
Welcome! This training will guide you through Master Servicing Delinquent Payment Reporting 
within our myOptigo® platform.



myOptigo Login Page:



Using Chrome or Edge, enter your login 
credentials and click ‘Sign On.’



Deal Homepage: 



Click on the “Delinquent Payment Reporting” to 
access Delinquent Payment Reporting dashboard.



User does not need to navigate to Delinquent 
Payment Reporting tab in order to submit data.



Delinquent Payment Reporting: 



From the homepage or 
Delinquent Payment Reporting 
dashboard, click “Submit 
Reporting.”





Delinquent Payment Reporting: 



Click “Delinquent Payment 
Reporting.”



Submit Reporting Data:



Drag and drop a file, or click manually 
browse to upload delinquent payment 
reporting data files. 



Click the upload icon to continue. 





Submit Reporting Data:



This is an example of a warning modal 
pop up. A warning will pop up if 
naming convention, file type, and/or 
size of file is incorrect. Here, the file 
name is inconsistent with 
Determination Date.



Please note warning modal will also 
pop up if determination date does not 
match the current month of the 
reporting cycle.



Click “OK” to continue. 



Submit Reporting Data:



To delete an attached file, click 
the trash icon. 



Click here to continue: 



Submit Reporting Data:



Click “Upload” to begin 
validation of the files.



Error File Example 1:



An error message will pop up if an 
erroneous file is detected.



Click the trash icon in order to remove the 
erroneous file and proceed to next step.



Error File Example 2:



Here, there were 2 errors 
identified in a file. An error file will 
be available for download in Excel. 



Click the download icon to 
continue.



Error File Example 2:



The error file will call out errors specific to 
the erroneous data in the file. 



Click here to exit the file and continue: 



Submit Reporting Data:



Once all errors have been resolved 
and files have been successfully 
validated, click ‘Next’ to proceed.



Submit Reporting Data:



A “Submission Complete” page will 
pop up, confirming submission.



Click “Return to the Landing Page” 
to return to the dashboard.



Delinquent Payment Reporting: 



“Reported Loan Count,” “Last Uploaded Date/
Time” and “Last Updated By” will be updated 
once files are submitted. 



Click here to continue:



You have reached the end of this training.


