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1. Introduction 

1.1. Purpose of the Document 
The Customer Center is Beech Street Capital’s web-based loan information system. The 
system provides round-the-clock access to key loan information, including loan, escrow, and 
reserve balances as of the end of the previous business day. 

1.2. Contact Information 

1.2.1. For General Questions 

T.J. Arrowsmith 

Vice President, Servicing 

(240) 507-1938 

tarrowsmith@beechstcap.com 

1.2.2. For System Questions 

Michael Flynn 

Chief Information Officer 

(240) 507-1959 

mflynn@beechstcap.com 
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2. Accessing the Customer Center  

2.1. Logging In 

Follow these steps to log into the Customer Center through our website at: 

http://www.beechstcap.com 

NOTE: Pop-up blockers in your Internet browser must be disabled in order for the 
application to open.  Use of Internet Explorer or Firefox browsers is recommended. 

Step Action 

1  Open your web browser and navigate to http://www.beechstcap.com. 

2  Click on the tab labeled “Customer Center”: 

 

http://www.beechstcap.com/
http://www.beechstcap.com/
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Step Action 

3  Once you are on the Customer Center page, click on the designated link 
to take you to the Customer Center’s password protected site: 

 

4  The Customer Center login screen opens. Enter the Username and 
Password that you were provided. Contact the System Administrator if 
assistance is required. (Refer to page 1) 

 

5  Click the Submit button. 
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Step Action 

6  The first time you log into the system, you will be prompted to change 
your temporary password to a new, secure password, as well as select 
and answer a security question. 

Reminder: Passwords must contain at least eight digits, including at 
least one number. 

 

7  Enter the required information and click the Submit button. 

8  The system will change your password and you will be prompted to log 
in again, using your new password: 
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2.1.1. Bookmarking 
You can also bookmark the Customer Center login screen for quick 
access. After doing so, you can access the Customer Center directly from 
your browser’s Favorites menu. 

Step Action 

1  When the login page is showing, click the Favorites menu in Internet 
Explorer. 

2  Click Add to Favorites to bookmark the site. 

3  The site bookmark will show up in your Favorites menu. 
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3. User Administration 

3.1. Overview 

As an administrator on the Customer Center system, you are able to set up accounts 
for your users. You also have the authority to maintain users and profiles. 

There are two steps to setting up a user. 

Step Action 

1  Create a profile that defines the loans and screens that the user sees.  

2  Create the user account and assign it to the correct profile.  

Note: A user can have only one profile. 

3.2. Create Profiles 

Follow these steps to create new user profile. 

Step Action 

1  Click Manage User Profiles from the menu on the left side of the 
screen. 
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Step Action 

2  Click Create User Profiles. The Create User Profiles form opens. 

 

3  Enter a descriptive name in the Profile Name field (ex: ABCD General 
User, ABCD Manager, ABCD Administrator). 

4  Select the appropriate Loan Group(s). 

5  Select the appropriate screen access boxes for the user profile. 

6  Click Save to create the Loan Profile or Cancel to exit without saving 
the selections/changes. 
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3.3. Modify Profiles 

Change existing user profiles by selecting Modify User Profile. You can add or delete 
access to screens or loan groups associated with the profiles. 

Step Action 

1  Click Manage User Profiles from the menu on the left side of the 
screen. 

2  Click Modify User Profiles. The Modify User Profiles form opens. 

 

3  Type the first letters of the profile name in the field at the top of the 
list. The selection list will move to that section of the list.  
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Step Action 

4  Select the desired profile by double clicking on the profile name. Once 
selected, the profile name will appear in the top box. 

 

5  Click the Select button. 

6  Make your changes to the profile. 

7  Click Save to record the changes to the Loan Profile or Cancel to exit 
without saving the selections/changes. 

3.4. Create Users 

Follow these steps to create new user accounts. 

Step Action 

1  Click Manage Users from the menu on the left side of the screen. 
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Step Action 

2  Click Create Users. The Create Users form opens. 

 

3  Enter the User Full Name. This is the user’s actual name. 

4  Enter the User Name. This is the user’s login name. 

¶ Suggested naming convention - use the first three letters of the 
company name followed by the user’s first initial and the first four 
letters of the user’s last name. Example: Bob Smith of ABCD 
Company would be ABCBSMIT.  

¶ By using the company name at the beginning of the User Name, the 
Customer Center will group all of your users together in the list and 
help prevent confusion. 

5  Enter the Password. 

¶ In the current version of the Customer Center, the user’s password 
cannot be changed by the user, only by the Admin. 

¶ Use eight digits with at least one digit being a number. 

6  Check the Active checkbox. 

7  Select the appropriate User Profile and Locale. 

Note: A user can have only one profile. 

8  Click Save to complete the user account, or Cancel to exit without 
saving changes. 

 

3.5. Modify Users 

Follow these steps to make changes to user accounts. 
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Step Action 

1  Click Manage Users from the menu on the left side of the screen. 

2  Click Modify Users. The Modify Users form opens. 

 

3  Select the radio button next to the user to be changed, and then scroll 
to the bottom of the list and click the Select button.  

4  Make your changes to the user record. 

 

5  Click Save to complete the changes to the user record, or Cancel to exit 
without saving changes. 
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3.6. Remove Users 

If user records are no longer needed or any users leave your company, complete the 
following steps to deactivate the users. Do not delete users.  

Step Action 

1  Click Manage Users from the menu on the left side of the screen. 

2  Click Modify Users. The Modify Users form opens. 

 

3  Select the radio button next to the user to be changed, and then scroll 
to the bottom of the list and click the Select button.  

4  Uncheck the Active checkbox. Change the User Profile to None. 

 

5  Click Save to complete the changes to the user record, or Cancel to exit 
without saving changes. 

 


