interests, applied fees, 
etc. 

The green color of values indicates the decrease in the installment balance due to payments received. 

Loan Rollover 

The current subsection provides information on how to roll over a payday loan. 

If the borrower cannot repay a payday loan on a scheduled maturity date, the Loan Manager can extend the 
payday loan until a certain period, i.e. can roll over the payday loan. 

The current functionality is available only if a credit product provides for applying rollovers. 

To roll over a payday loan: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, click the All split button and select Active. 

 

Figure 3-374: Selecting active loan applications. 
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All active loan applications get displayed: 

 

Figure 3-375: Active loan applications. 

3) In the table, click a corresponding payday loan application. 

4) Click the Rollover button. 

Note: If a credit product based on which a current loan application has been created does not provide for applying 
rollovers, the following message opens: 

 

Figure 3-376: The credit product does not provide for applying rollovers. 

 A number of rollovers cannot exceed a number set in the credit product. 
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The Rollover window opens: 

 

Figure 3-377: The Rollover window. 

The Previous rollovers box displays a number of previous rollovers (if any) applied to a current loan. 

5) In the Rollover Term box, select a period for which a payday loan repayment is extended.  

Note: The maximum and minimum rollover term is specified in settings of the credit product. 

6) In the Nearest Repayment Date box, specify a repayment date. 

7) (Optionally) In the Comments box, enter appropriate comments if necessary. 

8) In the Rollover window, click OK to accomplish the procedure. 

The confirmation message opens: 

 

Figure 3-378: Confirmation message. 

9) Click OK. 

The payday loan has been rolled over and the corresponding record is displayed in the Balance Log. 

Recording Interaction History 

The current subsection provides information on recording information about contacting the borrower.  

When processing an active payday loan application, the Loan Manager may contact the borrower and store 
information about the contact to the interaction history. For more information on how to perform this 
procedure, refer to Recording the Interaction History of the Origination section. 
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Adding Borrower’s Data to Blacklists 

The procedure of adding borrower’s data to blacklists is similar to that described for installment loans in the 
Adding Borrower’s Data to Blacklists subsection above. 

Loan Restructuring 

The procedure of restructuring payday loans is similar to that described for installment loans in the Loan 
Restructuring subsection above. 
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Managing Late Payday Loan Applications 

The current subsection provides instructions on how to manage past due payday loans. 

Payday loans that have not been repaid within late grace days are considered to be past due. 

Late grace days correspond to a period during which the installment can still be repaid without penalties. This 
period starts after a due date. During the late grace days, the system charges neither the overdue interest rate nor 
late fee. 

The Loan Manager can view all past due loans by clicking the All split button and selecting Late. The past due 

loans are displayed with the “Past Due” status :  

 

Figure 3-379: Past due loans. 

Having clicked a payday loan application in the table, the Loan Manager can view payment details of a past due 

payday loan on the Payments tab. The outstanding installment is displayed with the “Missed” status : 

 

Figure 3-380: Past due loan: payment details. 
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When processing past due payday loans, the Loan Manager can perform the following operations: 

• Record information on loan repayment (refer to Loan Repayment); 

The Loan Manager can view an outstanding amount in the Outstanding Balance area:  

 

Figure 3-381: The past due loan. 

• Record a history of interaction with the borrower (refer to Recording the Interaction History of the Origination 
section); 

• Roll over loans (refer to Loan Rollover); 

Note: An overdue loan can be rolled over only if there are no outstanding amounts of past due interest and late fee.  

• Add borrowers’ data to blacklists of the system (refer to Adding Borrower’s Data to Blacklists); 

• Restructure loans (refer to Loan Restructuring). 

Managing Undisbursed Payday Loans 

The Loan Manager can process approved payday loan applications by exactly the same procedure as described 
for installment loans in the Managing Undisbursed Loans subsection above. 

Managing Peer-to-Peer Payday Loans 

The Loan Manager can process peer-to-peer payday loans by the same procedure as described for installment 
loans in the Managing Peer-to-Peer Loans subsection above. 

Managing Rollover Requests 

The Loan Manager can process rollover requests submitted by the borrower by the same procedure as described 
for installment loans in the Managing Rollover Requests subsection above. 
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Managing Blacklists 

The Loan Manager can manage blacklists by the same procedure as described in the Managing Blacklists subsection 
above. 

Archive of Loan Applications 

For more information on the archive of loan applications, refer to the Archive of Loan Applications subsection 
above. 

Collection 

The current subsection provides guidance on processing payday loan applications on the Collection web 
workplace. 

Having logged on to the system, the Collector enters the web workplace described in detail in the Collection 
subsection that includes instructions on the management of installment loans. 

Unlike installment loans, the Payments tab of payday loan applications displays only one installment due: 

  

Figure 3-382: The Payments tab of the payday loan application. 

The Collector can process payday loan applications as follows: 

• Record information about loan repayment (for more information, refer to the Loan Repayment subsection 
below). 

• Make a list of planned activities in respect of the borrower (for more information, refer to the Making 
an Action Plan subsection describing this functionality for installment loans on the Collection web 
workplace). 

• Write off loans (for more information, refer to the Writing Off Loans subsection describing this 
functionality for installment loans on the Collection web workplace). 

• Restructure loans (for more information, refer to the Loan Restructuring subsection describing this 
functionality for installment loans on the Collection web workplace). 
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• Manage blacklists (including adding data to blacklists, deleting records from blacklists, importing data to 
blacklists). For more information on these procedures, refer to the Managing Blacklists subsection 
describing similar operations for the Underwriting. 

• Record a history of interaction with the borrower (for more information, refer to the Recording Interaction 
History subsection describing this functionality for installment loans on the Collection web workplace). 

Loan Repayment 

The current subsection provides instructions on how to record information on payday loan repayment. 

To record information on payday loan repayment: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Above the table displaying the list of loan applications, apply a filter to display necessary loan 
applications. 

 

Figure 3-383: Filtering loan applications. 

Loan applications are displayed accordingly to the filter applied: 

 

Figure 3-384: Filtered loan applications. 

3) In the table, click a corresponding payday loan application. 
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The Payments tab of the selected loan application displays the outstanding installment with the 
“Missed” status . 

  

Figure 3-385: The payment schedule. 

4) Click the Payment button. 

The Submit Repayment window opens: 

  

Figure 3-386: The Submit Repayment window. 

5) In the Amount box, enter an amount repaid by the borrower. 

6) In the Reference box, type in a corresponding payment number. 

7) In the Repaid box, specify a date of repayment. 

Note: 
The date of repayment can be specified by using the calendar. To open the calendar, click the Calendar icon . 

8) In the Type box, select a type of payment. 

9) (Optionally) In the Comments box, enter appropriate comments if necessary. 

10) Click OK to save information about loan repayment. 

In case a received payment amount is less than a scheduled amount of installment, funds received from the 
borrower cover the installment in the following order: 

• Commission (if applicable); 
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• Late fees; 

• Past due interest; 

• Interest; 

• Principal amount. 

If the received payment amount covers the entire installment, the payday loan is considered to be repaid, the 

payment status changes to “Paid Late” and the payday loan application gets moved to the Archive of Loan 
Applications. 
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Reports 

The current section provides a detailed description of the functionality available for the user of the Reports web 
workplace. 

A scope of operations provided for the Reports web workplace can be performed by the user with the Supervisor 
role. 

The Supervisor can monitor the business activity by analyzing portfolio and key operational and financial data 
consolidated into corresponding reports. 

The data in all reports are updated regularly once a day according to the schedule specified in the system settings. 

The following reports are available to the Supervisor: 

• Executive Dashboard; 

• Portfolio Reports; 

• Operational Reports; 

• Risk Reports; 

• Scoring Reports; 

• Underwriting Reports. 

The detailed description of these reports is presented in the following subsections. 
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Executive Dashboard 

The current subsection provides the description of Executive Dashboard. 

Having logged on to the system, the Supervisor can review the Executive Dashboard demonstrating essential 
operating and performance metrics: 

 

Figure 3-387: Executive Dashboard. 

The Executive Dashboard allows the Supervisor to analyze meaningful data also presented in an easy-to-
interpret visual format. 

The data can be displayed according to a specific time period. To select a time period, the Supervisor should 
click the Daily split button: 

Note: By default, daily reports are displayed. 

 

Figure 3-388: Selecting a time period. 
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A selected time period applies automatically to all reports displayed on the Executive Dashboard. To view any 
specific report, the Supervisor should click All Reports and select a report from the list: 

 

Figure 3-389: Selecting a report for review. 

The following reports are available to the Supervisor on the Executive Dashboard: 

• Portfolio: displays overall portfolio metrics.  

The Portfolio size index shows the total amount of loans granted to the borrowers. 

The Yield index shows the total amount of interests and fees collected. 

The Yield/Portfolio index shows the yield-to-portfolio ratio. 

 

Figure 3-390: The portfolio report. 

• Performance: displays the overall performance of Underwriters. 

The Portfolio per Officer index shows the ratio of the amount of granted loans to the number of 
Underwriters. 

The Applications per Officer index shows the ratio of approved and rejected loans to the number of 
Underwriters. A rate of approved and rejected applications is displayed in brackets. 

The Yield per Officer index shows the ratio of the total amount of collected interests and fees to the 
number of Underwriters. 

The Active Loans per Officer index shows the ratio of approved applications to the total number of 
Underwriters. The calculation includes all approved loans irrespective of a disbursement date. The 
active and past due loans are displayed in brackets according to a time period selected. For more 
information on how to select the time period of the report, refer to the description above in this chapter. 

The Number of Officers index shows the total number of users with the Underwriter role. 
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The Applications index shows the number of applications created during the reporting period. The 
number of approved and rejected applications is displayed in brackets. 

 

Figure 3-391: Underwriters’ performance. 

• Risk: displays loan repayment calculations. 

The Early Payment index shows the amount of loans repaid early. 

The Paid on Time index shows the amount of loans repaid on time. 

The Paid Late index shows the total amount of past due loans. 

The Bad Debt index shows the debt amount that cannot be recovered. 

 

Figure 3-392: Loan repayment rates. 

• Collection: displays information on debt collection. 

The Bad Debt index shows the debt amount that cannot be recovered.  

The Paid Late index shows the total amount of late loan repayments. 

The Debt Roll Rate shows the amount of loans that have been transferred from the 30-day 
delinquency bucket to the 60-day delinquency bucket. 

The Collected Payments index shows the number of loans with late payments. 

The Written Off Loans index shows the number of written off loans. 

The Collected Amount index shows the total amount of payments collected on past due accounts. 

The Written Off Amount index shows the total amount written off by Collectors. 

 

Figure 3-393: Debt collection. 
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A greed color of displayed indexes signifies a percentage increase in portfolio as compared with the previous 
time period, while a red color signifies a percentage decrease in comparison with the previous time period. 

On the Executive Dashboard, the amounts and rates in brackets show the change as compared with the previous 
reporting period: the up and down arrows indicate a corresponding decrease or increase in values.  Green font 
of the amounts, rates, and arrows in brackets indicates a positive tendency, while red font signifies a negative 
tendency.  

Portfolio Reports 

The current section provides description of portfolio reports. 

The Supervisor can review portfolio reports by clicking Portfolio in the option menu to the left: 

 

Figure 3-394: Portfolio reports. 

The portfolio reports are available in charts and tables. To display the reports only in charts, the Supervisor 
should click the Chart button. 
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Likewise, to display the portfolio reports in a table view, the Supervisor should click the Table button.  

 

Figure 3-395: Reports in a table view. 
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To display both charts and tables, the Supervisor should click the Both button: 

 

Figure 3-396: The report in chart and table view. 

By default, the Supervisor can review all portfolio reports on one web page. To review any specific risk report, 
the Supervisor should click the All Reports split button and select a report from the list: 

 

Figure 3-397: Selecting a report. 

The following portfolio reports are available to the Supervisor: 

• Active Loans vs Portfolio; 

• Overall Repayment Amount per Interval; 
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• Number of Loans Grouped by Amount; 

• 
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Number of Loans Grouped by Risk Level; 

• Repaid vs Disbursed; 

• Approved vs Rejected. 

Note: For more information on each of these reports, refer to a corresponding subsection below. 

The data in all portfolio reports can be displayed according to a certain time period. To select a time period of 
the reports, the Supervisor should click the Monthly split button: 

 

Figure 3-398: Selecting a time period. 

A selected time period applies automatically to all portfolio reports. 

Besides, the Supervisor can select a specific time interval for all portfolio reports. 

 

Figure 3-399: Time interval. 

A time interval refers to a time frame according to which the data of the reports will be displayed. A beginning 
and an end of the time interval depend on availability of loan applications in the system. The beginning of the 
time interval is considered to be a date when the first loan application has been created in the system, while the 
end of this interval corresponds to a current date. The current date is a date when the reports have been last 
updated. 

Note: All reports are updated automatically once a day according to a schedule specified in the system settings. 

For more information on how to select a time interval, refer to the description of the Active Loans vs Portfolio report. 
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Furthermore, the Supervisor can export the data of the portfolio reports to the Excel spreadsheet by clicking 
the Export button: 

Note: To export the data of a specific report, it should be first selected from the list by clicking the All Reports split button. 

 

Figure 3-400: Exporting data of all portfolio reports. 

Note: The downloaded document gets displayed on the notification bar of the browser: 

 

Figure 3-401: The downloaded file. 

Active Loans vs Portfolio 

The current subsection provides the description of the Active Loans vs Portfolio report. 

The Active Loans vs Portfolio report displays the statistics of active loans and receivables by the end of each 
time frame. 

To view the Active Loans vs Portfolio report: 

1) On the portfolio reports page, click the All Reports split button and select Active Loans vs 
Portfolio. 

2) Click the Monthly split button to select a time period of the report. 

3) To determine a time interval of the report, on the horizontal scale, point to the semi-circle at the 
beginning of the interval, click it and drag to the right to a required date that gets displayed in the 
From box and indicates the beginning of the time interval: 

 

Figure 3-402: Selecting the beginning of the time interval. 
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4) On the horizontal scale, point to the semi-circle at the end of the interval, click it and drag to the left 
to a required date that gets displayed in the To box and indicates the end of the time interval: 

 

Figure 3-403: Selecting the end of the time interval. 

The report displays data according to a selected time interval. 

The chart and table of the report display the number of active loans and the total amount of receivables 
by the end of each time frame. The total amount of receivables is displayed in the Portfolio column of 
the table and as the Portfolio curve on the chart: 

 

Figure 3-404: The chart and table of the report. 
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Overall Repayment Amount per Interval 

The current subsection provides the description of the Overall Repayment Amount per Interval report. 

The Overall Repayment Amount per Interval report displays the general information on loan repayment. 

To view the Overall Repayment Amount per Interval report: 

1) On the portfolio reports page, click the All Reports split button and select Overall Repayment 
Amount per Interval. 

2) To select a time period and a time interval of the report, repeat steps 2)-4) described in the Active 
Loans vs Portfolio subsection. 

The chart and table of the report display data according to the time period and the time interval selected. 
Specifically, the following data is displayed: 

• Repaid: the total amount repaid by the borrowers for active loans during a specified time frame. 

• Principal: the total of repaid principal amounts of active loans.  

• Fees: the total amount of charges collected from active borrowers for lending services.  

• Interest amount: the total amount of interest payments made by all active borrowers. 

 

Figure 3-405: The chart and table of the report. 
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Number of Loans Grouped by Amount 

The current subsection provides the description of the Number of Loans Grouped by Amount report. 

The Number of Loans Grouped by Amount report displays active loans statistics per each set amount range in 
accordance with certain time frames. 

To view the Number of Loans Grouped by Amount report: 

1) On the portfolio reports page, click the All Reports split button and select Number of Loans 
Grouped by Amount. 

2) To select a time period and a time interval of the report, repeat steps 2)-4) described in the Active 
Loans vs Portfolio subsection. 

The report displays data according to the time period and the time interval selected. Specifically, the 
chart and table of the report display the total number of loans which have been active by the end of 
each time frame displayed and which total amount falls within amount ranges set: 

 

Figure 3-406: The chart and table of the report. 
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Number of Loans Grouped by Risk Level 

The current subsection provides the description of the Number of Loans Grouped by Risk Level report. 

The Number of Loans Grouped by Risk Level report displays the total number of loans per each corresponding 
risk group. 

To view the Number of Loans Grouped by Risk Level report: 

1) On the portfolio reports page, click the All Reports split button and select Number of Loans 
Grouped by Risk Level. 

2) To select a time period and a time interval of the report, repeat steps 2)-4) described in the Active 
Loans vs Portfolio subsection. 

The report displays data according to the time period and the time interval selected. Specifically, the 
chart and table of the report display the total number of loans which fall within a certain risk group.  

Note: Each risk group is characterized by a corresponding score range specified in scorecard settings. 

The calculations include the loans that have been active by the end of each time frame displayed: 

 

Figure 3-407: The chart and table of the report. 
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Repaid vs Disbursed 

The current subsection provides the description of the Repaid vs Disbursed report.  

The Repaid vs Disbursed report displays the total amount of disbursed loans and borrowers’ repayments. 

To view the Repaid vs Disbursed report: 

1) On the portfolio reports page, click the All Reports split button and select Repaid vs Disbursed. 

2) To select a time period and a time interval of the report, repeat steps 2)-4) described in the Active 
Loans vs Portfolio subsection. 

The report displays data according to the time period and the time interval selected. Specifically, the 
chart and table of the report show the total amount of loans disbursed to the borrowers and the total 
amount of repayments made by the borrowers during each interval.  

The chart below illustrates the blue curve overlaid on both graphs. This curve connects each interval’s 
points displaying the difference between disbursements and actual repayments: 

 

Figure 3-408: The Repaid vs Disbursed chart. 

Approved vs Rejected 

The current subsection provides the description of the Approved vs Rejected report. 

The Approved vs Rejected report displays the statistics of approved and rejected loan applications. 

To view the Approved vs Rejected report: 

1) On the portfolio reports page, click the All Reports split button and select Approved vs Rejected. 

2) To select a time period and a time interval of the report, repeat steps 2)-4) described in the Active 
Loans vs Portfolio subsection. 

The Approved vs Rejected report displays data according to the time period and the time interval 
selected. Specifically, the chart and table of the repot display the following data: 

• Approved: the number of loan applications approved by the Underwriters or automatically by 
the system; 
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• Rejected: the number of loan applications rejected by the Underwriters or automatically by the 
system; 

• Approve Overrides: the number of loan applications rejected automatically by the system but 
approved by users. 

• Reject Overrides: the number of loan applications approved automatically by the system but 
rejected by users. 

 

Figure 3-409: The chart and table of the report. 
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Operational Reports 

The current section provides the description of operational reports available to the Supervisor. 

The Supervisor can review the report on Originators’ performance as well as the statistics of loan applications 
processing by clicking Operational in the option menu to the left: 

 

Figure 3-410: Operational reports. 

The data in the operational reports can be displayed according to a certain time period. To select a time period 
of the operational reports, the Supervisor should click the Monthly split button: 

 

Figure 3-411: Selecting a time period. 
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By default, the Supervisor can review all operational reports on one web page. To review any specific risk report, 
the Supervisor should click the All Reports split button and select a report from the list: 

 

Figure 3-412: Selecting a report. 

The following operational reports are available to the Supervisor: 

• Business status; 

• Applications statistics; 

• Origination efficiency. 

The description of the above mentioned reports is provided in the subsections below. 

Business Status 

The current subsection provides the description of the Business Status report that allows the user to analyze the 
loan applications statistics.  

The Business Status report displays the following information: 

• New: shows the statistics of new loan applications created in the system: 

New loans: the total number of new loan applications created during the displayed time period: 

o Approved: the number of loan applications created during the displayed time period and 
approved (including the loans already disbursed to the borrowers). 

o Rejected: the number of loan applications created during the displayed time period and rejected. 

o Amount disbursed: the amount of all loans applied for during the displayed time period and 
disbursed. 

Returning clients: the total number of loan applications filed during the displayed time period by the 
borrowers who have previously applied for loans: 

o Approved: the number of loan applications created for the returning clients during the displayed 
time period and approved (including the loans already disbursed); 

o Rejected: the number of loan applications created for the returning clients during the displayed 
time period and rejected; 
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o Amount disbursed: the amount of all loans applied for by the returning clients during the 
displayed time period and disbursed. 

 

Figure 3-413: New loan applications created in the system. 

• Active: displays the following information on active loan applications: 

Performing loans: the number of loans which have been created in the displayed time period and have 
the “Active” status by the end of the period: 

o Amount: the total amount of loans disbursed to the borrowers. The calculation includes the 
loans which have been created during the displayed time period and have the “Active” status by 
the end of the period. 

o Paid: the total amount of interest payments, loan principal amounts, and fees collected for the 
loans which have been created during the displayed time period and have the “Active” status by 
the end of the period. 

o Earned: the total amount of interest payments and fees collected for the active loans. 

o Avg. Interest: the average amount of interest payments made for the loans which have the 
“Active” status by the end of the displayed period. 

Non-performing loans: the number of loans which have been generated during the displayed time 
period and have the “PastDue” status by the end of the period: 

o Amount: the total amount of loans disbursed to the borrowers. The calculation includes the 
loans which have been generated during the displayed time period and have the “PastDue” status 
by the end of the period. 

o Debt: the total debt amount including interest payments, loan principal amounts, and fees. The 
calculation includes the loans which have been generated during the displayed time period and 
have the “PastDue” status by the end of the period. 

o Outstanding Balance: the total amount due at later dates. The calculation includes the loans 
which have been generated during the displayed time period and have the “PastDue” status by 
the end of the period. 
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o Avg. DPD: the average number of days past due. The calculation includes the loans which have 
been generated during the displayed time period and have the “PastDue” status by the end of 
the period. 

 

Figure 3-414: Active loan applications. 

• Closed: displays the following information on closed loan applications: 

Paid In Full On Time: the number of loans that were repaid in full during the displayed time period 
and were never past due during the whole repayment period: 

o Amount: the total amount of loans disbursed to the borrowers. The calculation includes the 
loans repaid in full during the displayed time period and not past due during the whole repayment 
period. 

o Earned Avg. Interest: the average amount of income from interest payments for loans repaid 
in full during the displayed time period and not past due during the whole repayment period. 

o Early Payments: the total amount written off from borrowers’ accounts due to advance 
payment. 

Paid in Full With Delays: the number of loans that were repaid in full during the displayed time period 
but were past due at least once during the whole repayment period: 

• Amount: the total amount of loans disbursed to the borrowers. The calculation includes the loans repaid 
in full during the displayed time period but past due at least once during the whole repayment period. 

• Earned Avg. Interest: the average amount of income from interest payments for loans repaid in full 
during the displayed time period but past due at least once during the whole repayment period. 

• Earned Fees: the total amount of fees paid by the borrowers for loans repaid in full during the displayed 
time period but past due at least once during the whole repayment period. 

Written Off: the number of loans written off during the displayed time period. 

o Amount: the total amount of loans written off in the displayed time period.  

o Unpaid Balance: the amount of receivables from loans written off in the displayed time period. 
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o Earned Fees: the total amount of fees collected for the loans written off during the displayed 
time period. 

 

Figure 3-415: Closed loan applications. 

Applications Statistics 

The current subsection provides the description of the Applications Statistics report that allows analyzing overall 
applications statistics. 

The Application Statistics report displays the number of new, active, and closed loan applications for a selected 
time period. 

The Applications Statistics report can be reviewed in a chart or table. To display the report in a convenient 
format, the Supervisor should click Chart or Table. To display the report in both formats, the Supervisor should 
click the Both button: 

 

Figure 3-416: Application Statistics. Chart and Table.  
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By default, the chart and table of the report demonstrate the number of loan applications for the displayed time 
period. 

Note: In the chart, the number of loan applications is displayed on the left y-axis. All new and active loan applications are 
concentrated along the positive semi-axis, while all closed loan applications are displayed along the negative semi-axis. 

To review the amount of loans for the displayed time period, the Supervisor should click the Amount button: 

Note: On the left y-axis of the chart, the M letter stands for millions. 

 

Figure 3-417: The chart displaying amounts of loans. 

Origination Efficiency 

The current subsection provides the description of the Origination Efficiency report. 

The Origination Efficiency report displays information on Originators’ activity in the system. 

The report can be represented in the chart or table view. The chart and table display information according to a 
time period selected. 

To view the chart of the Origination Efficiency report: 

1) In the Origination Efficiency area, click the Chart button. 

2) Click the Applications Originated split button and select a type of the report: 

• Applications Originated: the number of loan applications created by Originators; 

• Approved: the number of loan applications approved by Originators; 

• Rejected: the number of loan applications rejected by Originators; 

• Reworked: the number of loan applications reworked by Originators; 

• Average Origination Time: the average time (in hours or days) from the moment the loan 
application was created by the Originator till the moment it was sent to the Underwriter for 
further processing; 
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Note: The reworked loan applications are not taken into account. 

• Maximum Origination Time: the maximum time (in hours or days) from the moment the 
loan application was created by the Originator till the moment it was sent to the Underwriter 
for further processing. 

Note: The reworked loan applications are not taken into account. 

3) Click the Users split button and select one or more Originators from the list by selecting the check 
boxes next to corresponding users. 

Note: By default, all Originators are selected. 

 

Figure 3-418: Selecting a user. 

4) To close the list, click the space outside the list. 

The graphs demonstrating the activity of selected Originators according to a selected type of the report 
are displayed: 

 

Figure 3-419: The chart displaying Originators’ performance. 
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To view the Origination Efficiency report in a table view: 

1) In the Origination Efficiency area, click the Table button. 

2) Repeat steps 3)-4) of the procedure described3) выше to select corresponding users with the 
Originator role. 

The table displays information on selected Originators: 

• Full Name: a full name of Originators; 

• Applications Processed (Reworked): a total number of loan applications created by the 
Originator. The number in brackets corresponds to the total number of loan applications 
reworked by the corresponding Originator. 

• Approved: a number of loan applications created by the Originator and subsequently approved 
by the Underwriter. The percentage in brackets corresponds to the ratio of such loan 
applications to the total number of approved loan applications. 

• Rejected: a number of loan applications created by the Originator and subsequently rejected 
by the Underwriter. The percentage in brackets corresponds to the ratio of such loan 
applications to the total number of rejected loan applications. 

• Avg Origination Time: an average time (in hours or days) from the moment the loan 
application was created by the Originator till the moment it was sent to the Underwriter for 
further processing; 

Note: The reworked loan applications are not taken into account. 

• Maximum Origination Time: a maximum time (in hours or days) from the moment the loan 
application was created by the Originator till the moment it was sent to the Underwriter for 
further processing. 

Note: The reworked loan applications are not taken into account. 

• Total Amount Approved: an amount disbursed to borrowers under loan applications created 
by the Originator.  
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• Avg Amount Approved: an average amount disbursed to borrowers under loan applications 
created by the Originator. 

 

Figure 3-420: The Origination Efficiency report in a table view. 

At the discretion of the Supervisor, the report on Originators’ performance can be exported to the 
Excel spreadsheet by clicking the Export button: 

 

Figure 3-421: Exporting the data of the report. 

Note: A downloaded document gets displayed on the notification bar of the browser: 

 

Figure 3-422: The downloaded file. 
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Risk Reports 

The current section provides the description of risk reports. 

The Supervisor can review the risk reports displaying information on delinquencies in each risk group by clicking 
Risks in the option menu to the left:  

 

Figure 3-423: Risk reports. 

The risk reports are available in charts and tables. To display the reports only in charts, the Supervisor should 
click the Chart button. 
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Likewise, to display the reports in a table view, the Supervisor should click the Table button.  

 

Figure 3-424: Reports in a table view. 
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To display both charts and tables, the Supervisor should click the Both button: 

 

Figure 3-425: The chart and table of the report. 

By default, the Supervisor can review all risk reports on one web page. To review any specific risk report, the 
Supervisor should click the All Reports split button and select a report from the list: 

 

Figure 3-426: Selecting a report. 

The following reports are available to the Supervisor: 

• Bad Rate Trend; 

• Delinquency Performance; 

• Delinquency Migration; 
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• Vintage Analysis. 

Note: For more information on each of these reports, refer to a corresponding subsection below. 

The data in all risk reports can be displayed according to a certain time period. To select a time period of the 
reports, the Supervisor should click the Monthly split button: 

 

Figure 3-427: Selecting a time period. 

Besides, the Supervisor can select a specific time interval for the Bad Rate, Delinquency Performance, and 
Vintage Analysis reports. 

 

Figure 3-428: Time interval. 

A time interval refers to a time frame according to which the data of the reports will be displayed. A beginning 
and an end of the time interval depend on availability of loan applications in the system. The beginning of the 
time interval is considered to be a date when the first loan application has been created in the system, while the 
end of this interval corresponds to a current date. The current date is a date when the reports have been last 
updated. 

Note: All reports are updated automatically once a day according to a schedule specified in the system settings. 

For more information on how to select a time interval, refer to the description of the Bad Rate Trend report. 
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The Bad Rate Trend, Delinquency Performance, and Delinquency Migration reports contain loan statistics 
according to past due periods. Each past due period can be specified in the settings by the user with the 
Administrator role. 

 

Figure 3-429: Delinquency periods of the Bad Rate Trend report. 

Furthermore, the Supervisor can export the data of the reports to the Excel spreadsheet by clicking the Export 
button: 

Note: To export the data of a specific report, it should be first selected from the list by clicking the All Reports split button. 

 

Figure 3-430: Exporting data of all risk reports. 

Note: The downloaded document gets displayed on the notification bar of the browser: 

 

Figure 3-431: The downloaded file. 
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Bad Rate Trend 

The current subsection provides the description of the Bad Rate Trend report. 

The Bad Rate Trend report displays the number of past due loans in each delinquency period according to a 
time period selected. 

To view the Bad Rate Trend report: 

1) On the risk reports page, click the All Reports split button and select Bad Rate Trend. 

2) Click the Monthly split button to select a time period. 

3) To determine a time interval of the report, on the horizontal scale, point to the semi-circle at the 
beginning of the interval, click it and drag to the right to a required date that gets displayed in the 
From box and indicates the beginning of the time interval: 

 

Figure 3-432: Selecting the beginning of the time interval. 

4) On the horizontal scale, point to the semi-circle at the end of the interval, click it and drag to the left 
to a required date that gets displayed in the To box and indicates the end of the time interval: 

 

Figure 3-433: Selecting the end of the time interval. 
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The report displays the quantity of past due loans in delinquency periods and a total amount of past 
due loans according to a selected time interval: 

 

Figure 3-434: The Bad Rate Trend report. Chart and Table. 

Delinquency Performance 

The current subsection provides the description of the Delinquency Performance report. 

The Delinquency Performance report displays the loans statistics in risk groups.  

Note: Corresponding risk groups are specified in the scorecard settings. 

To view the Delinquency Performance report: 

1) On the risk reports page, click the All Reports split button and select Delinquency Performance. 

2) Click the Monthly split button to select a time period. 

3) Repeat steps 3)-4) of the procedure described in the Bad Rate Trend subsection to select a necessary 
time interval of the report. 

The report displays the number of loan applications in each delinquency period in a corresponding risk 
group pursuant to a selected time interval. 
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The Good parameter stands for the number of performing loans in the corresponding risk group, while 
the Total parameter displays the total number of loans in that risk group: 

 

Figure 3-435: The Delinquency Performance report. Chart and Table. 
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Delinquency Migration 

The current subsection provides the description of the Delinquency Migration report. 

The Delinquency Migration report displays the statistics of loans migration according to delinquency periods. 

To view the Delinquency Migration report: 

1) On the risk reports page, click the All Reports split button and select Delinquency Migration. 

2) Click the Monthly split button to select a time period. 

The table of the report displays the migration of past due loans from previous delinquency periods into 
current delinquency periods according to a selected time period. 

For example, if the Monthly time period is selected, the table of the Delinquency Migration report 
is displayed as follows: 

 

Figure 3-436: The Delinquency Migration report. Table I. 

The left part of the table displays the delinquency periods as of the beginning of the time period (as of 
September 9, 2014), while the right part displays the delinquency periods as of the current date (as of 
October 9, 2014). The 0 period corresponds to the period without delinquencies. 

In the table, the Supervisor can observe how many past due loans from delinquency periods as of the 
beginning of the time period migrated into current delinquency periods.  

For example, according to the table displayed, 13 loans overdue by 11-60 days as of the last month have 
become overdue by 61-90 days as of the current date, while as of the current date, the 11-60 delinquency 
bucket contains 7 overdue loans like the same delinquency bucket as of September 9, 2014: 

 

Figure 3-437: The Delinquency Migration report. Table II. 

The cells of the table get highlighted in case of significant changes in comparison with the previous 
period. If the number of past due loans in a cell of the current table has decreased in comparison with 
the number of past due loans in the same cell of the previous table as of the previous period, the cell is 
highlighted in green. In case the number of past due loans has increased, the corresponding cell is 
highlighted in red. 
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On the chart of the Delinquency Migration report, the x-axis displays the delinquency buckets at the 
beginning of the time period, while the y-axis displays a number of past due loans. The delinquency 
buckets as of the current date are depicted in colors on the chart. 

The chart shows how the past due loans of previous delinquency periods migrated into the delinquency 
periods as of the current date: 

 

Figure 3-438: The Delinquency Migration report. Chart. 

Vintage Analysis 

The current subsection provides the description of the Vintage Analysis report. 

The Vintage Analysis report displays information on a quantity of past due loans depending on a month of 
origination (a vintage) and an age (months on the books). 

To view the Vintage Analysis report: 

1) On the risk reports page, click the All Reports split button and select Vintage Analysis. 

2) Click the Monthly split button to select a time period. 

3) To determine a time interval of the report, on the horizontal scale, point to the semi-circle at the 
beginning of the interval, click it and drag to the right to a required date that gets displayed in the 
From box and indicates the beginning of the time interval: 

 

Figure 3-439: Selecting the beginning of the time interval. 
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4) Point to the semi-circle at the end of the interval, click it and drag to the left to a required date that 
gets displayed in the To box and indicates the end of the time interval: 

 

Figure 3-440: Selecting the end of the time interval. 

The report gets displayed according to a selected time interval which is divided by months. These 
months are considered to be origination periods in which loans have been taken out by the borrowers. 
For example, if a selected time interval is March 2014-August 2014, the origination periods are March, 
April, May, June, July, and August. 

Note: If only a part of the month is selected in the time interval, the report displays data for that whole month. 

These origination periods are displayed in the Payment Period column of the report table: 

 

Figure 3-441: Origination periods. 

The incremental figures in the Intervals Since Disbursement columns of the table correspond to the 
age of the loan: a number of months since the loan has been taken out. 

 

Figure 3-442: Months since origination. 

The figures in the columns correspond to a bad rate: a percentage of past due loans in relation to the 
total number of loans disbursed during this interval. 

For example, according to the table displayed above, the origination periods are March, April, and May 
of 2014. The loans created in March have the following tendency: as of the beginning of April the bad 
rate amounted to 100%, as of the beginning of May- 50%, and as of the beginning of June -50% as 
well. 

The loans created in April have the following tendency: as of the beginning of May the bad rate 
amounted to 59%, as of the beginning of June- 71%. 

The bad rate of the loans created in May constitutes 73% as of the beginning of June. 
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The chart of the Vintage Analysis report displays the dynamics of changes in the bad rate according to the 
months on the books. 

 

Figure 3-443: The chart of the Vintage Analysis report. 

The y-axis of the chart displays the bad rate in percentage. The x-axis displays the age of loans (months since 
origination). Different colors of curves correspond to origination periods. 

The curve of each origination period has a different length along the x-axis since the dynamics of changes in the 
bad rate is shown according to the age of the loans. 
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Scoring Reports 

The current section provides the description of scoring reports. 

The Supervisor can review the scoring reports by clicking Scoring in the option menu to the left:  

 

Figure 3-444: Scoring reports. 

By default, the Supervisor can review all scoring reports on one web page. To review any specific scoring report, 
the Supervisor should click the All Reports split button and select a report from the list: 

 

Figure 3-445: Selecting a report. 

The following scoring reports are available to the Supervisor: 

• System Stability; 

• Scorecard Accuracy; 

• Delinquency Performance; 
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• Final Score. 

Note: For more information on each of these reports, refer to a corresponding subsection below. 

The data in all scoring reports can be displayed according to a certain time period. To select a time period of the 
reports, the Supervisor should click the Last Month split button: 

 

Figure 3-446: Selecting a time period. 

A selected time period applies automatically to all scoring reports that incorporate up-to-date data. 

Note: All reports are updated automatically once a day according to a schedule specified in the system settings. 

Furthermore, the Supervisor can export the data of scoring reports to the Excel spreadsheet by clicking the 
Export button: 

Note: To export the data of a specific report, it should be first selected from the list by clicking the All Reports split button. 

 

Figure 3-447: Exporting data of all scoring reports. 

Note: The downloaded document gets displayed on the notification bar of the browser: 

 

Figure 3-448: The downloaded file. 
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System Stability 

The current subsection provides the description of the System Stability report.  

The System Stability report contains information on score distribution for a loan portfolio. The repot allows the 
Supervisor to analyze portfolio stability and changes in the borrowers' credit quality: 

 

Figure 3-449: The System Stability report. 

The table of the report displays the following information: 

• Score: score ranges (risk segments). A beginning and an end of the range correspond to those specified 
in the scorecard settings for estimating a risk level. 

• Risk Level: the credit risk level that corresponds to the displayed score range. 

• Actual %: the actual bad rate in a corresponding score range. 

Note: The bad rate denotes a percentage of delinquent loans with the overdue period exceeding a value specified by the 
Administrator in settings (exceeding the value specified in the first interval: for more information, refer to the Managing 
Delinquency Settings subsection of the System section). 

• Expected %: the expected bad rate in a corresponding score range. 

Note: The value of the expected bad rate is taken from the scorecard. 

• (A-E): the actual bad rate less the expected bad rate; 

• (A/E): the actual bad rate divided by the expected bad rate; 

• Ln(A/E): natural logarithm of the A/E value; 

• Index: instability index calculated based on the actual and expected values. 

A value highlighted in color under the table displays the total of all index values. This value allows the Supervisor 
to estimate relevant changes in the portfolio as follows: 

• Index < 0.1: no relevant changes are available; the value is highlighted in green; 

• <= Index < 0.25: loan portfolio has insignificant changes. However, a cause of these changes must be 
determined; the value is highlighted in yellow; 

• Index >= 0.25: loan portfolio has changed significantly; the value is highlighted in red. 
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Scorecard Accuracy 

The current subsection provides the description of the Scorecard Accuracy report.  

The Scorecard Accuracy report allows the Supervisor to analyze risk distributions. The report is calculated for 
loans which have been active or past due at least one day during a selected time period and which have been 
closed recently. 

 

Figure 3-450: The Scorecard Accuracy report. 

The table of the report displays the following information: 

• Score: score ranges (risk segments). A beginning and an end of the range correspond to those specified 
in the scorecard settings for estimating a risk level. 

• Risk Level: the credit risk level that corresponds to a displayed score range. 

• Accounts: the total number of loans approved. 

• Bad: the total number of “bads”. 

Note: “Bads” are delinquent loans with the overdue period exceeding a value specified by the Administrator in settings 
(exceeding the value specified in the first interval: for more information, refer to the Managing Delinquency Settings 
subsection of the System section). 

• Bad Rate: the percentage of “bads” in relation to the total number of loans approved. 

• Exp. Bad Rate: the expected percentage of “bads”. 

Note: The value of the expected bad rate is taken from the scorecard. 

These parameters allow estimating appropriate risk distribution. 
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Delinquency Performance 

The current subsection provides the description of the Delinquency Performance report. 

The Delinquency Performance report allows the Supervisor to estimate the change in the number of overdue 
loans in score ranges. 

Additionally, the Delinquency Performance report allows analyzing the distribution of overdue loans in different 
delinquency buckets. 

The report is calculated for loans which have been active or past due at least one day during a selected time 
period and which have been closed recently. 

 

Figure 3-451: The Delinquency Performance report. 

The table of the report displays the following information: 

• Score: score ranges (risk segments). A beginning and an end of the range correspond to those specified 
in the scorecard settings for estimating a risk level; 

• Accounts: a number of approved loans within a specified score range; 

• Current: a number of loans not past due; 

• 7-10,…81-300: a  number of days in arrears. Each delinquency bucket displays a number of overdue 
loans.  

• Written off: a number of written off loans. 

For example, the Delinquency Performance report may show that the number of “bad” borrowers decreases 
with the increase in the number of days in arrears. 
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Final Score 

The current subsection provides the description of the Final Score report. 

The Final Score report allows the Supervisor to estimate the application of credit rating for new loans created 
in a selected reporting period. 

 

Figure 3-452: The Final Score report. 

The table of the report displays the following information: 

• Score: score ranges (risk segments). A beginning and an end of the range correspond to those specified 
in the scorecard settings for estimating a risk level; 

• Risk level: a credit risk level that corresponds to a displayed score range; 

• Applicants: a number of loan applications; 

• Approved: a number of approved loan applications; 

• Approved %: a percentage ratio of approved loan applications of a total number of loan applications in 
the system; 

• Low-side %: a number of loan applications which credit rating is below a cut-off point but the loan has 
been issued.  

• High-side %: a number of loan applications which credit rating is above a cut-off point but the loan 
has been rejected. 

According to the report shown above (Figure 3-452), the score ranges displayed in lines 1-4 are above the cut-
off point (above 51), while the score range “49-50” (line 5) is below the cut-off point. Total ratios for all loan 
applications rated above the cut-off point are displayed in line 6. 
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Underwriting Reports 

The current section provides the description of underwriting reports. 

The Supervisor can review the underwriting reports by clicking Underwriting in the option menu to the left:  

 

Figure 3-453: Underwriting reports. 

The following underwriting reports are available to the Supervisor: 

• Underwriter Monitoring; 

• Overrides by Underwriters. 

Note: For more detailed information on each of these reports, refer to the subsection below. 

By default, the Supervisor can review both these reports on one web page. To review any of these reports 
separately, the Supervisor should click the All Reports split button and select a corresponding report: 

 

Figure 3-454: Selecting a report. 
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The data in the underwriting reports can be displayed according to a certain time period. To select a time period 
of the reports, the Supervisor should click the Last Month split button: 

 

Figure 3-455: Selecting a time period. 

A selected time period applies automatically to both reports that incorporate up-to-date data. 

Note: The reports are updated automatically once a day according to a schedule specified in the system 
settings. 

Furthermore, the Supervisor can export the data of underwriting reports to the Excel spreadsheet by clicking 
the Export button: 

Note: To export the data of a specific report, it should be first selected from the list by clicking the All 
Reports split button. 

 

Figure 3-456: Exporting data of underwriting reports. 

Note: The downloaded document gets displayed on the notification bar of the browser: 

 

Figure 3-457: The downloaded file. 
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Underwriter Monitoring 

The current subsection provides the description of the Underwriter Monitoring report.  

The Underwriter Monitoring report contains information allowing the Supervisor to track performance of 
certain employees. 

 

Figure 3-458: The Underwriting Monitoring report. 

The table of the report contains the following information: 

• Officer: a name of an employee with the Underwriter role; 

• Accounts: a total number of loans that have been processed by the employee and a percentage ratio of 
these loans to a total number of loans in the system; 

• Loan Amount: a total amount issued by the employee for all loans and a percentage ratio of this amount 
to a total amount of loans provided. 

• Bad: a number of overdue loans processed by the employee and a percentage ratio of these overdue 
loans to a total number of loans processes by that employee. 
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Overrides by Underwriters 

The current subsection provides the description of the Overrides by Underwriters report. 

The Overrides by Underwriters report reflects the information on decisions made by users with the Underwriter 
role. 

 

Figure 3-459: The Overrides by Underwriters report. 

The table of the report contains the following information: 

• Officer: a name of an employee with the Underwriter role; 

• High-side: loan applications automatically rejected by the system but approved by the employee. 

• Low-side: loan applications automatically approved by the system but rejected by the employee. 

• Approved: a total number of loans approved by the employee and a percentage ratio of these loans to 
a total number of approved loans in the system. 

• Rejected: a total number of loans rejected by the employee and a percentage ratio of these loans to a 
total number of rejected loans in the system. 
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Archive of Loan Applications 

The current subsection provides the description of the loan applications archive displayed on the Reports web 
workplace. 

Having logged on to the Turnkey Lender system, the user can view the archive of loan applications by clicking 
the Archive tab.  

 

Figure 3-460: The archive. 

The archive contains the loan applications which are no longer processed in the system. In particular, the 
following loans are displayed in the archive: 

• Rejected loans; 

• Written off loans; 

• Loans repaid in full; 

• Restructured loans. 
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In case the archive contains a large amount of loan applications, the user can view necessary loans by applying 
a filter. To apply the filter, the user should click the All split button and select a corresponding option. 

 

Figure 3-461: Filtering loan applications. 

Note: The loan applications can be filtered according to options selected in sub-menus of both split buttons 

To search for loan applications of a particular borrower, the user can type in a full name of the borrower in the 
Search box. 

 

Figure 3-462: Searching for loan applications of a borrower. 

Having clicked a loan application in the table, the Supervisor can view the details of the loan application on 
separate tabs to the right of the table. The Supervisor is authorized to view the following tabs: 

• Summary: displays general information on the borrower’s current loan, previous loans and the general 
information received from a Credit Bureau; 

• Customer Details: borrower’s application details are displayed; 

• Documents: the tab for displaying documents; 

• Interaction History: displays a history of interaction with the borrower;  

• Payments: a payment schedule is displayed; 

• Transactions: displays a list of payment transactions conducted in the system; 

• Change History: displays changes in loan statuses, in particular the following information: 

o Date: a date and a time of an action performed (of a change in the application status); 

o Prev.Status: a previous status of the application before the next action; 

o New Status: a status of the application after the previous status; 
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o Comments: comments to the changed status (for example, comments entered by the Originator 
when sending the application for approval to the Underwriter); 

o User: a name of the user who changed the status. If the status has been changed automatically 
by the system, the column remains empty. 

• Collaterals: the tab is displayed if a selected loan is a secured loan. The Collaterals tab displays all 
collaterals provided for a selected secured loan. 

• Restructuring: the tab is displayed if a selected loan has been restructured. 

 

Figure 3-463: Loan application details in the archive. 

Optionally, the user can also perform the following operations to customize the display of loan applications in 
the archive: 

• Change the view mode of loan applications (for more information, refer to Changing View Mode); 

• Sort loan applications in the table (for more information, refer to Sorting Applications); 

• Use page navigation to move from one page of the table to another (for more information, refer to Using 
Page Navigation). 
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System 

The current section provides a detailed description of the functionality available for the user of the System web 
workplace. 

A scope of operations provided for the System web workplace can be performed by the user with the Admin 
role. 

The main responsibility of the administrator is to manage users, roles and settings of the online lending system. 

 

Figure 3-464: The System web workplace. 

In particular, the System web workplace allows performing the following functional responsibilities: 

• Manage user accounts; 

• Manage decision rules; 

• Manage blacklists; 

• Manage scorecard settings; 

• Manage settings for overdue loans; 

• Manage system notifications; 

• Manage credit products; 

• Exporting information on loans and payments to a separate file; 

• Manage company settings; 



3 5 2       C H A P T E R  3  

• Manage documents; 

• Manage dictionaries; 

• Manage branch offices; 

• Manage customers. 

The detailed instructions on how to perform these functional responsibilities in the Turnkey Lender system is 
presented in the following subsections. 

Managing User Accounts 

The current subsection provides instructions on how to manage user accounts in the system. 

The user with the Admin role can manage accounts of internal users responsible for processing borrowers’ loan 
applications in the system and accounts of lenders willing to invest in peer-to-peer loans. 

Managing Accounts of Internal Users 

The current subsection provides guidance on how to manage accounts of internal users responsible for 
processing borrowers’ loan applications in the system. 

User accounts management involves the following procedures:  

• Creating a new user account; 

• Searing for a user account; 

• Modifying a user account; 

• Deleting a user account. 

The detailed description of these procedures is presented in the subsections below. 
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Creating Accounts of Internal Users 

The current subsection provides instructions on how to create an account of an internal user who will be 
responsible for processing borrowers’ loan applications in the system. 

To create a user account: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

The table of the Internal Users tab displays all user accounts registered in the system: 

  

Figure 3-465: User accounts registered in the system. 

2) Above the table, click the Add User button. 
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The Add User window opens: 

 

Figure 3-466: The Add User window. 

3) In the Login box, enter a user login. 

4) In the Password box, enter a corresponding password. 

5) In the First Name box, enter a user first name. 

6) In the Last Name box, enter a user last name. 

7) In the Email box, enter a user email. 

8) In the Phone box, enter a user phone number. 

9) In the Roles area, add the check mark next to a role to be assigned to a specified user. 

Note: Several roles can be assigned to the specified user. 

10) (Optionally) In the Branch box, select a branch office for which a user account is being created. 

Note: The Branch box displays a list of branches created in the Branch offices menu. For more information 
on how to add new branches, refer to the Managing Branch Offices subsection below. 

11) Click OK to save entered data. 

The user account has been successfully created and gets displayed in the table. 
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Searching for a User Account 

The current subsection provides instructions on how to search for a user account in the system database. 

To search for a user account: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

The table of the Internal Users tab displays all user accounts registered in the system: 

 

Figure 3-467: User accounts registered in the system. 

2) In the Search box above the table, enter required search criteria.  

Note:  A user account can be searched by a login, user name, email. 

If a user account is found in the database, user account details get displayed in the table: 

 

Figure 3-468: The user account is found in the database. 
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Modifying a User Account 

The current subsection provides instructions on how to change an existing user account. 

To modify a user account: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

The table of the Internal Users tab displays all user accounts registered in the system: 

 

Figure 3-469: User accounts registered in the system. 

2) In the table, click a user account to be modified. 

3) In the Actions table column, opposite a selected user account, click Edit. 
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The Edit User window opens: 

 

Figure 3-470: The Edit User window. 

4) (Optionally) In the Login box, enter a new user login. 

5) (Optionally) In the Password box, enter a new password. 

6) (Optionally) In the First Name box, change a user first name. 

7) (Optionally) In the Last Name box, change a user last name. 

8) (Optionally) In the Email box, change a user email. 

9) (Optionally) In the Phone box, change a user phone number. 

10) (Optionally) In the Roles group, add the check mark next to a new role to be assigned to a specified 
user or remove the check mark next to a previously assigned role to cancel the assignment. 

Note: Several roles can be assigned to the specified user. 

11) (Optionally) In the Branches box change a branch office if it has been specified. 

Note: 

To leave the Branches box empty, click the delete button  . 

12) Click OK to save changes. 

The user account has been successfully modified. 
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Deleting a User Account 

The current subsection provides instructions on how to delete an existing user account. 

To delete a user account: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

The table of the Internal Users tab displays all user accounts registered in the system: 

 

Figure 3-471: User accounts registered in the system. 

2) In the table, click a user account to be deleted. 

3) Above the table, click the Delete Selected button. 

The delete confirmation message opens: 

 

Figure 3-472: The delete confirmation message. 

A selected user account has been successfully removed. 
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Managing Accounts of Lenders 

The current subsection describes the procedure of managing accounts of lenders (hereinafter “the investors”) 
willing to invest in peer-to-peer loans. 

The Turnkey Lender system supports the origination and processing of peer-to-peer loans. Investors are 
registered in the system by the user with the Admin role and a personal account is created for each investor. In 
a created personal account, the investor can choose borrowers to lend to (for more information, refer to Investor’s 
Personal Account). 

When creating the personal account, the user with the Admin role specifies an investor’s initial balance that will 
be used by the investor for funding loans. When necessary, funds can be credited to or withdrawn from the 
investor’s initial balance by the user with the Admin role.  

A list of all investors’ accounts registered in the system can be viewed on the Lenders tab. 

 

Figure 3-473: The Lenders tab. 

The table of the Lenders tab displays the following data: 

• Login: an investor’s login used to enter the system. 

• Full name: an investor’s full name. 

• Phone: an investor’s phone number. 

• Registration date: a date when the investor’s account was created. 

• Balance: a total amount of funds credited to the investor’s account for funding peer-to-peer loans. 

• Total bidden amount: a total amount of money already invested in peer-to-peer loans. 
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A total amount of funds left for investing in loans is determined as a difference between the balance and 
the total bid. For example, if the balance amounts to $5000 and the investor has already invested $1000 
in peer-to-peer loans (i.e. the total bid is $1000), the investor can use the remaining $4000 for funding 
loans. 

• Actions: the Loan Manager can modify the investor’s personal data or add/withdraw funds to/from the 
investor’s account by clicking Edit (for more information refer to Modifying Lender’s Personal Data, 

Managing a Lender’s Balance). 

Detailed instructions on how to create the investor’s account and manage it are provided in the subsections 
below.  

Creating Accounts of Lenders 

The current subsection provides instructions on how to create an account of an investor willing to fund peer-
to-peer loans. 

To create an investor’s account: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Click the Lenders tab. 

The table of the Lenders tab displays accounts of all investors registered in the system: 

  

Figure 3-474: Investors’ accounts registered in the system. 

3) Above the table, click the Create Lender button. 
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The Create a New Lender window opens: 

 

Figure 3-475: The Create a New Lender window. 

4) In the Email box, enter an investor’s email. 

5) In the Password box, enter a corresponding password. 

6) In the Confirm Password box, enter a password specified in the Password box. 

7) In the Full Name box, enter an investor’s full name. 

8) In the Balance Amount box, specify an amount of money to be used by the investor for funding 
peer-to-peer loans. 

9) Click OK to save the account. 

The investor’s account has been successfully created and gets displayed in the table. 

Searching for Accounts of Lenders 

For more information on how to search for a necessary investor’s account, refer to the Searching for a User Account 
subsection describing a similar procedure for accounts of internal users responsible for processing loan 
applications in the system. 



3 6 2       C H A P T E R  3  

Modifying Lender’s Personal Data 

The current subsection describes the procedure of changing personal data of the investor who has already been 
registered in the system. 

To change the investor’s personal data:  

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Click the Lenders tab. 

The table of the Lenders tab displays accounts of all investors registered in the system: 

 

Figure 3-476: Investors’ accounts registered in the system. 
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3) In the Actions column, click Edit opposite an investor’s account to be modified. 

The Edit Investor window opens: 

  

Figure 3-477: The Edit Investor window. 

4) In the Personal Details area, click the Edit button. 

The Personal Details window opens: 

 

Figure 3-478: The Personal Details window. 

5) In the Full Name box, change an investor’s full name. 

6) In the Mobile Phone box, change an investor’s phone number. 

7) In the Personal Details window, click OK to save changes. 

The investor’s personal details have been changed. 
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Managing a Lender’s Balance 

The current subsection provides instructions on how to manage an investor’s balance used for funding loans.  

The Loan Manager can credit funds to an investor’s account or withdraw funds if necessary. 

To manage the investor’s balance: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) Click the Lenders tab. 

The table of the Lenders tab displays accounts of all investors registered in the system: 

 

Figure 3-479: Investors’ accounts registered in the system. 



B A C K  O F F I C E  O F  T H E  T U R N K E Y  L E N D E R  S Y S T E M       3 6 5  

3) In the Actions column, click Edit opposite a required investor’s account. 

The Edit Investor window opens: 

  

Figure 3-480: The Edit Investor window. 

4) In the Balance area, click Deposit to add funds to the investor’s account. 

The Enter the amount of funds window opens: 

 

Figure 3-481: The Enter the amount of funds window. 

5) In the Amount box, enter an amount to be added. 

6) Click OK. 
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The confirmation message opens: 

 

Figure 3-482: The confirmation message. 

7) Click OK. 

The funds have been credited to the investor’s account. 

 

Figure 3-483: The added funds. 

8) To withdraw funds from the investor’s account, click Withdraw. 

The Enter the amount of funds window opens: 

 

Figure 3-484: The Enter the amount of funds window. 

9) In the Amount box, enter an amount to be withdrawn. 

10) Click OK. 



B A C K  O F F I C E  O F  T H E  T U R N K E Y  L E N D E R  S Y S T E M       3 6 7  

The confirmation message opens: 

 

Figure 3-485: The confirmation message. 

11) Click OK. 

The funds have been withdrawn from the investor’s account. 

 

Figure 3-486: The funds are withdrawn from the investor’s account. 

Deleting Accounts of Lenders 

For more information on how to delete the investor’s account, refer to the Deleting a User Account subsection 
describing a similar procedure for accounts of internal users responsible for processing loan applications in the 
system. 
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Managing Decision Rules 

The current subsection provides instructions on how to set decision rules. 

During the application processing, the system checks borrower’s data under predetermined decision rules. The 
borrower’s data are checked by the system in following cases: 

• when a loan application is first submitted for consideration from the Origination web workplace to the 
Underwriting web workplace; 

• after the loan application has been reworked by the Originator and submitted to the Underwriter for 
reconsideration; 

• after the loan application has been created by the borrower online and submitted for further 
consideration. 

To set decision rules: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the option menu to the left, click Decision Rules. 

The Decision Rules area opens: 

   

Figure 3-487: The Decision Rules area. 

The Decision Rules area displays four groups of decision rules: 

• Anti-fraud rules; 

• Credit policy rules; 

• Internal rules; 
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• Credit bureau rules; 

• Alternative rules. 

All alternative rules are applied only for checking new borrowers who fill out a loan application from 
their personal account (refer to Borrower’s Personal Account) for the first time. When existing borrowers 
submit other loan applications, alternative rules are not applied. If existing loan application data is 
edited/modified, alternative rules are not applied either. This also concerns attached documents. 
However, alternative rules apply only to documents that have been uploaded by the borrower when 
creating a personal account and submitting the first loan application. 

Each of the above listed groups has a number of rules according to which the borrower is checked by 
the system. 

3) Add the check mark opposite decision rules that will be applied for checking the borrower’s data. 

4) Specify additional information (e.g. a maximum age, maximum number of defaults, etc.) if it is 
required for selected decision rules. 

5) Specify a system decision for each selected decision rule: 

• Refer: the system cannot make a definite decision on the loan application, additional processing 
is required by the Underwriter; 

• Reject: the system recommends making a negative decision on the loan application; 

• Do nothing: the decision is informational and does not influence a scorecard decision. 

A decision selected will be applied in case a rule has matched (if the borrower’s data fall under a specified 
rule). 

The final system decision as the result of checks under all decision rules is generated on the basis of the 
worst decision made. For example, if as a result of checks, one decision rule has the “reject” system 
decision and the rest decision rules have the “refer” system decision, the final system decision as a result 
of checks under all decision rules will be “reject”. 

If a selected rule has not matched (i.e. the borrower’s data do not fall under a specified rule), the system 
will automatically make the “approve” decision on that rule. If each rule has the “approve” system 
decision, the system final decision as a result of checks under all decision rules will be “approve”. 

Note: The final system decision on the loan application is based on the results of checks under the decision rules and on 
scoring results. If scoring and checks under the decision rules have resulted in the “approve” system decisions, the 
loan application will be automatically approved. 

6) Click Save Changes to complete. 

The decision rules have been successfully set. 
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Managing Delinquency Settings 

The current subsection provides instructions on how set delinquency buckets and late fee plans. 

Specified delinquency buckets influence a number of system reports and determine filters for the Collection web 
workplace, while late fee plans determine fee amounts payable for overdue installments. 

Managing Late Fee Plans 

The current subsection describes procedures of managing late fee plans. 

The Turnkey Lender system allows applying a certain late fee policy to a credit product. A late fee policy implies 
charging a certain amount of fee for an overdue installment. In the system, the late fee policy corresponds to a 
late fee plan created by the user with the Admin role. Depending on business objectives, the administrator can 
create multiple late fee plans, each late fee plan incorporating a set of fees for overdue days (refer to Adding Late 
Fee Plans). However, only one late fee plan can be applied to the credit product and, consequently, to all loan 
applications created on the basis of this credit product. For more information on how to add a created late fee 
plan to the credit product, refer to Adding a New Credit Product. 

A list of all late fee plans created in the system can be viewed on the Late Fees tab of the Past Due Settings 
area: 

  

Figure 3-488: The list of created late fee plans. 

The table of the Late Fees tab displays the following information: 

• Name: a name of a created late fee plan; 

• Number of charges: a number of late fees created within one late fee plan (refer to Adding Late Fee 
Plans); 

• Absolute late fee min/max: a minimum and maximum fee amount specified in the created late free 
plan; 
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• Late fee rate min/max: a minimum and maximum percentage of an outstanding balance. A fee amount 
is calculated on the basis of a specified percentage of the outstanding balance. 

The subsections below describe procedures of creating, editing and deleting late fee plans. 

Adding Late Fee Plans 

The current subsection describes the procedure of creating a late fee plan. 

The administrator can create the late fee plan comprising a list of fees charged for overdue installments on the 
basis of days in arrears. 

 To create a late fee plan: 

1) In the option menu to the left, click Past Due Settings. 

The Late Fees tab of the Past Due Settings area displays a list of all late fee plans created in the 
system: 

 

Figure 3-489: The Late Fees tab. 

2) Click the Add new record button. 
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The Add Late Fee Set window opens: 

 

Figure 3-490: The Add Late Fee Set window. 

3) In the Name box, enter a name of a late fee plan. 

Note: The name of the late fee plan must be unique. 

4) Click Add row to add a late fee. 

5) In the Installment past due (days) box, enter a number of days in arrears. 

Note: The number of days in arrears must be unique for each created late fee. 

6) In the Absolute fee box, define a fee amount.  

A defined fee amount will be applied if an installment is overdue for a period specified in the 
Installment pas due (days) box above. 

7) In the Outst.balance % fee box, specify a percentage of an outstanding balance. The fee amount will 
be calculated on the basis of a specified percentage of the outstanding balance.  

Note: The system provides for two options of charging a fee: 

• Static: a fixed fee amount can be specified in the Absolute fee box. 

• Dynamic: a fee as a percentage of an outstanding balance can be specified in the Outst.balance % 
fee box. A specified value can exceed 100%. 

The administrator can specify a fee in one of the above mentioned formats. It is also possible to specify the fee in 
both formats. In this case, when the installment becomes overdue, a total fee will be calculated by the system as 
the sum of the specified dynamic and static amounts. 
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The late fee has been added. 

 

Figure 3-491: The added late fee. 

8) (Optionally) Click Add row and repeat steps 5-7 to add other late fees. 

 

Figure 3-492: The added late fees. 

If the overdue loan migrates from one past due period to another, a final fee amount is calculated as 
the sum of fees for the current and previous past due periods. 

If days in arrears overlap with a grace period, a fee will be charged after the end of the grace period, 
namely on the first day after the end of the grace period. 

9) In the Add Late Fee Set window, click OK to save the late fee plan. 

Note: At least one late fee must be specified for saving the late fee plan. 

10) In the Past Due Settings area, click Save Settings. 
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The confirmation message opens: 

 

Figure 3-493: The confirmation message. 

a. Click OK. 

The late fee plan has been created and can be added to a credit product. For more information on how 
to add the created late fee plan to the credit product, refer to the Adding a New Credit Product subsection 
below. 

Modifying Late Fee Plans 

The current subsection describes the procedure of modifying a late fee plan previously created. 
Any changes to the late fee plan are applied only to new loan applications that will be created on the basis of a 
credit product to which this late fee plan is applied. If the late fee plan is changed, corresponding changes are 
applied to all credit products where this late fee plan is used. 

To modify a late fee plan: 

1) In the option menu to the left, click Past Due Settings. 

The Late Fees tab of the Past Due Settings area displays a list of all late fee plans created in the 
system: 

 

Figure 3-494: The Past Due Settings area. 
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2) In the table, click Edit opposite a late fee plan to be modified. 

The Edit Late Fee Set window displays a number of late fees included in the late fee plan: 

  

Figure 3-495: The late fees created. 

3) (Optionally) In the Name box, edit a name of the late fee plan. 

Note: The name of the late fee plan must be unique. 

4) Repeat steps 5)-7) of the Adding Late Fee Plans subsection above to edit late fees. 

5) (Optionally) Opposite a late fee, click the Remove button to delete it if necessary. 

6) (Optionally) Click Add row to add a new late fee and repeat steps 5)-7) of the Adding Late Fee Plans 
subsection above to specify necessary values. 

7) In the Edit Late Fee Set window, click OK to save changes. 

8) In the Past Due Settings area, click Save Settings. 

The confirmation message opens: 

 

Figure 3-496: The confirmation message. 

a. Click OK. 
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A selected late fee plan has been modified. Changes made do not affect existing loan applications 
created on the basis of credit products where this late fee plan is used. These changes will be applied 
only to new loan applications that will be created on the basis of corresponding credit products. 

Deleting Late Fee Plans 

The current subsection describes the procedure of deleting a created late fee plan. 

If a late fee plan being deleted is used in credit products, the administrator can cancel application of any late fee 
plans to these credit products or can select another late fee plan to be applied instead of deleted one. 

To delete a late fee plan: 

1) In the option menu to the left, click Past Due Settings. 

The Late Fees tab of the Past Due Settings area displays a list of all late fee plans created in the 
system: 

 

Figure 3-497: The Past Due Settings area. 

2) In the table, put a check mark opposite a late fee plan to be removed. 

3) Above the table, click the Delete selected button. 
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If the late fee plan is used in credit products, the open window displays credit products in which this 
late fee plan is used: 

 

Figure 3-498: The Late Fee Configuration Removal window. 

a. In the open window, select Turn off late fees for these credit products to cancel application 
of any late fee plans to credit products displayed. 

b. Select Use another late fee configuration in these credit products to select a late fee plan 
that will be applied to displayed credit products instead of the late fee plan being removed. 

c. In the Late Fee Configuration Removal window, click OK to save settings and remove the selected 
late fee plan. 

If the late fee plan is not used in any credit products, the following delete confirmation message is 
displayed: 

 

Figure 3-499: The delete confirmation message. 

a. Click Yes to delete the selected late fee plan. 

4) In the Past Due Settings area, click Save Settings. 
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The confirmation message opens: 

 

Figure 3-500: The confirmation message. 

a. Click OK. 

A selected late fee plan has been removed. 

Managing Delinquency Buckets 

The current subsection describes the procedure of managing delinquency buckets in the system. 

The user with the Admin role can define delinquency buckets that will influence a number of system reports 
and determine filters for the Collection web workplace. 

To set delinquency buckets: 

1) In the option menu to the left, click Past Due Settings. 

The Late Fees tab of the Past Due Settings area is displayed: 

 

Figure 3-501: The Past Due Settings area. 

2) Click the Delinquency Buckets tab. 
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The Delinquency Buckets tab displays 4 past due periods set by default. 

 

Figure 3-502: The Delinquency Buckets tab. 

5) If necessary, edit intervals by specifying a required number of minimum and maximum days in arrears 
in each period.  

Note: Past due periods must not overlap. If a specified interval overlaps with adjacent intervals, range limits of these 
adjacent intervals get automatically modified: for example, if in the second interval (Figure 3-502), 60 is changed 
into 62, the next third interval will automatically start from 63. Thus, the system provides for synchronized 
settings of intervals. 

6) Add the check mark next to an interval that will signify that the loans are in default. 

Note: By default, the last interval is selected as “Default”. 

If any of intervals is selected as “Default” (except the fourth interval), all intervals starting from a selected one 
get selected and applied as “Default”. 

Intervals marked as “default” determine the past due periods according to which loan applications will 
be filtered when selecting the Defaults menu item on the Collection web workplace.  

Note: At least one interval must be selected as “default”. 

7) Click Save Settings to save changes. 
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The confirmation message opens: 

 

Figure 3-503: The confirmation message. 

8) Click Yes to agree to conditions specified in the confirmation message and save changes. 

After the changes have been saved, filters on the Collection web workplace are automatically updated. 
The following reports displayed on the Reports web workplace will be recalculated according to new 
settings: 

• Bad Rate Trend (risk reports); 

• Delinquency Performance (risk reports); 

• Delinquency Migration (risk reports); 

• Delinquency Performance (scoring reports). 

The delinquency buckets have been set. 

Managing Blacklists 

The current subsection provides information on managing blacklists on the System web workplace. 

In the Turnkey Lender system, the following operations can be performed by the Administrator with the 
blacklisted data: 

• Searching for Data in Blacklists 

• Adding New Records to Blacklist 

• Deleting Records of Blacklist 

• Importing Data to Blacklists 

For more information on these procedures, refer to the Managing Blacklists subsection describing similar 
operations for the Underwriter. 
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Managing Scorecard Settings 

The current subsection provides instructions on how to manage scorecard settings. 

The scorecard developed using practical knowledge and technical modelling skills allows efficiently evaluating 
the creditworthiness of borrowers. 

The Turnkey Lender system provides for using both a built-in and custom scorecard. The Administrator can 
select a scorecard to be used for evaluation of borrower’s data. 

To select a scorecard: 

1) In the option menu to the left, click Scorecard. 

If the built-in scorecard is already used, a corresponding notification is displayed on the workplace: 

 

Figure 3-504: The built-in scorecard is used. 

2) (Optionally) If the built-in scorecard is used, click Use Custom Scorecard to use the custom 
scorecard. 
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If the custom scorecard has been previously set, it gets displayed with specified scoring characteristics 
and risk segments: 

 

Figure 3-505: The custom scorecard.  

Note: If the custom scorecard has not been set, follow the procedure described in the Setting a Custom Scorecard 
subsection below to set the scorecard. 

3) Verify specified scoring characteristics and risk segments and edit them if necessary (refer to the 
Setting a Custom Scorecard subsection below). 

4) Click Save Changes. 
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Note:  If a total score value for all characteristics exceeds a maximum possible score specified in risk segments, the 
corresponding warning message opens. 

 

Figure 3-506: The warning message. 

The confirmation message opens: 

 

Figure 3-507: The confirmation message. 

5) Click OK. 

The custom scorecard will be applied for the evaluation of borrower’s data. 

6) If the custom scorecard is used, click Use Built-in Scorecard to use the built-in scorecard instead. 

 

Figure 3-508: Switching to the built-in scorecard. 



3 8 4       C H A P T E R  3  

Setting a Custom Scorecard 

The current subsection provides instructions on how to set a custom scorecard. 

Setting of the custom scorecard comprises the following stages: 

• Specifying scoring characteristics: loan application parameters that influence the score assigned to the 
borrower;  

• Specifying risk segments: risk groups into which the scorecard is segregated depending on the score. 
Each risk group is characterized by a corresponding risk level. 

These procedures are described in details in the subsections below. 

Specifying Scoring Characteristics 

The current subsection provides instructions on how to set scoring characteristics according to which the 
borrower’s data will be evaluated. 

To set scoring characteristics: 

1) In the option menu to the left, click Scorecard. 

2) Click Use Custom Scorecard. 

 

Figure 3-509: Setting a custom scorecard. 
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The Scoring Characteristics tab of the scorecard opens: 

 

Figure 3-510: The Scoring Characteristics tab. 

3) (Optionally) Remove the check mark next to scoring characteristics that will not be used in the 
scorecard. 

Note: By default, all scoring characteristics are selected. 

The following scoring characteristics are available for the evaluation of loan application data: 

• Marital status; 

• Number of dependents; 

• Education; 

• Company size; 

• Job title; 

• Employment duration; 

• Income type; 

• Apartment or other property in possession; 

• Debt to income ratio, %; 
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• Credit bureau score. 

Each of the above specified scoring characteristics has a number of categories to which appropriate 
score points must be assigned. 

4) Assign appropriate score points to categories of a required characteristic: 

 

Figure 3-511: Score points assigned to categories of the Company Size characteristic. 

5) (Optionally) If necessary, add categories to a corresponding characteristic by clicking the Add 
Category button. 

Note: Only numeric categories can be added, namely categories can be added to the following 
characteristics: 

o Number of dependents; 

o Company size; 

o Employment duration; 

o Debt to income ratio; 

o Credit bureau score. 

If necessary, the categories of the above mentioned characteristics can be edited by clicking the Edit 

Category button or removed by clicking the Delete Category button . 
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The Add Scoring Category window opens: 

 

Figure 3-512: The Add Scoring Category window. 

a. In the open window, specify required values in the Greater than and Less than or equal to 
boxes and click OK to save changes. 

6) (Optionally) Click Reset to return to settings that have been saved last. 

7) (Optionally) At the top of the workplace area, click Collapse All to review categories of characteristics 
with assigned score points in the collapsed view mode. 

Note: To return to the default view move, click Expand All. 

8) Click the Risk Segments tab and set risk segments as described in the Specifying Risk Segments 
subsection below. 

Specifying Risk Segments 

The current subsection provides instructions on how to set risk segments into which the scorecard will be 
divided depending on the score. 

To set risk segments: 

1) Repeat steps 1)-7) of the procedure described in the Specifying Scoring Characteristics subsection above. 

2) Click the Risk Segments tab. 

 

Figure 3-513: The Risk Segments tab. 
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The Risk Segments tab displays a number of risk segments characterized by a risk level: 

• Low; 

• Medium; 

• High; 

• Highest; 

• Default. 

3) Opposite a risk segment to be set, click Edit. 

The Risk Segment window opens: 

 

Figure 3-514: The Risk Segment window. 

4) In the open Risk Segment window, specify the following information: 

• Name: a risk segment name; 

• Min Score: a minimum score point; 

• Max Score: a maximum score point; 

• Probability of Default: probability of default on the borrower’s loan in percentage terms; 

• Expected Distribution: the expected percentage of “bads” in a corresponding score range; 

Note: “Bads” are delinquent loans with the overdue period exceeding a value specified by the Administrator in settings 
(exceeding the value specified in the first interval: for more information, refer to the Managing Delinquency Settings 
subsection below). 

• Odds: odds of loan repayment; 
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• Recommendations: recommendations with regard to the risk segment. Specified 
recommendations will be visible to the Underwriter. 

• Decision: a system decision on the scorecard: 

o Approve: the system recommends approving the loan application. 

o Reject: the system recommends making a negative decision on the loan application. 

o Refer: the system cannot make a definite decision on the loan application, additional 
processing is required by the Underwriter. 

5) (Optionally) Remove the check mark next to Modify score in adjacent segments to cancel automatic 
adjustment of the score in adjacent risk segments. 

By default, the option is selected. In this case, score ranges specified in adjacent risk segments will be 
automatically adjusted if their values overlap with values specified in the current risk segment. 

6) In the Risk Segment window, click OK to save changes. 

The risk segment has been set. 

7) Repeat steps 3-6 of this procedure to set other risk segments. 

Note: When setting other risk segments, score ranges must not overlap. 

The risk segments have been successfully set. 

Managing Credit Products 

The current subsection describes the procedure of managing credit products on the System web workplace. 

A credit product represents a set of parameters which determine main conditions for loans of a certain type. 

The user with the Administrator role can perform the following operations with credit products: 

• Adding a New Credit Product; 

• Editing Credit Products; 

• Deleting Credit Products. 

The detailed description of these operations is presented in the subsections below. 
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Adding a New Credit Product 

The current subsection describes the procedure of adding a new credit product to the system. 

The user with the Administrator role can create a new credit product with required parameters. A created credit 
product can be selected by the Originators for creation of loan applications or by the borrowers applying for 
the loan online.  

To create a new credit product: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the option menu to the left, click Credit Products. 

The list of all credit products previously created is displayed in the table: 

  

Figure 3-515: Credit products. 

3) Above the table, click the Add New Record button. 
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The Add Credit Product window opens: 

  

Figure 3-516: The Add Credit Product window. 

4) In the Name box, specify a name of a credit product. 

5) (Optionally) Select the Visible to customer check box to display the credit product for the borrower 
applying for the loan online.  

Note: At least one credit product visible to the borrower must be available in the system. 

6) In the Loan Type box, select a loan type: 

• Payday loan; 

• Regular payments. 

7) In the Min amount box, specify a minimum loan amount. 

8) In the Max amount box, specify a maximum loan amount. 

9) In the Min Term box, specify a minimum credit period in months. 

10) In the Max Term box, specify a maximum credit period in months. 

Note: If the Regular Payments option is selected in the Loan Type box, the minimum and maximum credit 
period is specified in months. Otherwise, if Payday Loan is selected in the Loan Type box, the minimum 
and maximum credit period is specified in days. 
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11) In the Type of calculation box, specify a method according to which loan parameters will be 
computed: 

• Classic; 

• Annuity. 

Note: The Type of calculation box is available only for installment loans (i.e. if the Regular Payments 
option is selected in the Loan Type box). 

12) In the Periodicity box, specify a payment frequency: 

• Monthly: the payment will be effected once a month; 

• Semi-Monthly: the payment will be effected twice a month; 

• BiWeekly: the payment will be effected once a fortnight. 

Note: The Periodicity box is available only for installment loans (i.e. if the Regular Payments option is selected 
in the Loan Type box). 

13) In the Interest Rate box, specify a monthly interest rate. 

Note: If the Regular Payments option is selected in the Loan Type box, the monthly interest rate is to be 
specified. Otherwise, if Payday Loan is selected in the Loan Type box, the daily interest rate is to be 
specified. 

14) (Optionally) Select the Use Variable Interest Rate check box to allow the Originator to specify an 
interest rate when creating a borrower’s loan application.  

If the Use Variable Interest Rate check box is selected, specify the following data: 

a. In the Min Interest Rate box, enter a minimum interest rate that can be specified by the 
Originator when creating a loan application; 

b. In the Max Interest Rate box, enter a maximum interest rate that can be specified by the 
Originator when creating a loan application. 

15) In the Tolerance Write Off box, specify a debt amount below which a loan will be automatically 
written off. 

16) In the Overdue Interest Type box, select one of the following types: 

Note: A selected interest type will be applied after corresponding late grace days expire (see step 18 below). 

• Principal debt: the interest will be charged for a total outstanding principal loan amount. 

• Outstanding balance:  the interest will be charged for a total outstanding balance. 

• Current debt: the interest will be charged for a current outstanding installment. 
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Note: The Current debt option is available only for installment loans (i.e. if the Regular Payments option is 
selected in the Loan Type box). 

17) In the Overdue Interest Rate box, specify an interest rate that will be applied for past due loans. 

18) In the Late Grace Days box, specify a period during which the installment can still be repaid without 
penalties. This period starts after a due date. During late grace days, neither the overdue interest rate 
nor late fees are charged for non-repayment of the loan on the due date and the debt is not subject to 
collection. 

19) (Optionally) Select the Use Late Fees check box to add a late fee plan to the credit product. 

a. In the displayed box, select a late fee plan. 

b. (Optionally) Click Show Details to view details of the selected late fee plan. 

 

Figure 3-517: The selected late fee plan. 

20) (Optionally) Select the Peer-to-peer loan check box. In this case, the current credit product will be 
used for creating peer-to-peer loan applications. 

If the Peer-to-peer check box is selected, specify the following data: 

a. In the Investment Interest Rate box, specify an interest rate based on which an investor’s 
interest will be calculated. This value is commonly less than a regular interest rate (see step 13 
above). 

b. In the Workflow box, select a method according to which peer-to-peer loans will be invested: 

• Fund before disbursement: peer-to-peer loans can be funded only before 
disbursement. These loans cannot be disbursed to the borrower until they are fully 
funded by investors. 

Once a peer-to-peer loan of this type has been processed by the Underwriter (and the 
Collateral Manager in case of a secured peer-to-peer loan), it gets displayed in the 
Gathering Investments section on the Servicing web workplace until investors fund 
it in full. Once the peer-to-peer loan has been funded in full, it can be disbursed to the 
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borrower. After this loan has been disbursed, investors can neither change nor withdraw 
their bid and no new bid can be made by investors. 

Fund anytime: peer-to-peer loans can be disbursed right after they have been approved 
by the Underwriter (and the Collateral Manger in case of a secured peer-to-peer loan) 
and no intermediate status for gathering investments is used for this type of loans. Once 
approved, these peer-to-peer loans can be funded by investors any time until they are 
fully repaid or fully funded.  

21) (Optionally) Select the Use Early Payments check box. 

In this case, an amount of the advance payment received from the borrower will be processed before a 
scheduled payment date and will be applied to a corresponding installment. 

If the amount of the advance payment received is less than the installment amount due, the installment 
can be covered partially in two ways depending on the following settings:  

• If the Interest calculation based on initial principal option is selected, the outstanding 
interest amount remains unchanged. 

• If the Interest calculation based on reduced principal option is selected, the outstanding 
interest amount changes depending on the total outstanding principal amount. 

22) (Optionally) Select the Use Commission check box and specify the following data: 

• Admin. Fee: a fixed fee amount applied to each installment in the payment schedule. A 
specified amount will cover administrative costs. 

• Admin. Fee (%): a percentage of a loan amount to be applied to each installment in the 
payment schedule as a relative fee amount for covering administrative costs. 

• Origination Fee: an absolute fee amount for granting a loan. This fee amount does not depend 
on a loan amount. The absolute fee amount will be included into a total amount due for the 
first installment in the payment schedule. 

• Origination Fee (%): a percentage of a loan amount to be used for calculating a fee amount 
for granting a loan. 

23) (Optionally) Select the Use Collateral check box to provide for the possibility to create loan 
applications with collateral. 

a. If the Use Collateral check box is selected, specify a maximum Loan To Value (LTV) ratio in 
the Max. LTV box. 

24) (Optionally) Select the Grace Period check box to specify a grace period.  

Note: The Grace Period check box is displayed if the Monthly periodicity is selected for regular payments. The 
Grace Period check box is unavailable for the payday loan type. 

The grace period is a period during which a principal loan amount is not repaid. This period begins 
immediately after the loan origination date and due dates of all scheduled installments are shifted by a 
grace period term. 
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If the Grace Period check box is selected, specify the following parameters: 

• Grace period: a number of months; 

• Grace period type: 

No interest: the borrower will not make any loan repayments during the grace period. 

Interest only: the borrower will pay only interests and the administration fee (if applicable) 
during the grace period. 

25) (Optionally) Select the Enable Rollover check box, to allow a loan extension. 

If the Enable Rollover check box is selected, specify the following parameters: 

• Minimum term: a minimum rollover period; 

• Maximum term: a maximum rollover period; 

• Maximum allowed rollovers for loan: a maximum possible number of rollovers. 

26) In the Add Credit Product window, click OK to complete the creation of the credit product. 

The credit product has been successfully added to the system and gets displayed in the list of available 
credit products: 

 

Figure 3-518: The created credit product. 
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Editing Credit Products 

The current subsection provides instructions on editing the parameters of credit products available in the system. 

To edit a credit product: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the option menu to the left, click Credit Products. 

The list of all credit products available in the system is displayed in the table: 

 

Figure 3-519: Credit products. 

3) In the table, click the Edit button next to a credit product to be modified. 

 

Figure 3-520: Editing the credit product. 
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The Edit Credit Product window opens: 

 

Figure 3-521: The Edit Credit Product window. 

4) Repeat the steps 4)-25) of the procedure described in the Adding a New Credit Product subsection above. 

Note: All changes made to the credit product will influence only new loan applications that will be created on the basis of 
a modified credit product. 

5) Click OK to save changes. 

The parameters of the selected credit product have been successfully changed. 
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Deleting Credit Products 

The current subsection provides information on deleting credit products available in the system. 

To delete a credit product:  

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the option menu to the left, click Credit Products. 

The list of all credit products available in the system is displayed in the table: 

 

Figure 3-522: Credit products. 

3) In the table, add the check mark next to a credit product to be deleted. 

4) Click the Delete Selected button. 

The confirmation message is displayed: 

 

Figure 3-523: The confirmation message. 

5) (Optionally) Click No to cancel deletion of the credit product. 

6) Click Yes to delete the credit product. 

The selected credit product has been successfully deleted. 
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Managing Notifications 

The current subsection provides instructions on how to manage notifications related to borrowers’ user accounts 
and loans. 

All notifications are conditionally divided into two groups: 

• Static notifications: predefined system notifications sent to the borrower when certain events occur. 
The user can determine which system notifications will be sent to the borrower in certain business cases. 

• Payment reminders: a list of payment reminders created by the user. The user can set notifications to 
be sent to the borrower before a scheduled payment date to remind about the upcoming payment. 
Besides, the user can also set notifications to be sent to the borrower in case they fail to repay the 
installment amount on the scheduled payment date, i.e. in case the payment becomes overdue. 
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Managing Static Notifications 

The current subsection provides instructions on how to manage static notifications. 

The current functionality allows the Administrator to determine which system notifications will be sent to the 
borrower when certain events occur. 

Notifications can be sent by email or SMS. 

To set static notifications: 

1) In the option menu to the left, click Notifications. 

The General Notifications area opens: 

 

Figure 3-524: System notifications. 

All system notifications are segregated into logical groups: 

• General system notifications; 

• Loan status notifications; 

• Payments; 

• Rollover; 

• Loan agreement; 

• Investors; 

• Demo notifications (any custom notifications can be included). 

2) Add check marks next to notifications that will be sent to the borrower. 
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a. (Optionally) In a corresponding group, click Enable to select all notifications in a group. 

b. (Optionally) In a corresponding group, click Disable to cancel the selection of all notifications 
in a group. 

All notifications can be sent by email and by SMS. If the check mark is added opposite a notification, 

this notification can be sent by email, i.e. the Send Email  icon is displayed by default.  

c. To send the notification by SMS, click the Send SMS icon  opposite the notification  

(e.g.  → ) and repeat step 5 below to make necessary settings. 

d. To cancel sending the notification by email or SMS, hide a corresponding icon by clicking it 

opposite the notification (e.g.   →  ). 

3) (Optionally) Opposite a corresponding notification, click Change Settings . 

The Notification Settings window opens: 

 

Figure 3-525: The Notification Settings window. 

4) If the Send Email check box is selected, make the following mailing settings: 

a. In the Email Template Name box, specify a name of a notification template to be used for 
an email body text; 

Note: A specified name must coincide with a name of a corresponding template stored in a predefined folder. 
A path to that folder is specified in system settings. 

When creating the notification template, predefined internal system variables can be used. The list of 
these variables can be viewed by clicking the Show variables button at the bottom of the 
Notification Settings window. 
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The following syntax is used for inserting a value of a variable: 

     *|variable name|*. 

b. In the Attachments box, select a document to be attached to an email; 
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Not
e: 

Documents to be displayed in the drop-down list of the Attachments box can be added in the Documents menu. 
For more information, refer to the  

Managing Company Settings 

The current subsection provides instructions on how to manage settings of a company (system 
owner) that provides lending services. 

Within the scope of this functionality, the Administrator has the possibility to specify company 
details and add a company logo. 

To manage company settings: 

50) Enter a web workplace as described in Log on to Turnkey Lender . 

51) In the option menu to the left, click Company settings. 

 

Figure 3-555: Company settings. 

The Company Settings area opens: 
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Figure 3-556: Credit products. 

In the Company Settings area, the following company details can be specified: 

• Company name; 

• Brand name; 

• Company country; 

• Lending type; 

• Official company name; 

• Company phone; 

• Date of establishment; 

• Minimum loan amount; 

• Company address; 

• Email; 

• Maximum loan amount; 

• Company city; 

• Website. 

Note: The company data listed above are solely informative and do not influence anything. 

52) Click Edit in a corresponding box to specify necessary data. 
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The Edit window opens: 

 

Figure 3-557: The Edit window. 

53) In the Edit window, specify corresponding data and click OK. 

54) Repeat steps 3-4 to specify other data. 

55) In the Logo area, click Chose file to attach a company logo. 

The Open window is displayed: 

 

Figure 3-558: The Open window. 

56) In the Open window, choose a required file of the company logo and click Open. 
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The company logo has been attached: 

 

Figure 3-559: The company logo attached. 

The attached logo is displayed on the registration page and front page: 

 

Figure 3-560: The registration page. 
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Figure 3-561: The front page. 

Managing Documents subsection below. 

When creating the document to be attached, predefined internal system variables can be used. The list of these 
variables can be viewed by clicking the Show variables button at the bottom of the Notification Settings 
window. 

The following syntax is used for inserting a value of a variable: 

     *|variable name|*. 

 

Figure 3-526: Selected documents. 

c. In the Email Subject box, specify a subject of the email. 

5) If the Send SMS check box is selected, make the following settings: 

a. In the SMS Template box, enter a text of the SMS message. 
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Note: When creating the text of the SMS message, predefined internal system variables can be used. The list of 
these variables can be viewed by clicking the Show variables button at the bottom of the Notification 
Settings window. 

The following syntax is used for inserting a value of a variable: 

     *|variable name|*. 

For example: “Thank you for choosing *|CompanyName|*. “ 

6) In the Notification Settings window, click OK to save settings. 

7) On the General Notifications tab, click Save changes to save settings. 

Settings have been successfully applied to static notifications. 
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Managing Payment Reminders 

The current subsection provides guidelines on the management of payment reminders. 

The current functionality allows the user to set two types of payment notifications that can be sent to the 
borrower: 

• Notifications about the upcoming payment; 

• Notifications about the overdue payment. 

Instructions on how to set both types of payment notifications are described in the procedures below. 

To set the notification about the upcoming payment: 

1) In the option menu to the left, click Notifications. 

2) Click the Due Date Reminders tab. 

 

Figure 3-527: The Due Date Reminders tab. 

3) Click the Add reminder button. 
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The Notification Settings-due date reminder window opens: 

 

Figure 3-528: The Notification Settings-due date reminder window. 

4) In the Offset Days box, enter a number of days before a scheduled payment date. The reminder will 
be sent to the borrower according to a specified period.  

Note: Several values separated by comma can be entered. In this case, a corresponding notification will be sent on all 
specified dates. 

For example, if the value “3” is specified in the Offset Days box, the borrower will be given three days’ 
notice to make payment. 

If several numbers separated by comma are specified, for example 5, 2, the first reminder will be sent 
to the borrower 5 days before the scheduled payment date and the second reminder will be sent 2 days 
before the scheduled payment date. 

5) Select the Send Email check box to send notifications by email. 

If the Send Email check box is selected, make the following mailing settings: 

a. In the Email Template Name box, specify a name of a notification template to be used for 
an email body text; 

Note: A specified name must coincide with a name of a corresponding template stored in a predefined folder. A 
path to that folder is specified in system settings. 

When creating the notification template, predefined internal system variables can be used. The list of these 
variables can be viewed by clicking the Show variables button at the bottom of the Notification 
Settings-due date reminder window. 
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The following syntax is used for inserting a value of a variable: 

     *|variable name|*. 

b. In the Attachments box, select a document to be attached to an email; 
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Not
e: 

Documents to be displayed in the drop-down list of the Attachments box can be added in the Documents menu. 
For more information, refer to the  

Managing Company Settings 

The current subsection provides instructions on how to manage settings of a company (system 
owner) that provides lending services. 

Within the scope of this functionality, the Administrator has the possibility to specify company 
details and add a company logo. 

To manage company settings: 

57) Enter a web workplace as described in Log on to Turnkey Lender . 

58) In the option menu to the left, click Company settings. 

 

Figure 3-555: Company settings. 

The Company Settings area opens: 



B A C K  O F F I C E  O F  T H E  T U R N K E Y  L E N D E R  S Y S T E M       4 1 3  

  

Figure 3-556: Credit products. 

In the Company Settings area, the following company details can be specified: 

• Company name; 

• Brand name; 

• Company country; 

• Lending type; 

• Official company name; 

• Company phone; 

• Date of establishment; 

• Minimum loan amount; 

• Company address; 

• Email; 

• Maximum loan amount; 

• Company city; 

• Website. 

Note: The company data listed above are solely informative and do not influence anything. 

59) Click Edit in a corresponding box to specify necessary data. 
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The Edit window opens: 

 

Figure 3-557: The Edit window. 

60) In the Edit window, specify corresponding data and click OK. 

61) Repeat steps 3-4 to specify other data. 

62) In the Logo area, click Chose file to attach a company logo. 

The Open window is displayed: 

 

Figure 3-558: The Open window. 

63) In the Open window, choose a required file of the company logo and click Open. 
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The company logo has been attached: 

 

Figure 3-559: The company logo attached. 

The attached logo is displayed on the registration page and front page: 

 

Figure 3-560: The registration page. 
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Figure 3-561: The front page. 

Managing Documents subsection below. 

When creating the document to be attached, predefined internal system variables can be used. The list of these 
variables can be viewed by clicking the Show variables button at the bottom of the Notification Settings-
due date reminder window. 

The following syntax is used for inserting a value of a variable: 

     *|variable name|*. 

 

Figure 3-529: Selected documents. 

c. In the Email Subject box, specify a subject of the email. 

6) Select the Send SMS check box to send notifications by SMS. 

If the Send SMS check box is selected, make the following settings: 

a. In the SMS Template box, enter a text of the SMS message. 
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Note: When creating the text of the SMS message, predefined internal system variables can be used. The list of these 
variables can be viewed by clicking the Show variables button at the bottom of the Notification Settings-due 
date reminder window. 

The following syntax is used for inserting a value of a variable: 

     *|variable name|*. 

For example: “Thank you for choosing *|CompanyName|*. “ 

7) In the Notification Settings-due date reminder window, click OK. 

8) (Optionally) To delete an added notification, click Delete Reminder  opposite a corresponding 
notification. 

9) (Optionally) To change settings of a notification, click Change Settings  opposite a corresponding 
notification. 

10) To cancel sending a notification by email or SMS, hide a corresponding icon by clicking it opposite 

the notification (e.g.   →  ). 

11) On the Due Date Reminders tab, click Save changes to save settings. 

The notification about the upcoming payment has been set. 
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To set the notification about the overdue payment: 

1) In the option menu to the left, click Notifications. 

2) Click the Due Date Reminders tab. 

 

Figure 3-530: The Due Date Reminders tab. 

3) Click the Add reminder button. 
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The Notification Settings-due date reminder window opens: 

 

Figure 3-531: The Notification Settings-due date reminder window. 

4) In the Offset Days box, enter a number of days after a scheduled payment date. The reminder will be 
sent to the borrower according to a specified period.  

Note: Several values separated by comma can be entered. In this case, a corresponding notification will be sent on all 
specified dates. 

For example, if the value “3” is specified in the Offset Days box, the borrower will receive a notification 
of overdue payment 3 days after the scheduled payment date. 

If several numbers separated by comma are specified, for example 2, 5, the first reminder will be sent 
to the borrower 2 days after the scheduled payment date. If the borrower does not make payment, the 
second reminder will be sent 5 days after the scheduled payment date. 

5) Select the Past Due Reminder check box. 

6) Select the Send Email check box to send notifications by email. 

If the Send Email check box is selected, make the following mailing settings: 

a. In the Email Template Name box, specify a name of a notification template to be used for 
an email body text; 

Note: A specified name must coincide with a name of a corresponding template stored in a predefined folder. A 
path to that folder is specified in system settings. 

When creating the notification template, predefined internal system variables can be used. The list of these 
variables can be viewed by clicking the Show variables button at the bottom of the Notification Settings-
due date reminder window. 
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The following syntax is used for inserting a value of a variable: 

     *|variable name|*. 

b. In the Attachments box, select a document to be attached to an email; 
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Not
e: 

Documents to be displayed in the drop-down list of the Attachments box can be added in the 
Documents menu. For more information, refer to the Managing Expected Payments 

The current subsection describes the procedure of managing expected payments in the system. 

The user of the System web workplace has the possibility to review expected payments for all 
disbursed loans that are not closed yet. 

Expected payments are displayed in a chronological order according to their statuses. To 
facilitate the review, the administrator can filter expected payments by statuses and a due date. 
Expected payments are displayed in the following statuses: 

• Scheduled; 

• Late grace period; 

• Past due. 

Additionally, a list of expected payments can be saved to a separate file. The detailed 
description of procedures of filtering and exporting expected payments is provided below. 

To manage expected payments: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the option menu to the left, click Export. 

3) Click the Expected Payments tab. 
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Figure 3-548: The Expected Payments tab. 

The table of the Expected Payments tab displays the following information: 

• Date: a due date of the expected payment; 

• Expected amount: an expected payment amount; 

• Loan ID: a loan registration number; 

• Full name: a borrower’s full name; 

• Status: a payment status. 

The interface of the web workplace allows the user to customize the display of the 
list of expected payments by performing the following operations: 

• Sorting expected payments by a due date and expected amount (for more 
information, refer to Sorting Applications); 

• Filtering expected payments: 

a. By a status; 

To filter the expected payments by the status, click the first All split button 
on the top left-hand corner of the tab and select a corresponding status from 
the drop-down list: 

Note: Several statuses can be selected at a time. 

  

Figure 3-549: Filtering the expected payments by the status. 
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The expected payments can be filtered by the following statuses: 

• Scheduled: all payments with the Scheduled status (starting from a 
current date) are displayed. 

• Late grace period: all payments outstanding during late grace days 
are displayed. 

Note: Late grace days correspond to a period during which the installment can still be repaid without penalties. This period 
starts after a due date. During the late grace days, the system charges neither the overdue interest rate nor late 
fee. The late grace days are set in a credit product (refer to Adding a New Credit Product). 

• Past due: all payments with the Past due status are displayed. 

b. By a due date; 

To filter the expected payments by the due date, click the second All split 
button and select a corresponding option from the drop-down list. 

 

Figure 3-550: Filtering the expected payments by the due date. 

When filtering the expected payments by the due date, the following options 
can be selected: 

• All: a full list of expected payments is displayed; 

• Today: outstanding payments, due dates of which coincide with a 
current date; 

• Next 3 days: outstanding payments for which: due date <= current 
date+2 days; 

• Next 7 days: outstanding payments for which: due date <= current 
date + 6 days; 

• Next 30 days: outstanding payments for which: due date 
<= current date + 29 days; 
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• Next 90 days: outstanding payments for which: due date 
<= current date + 89 days. 

Note: To filter the expected payments by a custom due date, click Custom in the open drop-down list and specify due 
dates in the From and To boxes. 

   

Figure 3-551: Specifying custom due dates. 

4) In the top right-hand corner of the Expected Payments tab, click the down arrow 

 and select a type of a file to which the list of expected payments will be saved. 

Note: The list of expected payments will be saved according to filter settings. 

  

Figure 3-552: Selecting a file. 

5) To save data, click the selected file. 

 

Figure 3-553: Saving data to the selected file. 

A downloaded file gets displayed on the notification bar of the Google Chrome 
browser. 

    

Figure 3-554: The downloaded file. 
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Managing Company Settings 

The current subsection provides instructions on how to manage settings of a company (system 
owner) that provides lending services. 

Within the scope of this functionality, the Administrator has the possibility to specify company 
details and add a company logo. 

To manage company settings: 

64) Enter a web workplace as described in Log on to Turnkey Lender . 

65) In the option menu to the left, click Company settings. 

 

Figure 3-555: Company settings. 

The Company Settings area opens: 
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Figure 3-556: Credit products. 

In the Company Settings area, the following company details can be specified: 

• Company name; 

• Brand name; 

• Company country; 

• Lending type; 

• Official company name; 

• Company phone; 

• Date of establishment; 

• Minimum loan amount; 

• Company address; 

• Email; 

• Maximum loan amount; 

• Company city; 

• Website. 

Note: The company data listed above are solely informative and do not influence anything. 

66) Click Edit in a corresponding box to specify necessary data. 
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The Edit window opens: 

 

Figure 3-557: The Edit window. 

67) In the Edit window, specify corresponding data and click OK. 

68) Repeat steps 3-4 to specify other data. 

69) In the Logo area, click Chose file to attach a company logo. 

The Open window is displayed: 

 

Figure 3-558: The Open window. 

70) In the Open window, choose a required file of the company logo and click Open. 
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The company logo has been attached: 

 

Figure 3-559: The company logo attached. 

The attached logo is displayed on the registration page and front page: 

 

Figure 3-560: The registration page. 
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Figure 3-561: The front page. 

Managing Documents subsection below. 

When creating the document to be attached, predefined internal system variables can be used. The list of these 
variables can be viewed by clicking the Show variables button at the bottom of the Notification Settings-
due date reminder window. 

The following syntax is used for inserting a value of a variable: 

     *|variable name|*. 

 

Figure 3-532: Selected documents. 

c. In the Email Subject box, specify a subject of the email. 

7) Select the Send SMS check box to send notifications by SMS. 

If the Send SMS check box is selected, make the following settings: 

a. In the SMS Template box, enter a text of the SMS message. 
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Note: When creating the text of the SMS message, predefined internal system variables can be used. The list of these 
variables can be viewed by clicking the Show variables button at the bottom of the Notification Settings-due 
date reminder window. 

The following syntax is used for inserting a value of a variable: 

     *|variable name|*. 

For example: “Thank you for choosing *|CompanyName|*. “ 

8) In the Notification Settings-due date reminder window, click OK. 

9) (Optionally) To delete an added notification, click Delete Reminder  opposite a corresponding 
notification. 

10) (Optionally) To change settings of a notification, click Change Settings  opposite a corresponding 
notification. 

11) To cancel sending a notification by email or SMS, hide a corresponding icon by clicking it opposite 

the notification (e.g.   →  ). 

12) On the Due Date Reminders tab, click Save changes to save settings. 

The notification about the overdue payment has been set. 
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Exporting Loans Data 

The current subsection describes the procedure of saving information on loans to a separate file. This 
functionality is applied to transfer information on loans from the system to the accounting software. 

To export loans data: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the option menu to the left, click Export. 

The Loans Export tab is displayed:  

   

Figure 3-533: The Loans Export tab. 

The table of the Loans Export tab displays the following information: 

• Id: an application’s identification number in the system; 

• Full name: a borrower’s full name; 

• Disbursement date: a date when a loan has been provided to the borrower; 

• Amount: a loan amount issued to the borrower; 

• Term: a credit period; 

• Average installment: an average amount of installments; 

• Close date: a date when the loan has been repaid; 

• Maximum DPD: a maximum number of days past due; 
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• Unpaid balance: an outstanding balance; 

• Unpaid principal: an outstanding principal amount; 

• Status: a loan status. 

The interface of the web workplace allows the user to customize the display of loan applications by 
performing the following operations: 

• Sorting applications in a preferred order (for more information, refer to Sorting Applications)); 

• Filtering applications: 

a. By a status; 

Note: To filter the applications by the status, click the first All split button on the top left-hand corner of the tab and select a 
corresponding status from the drop-down list. 

 

Figure 3-534: Sorting the applications by the status. 

b. By a loan disbursement period; 

Note: To filter the applications by the loan disbursement period, click the second All split button and select a corresponding 
option from the drop-down list. 

 

Figure 3-535: Filtering the applications by the disbursement period. 
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 To filter the loans by a custom disbursement period, click Custom in the open drop-down list and specify dates of 
the disbursement period in the From and To boxes. 

  

Figure 3-536: Specifying the custom disbursement period. 

3) In the top right-hand corner of the Loans Export tab, click the down arrow  and select a type of 
a file to which loans data will be saved. 

Note: Data will be saved according to filter settings. 

 

Figure 3-537: Selecting a file. 

4) To save data, click the selected file. 

 

Figure 3-538: Saving data to the selected file. 

A downloaded file gets displayed on the notification bar of the Google Chrome browser. 

    

Figure 3-539: The downloaded file. 
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Exporting Payment Information 

The current subsection provides instructions on how to save information on payment and disbursement of loans 
to a separate file. 

To export payment information: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the option menu to the left, click Export. 

3) Click the Payments Export tab. 

  

Figure 3-540: The Payments Export tab. 

The table of the Payments Export tab displays the following information: 

• Loan ID: an identification number of a loan application in the system; 

• Date: a payment/disbursement date (depending on a type of transaction, see the Type property 
below); 

• Reference#: a payment number; 

• Type: a transaction type: 

o Payment; 

o Disbursement. 

• Full name: a borrower’s full name; 
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• Amount: a loan amount issued to the borrower or a payment amount received from the 
borrower (depending on a type of transaction); 

• Payment type: a type of payment made: 

o Card; 

o Cash; 

o Check; 

o Direct bank transfer. 

• Comments: comments, if applicable. 

The interface of the web workplace allows the user to customize the display of loan applications by 
performing the following operations: 

• Sorting applications in a preferred order (for more information, refer to Sorting Applications); 

• Filtering applications: 

a. By a transaction type; 

Note: To filter the applications by the transaction type, click the first All split button on the top left-hand corner of the 
tab and select a corresponding transaction type from the drop-down list. 

 

Figure 3-541: Sorting the applications by the transaction type.  

b. By a payment type; 



4 3 6       C H A P T E R  3  

Note: To filter the applications by the payment type, click the second All split button and select a corresponding 
option from the drop-down list. 

 

Figure 3-542: Filtering the applications by the payment type. 

c. By a period of transaction; 

Note: To filter the applications by the period of transaction, click the third All split button and select a corresponding 
option from the drop-down list. 

 

Figure 3-543: Filtering applications by the period of transaction. 

 To filter applications by a custom period of transaction, click Custom in the open drop-down list and specify 
dates of the period of transaction in the From and To boxes. 

 

Figure 3-544: Specifying the custom period of transaction. 
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4) In the top right-hand corner of the Payments Export tab, click the down arrow  and select a file 
to which data will be saved. 

Note: Data will be saved according to filter settings. 

 

Figure 3-545: Selecting a file. 

5) To save data, click the selected file. 

 

Figure 3-546: Saving data to the selected file. 

A downloaded file gets displayed on the notification bar of the Google Chrome browser. 

 

Figure 3-547: The downloaded file. 
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Managing Expected Payments 

The current subsection describes the procedure of managing expected payments in the system. 

The user of the System web workplace has the possibility to review expected payments for all disbursed loans 
that are not closed yet. 

Expected payments are displayed in a chronological order according to their statuses. To facilitate the review, 
the administrator can filter expected payments by statuses and a due date. Expected payments are displayed in 
the following statuses: 

• Scheduled; 

• Late grace period; 

• Past due. 

Additionally, a list of expected payments can be saved to a separate file. The detailed description of procedures 
of filtering and exporting expected payments is provided below. 

To manage expected payments: 

6) Enter a web workplace as described in Log on to Turnkey Lender . 

7) In the option menu to the left, click Export. 

8) Click the Expected Payments tab. 

   

Figure 3-548: The Expected Payments tab. 
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The table of the Expected Payments tab displays the following information: 

• Date: a due date of the expected payment; 

• Expected amount: an expected payment amount; 

• Loan ID: a loan registration number; 

• Full name: a borrower’s full name; 

• Status: a payment status. 

The interface of the web workplace allows the user to customize the display of the list of expected 
payments by performing the following operations: 

• Sorting expected payments by a due date and expected amount (for more information, refer to 
Sorting Applications); 

• Filtering expected payments: 

c. By a status; 

To filter the expected payments by the status, click the first All split button on the top left-hand 
corner of the tab and select a corresponding status from the drop-down list: 

Note: Several statuses can be selected at a time. 

  

Figure 3-549: Filtering the expected payments by the status. 

The expected payments can be filtered by the following statuses: 

• Scheduled: all payments with the Scheduled status (starting from a current date) are 
displayed. 

• Late grace period: all payments outstanding during late grace days are displayed. 

Note: Late grace days correspond to a period during which the installment can still be repaid without penalties. This period 
starts after a due date. During the late grace days, the system charges neither the overdue interest rate nor late 
fee. The late grace days are set in a credit product (refer to Adding a New Credit Product). 

• Past due: all payments with the Past due status are displayed. 

d. By a due date; 
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To filter the expected payments by the due date, click the second All split button and select a 
corresponding option from the drop-down list. 

 

Figure 3-550: Filtering the expected payments by the due date. 

When filtering the expected payments by the due date, the following options can be selected: 

• All: a full list of expected payments is displayed; 

• Today: outstanding payments, due dates of which coincide with a current date; 

• Next 3 days: outstanding payments for which: due date <= current date+2 days; 

• Next 7 days: outstanding payments for which: due date <= current date + 6 days; 

• Next 30 days: outstanding payments for which: due date <= current date + 29 days; 

• Next 90 days: outstanding payments for which: due date <= current date + 89 days. 

Note: To filter the expected payments by a custom due date, click Custom in the open drop-down list and specify due 
dates in the From and To boxes. 

   

Figure 3-551: Specifying custom due dates. 
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9) In the top right-hand corner of the Expected Payments tab, click the down arrow  and select a 
type of a file to which the list of expected payments will be saved. 

Note: The list of expected payments will be saved according to filter settings. 

  

Figure 3-552: Selecting a file. 

10) To save data, click the selected file. 

 

Figure 3-553: Saving data to the selected file. 

A downloaded file gets displayed on the notification bar of the Google Chrome browser. 

    

Figure 3-554: The downloaded file. 
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Managing Company Settings 

The current subsection provides instructions on how to manage settings of a company (system owner) that 
provides lending services. 

Within the scope of this functionality, the Administrator has the possibility to specify company details and add 
a company logo. 

To manage company settings: 

71) Enter a web workplace as described in Log on to Turnkey Lender . 

72) In the option menu to the left, click Company settings. 

 

Figure 3-555: Company settings. 



B A C K  O F F I C E  O F  T H E  T U R N K E Y  L E N D E R  S Y S T E M       4 4 3  

The Company Settings area opens: 

  

Figure 3-556: Credit products. 

In the Company Settings area, the following company details can be specified: 

• Company name; 

• Brand name; 

• Company country; 

• Lending type; 

• Official company name; 

• Company phone; 

• Date of establishment; 

• Minimum loan amount; 

• Company address; 

• Email; 

• Maximum loan amount; 

• Company city; 

• Website. 

Note: The company data listed above are solely informative and do not influence anything. 
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73) Click Edit in a corresponding box to specify necessary data. 

The Edit window opens: 

 

Figure 3-557: The Edit window. 

74) In the Edit window, specify corresponding data and click OK. 

75) Repeat steps 3-4 to specify other data. 

76) In the Logo area, click Chose file to attach a company logo. 

The Open window is displayed: 

 

Figure 3-558: The Open window. 

77) In the Open window, choose a required file of the company logo and click Open. 
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The company logo has been attached: 

 

Figure 3-559: The company logo attached. 

The attached logo is displayed on the registration page and front page: 

 

Figure 3-560: The registration page. 

 

Figure 3-561: The front page. 
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Managing Documents 

The current subsection describes the procedure of managing documents in the Turnkey Lender system. 

The current functionality allows downloading documents (loan agreements) that will be subsequently sent to 
borrowers as an attachment to an email. Downloaded documents will be also displayed in loan application details 
on web workplaces. 

A document to be attached to an email notification is selected automatically depending on a loan type specified 
in a credit product. 

All documents must be downloaded in the .doc or .docx format. After the documents have been downloaded, 
they are automatically converted into the .pdf format and can be further downloaded by the user of a web 
workplace in the .pdf format only. 

When creating a Microsoft Word document template, a list of system variables can be used. The list of variables 
is hardcoded in the system and cannot be changed by the user. When the document is downloaded by the user 
of the web workplace, all variables contained in the document are substituted by corresponding values. 

The user can perform the following operations on documents: 

• Download documents; 

• Review the download history; 

• Preview uploaded documents. 

These operations are described in detail in the subsections below. 
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Downloading Documents 

The current subsection provides instructions on how to download documents to the Turnkey Lender system. 

By default, the system provides for downloading two types of documents: a standard loan agreement and a 
payday loan agreement. 

Agreements downloaded in the system can be sent to the borrower by email (refer to the Managing Static 
Notifications subsection above) and will be also available in loan application details. 

To download a document: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the option menu to the left, click Documents. 

The Documents area displays two documents added to the system: 

  

Figure 3-562: The Documents area. 

The user can download new documents only by replacing existing ones. 

3) In the Documents area, click Upload opposite a document to be replaced. 
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The Upload dialog window opens: 

 

Figure 3-563: The Upload dialog window. 

4) In the Upload window, click Choose file. 

The Open dialog window is displayed: 

 

Figure 3-564: The Open dialog window. 

5) In the open window, select a document to be downloaded and click Open. 
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The selected document gets displayed in the Upload dialog window: 

 

Figure 3-565: The selected document. 

6) In the Upload dialog window, click OK. 

The downloaded document gets displayed instead of the previous one in the Documents area: 

 

Figure 3-566: The downloaded document. 

A required document has been downloaded. 
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Reviewing the Download History 

The current subsection provides instruction on how to review the download history of a document added to 
the system. 

To review the download history: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the option menu to the left, click Documents. 

The Documents area displays two documents added to the system: 

 

Figure 3-567: The Documents area. 

3) Opposite a corresponding document, click History. 
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The History window opens: 

 

Figure 3-568: The History window. 

The History window displays the following information: 

• Filename: a name of a downloaded document; 

• Date: a date when a document was downloaded; 

• Uploaded by: a user who downloaded the document; 

• Comment: comments of the user (if any). 

4) Having reviewed the download history, click OK in the History window. 
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Previewing Uploaded Documents 

The current subsection provides instructions on how to preview documents downloaded to the system. 

To review a downloaded document: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the option menu to the left, click Documents. 

The Documents area displays two documents added to the system: 

 

Figure 3-569: The Documents area. 

3) Opposite a corresponding document, click Preview. 

The document opens in a separate tab of the browser: 

 

Figure 3-570: The open document. 
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Managing Dictionaries 

The current subsection provides guidelines on the management of data dictionaries in the Turnkey Lender 
system. 

A data dictionary represents a set of related data items used within the system. 

The system contains an internal list of dictionaries that can be managed by the user as follows: 

• New data items can be added to dictionaries; 

• Existing data items can be edited; 

• Existing data items can be removed; 

• Required data items can be searched for in dictionaries. 

These procedures are described in detail in the subsections below. 

Searching for Data Items 

The current subsection provides instructions on how to search for data items in a dictionary. 

To search for a data item in a dictionary: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the option menu to the left, click Dictionaries. 

The Dictionaries area displays internal system dictionaries: 

 

Figure 3-571: System dictionaries. 

3) Opposite a required dictionary, click Edit. 
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The open window displays data items of the dictionary: 

 

Figure 3-572: Dictionary data items. 

4) In the Search box, enter a value of a data item to be searched for. 
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If the data item is found in the dictionary, it gets displayed in the window: 

 

Figure 3-573: The data item is found in the dictionary. 
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Adding New Data Items 

The current subsection provides instructions on how to add a new data item to a dictionary. 

To add a new data item: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the option menu to the left, click Dictionaries. 

The Dictionaries area displays internal system dictionaries: 

 

Figure 3-574: System dictionaries. 

3) Opposite a required dictionary, click Edit. 
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The open window displays data items of the dictionary: 

 

Figure 3-575: Dictionary data items. 

4) At the top of the window, click Add new item. 

The Add new item window opens: 

 

Figure 3-576: The Add new item window. 
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5) In the Id box, enter a unique identification number of a data item. 

6) In the Value box, enter a value of the data item. 

7) Click OK. 

The new data item has been added. 

Editing Data Items 

The current subsection provides instructions on how to edit a data item of a dictionary. 

To edit a data item: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the option menu to the left, click Dictionaries. 

The Dictionaries area displays internal system dictionaries: 

 

Figure 3-577: System dictionaries. 

3) Opposite a required dictionary, click Edit. 
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The open window displays data items of the dictionary: 

 

Figure 3-578: Dictionary data items. 

4) Opposite a required data item, click Edit. 

The Edit item window opens: 

 

Figure 3-579: The Edit item window. 
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5) (Optionally) In the Id box, change the unique identification number of the data item. 

6) (Optionally) In the Value box, edit the value of the data item. 

7) Click OK. 

The data item has been edited. 

Removing Data Items 

The current subsection provides instructions on how to remove a data item of a dictionary. 

To remove a data item: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the option menu to the left, click Dictionaries. 

The Dictionaries area displays internal system dictionaries: 

 

Figure 3-580: System dictionaries. 

3) Opposite a required dictionary, click Edit. 
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The open window displays data items of the dictionary: 

 

Figure 3-581: Dictionary data items. 

4) Opposite a required data item, click Remove. 

The Remove item window opens: 

 

Figure 3-582: The Remove item window. 
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5) (Optionally) In the Remove Item box, click Remove. 

The data item has been removed. 

Managing Branch Offices 

The current subsection provides instructions on how to manage branch offices of the lending institution. 

The developed functionality allows the user to perform the following operations: 

• Add a new branch office of the lending institution; 

• Edit an added branch office; 

• Remove a branch office; 

• Add a new sub-branch office of the lending institution; 

• Edit an added sub-branch office; 

• Remove a sub-branch office. 

The detailed description of these procedures is given in the subsections below. 

Adding a New Branch 

The current subsection provides instructions on how to add a new branch of the lending organization to the 
Turnkey Lender system. 

To add a new branch: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the option menu to the left, click Branch offices. 

The Branch offices area is displayed: 

 

Figure 3-583: The Branch offices area. 
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3) At the top of the working area, click Add. 

 

Figure 3-584: Adding a new branch office. 

The Add new branch window opens: 

 

Figure 3-585: The Add new branch window. 

4) In the Name box, enter a name of a new branch office. 

5) Click OK. 

The new branch office has been added. 

 

Figure 3-586: The added branch office. 
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Editing Branches 

The current subsection provides information on how to edit an added branch office. 

To edit a branch office: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the option menu to the left, click Branch offices. 

The Branch offices area is displayed: 

 

Figure 3-587: The Branch offices area. 

3) Opposite a name of a required branch office, click Edit . 

The Edit branch window opens: 

 

Figure 3-588: The Edit branch window. 

4) In the Name box, change the name of the branch office. 

5) Click OK. 

The selected branch has been edited. 
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Deleting Branches 

The current subsection provides information on how to delete an added branch office. 

To delete a branch office: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the option menu to the left, click Branch offices. 

The Branch offices area is displayed: 

 

Figure 3-589: The Branch offices area. 

3) Opposite a name of a required branch office, click Close . 

The delete confirmation message opens: 

 

Figure 3-590: The delete confirmation message. 

4) Click YES. 

The selected branch has been deleted. 



4 6 6       C H A P T E R  3  

Adding a New Sub-Branch 

The current subsection provides instructions on how to add a new sub-branch to the Turnkey Lender system. 

To add a new sub-branch: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the option menu to the left, click Branch offices. 

The Branch offices area is displayed: 

 

Figure 3-591: The Branch offices area. 

3) Opposite a name of a required branch office, click Add . 

 

Figure 3-592: Adding a new sub-branch. 
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The Add new branch window opens: 

 

Figure 3-593: The Add new branch window. 

4) In the Name box, enter a name of a new sub- branch office. 

5) Click OK. 

The new sub-branch has been added. 

 

Figure 3-594: The added sub-branch. 
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Editing Sub-Branches 

The current subsection provides instructions on how to edit an added sub-branch. 

To edit an added sub-branch: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the option menu to the left, click Branch offices. 

The Branch offices area is displayed: 

 

Figure 3-595: The Branch offices area. 

3) Opposite a name of a required sub-branch, click Edit . 

The Edit branch window opens: 

 

Figure 3-596: The Edit branch window. 

4) In the Name box, change the name of the sub-branch. 

5) Click OK. 

The selected sub-branch has been edited. 



B A C K  O F F I C E  O F  T H E  T U R N K E Y  L E N D E R  S Y S T E M       4 6 9  

Deleting Sub-Branches 

The current subsection provides instructions on how to delete an added sub-branch. 

To delete an added sub-branch: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) In the option menu to the left, click Branch offices. 

The Branch offices area is displayed: 

 

Figure 3-597: The Branch offices area. 

3) Opposite a name of a required sub-branch, click Close . 

The delete confirmation message opens: 

 

Figure 3-598: The delete confirmation message. 

4) Click YES. 

A selected sub-branch has been deleted. 
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Managing Customers 

The current subsection provides instructions for the Administrator on how to manage borrowers. 

The Administrator can manage all borrowers registered in the system. The borrower management procedure 
comprises the following: 

• Reviewing borrower’s personal details and loans; 

• Editing borrower’s personal details; 

• Changing a borrower’s login; 

• Resetting a borrower’s password; 

• Locking out a borrower’s personal account; 

• Registering a new borrower in the system. 

Reviewing Customer’s Details and Loans 

The current subsection describes the procedure of reviewing borrowers, their details and loan liabilities. 

To review borrowers and loans: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) On the web workplace, click the Customers tab. 

  

Figure 3-599: The Customers tab. 
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The table displayed on the left-hand part of the web workplace contains the list of all borrowers 
registered in the system. 

 

Figure 3-600: Borrowers registered in the system. 

The table displays the following data: 

• Login: a borrower’s login used to enter a personal account. For more information on how to 
work in a borrower’s personal account, refer to the Borrower’s Personal Account section below. 

• Full name: a borrower’s full name; 

• Email: a borrower’s email; 

• Status: a status of the borrower’s personal account. 

The borrower’s personal account can be in the following statuses: 

o Active: the Status box is empty for active accounts of borrowers.  

o Locked: the Status box displays a padlock  for locked accounts of borrowers. 

o Draft:  a borrower’s application form is incomplete. This status is displayed as 

follows:  

To facilitate the review of borrowers in the table, the user can search for a necessary borrower, sort 
the list of borrowers and navigate between pages. For more information on how to perform these 
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procedures, refer to the subsections describing the same functionality for loan applications: Searching 
for Applications, Sorting Applications, Using Page Navigation. 

3) To review borrower’s details, click a corresponding borrower in the table. 

Borrower’s details are displayed to the right of the table on the Customer Details tab: 

 

Figure 3-601: The Customer Details tab. 

If a borrower’s account has been locked out by the administrator, a block reason can be reviewed in 
the Block reason area on top of the web workplace: 

 

Figure 3-602: The borrower’s account has been blocked. 
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4) To review all loans of the selected borrower, click the Loans tab. 

 

Figure 3-603: The Loans tab. 

5) To review details of a certain loan, click a line of this loan. 

Loan details are displayed in the expanded area: 

 

Figure 3-604: Loan details. 

a. To collapse the expanded area, click the line of the loan again. 
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Editing Customer’s Details 

The current subsection describes the procedure of editing borrower’s personal details stored in the system 
database. 

To edit borrower’s personal details: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) On the web workplace, click the Customers tab. 

  

Figure 3-605: The Customers tab. 

3) In the table displayed on the left-hand part of the web workplace, click a borrower whose personal 
details are to be edited. 

4) Click the Edit button. 

 

Figure 3-606: Editing borrower’s details. 
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The Customer Details window opens: 

 

Figure 3-607: The Customer Details window. 

5) To change borrower’s details, repeat steps 3)-10) of the procedure described in the Creating A Non-
Collateral Application for a New Borrower subsection above. 

6) Click OK to apply changes. 

The borrower’s details have been changed. 
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Changing a Customer’s Login 

The current subsection describes the procedure of changing a borrower’s login used to enter a personal account. 

To change a borrower’s login: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) On the web workplace, click the Customers tab. 

  

Figure 3-608: The Customers tab. 

3) In the table displayed on the left-hand part of the web workplace, click a borrower whose login is to 
be changed. 

4) Click the Change login button. 

 

Figure 3-609:  Changing a login. 
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The Change login window opens: 

 

Figure 3-610: The Change login window. 

5) In the Email box, change a borrower’s email to be used as a login when entering the system. 

6) Click YES. 

The borrower’s login has been changed. A corresponding notification about a changed login gets 
automatically sent to a borrower’s email. 
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Resetting a Customer’s Password 

The current subsection describes the procedure of resetting a borrower’s password used to enter a personal 
account. 

To reset a borrower’s password: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) On the web workplace, click the Customers tab. 

  

Figure 3-611: The Customers tab. 

3) In the table displayed on the left-hand part of the web workplace, click a borrower whose password is 
to be reset. 

4) Click the Reset password button. 

 

Figure 3-612: Resetting a password. 
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The confirmation message opens: 

 

Figure 3-613: The confirmation message. 

5) Click YES. 

A reset password link has been sent to a borrower’s email. After the borrower changes a password, a message 
confirming a successful operation will be displayed. 
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Locking out a Customer’s Account 

The current subsection provides instructions for the administrator on how to lock out a borrower’s personal 
account registered in the system. 

To lock out a borrower’s personal account: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) On the web workplace, click the Customers tab. 

  

Figure 3-614: The Customers tab. 

3) In the table displayed on the left-hand part of the web workplace, click a borrower whose account is 
to be locked out. 

4) Click the Lock user button. 

 

Figure 3-615: Locking out a borrower. 
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The confirmation message opens: 

 

Figure 3-616: The confirmation message. 

5) (Optionally) In the Comment box, enter comments if necessary. 

6) Click YES. 

The borrower’s personal account has been locked out and a padlock is displayed in the Status 
column opposite a corresponding borrower: 

 

Figure 3-617: The borrower’s personal account is locked out. 

Note: The borrower’s personal account is locked out for an unlimited period. To unlock the borrower’s personal account, 
click the Unlock user button. 

 

Figure 3-618: Unlocking the borrower’s personal account. 



4 8 2       C H A P T E R  3  

Registering a New Customer 

The current subsection provides instructions for the administrator on how to register the borrower in the 
Turnkey Lender system.  

A registered borrower receives a login and password to an email address. Using credentials received, the 
borrower can enter a personal account and perform certain operations (for more information on the 
functionality available to the borrower in the personal account, refer to the Borrower’s Personal Account subsection 
below).   

Besides, the user with the Originator role can create a loan application for the registered borrower (for more 
information, refer to Creating a Non-Collateral Loan Application, Creating a Collateral Loan Application). 

To register a new borrower: 

1) Enter a web workplace as described in Log on to Turnkey Lender . 

2) On the web workplace, click the Customers tab. 

  

Figure 3-619: The Customers tab. 

3) Above the table displayed on the left-hand part of the web workplace, click the New customer 
button. 
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4) In the Email box, enter a borrower’s email to be used as a login for entering a personal account. 

 

Figure 3-620: Specifying a borrower’s login. 

5) Click the Save button. 

The application form opens: 
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Figure 3-621: The application form. 

6) To specify borrower’s personal data, repeat steps 3)-10) of the procedure described in the Creating A 
Non-Collateral Application for a New Borrower subsection above. 

7) Сlick Save to save entered data. 

If all mandatory fields have been filled out, the borrower gets registered in the system and a 
borrower’s personal account gets created but the application form is not closed. Besides, the 
Originator can create a loan application for the registered borrower (refer to Creating a Non-Collateral 
Loan Application, Creating a Collateral Loan Application). 

If not all mandatory fields have been filled out, the borrower’s personal account is not created and the 
application form gets saved as a draft. In this case, the following notification gets displayed: 

 

Figure 3-622: The application form has been saved as a draft. 

Note: If the application form has been saved as a draft, borrower’s personal details are available only to the 
Administrator on the Customers tab. 
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The draft of the application form is displayed as follows in the Status column opposite a 
corresponding borrower: 

 

Figure 3-623: The draft of the application form. 

8) Click Create account and proceed to create the borrower’s personal account and close the 
application form. 

Note: If not all mandatory fields of the application form are filled out, the Create account and proceed button 
appears dimmed because it is unavailable. 

In this case, the Originator can create a loan application for the registered borrower (refer to Creating a 
Non-Collateral Loan Application, Creating a Collateral Loan Application). 
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Archive of Loan Applications 

The current subsection provides the description of the loan applications archive displayed on the System web 
workplace. 

Having logged on to the Turnkey Lender system, the user can view the archive of loan applications by clicking 
the Archive tab.  

 

Figure 3-624: The archive. 

The archive contains the loan applications which are no longer processed in the system. In particular, the 
following loans are displayed in the archive: 

• Rejected loans; 

• Written off loans; 

• Loans repaid in full; 

• Restructured loans. 

In case the archive contains a large amount of loan applications, the user can view necessary loans by applying 
a filter. To apply the filter, the user should click the All split button and select a corresponding option. 

 

Figure 3-625: Filtering loan applications. 



B A C K  O F F I C E  O F  T H E  T U R N K E Y  L E N D E R  S Y S T E M       4 8 7  

Note: The loan applications can be filtered according to options selected in sub-menus of both split buttons. 

To search for loan applications of a particular borrower, the user can type in a full name of the borrower in the 
Search box. 

 

Figure 3-626: Searching for loan applications of a borrower. 

Having clicked a loan application in the table, the Administrator can view the details of the loan application on 
separate tabs to the right of the table. The Administrator is authorized to view the following tabs: 

• Summary: displays general information on the borrower’s current loan, previous loans and the general 
information received from a Credit Bureau; 

• Customer Details: borrower’s application details are displayed; 

• Documents: the tab for displaying documents; 

• Interaction History: displays a history of interaction with the borrower;  

• Change History: displays changes in loan statuses, in particular the following information: 

o Date: a date and a time of an action performed (of a change in the application status); 

o Prev.Status: a previous status of the application before the next action; 

o New Status: a status of the application after the previous status; 

o Comments: comments to the changed status (for example, comments entered by the Originator 
when sending the application for approval to the Underwriter); 

o User: a name of the user who changed the status. If the status has been changed automatically 
by the system, the column remains empty. 

• Collaterals: the tab is displayed if a selected loan is a secured loan. The Collaterals tab displays all 
collaterals provided for a selected secured loan. 
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• Restructuring: the tab is displayed if a selected loan has been restructured. 

 

Figure 3-627: Loan application details in the archive. 

Optionally, the user can also perform the following operations to customize the display of loan applications in 
the archive: 

• Change the view mode of loan applications (for more information, refer to Changing View Mode); 

• Sort loan applications in the table (for more information, refer to Sorting Applications); 

• Use page navigation to move from one page of the table to another (for more information, refer to Using 
Page Navigation). 
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4 FRONT OFFICE OF THE TURNKEY LENDER SYSTEM 
The current chapter describes the functionality available to the user of the front office.  

The front office is used by the borrower willing to submit a loan application online and by the investor willing 
to invest funds in peer-to-peer loans. The chapter provides guidance on working in personal accounts of 
borrowers and investors. 

Overview 

The chapter consists of the following sections: 

Borrower’s Personal Account, describes the procedure of creating a borrower’s personal account and working in it. 

Investor’s Personal Account, describes the procedure of creating an investor’s personal account and working in it. 

Borrower’s Personal Account 

The current section describes procedures of creating a borrower’s personal account and working in a created 
personal account. 



F R O N T  O F F I C E  O F  T H E  T U R N K E Y  L E N D E R  S Y S T E M       4 9 1  

Creating a Personal Account 

The current subsection provides instructions on how to create a borrower’s personal account and apply for a 
loan. This functionality is available to the borrower online. 

To create an account: 

1) Enter the Turnkey Lender system. 

The Welcome page opens: 

 

Figure 4-1: The Welcome page. 

2) (Optionally) Click the Enter promo code button to specify a promo code to be offered better credit 
conditions. 

The Promo Code window opens: 

 

Figure 4-2: The Promo Code window. 
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a. In the open window, enter a promo code and click OK. 

The loan amount and loan term are displayed according to a credit product corresponding to 
an entered promo code: 

Note: After the promo code has been entered, the borrower does not have the possibility to change the credit product. 

 

Figure 4-3: The loan amount and loan term corresponding to the entered promo code. 

b. If necessary, change a displayed loan amount and loan term. 

Note: An entered loan amount and loan term must correspond to those provided for by the entered promo code. 
Otherwise, the error will be displayed below a corresponding box: 

 

Figure 4-4: The specified loan amount is incorrect. 

c. (Optionally) Click the Revert promo code button to cancel the application of the promo code. 

3) Click the Apply now button. 
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The Create an Account window is displayed: 

 

Figure 4-5: The Create an account window. 

4) Fill out required data and click Create account and proceed. 
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The application form opens: 
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Figure 4-6: The application form. 

5) Enter required data and click Submit the application. 

The borrower’s personal account has been created and the loan application has been submitted. 

The created borrower’s personal account gets displayed: 

 

Figure 4-7: The borrower’s personal account. 
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In the created personal account, the borrower can perform a range of operations described in the Borrower’s 
Activity in the Personal Account subsection below. 

Borrower’s Activity in the Personal Account 

The current subsection describes operations that can be performed by the borrower in the personal account. 

To perform operations in the personal account: 

1) Enter the Turnkey Lender system. 

The Welcome page opens: 

 

Figure 4-8:  The Welcome page. 

2) On the top right-hand corner of the page, click Login and repeat steps 2)-5) of the Log on to Turnkey 
Lender section to log on to the personal account. 
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Note: If the borrower’s personal account has been locked out by the Administrator, the following notification will be 
displayed: 

 

Figure 4-9: The borrower’s personal account is locked out. 

 To enter the personal account, contact the Administrator. 

The personal account opens: 

 

Figure 4-10: The personal account. 
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3) In the left-hand part of the personal account area, click the area displaying a borrower’s name to edit 
personal details: 

 

Figure 4-11: Editing personal details. 

4) In the Active Loans area, select a loan to view loan details. 

 

Figure 4-12: Details of the selected loan. 

The Active Loans area displays the list of all loans applied for by the borrower. A status of each loan 
can be reviewed by pointing to an icon next to a corresponding loan in the list: 



F R O N T  O F F I C E  O F  T H E  T U R N K E Y  L E N D E R  S Y S T E M       4 9 9  

 

Figure 4-13: Reviewing a loan status. 

5) To expand the loan details area, click the down arrow  on the upper pane. 

 

Figure 4-14: The expanded loan details area. 

6) (Optionally) To submit a rollover request and defer the loan repayment until a certain period, click 
Request Rollover. 

Note: The rollover request can be submitted only if a credit product based on which a current loan application has 
been created provides for applying rollovers.  

If the rollover request has been submitted, a corresponding notification about an approved/rejected rollover 
request will be sent to a borrower’s email. 

7) If an agreement must be signed prior to loan disbursement, click I accept to accept conditions of the 
agreement to take out a loan. 

a. To decline the agreement, click I decline. 
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Note: The agreement must be signed prior to loan disbursement only if corresponding settings are made in the 
web.config file by an authorized user. Otherwise, if these settings are not made, the loan can be disbursed 
without signing the agreement and the corresponding option of signing the agreement will be unavailable to the 
borrower.  

 

Figure 4-15: Accepting terms of the agreement. 

 If the option of signing the agreement is set in the system, the borrower must also sign the agreement in case the 
loan has been restructured.  

If the loan has been restructured, the R letter (with sequence number 1, 2, etc.) is joined to an old ID by a 
hyphen: 

 

Figure 4-16: Accepting terms of the agreement in case of the restructured loan. 
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8) Click New Loan to create a new loan application and follow the procedure described in the Creating a 
Personal Account subsection above. 

 

Figure 4-17: Creating a new loan application. 

9) At the bottom right-hand corner of the working area, use the chat to communicate with a credit 
officer. 

 

Figure 4-18: Using the chat. 
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Investor’s Personal Account 

The current section covers procedures of working in an investor’s personal account. 

The section describes the following functional possibilities available to the investor in a personal account: 

• Managing Investments: the procedure includes submitting, modifying and withdrawing bids for peer-to-
peer loans. 

• Managing Personal Settings: the procedure includes modifying personal account details and setting the filter 
for displaying peer-to-peer loans. 

Managing Investments 

The current subsection provides instructions for the investor on how to manage investments in peer-to-peer 
loans. 

In general, the following possibilities of investment management are available to the investor: 

• Viewing a list of peer-to-peer loans that can be funded by the investor. To make investment decisions, 
the investor can also review details of peer-to peer loans; 

• Submitting bids for peer-to-peer loans; 

• Modifying bids submitted for peer-to-peer loans; 

• Withdrawing bids previously submitted for peer-to-peer loans; 

• Reviewing peer-to-peer loans funded by the investor.  

Detailed instructions on how to perform the above-listed procedures are described in the subsections below. 
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Viewing Investment Opportunities Available 

The current subsection describes the procedure of reviewing peer-to-peer loans that can be funded by the 
investor. 

To view investment opportunities: 

1) Enter the Turnkey Lender system. 

The Welcome page opens: 

 

Figure 4-19:  The Welcome page. 

2) On the top right-hand corner of the page, click Login and repeat steps 2)-5) of the Log on to Turnkey 
Lender section to log on to the personal account. 
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The personal account opens: 

 

Figure 4-20: The personal account. 

Above the table, the total amount available on the investor’s account for bidding is displayed: 

 

Figure 4-21: The total amount of funds to be used for bidding. 

The Investment Opportunities area displays the list of loans that can be funded by the investor. 

The table of the Investment Opportunities area displays the following data: 

• Loan #: a loan registration number in the system; 

• Borrower name: a borrower’s name; 

• Terms: a loan amount and loan term; 

• Amount to fund: an amount that can be invested in a loan; 
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Values in the Amount to fund column are calculated similarly to the following example: 

If the loan amount equals $1000 and 2 investors have already funded the loan: the first investment 
amounts to $500 and the second investment amounts to $200, value 300 will be displayed in the 
Amount to fund cell for a corresponding loan ($300=$1000 - $500- $200). 

• % Funded: a funded amount in percentage terms; 

• Score: a borrower’s credit rating; 

• Risk level: a borrower’s risk level; 

• My bid: a bid submitted by the investor for a loan; 

• Actions: actions available to the investor with regard to a corresponding loan. 

3) To filter displayed loans by a risk level, click the Risk Level button above the table. 

 

Figure 4-22: Filtering loans by a risk level. 

a. In the open dialog box, select a risk level to filter loans. 

Note: Several risk levels can be selected at a time.  

 

Figure 4-23: The selected risk level. 
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Once risk levels have been selected, loans get displayed according to the filter settings: 

 

Figure 4-24: The loans are displayed according to the filter settings. 

4) To view loan details, click the Show Details button  opposite a corresponding loan. 

 

Figure 4-25: Loan details. 

a. Click Back to the list to return to the list of loans. 

 

Figure 4-26: Returning to the list of loans. 
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Submitting a Bid 

The current subsection provides instructions on how to make a bid for a peer-to-peer loan. 

To bid for a loan: 

1) Enter the Turnkey Lender system. 

The Welcome page opens: 

 

Figure 4-27:  The Welcome page. 

2) On the top right-hand corner of the page, click Login and repeat steps 2)-5) of the Log on to Turnkey 
Lender section to log on to the personal account. 
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The personal account opens: 

 

Figure 4-28: The personal account. 

3) In the Actions column of the table, click Bid opposite a loan to be funded. 

The Investment Settings window opens: 

 

Figure 4-29: The Investment Settings window. 

The Interest Rate box displays the investment interest rate specified a credit product based on which 
a selected loan has been originated. The displayed investment interest rate cannot be changed. 
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4) In the Amount box, enter an investment amount. 

Note: The investment amount to be specified must not exceed a value displayed in the Amount to Fund column for 
a corresponding loan and an amount available on the investor’s account.  

5) In the Investment Settings window, click OK. 

The confirmation message opens: 

 

Figure 4-30: The confirmation message. 

The selected loan has been funded. 

If the investor has funded the loan (in full or in part) for which at least one installment has been 
already repaid by the borrower, only the Withdraw action is available to the investor.  Similarly, only 
the Withdraw action is available to the investor if the borrower has not started repaying a disbursed 
loan yet and the investor has funded it in part. 

 

Figure 4-31: The bid has been submitted. 

If the borrower has not started repaying the loan yet and the investor has funded it in full, the loan 
disappears from the Investment Opportunities list. 
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If an approved loan has not been disbursed to the borrower yet and the investor has funded it in part, 
the investor has the possibility to change the bid. In this case, the Modify option is displayed along 
with the Withdraw option in the Actions column: 

 

Figure 4-32: The actions available to the investor. 

Modifying a Bid 

The current subsection describes the procedure of modifying a bid made by the investor. 

To modify a bid: 

1) Enter the Turnkey Lender system. 

The Welcome page opens: 

 

Figure 4-33:  The Welcome page. 

2) On the top right-hand corner of the page, click Login and repeat steps 2)-5) of the Log on to Turnkey 
Lender section to log on to the personal account. 
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The personal account opens: 

 

Figure 4-34: The personal account. 

3) In the Actions column of the table, click Modify opposite a corresponding loan. 

 

Figure 4-35: Modifying the bid. 
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Note: The Modify action is available to the investor if an approved loan has not been disbursed to the borrower yet and 
the investor has funded it in part.  

The Investment Settings window opens: 

   

Figure 4-36: The Investment Settings window. 

4) In the Amount box, change the investment amount. 

Note: The investment amount cannot exceed a value displayed in the Amount to Fund column for a corresponding 
loan and an amount available on the investor’s account.  

5) In the Investment Settings window, click OK. 

The bid has been changed. 

 

Figure 4-37: The bid has been changed. 
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Withdrawing a Bid 

The current subsection describes the procedure of withdrawing a bid submitted by the investor for a peer-to-
peer loan. 

To withdraw a bid: 

1) Enter the Turnkey Lender system. 

The Welcome page opens: 

 

Figure 4-38:  The Welcome page. 

2) On the top right-hand corner of the page, click Login and repeat steps 2)-5) of the Log on to Turnkey 
Lender section to log on to the personal account. 
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The personal account opens: 

 

Figure 4-39: The personal account. 

3) In the Actions column of the table, click Withdraw opposite a corresponding loan. 

 

Figure 4-40: Withdrawing the bid. 

The confirmation message opens: 

   

Figure 4-41: The confirmation message. 
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4) Click YES to confirm the action. 

The bid has been withdrawn. 

 

Figure 4-42: The bid has been withdrawn. 

Viewing Investments Made 

The current subsection provides instructions on how to view investments made by the investor in peer-to-peer 
loans. 

To view investments made: 

1) Enter the Turnkey Lender system. 

The Welcome page opens: 

 

Figure 4-43:  The Welcome page. 

2) On the top right-hand corner of the page, click Login and repeat steps 2)-5) of the Log on to Turnkey 
Lender section to log on to the personal account. 
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The personal account opens: 

 

Figure 4-44: The personal account. 

3) In the menu displayed on the left-hand part of the personal account, click My Investments. 

The My Investments area displays loans funded in full or in part by the investor. 

 

Figure 4-45: Loans funded by the investor. 

The table of the My Investments area displays the following data: 

• Loan #: a loan registration number; 

• Borrower name: a borrower’s name; 
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• Invested: a total amount funded by the investor; 

• Returned: a total amount repaid by the borrower to the investor; 

• Next payments: an amount and due date of the current installment. 

4) To review loan details and loan repayment information, click the Show Details button opposite a 
corresponding loan. 

The Investment Details area opens: 

 

Figure 4-46: The Investment Details area. 

The Loan Details area displays the following data: 

• Loan #: a loan registration number; 

• Borrower name: a borrower’s name; 

• Loan terms: a loan amount and loan term; 

• Loan status: a loan status. 

The Payment Summary area displays the following data: 

• Returned amount: a total amount of funds repaid by the borrower to the investor; 

• Outstanding principal: a difference between an investment amount and returned amount; 

• Next payment date: a due date of a current outstanding installment in a payment schedule; 

• Next payment amount: a total amount of the current outstanding installment in the payment 
schedule. 
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The Payments Received area displays the following data: 

• Date: a date when the borrower made payment; 

• Total amount: a total amount repaid by the borrower; 

• Principal: a principal amount repaid by the borrower; 

• Interest: an interest amount repaid by the borrower. 

5) Click Back to the list to return to the list of funded loans. 

Managing Personal Settings 

The current subsection provides instructions for the investor on how to manage personal settings.  

The procedure of personal settings management includes modifying personal account details and setting the 
filter for displaying peer-to-peer loans in the Investment Opportunities menu item. 

Modifying a Personal Account 

The current subsection describes the procedure of changing investor’s personal data. 

To change personal data: 

1) Enter the Turnkey Lender system. 

The Welcome page opens: 

 

Figure 4-47:  The Welcome page. 
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2) On the top right-hand corner of the page, click Login and repeat steps 2)-5) of the Log on to Turnkey 
Lender section to log on to the personal account. 

The personal account opens: 

 

Figure 4-48: The personal account. 

3) In the menu displayed on the left-hand part of the personal account, click Personal Settings. 
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The Personal Settings area is displayed: 

 

Figure 4-49: The Personal Settings area. 

4) In the Email box, change a specified email. 

5) In the Send Automatic Notification Emails box, select Enable to receive automatic email and/or 
SMS notifications from the system. 

Note: SMS notifications will be received in case an investor’s phone number is specified by the administrator on the 
System web workplace of the back office. 

6) In the Send Automatic Notification Emails box, select Disable to cancel the receipt of automatic 
email and/or SMS notifications from the system. 

7) To change a password, click the Password button. 
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The Change Password window opens: 

 

Figure 4-50: The Change Password window. 

8) In the Old Password box, type in an old password used to enter the personal account. 

9) In the New Password box, type in a new password to be used to enter the personal account. 

10) In the Confirm New Password box, type in a password specified in the New Password box above. 

11) In the Change Password window, click OK to save changes. 

12) In the Personal Settings area, click Save changes. 

The confirmation message opens: 

 

Figure 4-51: The confirmation message. 

The user account has been modified. 
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Setting Default Filtering 

The current subsection provides instructions on how to set the filter for displaying peer-to-peer loans according 
to a risk level.  

Peer-to-peer loans will be displayed in the Investment Opportunities area (refer to Viewing Investment 
Opportunities Available) according to filter settings made. 

To set the filter: 

1) Enter the Turnkey Lender system. 

The Welcome page opens: 

 

Figure 4-52:  The Welcome page. 

2) On the top right-hand corner of the page, click Login and repeat steps 2)-5) of the Log on to Turnkey 
Lender section to log on to the personal account. 
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The personal account opens: 

 

Figure 4-53: The personal account. 

3) In the menu displayed on the left-hand part of the personal account, click Personal Settings. 
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The Personal Settings area is displayed: 

 

Figure 4-54: The Personal Settings area. 

4) In the Filtering area, click the Risk level button. 

The dialog box opens: 

 

Figure 4-55: The open dialog box. 
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Note: If the filter has been already set before, a button name will contain selected filter options:  

 

Figure 4-56: The filter has been already applied. 

5) In the open dialog box, select risk levels according to which peer-to-peer loans will be displayed by 
default in the table of the Investment Opportunities area. 

Note: The filter can be also set in the Investment Opportunities menu item (refer to the Viewing Investment 
Opportunities Available subsection above).  

 

Figure 4-57: The risk level selected. 

6) In the Personal Settings area, click Save changes. 
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The confirmation message opens: 

 

Figure 4-58: The confirmation message. 

The filter has been set. 

 


