SOFTPRIO" ATTORNEYS - NC - FNT

SELECT Updating or Terminating an Attorney Contact

Follow these steps to update the Attorney contact information when,
y  Data entry in SoftPro is completed | Page 1
»  Data entry in SoftPro is not completed | Page 4
»  Terminating | Page 6

Submitting Changes

1. Send the attorney’s Professional Liability Insurance policy to approved.attorney@fnf.com if the,

) Firm has a name change

)  Attorney has changed firms

NOTE: The Professional Liability Insurance policy is not required if submitting only an address change.

Include with your submission,

> Attorney name

DBA/Firm name

Address; this cannot be a post office box
Phone

Fax

Attorney’s email address

~ O~

Continue to Step 2 in the appropriate section

Data Entry in SoftPro is completed

Locating the Order in SoftPro
2. Click the Reports button ProForm | ProTrust  Pro1099 A

&

NewOrder~ Order Search] Reports | New Group D¢

3. Expand the Lookup Table Reports folder }
4. Double-click the New/Updated Lookup Codes report

Orders

IE] ProForm Reports
D | & 2-ProForm Reports-All
) Report Descriptions
+ [ 1099 Reports
# [ Exception Reports
[# [ Fee Reports
_;. Lookup Table Reports

N

= X
-

syoday wio4o

I New Updated Lookup Codes

N\
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5. Check your Branch check box

New/Updated Lookup Codes
6. In the Contact type, check Attorney : &
h k b Order opened date from: [ None j =l
Ccheck POoX a e 1 [iNone -]
7. Click the OK button to run the report o cdes o ptey: [NEW and UPD -]
Sort by: ‘Order Number j
Page break per branch: [
Include closed/canceled orders: [
Format for Excel export: ] |
Branch: NOT ENTERED -
O ¥7194 - AgencyCT
[ {7194 - AgencyCTI
O EwW11 - WimingtonCW
O §w18 - AgencyCW
O £W19 - Greensboro-CW
O £wW21 - Asheville CW
O £wW22 - Raleigh-CW
O £w23 - Charlotte CW ;I
Contact type O Abstractor -
L] Appraiser
Attomey
|| Builder
Mc F.
Updating the Attorney in the Order
8. Open the order identified in the report
Fidelity National Title Insurance Company
m 5950 Fairview Road, Suite 711 New/Updated Lookup Codes
Charlotte, NC 28210 Order Contact Lookup Code = NEW or UPD/UPDATE
Contact Type: Attorney
Include Closed/Canceled Orders: No
SN
BRANCH: FNT74 - Fidelity National Title Company, LLC - Charlotte-FNT NG
Updated Contact: *Page, Scrantom, Sprouse, Tucker ( Order Number: CH17000185 )
Attoney 1111 Bay Avenue, Third Floor, ATTN: Kristina Reagan CIOSeT:
Columbux, GA 31902 Examiner: Christopher Eimer
Phone: (706)243-4064 Received Date: 12/04/17 09:00 am
Fax: (7T04_596-9992 Received By: Christopher Eimer
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, O T O oo e e e

9. Navigate to the Order Contacts screen
10. Double-click the Attorney placeholder
11. Click the Lookup

code link WM
Lookup code: uPD ' =
12. In the Search f|e|d’ (<DD S— ) [ Lookup Table - C - Attorney APPROVED - NC.FT

Name: [Page, £

enter search [E| Retrieve Entry - | &3 Insert Entry | .4 f# 7 Search( scrantom
. . . Short - Page, ¢
criteria to find the o name [Page i) Found 1 match,
icti Payee name: City of
existing attorney L s ‘P Mo #&mh

record Address: uns —03 | .
‘_ 7 12345NC1 |F'age, Scrartom, Sprouse, T... |Crty of Oaks Law | 1111 Bay Aven...
ATTN: —_ —_— 1 : - -

13. Make note of the
Lookup Code; close the Lookup Table window

.
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SOFTPRIO" ATTORNEYS - NC - FNT

SELECT Updating or Terminating an Attorney Contact
14. In the Lookup code field, enter the Lookup
Attorney
Code noted above
Lookup code: i__l:}—‘*SHCl
15. Enter the updated Attorney information — g — T Y
Short name: ;P_a_ge, Scrantum_ ' _S_prouse ' Tucker &Fnrd_,_P.C.
Payee name: gow of Oaks Law
Address: 11111 Bav Avenie  Third Elaar
16. Click the Lookup code link e
17. Click the Insert Entry button Lookup code: |12345NC |
Name: ~ |F'E![‘]E.f”'L”' = =_—.__nr___ & &
bWl | cokup Table - C - Attorney APPROVED - NC.FT
Short name: |Page,
— [ Retiieve Entry { |#] Insert Entry a= | W Search:
Payee name: |r:m- o 1
: Lookup Code * | Name | Payel
Address: (1111 : i

NOTE: If you are updating information but the Lookup Code

remains the same, a Duplicate key field value message is displayed

when the Insert Entry button is pressed. Click Yes to update the _ _ _
.. . . . An entry with the same key field value already exists.

existing record with the new information. Duplicate key field values are not allowed.

:.:) Duplicate key field value

Do you want to update the existing entry?

) |

18. Click the Save icon

19. Close the Lookup Table window

20. Save your order

Data Entry in SoftPro is Not Completed

Verifying the Attorney
2. Open your order

NOTE: If you have not already opened an order, you can use your Branch’'s ApprovedAttorney order to
verify the attorney has not been added.

1. In the Quick Order Search field, enter [branch initials]ApprovedAttorney (e.g., Raleigh =
RAApprovedAttorney, Blowing Rock = BRApprovedAttorney)

2. Continue with Step 3

3. Navigate to the Order Contacts screen

4. Double-click the Attorney placeholder

N\
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SELECT Updating or Terminating an Attorney Contact

5. Click the Lookup code 7
link A Attorney

6. In the Search field,

enter search criteria to Attorney .
make sure the attorney Lookup Table - C - Attorney APPROVED - NC.FT
. = £ | Retrieve Entry ~ pmn | 7 Search( Attomey search criteria
does not already exist Name: JE Detseve Bty i
bR i) Found 0 matches.
7. Press the Enter key | Address fine
Payee name: | Lookup Code . Name _ Payee Name B

8. Close the Lookup Table
window

Updating the Attorney in the Lookup Table

9. Enter the Attorney information,
a) Inthe Lookup Code field, enter the new code; the code is made up of
i. the first set of CLUP numbers (i.e., CLUP = 12345.1.81.33, you would enter 72345

ii. the abbreviation for the licensing state

IMPORTANT: Create the Lookup Code using the abbreviation for the approved licensing state.

Scenario One:

The Attorney is licensed in North and South Carolina and has two locations: one in Charlotte, NC
and one in Rock Hill, SC. The Attorney is approved for North Carolina only (TRAX Id 12345). The
entries would be:

» 12345NC1, for the Charlotte, NC location
» 12345NC2, for the Rock Hill location

Two codes are setup because no licensing information is received for the South Carolina location;
the Attorney is only approved for the North Carolina location.

Scenario Two:

The Attorney is licensed in North and South Carolina and two locations: one in Charlotte, NC and
one in Rock Hill, SC. The Attorney is approved in North Carolina and South Carolina (TRAX Id
7890). The entries would be:

»  7890NCI, for the Charlotte, NC location
» T890NC2, for the Rock Hill location

»  7890SC1, for the Charlotte, NC location
» 7890SC2, for the Rock Hill, SC location

Four codes are setup because licensing information is received and they are approved for both
locations.
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SOFTPRI " ATTORNEYS - NC - FNT

SELECT Updating or Terminating an Attorney Contact

b) In the Name field, enter the Attorney’s name
c) Inthe Payee name field overwrite with the Firm name
d) Enter the Address, City/State/Zip, Phone, Email address

e) From the Marketing Rep drop-down menu, select HOUSE or if applicable, the marketing
representative for your office

f) In the License # field, enter the Attorney’s state bar number

g) From the Represents drop-down menu, select BA

O . Attomey

Attorney
Lookup code: [ Indude on revenue reports
Name: Enter Attorney Name ) I Marketing source
Short name: |Enter Attorney Name l
Payee name: 3 Enter Firm Name ) l Marketing rep.:QHOUSE vl
Address: @ 123 Main Street By | Marketing rep. 2: l -

| Marketing rep. 3: | j

City/State /Zip: [Raleigh ne =] [27e97- [ Foreign Reference #: | ]
Phone: 222-111-3333 Fax: |[222-111-4444 Tax ID/SSN:

f S
Email address: \‘Flrml‘lame@vahm‘net V. ] License #: D

I

Fee transfer ledger:

S
Represents: BA -

h) Click the Lookup code link
O . Attorney
i) Click the Insert Entry button )
Al Y
i) Click the Save =] icon —
Lookup code:
k) Close the Lookup Table window Name:
21. Save your order SRR
Payee name: [g Lookup Code * | Name Payee N

Terminating an Attorney

1. Navigate to the Order Contacts screen

2. Double-click the Attorney Contact entry
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SOFTPRIO" ATTORNEYS - NC - FNT

SELECT Updating or Terminating an Attorney Contact
3. In the Lookup Code

field, insert the letter O P Allomey

T’ before the code;

this allows for a user o

to qU|Ck|y see ‘they Lookup code: 90NC1 [” Indude on revenue report]
ame: er orney Name arke i source

are terminated and ) e ey | Herketng

. Short name: IEnter Attorney Name ]

resolves the issue of =

the Attor‘ney being Fayeenaoe: IEntE( Firm Name l Marketing rep.: QTerminated: Status Unl =
R [ 7 | P Pl |

pulled into another
order

4. From the Marketing rep drop-down, select the reason for termination (i.e., Terminated: Deceased,
Terminated: Status Unknown)

5. Click the Lookup code link Attorney
6. Search for the Attorney you wish to (;:me) %% |
terminate me: Enter Attorney Name

Sho}@m Lookup Table - C - Attorney APPROVED - NC.FT
7. Click the left-most column, highlighting the | Retrieve Entry ~ | & Insert Entry | | @ | 7 Search( 67890NC1 .

Payee nal

i) Found 1 match.

entire record

SoftPro Select

. \?/ Delete entries?
8. Press the Delete key; click the Yes button

Are you sure you want to delete the selected entries?

9. Close the Lookup Table WIﬂdOW Lookup Table - C - Attorney APPROVED - NC.FT
|| Retrieve Entry - | & Insert Entry | il @8 | "7 Search: 67830NC1 -

10 When Promprec cldYes 10 | rom e «

save the changes
pCode * \‘.:J Save changes? 2

11. Save the order Y

Modifications have been made to the lookup table
entries.

Do you want to save your changes before proceeding?

( Yes I No I Cancel I
D
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