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• The Plan  Manager  can  be accessed  from 
the Accounts  Settings  on the DocMagic  
Dashboard . 
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• If you already  have  loan  programs  in your 
account,  you can  sort them by plan code  
or description  by clicking on either. By  
default, the list will be sorted  by code .

• The “Search”  bar on this page  will filter 
existing loan programs  that are already  in 
your account  –  it does  not search  the 
entire DocMagic  plan code  inventory.

• Click the icon under “REMOVE”  to eliminate 
the loan  program  from your account  .

• To view more plans per page,  adjust the 
“Show entries” dropdown .

• Click “ADD  A  PLAN”  at  the bottom  to 
begin the process  of adding  a loan 
program  to your account . 
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• You’ll start  with the list of investors. Click on 
an investor or their code  to view their 
inventory of plans.

• You can  search  for an investor by their 
code  or name  towards  the top right. 
Search  “DSI ” to view our list of our generic  
loan programs  that are not investor 
specific .

• Customer  Service  can  create  investors and  
loan programs  via a service  request .
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• Once  you select  an investor, their inventory 
of available  plans  will load .

• “Exists”  on the right column means  that the 
loan  program  is already  in your account . 
They  can  be removed  through the Plan  
Manager  screen  shown on page  3.

• “Activate  All” will add  check  marks  to all the 
boxes . “Deactivate  All” will remove  check  
marks  from all the boxes . 

• Click “Add Plans”  once  you have  chosen  
your loans , and all checked  loan programs  
will be added  to your account .
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• Click “Finished” to confirm your changes . 
This will bring you back  to the dashboard . 
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• Any  changes  to the loan  programs  will now 
appear  in the Plan  Manager  page .

• Please  remember  to always  click “Finished” 
until you are back  in the Dashboard  page . 
Your changes  may  not save  otherwise. 
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