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Useful And Fast Information Delivery
Control and flexibility are now in the hands of the user. Utilizing a wide range of selection criteria, es-
crow account information and data may be displayed, printed, and output into file formats for use by 
other applications. This functionality permits banking clients to access their escrow account informa-
tion that meets their informational needs. Examples include viewing only escrow accounts that meet 
certain criteria such as selected balances, by data fields that meet selection criteria including greater 
than/less than, equal/not equal, contains, starts with, etc.

Customer (master statements) and escrow account statements may be retrieved for various periods 
based on the entry of data.

Messages to Customers
Instant messages can be broadcast to OFBESCROW Customers (master accounts) by the bank. The 
messages may be for all customers, only customers using a particular product, customer ID, or for a 
specific customer (master account).

Access Permissions
OFBESCROW is designed to be used by banking personnel and the bank’s customers. Within the bank 
and customer organizations, personnel may have different roles.
The following are the roles for the bank’s customer organizations:
   Customer administrators   Customer users

Security
Access to the application is controlled through user IDs and passwords. The system is accessed 
through the bank’s OFBCONNECT platform.

OFBESCROW Security System Overview
This topic defines the available functions for various user types within the system.

   Customer Administrator (Type C User)

This user can perform administrative functions and account functions. This user can maintain 
other Customer Administrators for the same customer (based on the Customer Identification 
assigned by the bank) and maintain Customer User. This user has access to all master accounts 
for the customer and can perform any available account functions for those master accounts 
and related escrow accounts.

Multiple Escrow Types
OFBESCROW is designed to accommodate escrow processing for different types of businesses 
including, but not limited to:
   Landlord tenant rent security deposits    Trust escrow management
   Real estate closings      Funeral deposits
   IOLTA        Government agencies

The bank establishes unique products that identify different types of escrow accounts. The product se-
lected for a particular escrow account ensures that the appropriate data and processing is created for the 
account. Businesses and bank customers have various roles and activities to perform in managing their 
client’s escrow needs.

 Add new escrow account data, including government reporting information
 Inquire, edit, close, reopen, and delete escrow accounts
 Access transaction management features such as:
 - View, save, and print history
 - View pending transactions entered today
 - Allocate deposits
 - Transfer funds between escrow accounts and master accounts (the bank’s customer)
 View and print statements for the escrow accounts and master accounts
 View and print activity, transaction, and account summary reports

The OFBESCROW System facilitates the creation and management of many different types of escrow 
accounts using the internet to access the web-based system on the bank’s internet server.

The OFBESCROW System is designed to allow a bank’s customer to manage various aspects of creat-
ing, managing, and servicing escrow accounts. OFBESCROW can improve the efficiency of collecting 
and recording escrow account data. OFBESCROW is designed to allow a bank’s customers to create 
escrow accounts for their clients. Essential escrow account data can be recorded directly into the 
account. This process eliminates recording and forwarding this data to the bank.

Additionally, it improves accuracy of data entry and service quality. Greater accuracy is achieved 
because all required data, necessary to establish an escrow account, is identified for different types 
of escrow accounts. Data is edited to ensure that it meets requirements for the processing of the es-
crow account. After an escrow account is established, it can be managed by facilitating the posting of 
transactions. Escrow account information can be created then displayed online, in print, and file extract 
formats.
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 Customer Users (Type U User)

This user can only perform account functions for the master accounts assigned to them by the  
administrator, the Master User, or the Customer Administrator.

Activity * Customer User Customer Admin

Administration No No

Account Access Yes Yes

Create Escrow Yes No

Change Escrow Accounts Yes No

Close Escrow Accounts Yes No

Transfers Yes No

Allocations Yes No

Statement Requests Yes No

Subaccount Bulk Upload Yes No

Select the appropriate link on your financial 
institution’s internet banking panel.

This panel allows each user to sign into the OFBESCROW system. The User Type assigned to  
the user ID determines the functions available.

1. Enter the user ID and password.
 NOTE: The organization sets password requirements.
2. Select Sign In to continue.

This panel appears if the OFBESCROW system is not available.

A user may be locked if they fail the login more than the number of times elected. As an administrator, 
select the Yes check box next to Unlock Profile to allow the user to change their password. The user 
is required to change their password when logging in.

®
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The Administration Navigation bar allows the user to select the administration function they want to perform.

The functions available vary based on the user type. The user types that can perform administrative functions 
are customer administrators.

A customer administrator cannot enter information messages but can perform all other functions and 
is limited to administering customer and escrow users.

Edit User Profile - Change User ID
1. To change the user ID, enter the current password.
2. Enter the new user ID in the New User ID field, and then re-enter the new user ID in the Confirm New  
 User ID field.
3. Select Submit.
4. Sign in again using the new user ID after the change has been accepted.

Edit User Profile - Change Password
The Change Password panel allows the user to change their password.

1. Enter the current password.
2. Enter the new password in the New Password field, and then re-enter the new password in the
 Confirm New Password field.
3. Select Submit.
4. Sign in again using the new password after the change has been accepted.

Edit User Profile - Change Contact Info
The Change Contact Info section allows the user to enter or change an email address, phone number, 
and first or last name.

1. Enter user information into the appropriate fields.
2. Enter the current password and last name in the Current Password and Last Name fields.
 NOTE: The current password and last name are required to make changes.
3. Select Submit to process the contact information change.

Create New User - Create User Profile

The Create User Profile panel only appears 
for user types that have administrative per-
missions to create a new user. The fields 
required when creating a new user vary 
based on the user type selected.

When creating a user profile, a temporary 
password must be entered. The user is 
prompted to change the password the 
first time they sign in.
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Create New User - Customer Administrator
Customer administrators are the only user types that can create customer administrators. Customer 
administrators are assigned a customer ID or reference ID and have access to all master accounts with 
the matching customer ID.

User ID
The user ID must be created as the company ID for OFBCONNECT® (a period) (.) then the username. For  
example: TestCompany.TestUser Please note if you company ID and/or User ID is longer than 12 characters; 
only use up to the first 12 characters of each.

First Name
Enter the customer administrator's first name. The value can contain up to 40 alphanumeric characters.

Last Name
Enter the customer administrator's last name. The value can contain up to 40 alphanumeric characters.

User Type
Select Customer Administrator from the drop-down menu.

Customer ID
Enter a master account's customer ID. Multiple customer IDs can be entered and a new entry line appears 
as the user begins to enter an ID. The customer administrator has access to every master account with a 
matching reference ID.

Send Email To
Enter the email address of an individual that receives administrative activity performed by the customer 
administrator via email.

Password 
Enter a temporary password.

Confirm Password
Re-enter the temporary password.

Email Address
Enter the customer administrator's email address for multifactor authentication if necessary.

Phone Number
Enter phone number.

Select Add to create the customer administrator user profile.

Create New User - Customer User

User ID
The user ID must be created as the company ID for OFBCONNECT® (a period) (.) then the username. 
For example: TestCompany.TestUser Please note if you company ID and/or User ID is longer than 12 
characters; only use up to the first 12 characters of each.

First Name
Enter the customer user's first name. The value can contain up to 40 alphanumeric characters.

Last Name
Enter the customer user's last name. The value can contain up to 40 alphanumeric characters.

User Type
Select Customer User from the drop-down menu.

Customer ID
Enter the master account's customer ID. You can enter multiple customer IDs and a new entry line appears 
as the user begins typing a new ID. The user has access to every master account with matching customer 
IDs. Access to this account is granted using the User Administration/Master Account Access option.

Password
Enter a temporary password. 

Confirm Password
Re-enter the temporary password.

Email Address
Enter the user's email address for multifactor authentication if necessary.

Phone Number
Enter the User's phone number

Select Add to create the customer user profile.

User List
The user list shows all users that are accessible by the operator.
The list shows the master accounts that are accessible by the customer user.
Security levels are observed for this screen.

View Administrator Activity
The View Administrator Activity panel allows administrators to review activity performed by other users 
with administrative permissions.

Admin Guide
The Admin Guide contains the instructional manual for OFBESCROW.

Only customer administrators have permissions to create customer users. Customer users are assigned 
a customer ID or reference ID, but only have access to master accounts with a matching customer ID. 
Customer users can also be limited regarding the activity they may perform for a master account. If the 
customer administrator creates the customer user profile, the customer IDs are automatically populated 
with the customer administrator's customer IDs.
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Master Account Summary
The Master Account Summary screen contains all the specific information about the master account that you 
selected. Once a master account is selected, the master account number and name appear below the naviga-
tion bar, and the current processing date appears in the navigation bar on the right side of the screen.

The Master Account Summary, Information Messages, and Product Interest Rates sections all appear for a 
master account as one continuous screen. 

The Master Account Summary contains the following information: 

If allocations or transfers were done today, the number 
of transactions that are processed in the next batch 
cycle (pending) appears. If there are warnings or er-
rors that occurred in the prior day's activity, a process-
ing alert message appears. The Print button allows 
the user to print the entire Master Account Summary 
screen to a local printer.

Information Messages
The Information Messages section contains all messag-
es that apply to the selected master account. The mes-
sages can be organization-level messages, messages 
directed to this master account only, messages relating 
to a product this master account uses, or messages for 
master accounts with a particular customer ID.Product Interest Rates

The Product Interest Rates section contains the default product rates that may be applied to escrow accounts 
based on the balance tiers for each product the selected master account is using.

NOTE: This table does not include possible overrides that can be set at the master account or
escrow account level.

Transaction History
The Transaction History section contains the transaction history for the selected master account. The default 
display sequence is in descending effective date order. You can sort the transactions to appear in a different 
sequence by using the up and down arrows next to each of the names of the columns.

NOTE: The running balance amount is not applicable if the transactions are sorted in a sequence other than 
the default date order.

The following sections cover managing master accounts, escrow accounts, and transactions.

Select Master Account
The Select Master Account screen contains all master accounts accessible to the user who is signed in.  

The total number of master accounts appears, along with the current page and the number of pages 
available.  
 
To select the master account, you want to work with, click anywhere on that account's line.  

By using the Selections button, the user can select how many accounts to display at one time. There are 
also options to display master accounts with account names or account numbers that match a certain 
criteria. You can use the Multiple Column Sort function to sort the results.
 
By using the Multiple Column Sort button, the user can select which columns and fields to sort results 
by. You can add or remove sortable options as necessary. You would only have this function if you have 
more than one Master.

Once you make the appropriate selections, select Submit to see the selection results.

Master Accounts Drop-Down Menu
The Master Accounts drop-down menu is always available. However, the menu contains more options 
after a master account is selected.

The Master Accounts drop-down menu contains the following options:
If you select the Select Master Account, you are taken back to the Select Master Account screen to select 
a different master account.

If you select Account Summary from any screen within OFBESCROW, you are taken to the currently se-
lected master account’s Master Account Summary screen.
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Selections Button
By using the Selections button, you can select the number of transactions to appear at a time. There are 
also options to display transactions based on effective date or processing date ranges and several other 
fields that match certain criteria.

After selections are made, click Submit to see the selection results, then the selected transactions may 
be exported or printed.

Export
By using the Export button, the selected transactions can be exported and saved in a .csv formatted 
file. Here is a sample Transaction History .csv file opened as a spreadsheet.

Print
By using the Print button, the selected transaction can be printed.

Reports
The Reports section contains a list of the different web reports available for the selected master account. 
From the Reports screen, you can also view the number of reports on file and if the report is new that day. 
To see the individual reports available for a report title, click the Select option.

Web Activity Report
The Web Activity report is generated daily for all master accounts based on their activity and can be 
printed or saved as a PDF file.

Web Alerts Report
The Web Alerts report is generated daily for all master accounts based on their activity and can be 
printed or saved as a PDF file.

Web Weekly Activity Report
The Web Weekly Activity report is an 
optional report and can be created on 
the last processing day of each week. 
It can be printed or saved as a PDF file.

Master Account Statement
On the Master Account Statements screen, the following sections appear:
  Master Account Statements
  Statement Summary
  Statement Request
  Pending Requests

Statements can be printed or saved as a PDF file.

Statement Summary
A Statement Summary can be created in a .csv (comma delimited) format. You can choose an existing 
statement period, or you may enter the From Date and Through Date for a different statement period. 

Select Download to produce the Statement Summary in the comma delimited .csv format. The Statement 
Summary is automatically loaded into your default spread sheet software, allowing for further processing. 

The following is a sample Statement Summary.

Statements
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Statement Request
Statements can also be requested. Requested statements do not change the scheduled statement dates.

NOTE: The requested statements are available on OFBESCROW the next business day in the PDF format.

To submit a request, enter the appropriate dates and select Request. You can submit multiple requests.

Deleting a Statement Request
Statement requests entered the current day appear in the Pending Requests section.
To delete a statement request, click Delete ( ) next to the dates of the appropriate request.

Escrow Statement Download
The Escrow Statement Download section allows the customer to view all the escrow account statements 
matching the selection criteria indicated.

The Through Date is required, but all other selections are optional. All escrow account statements with 
a statement period ending with the Through Date appear in PDF format after the Download button is 
clicked. The customer can then print the statements, if necessary.

Monthly Trial Balance
The Monthly Trial Balance option allows you to download a file that contains escrow account information 
for the selected master account. 

Enter the Month and Year of information to be downloaded, and then click Download. All escrow accounts 
are included on the Monthly Trial Balance file except accounts that are both closed and have a zero balance 
for the selected month and year.

Sample Monthly Trial Balance

Master Account
The master account number
Master Account Name
The name of the master account holder
Sub-Account Number
The number of the sub-account
Sub-Account Name
The name of the sub-account holder
Short Name 
The short name of the sub-account account holder
Account Status 
The status code of the sub-account
Group Number 
The sub-account's group number
Reference 
The subaccount reference
Item Number 
The sub-account's item number

Original Balance  
The original escrow balances
Fed WH Tax This Period  
The federal withholding for the selected month
YTD Fed WH Tax  
Federal withholding YTD for selected month & year
Int Paid This Period  
Interest paid for the selected month
Int Split Master  
Interest split to the master account
Int Split Sub  
Net interest paid after the split
YTD Int Paid 
Interest paid YTD for the selected month and year
Escrow Balance 
Ending escrow balance for the selected month

 Fed WH Tax This Period
 YTD Fed WH Tax
 Interest Paid This Period

 Select Escrow Account

 Account Number
 Reference ID
 Short Name

 Interest Split to Master
 Interest Split to Subscriber
 Escrow Balance

 Create New Account

 Item ID
 W9 Option
 OFAC Flag

Totals are available for the following fields:

Escrow Accounts Drop-Down Menu
The Escrow Accounts drop-down menu appears on the navigation bar of the system.
The following options are available from the Escrow Accounts drop-down menu:

Select Escrow Account
The Select Escrow Account section contains all escrow accounts for the selected master account. 

Select the appropriate escrow account by clicking anywhere on the account number line. The escrow 
balances for each of the escrow accounts appear here. If an escrow account is closed, there is a line 
through the information for that escrow account. 

You can use the Hide buttons to hide closed escrow accounts. If you want to view the closed escrow 
accounts, use the Show button.

Selection Buttons
Using the Selections button, you can set the number of escrow accounts you want to appear at a time. 
There are also options to show escrow accounts with fields that meet certain criteria.
The following fields are used to make a selection:

You can select the Select Escrow Account from the navigation bar at any point to take you back to Escrow 
Account Selection screen to select a different escrow account.
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NOTE: You can also search by up to three escrow balances. Once you make the appropriate selections, 
click Submit to see the results.

Multiple Column Sort Button
By using the Multiple Column Sort button, the user can select which columns and fields to sort results by. 
You can add or remove sortable options as necessary.

Create New Account
The Create New Account section contains the different fields and information required for setting up a 
new escrow account.
The following are possible sections when setting up a new escrow account.
NOTE: Required fields have a red asterisk to the left of the field name.

Escrow Details
The Escrow Details section contains the following fields:

Product
Select the escrow account product from the drop-down menu, if necessary.

Short Name
Enter the escrow account's short name. The first 15 positions of Primary Name Line1 can be defaulted 
if the Short Name field is left blank.

Opened Date
The Opened Date defaults to the current date. You may backdate up to 30 days in the past or future date 
up to 30 days in the future. However, the Opened Date cannot be changed if there are any monetary 
transactions on the Master Pending Activity screen (allocations or transfers) for this escrow account.

Group
Select the group from the drop-down menu, if necessary.

Expiration Date
Enter the expiration date, if necessary.

Reference
Enter a user-defined value for the reference ID, if necessary.

Item ID
Enter the new item ID, if necessary. Some uses for this field are apartment numbers, case numbers, or 
project numbers.

Monthly Rent
If the monthly rent amount is required or the customer enters the amount, this field appears.  Enter the 
monthly rent amount in whole dollars.

Tax Status
Select the federal tax status from the drop-down menu, if necessary.

State Tax Status
Select the state tax status code from the drop-down menu, if necessary.

Business/Personal Flag
This field is used to identify whether the escrow is a Business or Personal account until a proper tax ID 
is entered.

Manage Escrow Account Screen
After selecting an escrow account, you are taken to the Manage Escrow Account screen.

The Manage Escrow Account screen contains information that you previously entered. You can perform 
management activities by selecting the following buttons:

 Edit        W9        Print        Close

If there is an alert message concerning the selected escrow account, it appears at the bottom of the 
screen in red.
NOTE: Each section has its own Edit button.
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Edit Escrow Details
When you select the Edit button, you are taken to the Edit Escrow Details screen.In the Edit Escrow Details 
screen, you can edit and maintain fields for the selected escrow account. If a field cannot be maintained, 
the field appears shaded.

The following fields appear in this section. They can be maintained, if necessary, but it is not required to 
update them.

Product
Select the escrow account product from the drop-down menu, if necessary.
Short Name
Enter the new short name, if necessary.
Opened Date
The open date cannot be changed.

Group
Select the group from the drop-down menu, if necessary.
Expiration Date
Enter the expiration date, if necessary.

Reference
Enter a user-defined value for the reference ID, if necessary.
Item ID
Enter the new item ID, if necessary. Some uses for this field are apartment numbers, case numbers, or 
project numbers.
Monthly Rent
Enter the monthly rent amount in whole dollars, if necessary.
Tax Status
Select the federal tax status from the drop-down menu, if necessary.
State Tax Status
Select the state tax status code from the drop-down menu, if necessary.
Business/Personal Flag
This field is used to identify whether the escrow is a Business or Personal account until a proper tax ID is entered.
OFAC Flag
Select Y for a certified foreign account or N for a non-certified account where transactions cannot be posted.
Owner Category
If Owner Category is Optional or Required, this field appears. If necessary, select a value from the drop-
down menu.

When all necessary changes are made, select Submit to process them.

Close Escrow Account
Selecting the Close button allows you to close an escrow account.
A box appears to verify that you are sure you want to close the escrow account.
NOTE: A closed escrow account may be reopened, but only on the same day it is closed. Escrow accounts  
  cannot be closed if any of their escrow balances or interest earned not paid fields are negative.

To process the close, enter the closing transaction description (which is optional) and select Accept.

The screen appears with a message in the Status field indicating the escrow account is closed and the 
current date as the closed date.
NOTE: After the Close button is no longer available as an option, it is replaced with a Reopen button. A 
  closed escrow account can only be reopened the same day it was closed. See Reopen Escrow  
  Account for details on the reopen process.

Select Accept to close the pop-up and complete the close account process.

Reopen an Escrow Account
Selecting the Reopen button allows you to reopen an escrow account that is closed that current day.
When you select the Reopen button, a pop-up appears to verify that you are sure you want to reopen the 
escrow account. Select Yes, Reopen to reopen the escrow account.
After reopening, the Status is reset to Active.

Balance Information
The Balance Information section contains information for up to three escrow balances for an escrow account.
The following information appears in this section:

The current interest accrual rate is also shown. If there is an expiration date, that appears here as well.
NOTE: Some rows are not shown if all three escrow amounts for a particular are zero. For example, if there  
  are no Fees for all three escrows, the user does not see the Fees field.

 Balance
 Interest Accrued    
 Fed Tax Withholding
 Fees      
 Escrow Agent Interest   
 Net Closing Available   
 Interest Posted Not Disbursed  
 Interest Posted YTD

 Interest Posted Last Year
 Escrow Agent Interest YTD  
 Escrow Agent Interest Last Year
 Fed Withholding YTD   
 Fed Withholding Last Year  
 State Withholding YTD  
 State Withholding Last Year
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Primary Name and Address
The Primary Name and Address section contains the primary mailing name and address for an 
escrow account.

Select the Edit button to open the fields for entry.

Auxiliary Names
If there are auxiliary name lines on the product, these names are placed either before or after the  
primary names, depending on the location option set on the product.

Full Name 1
Enter the full name of the primary escrow account holder.

Tax ID/SSN
Select the tax identification code from the drop-down menu and enter the nine-digit tax identification 
number for the primary escrow owner.

Full Name 2
If necessary, enter the full name of the second escrow account holder.

Tax ID/SSN 2
If necessary, select the tax identification code from the drop-down menu and enter the nine-digit tax 
identification number for the secondary escrow owner.

Full Name 3
If necessary, enter the full name of the third escrow account holder.

Tax ID/SSN 3
If necessary, select the tax identification code from the drop-down menu and enter the nine-digit tax 
identification number for the third escrow owner.

Full Name 4
If necessary, enter the full name of the fourth escrow account holder.

1099 Tax ID Selection
Select which of the three tax IDs to use for 1099 tax reporting.

Address Line 1
Enter the first line of the escrow account holder's address.

Address Line 2
Enter the second line of the escrow account holder's address.

City
Enter the city of the escrow account holder's address.

State, ZIP
Select the state name from the drop-down menu and enter the ZIP code in the next box.
NOTE: If the ZIP code does not match the city and state, a Suggestions pop-up link is presented that
  you can click, and then choose the proper city, state, and ZIP combination. If the entered 
  combination is correct, a check mark appears to identify its validity.

Country
Select the country of the escrow account holder's address. 

W8 Type
For foreign accounts, select the W8 type from the drop-down menu.

W8 Expiration Date
For foreign accounts, enter the W8 expiration date.

Foreign TIN
For foreign accounts, enter the foreign tax identification number.

Country of Birth
For foreign accounts, select the ISO country code for the country of birth. 

Date of Birth
For foreign accounts, enter the date of birth.

Address Type
Select the type of address from the drop-down menu.

Comments
Enter up to 100 characters of data for important notes.

Select Accept to process any changes that you made.
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Check the Send Statement to Master box if the statement is to use the master account address, 
otherwise leave it blank.

Check the Send 1099 to Master box if the 1099 information is to use the master account address, 
otherwise leave it blank.

NOTE: If the product option to show statement media codes is set to N, they do not appear. If the  
  product option to display the send to master fields is set to N, they do not appear. If both of  
  the product options are set to N, the Statement Options section does not appear.

If the 1099 Name and Address, Statement Name and Address, and Foreign Name and Address are 
not required, go to the bottom of the screen and select Accept.

Statement Options
The Statement Options section contains the statement media codes that are used for the escrow 
account statements.

Options can also be set to send the escrow statement and/or 1099 information to the master 
account's address.

Select the Edit button to open the fields for entry.

1099 Name and Address
The 1099 Name and Address section contains the name and address used for 1099 reporting, if it 
is different from the primary name and address.

Select the Edit button to open the fields for entry. 

Auxiliary Names
If there are auxiliary name lines on the product and the option to include them on the 1099 name and 
address is enabled, the auxiliary names are placed either before or after the names, depending on the 
location option set on the product.

Full Name 1
Enter the full name of the primary escrow account holder.

Full Name 2
If necessary, enter the full name of the second escrow account holder.

Full Name 3
If necessary, enter the full name of the third escrow account holder. 

Full Name 4
If necessary, enter the full name of the fourth escrow account holder.
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Address Line 1
Enter the first line of the escrow account holder's address.

Address Line 2
Enter the second line of the escrow account holder's address.

City
Enter the city of the escrow account holder's address.

State, ZIP
Select the state name from the drop-down menu and enter the ZIP code in the next box. 

Country
Select the country of the escrow account holder's address.

Address Type
Select the type of address from the drop-down menu.

Select Accept to process any changes that you made.

Statement Name and Address
The Statement Name and Address section contains the name and address to appear on the statement.

Select the Edit button to open the fields for entry. 

The following fields appear in this section:.

Auxiliary Names
If there are auxiliary name lines on the product and the option to include them on the 1099 name and 
address is enabled, the auxiliary names are placed either before or after the names, depending on the 
location option set on the product.

Full Name 1
Enter the full name of the primary escrow account holder.

Full Name 2
If necessary, enter the full name of the second escrow account holder. 

Full Name 3
If necessary, enter the full name of the third escrow account holder.

Full Name 4
If necessary, enter the full name of the fourth escrow account holder.

Address Line 1
Enter the first line of the escrow account holder's address.

Address Line 2
Enter the second line of the escrow account holder's address.

City
Enter the city of the escrow account holder's address.

State, ZIP
Select the state name from the drop-down menu and enter the ZIP code in the next box.

Country
Select the country of the escrow account holder's address.

Address Type
Select the type of address from the drop-down menu.

Select Accept to process any changes that you made.

Foreign Name and Address
The Foreign Name and Address section contains the permanent foreign name and address for foreign 
accounts.

This section is optional by product.

Select the Edit button to open the fields for entry.
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The following fields appear in this section:

Full Name 1
Enter the full name of the primary escrow account holder.

Full Name 2
If necessary, enter the full name of the second escrow account holder.

Full Name 3
If necessary, enter the full name of the third escrow account holder.

Full Name 4
If necessary, enter the full name of the fourth escrow account holder.

Address Line 1
Enter the first line of the escrow account holder's address.

Address Line 2
Enter the second line of the escrow account holder's address.

City
Enter the city of the escrow account holder's address.

State, ZIP
Select the state name from the drop-down menu and enter the ZIP code in the next box.

Country
Select the country of the escrow account holder's address.

Address Type
Select the type of address from the drop-down menu.

Transaction History
The Escrow Account Transaction History screen contains transaction history for the selected  
escrow account.

The default display sequence is in descending effective date order by escrow. Using the up and down 
arrows next to each of the field names in the heading bar, you can sort the transactions in a different 
sequence.

NOTE: The running balance is not applicable if the transactions are sorted in a sequence other than the
  default date order. 

Transaction History Selections
Clicking the Selections button allows you to select the number of transactions to appear at one time. 
There are also options to show transactions based on effective date or processing date ranges, along 
with other fields that match a certain criteria.

Once the selections are made, select Submit to see the results. The selected transactions can be 
exported or printed.

Sample Transaction Report
The selected transactions can be exported and saved in a CSV (comma delimited) format file. The 
following is an example of the Transaction report.
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Sample Transaction Print
The selected transactions can also be printed.

Statements
The Escrow Account Statements screen contains all available statements by the appropriate
From and Through dates for the selected escrow account.

Select Open Statement next to the statement you want to view. 

Sample Statement
Statements can be saved as a PDF file or they can be printed.

Statement Request
Statements can also be requested. Requested statements do not change the scheduled
statement dates.

NOTE: The requested statements are available on the system the next business day in the PDF
  format. To submit a request, enter the appropriate dates and select Request.

Deleting a Statement Request
Statement requests entered on the current day appear in the Pending Statements Requests section.

NOTE: If a requested statement is not necessary, you can delete it on the same day it is requested.

To delete a statement request, click  X next to the dates of the appropriate request.

Transactions Drop-Down Menu
The Transactions drop-down menu contains the View Master Pending Activity, Transfer
Funds, and Allocations options.

There are two types of transactions that you can enter:

 Transfers        Allocations

An account is not available for transaction posting if any of these conditions are true:

 The escrow account is closed. 
 The escrow account is frozen. 
 The OFAC Flag is set to N.
 The W9 Flag is set to N.
 The user-level permissions in OFBESCROW may also prevent access to perform certain  
 transaction types.

Escrow Account Master Account
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Description
Optional. Enter a descriptive reason for the transfer.

After you enter the required information, select Accept to process the transfer. A message appears at 
the top of the page to confirm that the transfer was successful.

The Reset button clears all entries in the Transfers grid. The initial screen starts with five rows

The Add Row button allows you to add additional transfer entries. There is no limit to the number of 
transfers that can be entered. If there is an error on one of the entry lines, none of the records process. 
The user must correct or remove the entry.

There are several scenarios which could result in an error appearing for one or more of the transac-
tions being entered. There are two types of errors:
 Hard errors: User must resolve the error or Remove that transaction entry.
 Soft errors: User can choose to proceed by selecting the Confirm check box.

You can also see a list of the pending transactions that have been entered today that are going to post 
in the next batch cycle.

Transfer Funds
The Transfer Funds screen allows you to transfer funds between the master account and one or more 
escrow accounts.

Using this screen, the user can enter a single transfer, or multiple transfers. Transfers are sent to the 
OFBESCROW System during batch processing in the ESTRNF file.

The funds can be transferred from the master account to the escrow account or they can be transferred 
from the escrow account to the master account. Select the Confirm check box and click the Accept but-
ton again for the transfer to be accepted. If the user cannot overdraw either the master account or the 
escrow account, an error message in red appears and the transfer is not accepted.

The following fields appear in this section:

Remove
Allows a user to remove this entry from the Transfers list.

Type
Select the direction of the transfer.

Escrow Account
Select the escrow account for which you would like to perform the transfer.

Escrow
Select the escrow balance the transfer is affecting. This drop-down menu displays the
escrow balances that are available to this escrow account. Select the balance for which to apply this 
transfer.

Amount
Enter the amount of the transfer. If the amount is whole dollars, it is not necessary to enter the deci-
mal point and zeros.

Allocations
The Allocations screen contains the Master Account Transactions section, which shows funds that are 
deposited, but not assigned, to an escrow account.

Allocated transactions are sent to the OFBESCROW System during batch processing in the
ESALCT file.

Click the Select button next to the appropriate transaction for the allocation entry.

Using this screen, the user can enter a single allocation, or multiple allocations.

After you select the transaction you want to allocate, the Allocate Funds screen appears

The following fields appear in the Allocations section.
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Remove
Allows user to remove this entry from the Allocations list.

Escrow Account
Select the escrow account for which you would like to perform the allocation.

Escrow
Select the escrow balance the allocation is supposed to affect. This drop-down menu displays the 
escrow balances that are available to this escrow account. Select the balance for which to apply this 
allocation.

Amount
Enter the amount of the allocation. If the amount is in whole dollars, it is not necessary to enter the 
decimal points and zeros.

Date
The date defaults to the effective date of the deposit. The date can be changed, if
necessary. The following checks are performed on the date:

   Date cannot be prior to the open date of the escrow account.
   Date cannot be prior to the deposit date.
   Date cannot be prior to the current month.

Description
Optional. Enter a descriptive reason for the allocation.

After entering the required information, select Accept to process the allocation or allocations. A message 
appears at the top of the screen confirming that the allocation is successful. The unallocated amount is 
adjusted by the transaction amount.

The transaction that was selected remains selected so you can assign remaining unallocated funds 
to another escrow balance.

Removed Transactions
If an allocatable transaction is no longer to be allocated and should be removed from the list, select 
Remove. If a portion of the transaction has been allocated, the transaction cannot be removed. Re-
moved transactions appear in the Removed Transactions section.

NOTE: If the allocatable transaction was removed in error, it can be restored during same business day.

To restore a removed transaction, select the box next to the appropriate transaction and select Restore. 
The restored transaction is then back in the Master Account Transactions section.

Description
Enter a descriptive reason for the transfer, if necessary.

Escrow
Select the escrow balance the transfer is affecting. This drop-down menu displays the escrow balances 
that are available to this escrow account. Select the balance for which to apply this transfer.

Amount
Enter the amount of the transfer. If the amount is whole dollars, it is not necessary to enter the decimal 

View Master Pending Activity
The View Pending Activity screen contains the transfers and allocations that have been entered for the 
selected master account that are to be processed in the next batch cycle. Escrow accounts that are 
added and closed on the current day also appear here.

Delete Master Account Pending Activity
If a transfer or allocation was entered incorrectly, it can be deleted before the batch cycle.

To delete a pending transaction, check the box next to the appropriate transaction in the Delete 
column and click Submit. To delete new account transactions, click the underlined Delete button to 
the left of the new account entry.
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