SOFTPRO

COMMERCIAL: ADVANCE CHARGES - NCS GREAT LAKES

SELECT

partial payment; even if the order has a portion of the funds.

Disbursing Fees Up Front WITHOUT Available Funds

Follow these steps to disburse the advance fee(s) and reimburse the Company for the advance.

NOTE: ALWAYS request the FULL amount of the disbursement when disbursing an up-front payment. NEVER request a

1. Navigate to the Order Contacts screen
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2. Click the Add Contact icon
3. From the Add Contact window, select Other Contact; click (+)r5 T —
I, £ =
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istir =
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4. Click the Lookup code link @ (O otner Contact ;Jr er Status: In
. u . uyer:
5. In the Search field, enter
Advance Other Contact
6. Double-click the Advance S [ ] Lookup Table - C - Other Contact - NCS.GL.COL
Fees from CRRAR RD entry = Rt 4 et i 8 7 S (Avrce p
Name: i) Found 1 match.
Short name: I: Fller:
. ' o '; Name " ‘ PayeeMName
ayes name: I: » {RDADV Advance Advance Fees from CRRAR RD ) ‘
o — =
7. Request the check for the advance
Prepping the Order for Reimbursement
8. Navigate to the Statement Charges screen
9. Locate the entry for the fees | ~ Order Status:
W\ Statement Charges
advanced - Buyer:
e — — - e ——_— — Lt A
10. Click the Line number link » 01 |Revenue Sharing \ | | | |
Transfer and Recording Charges $5.000.00
Description Re To Name cp Buyer Debit
» ( 01 )Recording & Service Fees | | | [ | $5,000.00
| [ | I I — 1 |
.
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SOFTPRO COMMERCIAL: ADVANCE CHARGES - NCS GREAT LAKES

SELECT Disbursing Fees Up Front WITHOUT Available Funds

11. On the line containing the advanced fee,
a) from the To-code drop-down, select A

b) from the Bill code drop-down, select ADV

Transfer and Recording Charges
Charges for Line 01

+
Description Re To Buyer Debit Buyer Credit Seller Debit Seller Credit 4|
1 Recording Fee (A $4,000.00
» 2 Non Standard Conforming Fee A $1,000.00
3 e-Filing Fee Al
4 Recording Service Fee A B
5  Refund to Buyer BA ]

DﬂﬂslPawsl Payem]

2 ‘Nnn Standard Conforming Fee | Re: ‘ ‘ To: ‘A j Name: |C0umt}‘ Recorder |
~ Poc Buyer/Bomower Seller
 Taab (Debi $1.00000] Credt:| | (Debi: | | Credt: | |

12. Repeat Step 11 for each fee that is included in the advance; the sum of all fees must equal the total advance
requested

The Ledger Transfer(-) now includes the

van fees. —
advanced fees IHstarI

Status: Pending > Reference number: I:I
From receipt number: | | ; $5. 00
Memo: Settlement Agent Fees

Exdended memo: Non Standard Conforming Fee (RC.01) $1,000.00; Recording Fee (RC.01) $4,000.00 =~
I >
Vodod dt:

Transfer out
Transfered from: XAdvanceFunds |
Payee code/name: ‘ ) j |Fidelity National Title Insurance Company |

Receipting and Disbursing

Once you receive the check for the advance,
1. Navigate to the Register
2. Receiptin the funds

a) Click the Add Transaction icon
Incoming Wire ( oK )
b) Highlight Receipt; click OK Interest Credit -

AN
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¢) Enter or select,
i. Medium = Check

ii. Payor Code = O-
Contact setup for
the advanced fees

iii. Memo = reason for
the advanced funds
(i.e., recording fees,
search fees)

iv. Apply towards >
Unapplied field =
amount of the
check

v. Check information
> From check
number = the
CRRAR RD check
number

vi. Click the OK button

3.  Create the manual check

b) Highlight Check; click OK

c) Enter or select,

i. Payor Code = code

.

Disbursing Fees Up Front WITHOUT Available Funds

a) Click the Add Transaction icon

Status: Reference number: 999000942
Deposit number: Transaction date: | 05/22/2018 -
ek Gk~ -
Payor code: 0 vl For: )E_-_ e v|
Payor name: Advance Fees from CRRAR RD |
Memo: ( Advance for recording fees (add any other notes) ) |
Extended memo: =]
sty [ ] Coareddete
Apply towards: Apply Amourt Line Description
Apply to Closing $0.00
Send to Line $0.00
Send to Eamest M.
Unapplied ¢ $5,000.00
Overage
Check infomation
From check number: ((RD Check no. 123 )
Account number: | |
Bank drawn on: | |
ABA routing number: | |
Add Transaction
Incoming Wire 0K
Interest Credit (
Miscellaneous Credit
- _Conce! |

© 2018 Fidelity National Financial

for party you are
paying - —
Check type: Pending »| [ TolBA
ii. Amount = amount M = Transaction date: | (Nore) =
advanced; this P e (G = Amourt: $5,000.00
must match the Paytothe orderof: | Frankiin County, Ohio Auditor |
funds received P (373 5 Figh Street |
iii. Memo = 218t Foor |
description for the Cy/State/Zp: Columbus |lon =] (43215 |1~ Foreign
advanced fUﬂdS Memo: advanced recording fees ‘
(i.e., recording fees, Stendedmeno. | El
search fees)
iv. Click the OK button
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SOFTPRO COMMERCIAL: ADVANCE CHARGES - NCS GREAT LAKES

SELECT Disbursing Fees Up Front WITHOUT Available Funds
4. Click the Print and Post button; select Print Pending Checks Transactions | Notes (0) |
= (wPrintandPost 'él' Actions ~ ke Repl
Status I
e ( Print Pending Checks. .. )
Posted Print/Post Pending Disbursements
Pending

5. Check the applicable
check box for the

Check Selection

1 check(s) not shown due to missing payee name

check to be released; [ e —— I —— T
in our example the (& ) Frankiin County, Ohio Auditor Check $5,000.00
recording fees check

is being issued

AN
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