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2. Click the Customize, edit, or preview data set link.  

3. Click the field in the Current Fields  box to add to the new data set.  To add 
more than one field at a time, press Ctrl on your keyboard while selecting data 
fields.  

4. Click Add>.  

5. Change the order of the fields by selecting the field name to move and clicking 
the directional arrow. 

 

Select the field name to 
move. 
 
 
 
Click the directional 
arrow. 

6. Remove fields by clicking the field name in the New or modified data set box 
and click Remove.  

7. Add fields from another data set by selecting another data set from the Current 
Data Set drop down menu.  

8. Continue adding fields as outlined in steps 3, 4, and 5.  

9. Click Save Modifications.  

10. To save a modified data set using a new name, enter a data set name in the Data 
Set Name field and click Save as New.  

Delete A Customized Data Set 

1. From the Export Data screen, select a data set to delete from the Data Set drop 
down menu.  

2. Click the Customize, edit, or preview data set link.  

3. Click Delete.  The Export Data screen redisplays with your customized data set 
no longer available in the Data Set drop down. 

Preview Data Set Specification 

Follow the steps below to preview a dataset specification. 

1. From the Export Data screen, select a data set to specification to preview from the 
Data Set drop down menu.  

2. Click the Preview Dataset Specification link. The dataset specification for the 
data set selected displays. 
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Change User Context 

You have the ability to log into a different seller/servicer number or branch without 
completely logging out of the system.  This tool will be helpful when your company has 
multiple seller/servicer numbers or branches.   

1. From the left navigation bar, select Change User Context.  The Change User 
Context screen displays. 

 

2. Enter the new Branch and/or Seller/Servicer Number that you want to access. 

 
You must be approved to access the new seller number and/or branch. 

3. Click Next.  The Welcome screen displays. 
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