CMBS SERVICER UPDATE

CMBS servicer reports are no longer created
using Microsoft Word but a program called
Adobe InDesign.

The editing process has changed slightly:

1. Mark the submitted Word file like any
other report.

2. There will also be an Excel file. Click
here to read about any changes.

3. Return to analyst until the text is ready
for publication.

Click here to learn about final steps before
publication. Click here to go straight to the
checklist.
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CMBS SERVIC
EXCE

Formatting still converts the Excel files, but the
timing depends on the editing process. During
the back-and-forth, having an outline of the
PDF with the tables/charts can be helpful.

Some notes about the Excel files:

1. Double-check the following areas for
consistency: Source lines, date ranges.

2. The pie charts need the following ad-
justments: combine to form “healthcare,” a
hyphen for “self-storage” and state names.

3. Review for errors in data.

Check out the checklist or review the Word di-
rections.
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Minor differences aside, there are a few things
particular to publishing process.

Once the InDesign file is ready:

1. Verify pages numbers and search for typos.

2. Scan pictures for watermarks. If there are, the
analyst has not obtained permissions which has
to be rectified before approval. The example at
right gives a basic idea of its appearance.

3. Confirm hyperlinks and that data
matches between text and tables/charts.

Review Word or Excel directions. If clear, pro-
ceed to the checklist.




1. Mark the submitted Word file like any other report.

2. There will also be an Excel file. Click here to read about any changes.

3. Send materials to formatter when analyst and editor agree text is 99% ready for publication.

4. Double-check the following areas for consistency: Source lines, date ranges.

5. The pie charts need the following adjustments: combine to form “healthcare,’
a hyphen for “self-storage” and state names.

6. Review for errors in data.

7. Verify pages numbers from page 1 to their respective sections.

8. Scan InDesign file for any typos, especially watermarks in pictures.

9. Confirm hyperlinks and that data matches between text and tables/charts.

10. Upload InDesign file for approval, which will then be saved to DPC
when it is in the queue.

11. Follow normal publishing procedures.
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