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Creating an Amortization Schedule

Once a loan has been set to a status of "Closed Deal" and the details of the loan such as Terms and
Interest rate have been set, an amortization schedule may be created.

The amortization schedule is a vital component of a loan record. An accurate, locked schedule must
be in place before any transactions may be entered in that loan. As well, the amortization schedule
affects other aspects of TEA including delinquency reporting, transaction processing, credit bureau
reporting and the electronic funds transfer manager.

When creating the amortization schedule, there are two tools that will assist you. The easiest way to
create a basic amortization schedule is to use the Amortization Wizard. This tool will create a simple
schedule based on the terms and interest rate of the loan.

Instead of using the Amortization Wizard, you may use the Amortization Workshop to create a
schedule. This workshop may be used to create any schedule no matter how easy or complex. As
well, if a basic schedule has been created using the Amortization Wizard, the Amortization Workshop
may then be used to modify that schedule such as adding fees or balloon payments, etc.

Using the Schedule Wizard

When creating a new loan record, the fastest way to create an amortization schedule is by using the
Schedule Wizard. This wizard will create a basic amortization schedule based on the terms and interest
particulars of the loan. Once the basic schedule is created, it can easily be modified to include any
necessary fee or insurance scripts.

Running the Schedule Wizard:

1 From within a new loan record, select Loan Particulars.
2 Click View All Terms.

3 From within the Browse Loan Terms window, select Edit| Create Schedule.
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4 In the Description field, enter the name of the schedule.

5| Create Schedule

TEA will attempt to create & default payment schedule based on the current term details and
interest rates specified for thiz loan. Enter a description of the new schedule, select the
desired options below and then click Finish.

Description:  |December 2005 [ Maximum 30 characters |
Current

) Mo current schedule exists

Options

¥| Create new schedule

Create schedule scripts only

v| Make this schedule curent

Finizh Cancel

Figure 1- Creating a New Amortization Schedule

5 Click Finish.

6 When the Schedule created successfully box opens, click OK.

7 From within the Amortization Workshop, enter any necessary additional scripts.

8 Select Schedule|Generate.

9 Click the Lock icon in the menu bar to keep this schedule and to prevent any additional changes

from being made.

Creating a New Amortization Schedule:

1 From within a loan record, select Amortization Schedules in the navigation tree, then select
Amortization Workshop located on the far right of the Current Schedule window.

3 Amortization Schedule Workshop E
File View Schedules Scipts Details Wizards
[ close - schedule December 2005 - iy e NG B?
SCRIPTS @ Scripts AR E0 M AN
Action Script Type | Tranzaction - Action Gy, | Amount | Start Date Frequency Eom
3 Interest
P Schedule Details
Line # ~| Date - || Action ~ || Amount ~ | Int. Current |+ || Int. Paid ~ | Pri
DETAILS
BROWSE
Interest Rates
4000 $0.00
4 r

Figure 2 — Amortization Schedule Workshop
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2 From within the Amortization Workshop, select Schedules | Add.
3 In the Description field, enter the name of the schedule.

4  Enter Payment Frequency.

5 Click OK.

6 From the scripts list, select Advance.

7 Enter the Amount and First Disbursement Date.

8 Click OK.
Add Advances Pgl
Tranzaction Type: Advance
Advance Sub Type: |F'rinu:ipa| ~ |
Amaunt: |$1 0,000.00 |
Frequency: | Once - |

Mumber of Advances: |1 |

First Disbursement; i12/15/2005 Y

oK ‘ LCancel |

Figure 3 — Add Advances

9 From the scripts list, select Payment.

10 Within the Add Payments window, enter the Payment Type: Blended, Balloon, or Interest Only or
Principal + Interest.

Add Payments gl
Transaction Type: Payment
Payment Type: [Blended "l
Amount Type: |Ealculated 7 |
Amaurt; | |
Frequency: | ranthiy - |
Count Type: |.t'-‘«m0rtized - |

Murnber of Payrments: | |

First Payment: 01,/15/2006 @

Figure 4 — Add Payments

11 Select Fixed or Calculated from the drop-down menu in Amount Type. (If you select Fixed, you will
have to enter the Amount of the Payments).
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12 Select Frequency from the drop-down menu.

13 Select Count Type: Amortized, Fixed or End Balance.
14 If you selected Fixed in Count, enter the Number of Payments.

15 Enter the first Payment Date if different than date shown. The Payment Date is automatically

advanced based on the date of the advance and the frequency.

16

Click OK.

15 Amortization Schedule Workshop

File View Schedules Scripts Details  Wizards
E Close : Schedule December 2005 e '@ & -é1 %?
SCRIPTS @ Scripts AQE0OEMm A
Action Script Twpe | Tranzaction - Action Oty. | Amount | Start Date Frequency Eom
Advance Add Advance: Principal 1 $7.00000 12/1/2005  Once
Payment Add Payment: Begular B0 $0.00 1.41./2008 Monthly
—— Schedule Details
= Capitalization
Line# / |=| Date - || Action || Amount || Int. Curent |« |/ Int Paid |« Pri
DETAILS
BROWSE
$0.00 $0.00
1 r

Figure 5 - New Payments are shown in the Amortization Schedule's scripts window

17 If you are satisfied with the scripts, click Schedules| Generate.

=

1% Amortization Schedule Workshop |._||EH£|
File View Schedules Scipts Details Wizards
E Close : Schedule December 2005 (Generated) MIEE {E} @ @ %?
SCRIPTS @ Scripts AREDE M A
& Advance Aclion Script Type | Transaction - Action Oty | Amount | Start Date Frequency Eom
Advance Add Advance: Principal 1 $7.000.00121/2005  Once
Payment Add Fayment: Regular B0 $163.12 1/1/2006 Monthly
4 Interest
+ Insurance
+ Canitalaation Schedule Details
ap . . .
T Escrom Foe Line # ¥ || Date || Action _ ¥ || Amaolnt || Int Cument |w | Int. Paid [ &
[i 12/1/2005 Advance: Principal $7.000.00 $0.00 $0.00
2 141/2006 Payment: Regular $16312 $93.65 $83.65
3 2/1/2006 Payment: Regular $16312 $82.70 8270
4 3M1/2006 Payment: Regular $16312 $73.79 $73.79
DETAILS 5 44142006 Payment: Regular $16312 $8063 $8068
E 5/1/2006 Payment: Regular $16312 $77.10 $77.10
7 EAM /2008 Payment: Regular $16312 $78.6E $78.66
g T41/2006 Payment: Regular 316312 $75.13 $75.13
] 8/1/2006 Payment: Regular $16312 $76.60 $76.60
BROWSE 10 9/1/2006 Payment: Fegular $16312 $75.57 $75.57
Tems 1 10/1/2008 Payment: Regular $16312 $7210 $7210
Interest Rates 12 114142008 Payment: Regular $16312 $73.43 $73.43
Insurance $2,787.12 $2.787.12) &
4 3

Figure 6 — The Payment Schedule is generated

18 Click the Lock icon in the menu bar to lock the schedule details.
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Creating Seasonal Amortization Schedules

Within the amortization workshop is a replicate schedule tool that makes creating seasonal
amortization schedules quick and easy. Essentially, instead of creating several scripts for each year of
the amortization, you are able to create scripts for only the first year. The replicate schedule feature
will then copy that fist year for the rest of the amortization period of the loan.

For example, to create a ten year amortization schedule with eight months of regular blended
payments every year, followed by four months interest only payments, you would otherwise need to
create twenty payment scripts. By using replicate schedule, you need only create two payment
scripts.

Creating a Seasonal Amortization Schedule:

1 From within a loan record, select Amortization Schedules | Amortization Workshop.
2 From within the Amortization Workshop, select Schedules| Add.

3 Inthe Description field, enter the name of the schedule.

4 Select Payment Frequency from the drop-down menu.

5 Select the Options tab.

6 Select Replicate Schedule.

Edit Payment Schedule ﬁ‘

Schedule  Options ‘

oK LCancel

Figure 7 — Select Replicate schedule in the Edit Payment Schedule window

7 Click OK.

8 From the scripts list, select Advance.

9 Enter the Amount and Date of the Advance.
10 Click OK.

11 From the scripts list, select Payment.

12 Enter the Payment Type, Blended.
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13 Enter the Count Type, Fixed.
14 Enter the Number of Payments, 8.

15 Enter the first Payment Date.

Tranzaction Type: Payment
FPayment Type:
Amount Type: Calculated ~
Amount: l:l
Frequency:
Count Type: Fixed =~
Mumber of Payments:
First Payment: 01/01/2006 5
Qg | Lancel |

Figure 8 — Adding Payments

16 Click OK.
17 From the scripts list, select Payment.
18 Enter the Payment Type, Interest Only.

19 Enter the Count Type, Fixed.

20 Enter the Number of Payments, 4.

s
( _")‘“’ The First Payment date for Interest Only payments is automatically advanced to the correct
k‘:/\—’* date, eight months from the First Payment of the Blended payments.

21 Click OK.

22 Click Schedules|Generate.

© CommonGoals Software



% Amortization Schedule Workshop
File View Schedules Scripts  Details  Wizards

i Close - Schedule Seasonal (Current, Generated)

SCRIPTS Scripts
+

-laEeeal®

ARE0E Al

=1ES

Action Script Type | Trangaction - Action Gty |&mount | Start Date Frequency Eom
Advance Add Advance: Principal 1 $E,000.00 1/1/20086 Once
Payment Add Payment: Regular 8 $789.81 2/1/2008 Manthly
Payrment Add Payment: Interest Dnly 4 $0.00 10142006 Monthly
Schedule Details
4 Escrow Fee Line # ¥ || Date || Action * || &mount * || Int. Current | = || Int. Paid |+«
|‘I 11/2008 Advance: Principal $6.000.00 $0.00 $0.00
_ 2 2/1/20086 Payment: Regular $789.81 $71.70 $71.70
3 3M1/2008 Payment: Regular $789.91 $56.98 $56.98
4 4/1/20086 Payment: Regular $789.81 $54.36 $54.36
_ 5 5/1/2008 Payment: Regular $789.91 $44.10 $44.10
B E//2008 Payment: Regular $789.91 $36.66 $36.66
7 /2008 Payment: Regular $789.91 $26.76 $26.76
_ g 8/1/2008 Payment: Regular $789.91 $18.54 $18.54
9 9/1/2008 Payment: Regular $789.91 $9.33 $9.33
_ 10 104142006 Payment: Interest Dnly $0.00 $0.00 $0.00
" 1141/2006 Payment: Interest Dnly $0.00 $0.00 $0.00
) 124142008 Paumant: Intarast Mol 0N 0N 000
$318.43 $318.43]+

3

Figure 9 — Adding Interest Only Payments in the Amortization Schedule Workshop

23 Click the Lock icon in the menu bar to keep this schedule and to prevent any additional changes

from being made.

Refinancing a Loan

If additional financing is given to an existing loan client there is no need to create a new loan record.

The new money can be simply added to the existing loan record. First, a new loan particulars record is

created that includes the current loan balance, the additional financing and the new amortization,

term, etc. Since TEA is historical, the original loan particulars will be saved so that they can later be

referred to if necessary. A new amortization schedule is then created based on the new terms (the

original schedule will be saved just like the original loan particulars) and then the additional funds are

recorded as an advance in transactions. Refer to the following four steps to refinance a loan.

— AN For those Ontario organziations who submit quarterly reports to Industry Canada/FedNor, a
S
= new loan record MUST be created in order to have all statistics included on the quarterly
e

report.

I. Creating new loan particulars

1 From within a loan record, select Loan Particulars in the navigation tree.

2 Click the View all Terms button to display the Browse Loan Terms dialog box.
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3 Click the Add New Term button on the toolbar, or select File | New from the menu.

—
. Browse Loan Terms

File Edit View

B | 2@ T 4

Terms| Interest

Term #

[ild Term#: I:I
Effective Date:
Refinanced: l:l
Disbursed:
Undisbursed:
Term: (months}
Amortized: (months}
Maturity Date: 014312009 B
End Balance:

= Save | Lancel |

Figure 10 - Adding New Loan Terms for the purpose of refinancing

4  From the Type drop-down menu, select Refinanced.
5 At a minimum, fillin the New amount, as well as the new Term and Amortized period (in months).

6 Click Save to save this term.

I. Creating a New Amortization Schedule

1 Stillin the Browse Loan Terms dialog box, select Edit| Create Schedule from the menu or click the
Create Schedule button on the toolbar.

5 Create Schedule

TEA will attempt to create a default payment schedule based on the current term details and
interest rates specified for this loan. Enter a description of the new schedule, select the
desired options below and then click. Finizh.

Description:  |January 2004 [ b aximum 30 characters |

Current

+ &n unlocked, curent schedule exists

Options

Create new schedule
¥ Ovenwrite existing schedule
Create schedule scripts only

¥| Make this schedule current

FEinizh | Lancel |

Figure 11 - Creating a new amortization schedule

2 Inthe Description field, type a name for the amortization schedule. Leave all other options as is.

3 Click Finish to create the schedule based on the terms entered for the loan.
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When the box appears stating the schedule was created successfully, click OK.

s . , , .
ad The Browse Loan Terms dialog box will close and you will automatically be taken to the
k‘:/\—“ Amortization Schedule Workshop.

Locking the New Amortization Schedule
If you are satisfied with the schedule, click the Lock/Unlock icon to lock the selected schedule.

Click Close to close the Amortization Schedule Workshop.

. Advance the New Loan Funds

Back in the loan record now, select File | Save from the main menu in order to save any changes to
the loan record without closing the window.

Select Transactions in the navigation tree.

Click the New button, or select File | New | Transaction from the menu.

Add transaction rz|
T tion Detail
Enter the date, type and amaount of the adjustment for this Balance
loan. Any additional comments may be entered in the Presvious: $42,281.71
C I tion. . .
ommens secton Current: $5.000.00
) — Paid: $0.00
Loan # RN Outstanding  $48.281.71
Businezs: Beck's Pawn Shop
Interest
Previous: $0.00
Transaction Date;  |01/31/2005 B Current: $1.092.43
Action P o
Dutstanding: $1.098.43
Sub-action: VAT Paidt $0.00
Amount; $5.000.00 Fees
Previous: $0.00
Current: $0.00
Paid: $0.00
Outstanding: $0.00
Cheque Mo.: l:l Insurance
- . Previous: $0.00
C tz / Additional Detail
omments tional Details Cunrent 000
Paid: $0.00
Outstanding: $0.00
In Advance 0/5: $0.00
Suzpenze 0/5: $0.00
Escrow 045: $0.00
| T Eajcuiate Post Lloze

Figure 12 — Adding a Transaction

AN

P

€f>\ The Loan Status must be set to Closed Deal before transactions can be added.

In the Action drop-down menu, select Advance.

In the Amount field, enter the amount of the advance.



6 Click Calculate. Verify the results of the transaction in the Verification pane.
7 If satisfied, click Post to post the transaction to the loan.
8 Click the Close button to close the Add Transaction dialog box.

9 Back on the loan record, click the Save and Close button.
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