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CALYX

SOFTPRO

SELECT

Sending Documents to the

Follow these steps to submit document(s) to the Lender for an existing order.

Lender

1. Open the order you want to submit document(s) for; make T
sure all other orders are closed =i
ProFarm Order
2. If you are not already logged into 360, log in r s
o | (DO O 2 »
3. From the 360 ribbon, click the Queue button (or if logged in, e S || Adwiratm logn Lagout
click the Queue tab at the bottom of the screen)
Transactions Security
XOMTR-15-0890 X
[_}';'3 Errors anu:lWarnings]-"-" Search Resu sl@ Queue]
Ready.
4. From the Views drop-down, select Active Orders to ensure you are working in the order you intend to submit
the document
5. Click the Next Steps button

-

@ Vie'Nchtive Order

N #8 | Filter: Calyx

| Linked Profile | Created By
DefaultTVF...

| Linked Order
XOMTR-15-0945

| Service | Status

In Progress tamikar @com...

Point In Progress XOMTR-15-0949 Default\TVF...  tamikar @com...

| Created On

7/17/20159:....

7/17/2015 9:...

| Completed Cn | Description

James, Nicole, 852 J. Street Cupertino, CA, Escrow

James, Nicole, 852 J. Street Cupertino, CA, Title

folder.
6. Select your document(s)

Y located in smartVIEW,

Document Delivery

B Ca lyx - XOMTR-15-0949

<

software

Escrow-Document

Document Mame

This opens the Document Delivery window. You can add document(s) from smartVIEW or from a local or network

ALY X

Browse |

( Attachment

)

Documents

| Name
L&YV _1996-024557 pdf
Chain Docs-BM pdf

a. Click the Attachment button
b. Click the folder where the
. A Cal - XC WVITR-15-094
document is stored B Calyx - XOMTR-15-0949
) smartVIEW Documents
c. Check the applicable
document check box(es) Folders
) - Title
d. Click the OK button
----- Prelims-Comr
----- Emails
----- Ertity Docs-
----- Approvals
----- Closing Pach
----- Policies
----- MiscelaneoL
----- Starter
Loan Documents
1| o

N —

Rename |
Delete |

ReadyDoc

Dpen Order pdf

Gl and Docs pdf

It | Cancel |

AP tif

FWVI-4211501352 pdf

N
=
-
=
-
=
-

DED-199713195.pdf

U_‘I/ DED-19984638 pdf
. |

( DKhC&nﬂel |

"

N
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» located in your Local or Network folder,

Calyx - XOMTR-15-0949

a. Click the Browse button

b. Click the folder where the document is Document Defivery i‘?tlﬁ rxe
stored
Escrow-Document
c. Highlight the document to be added Document Name

P

d. Click the Open button ’,A Browse ID
s Attachment |
__Reagyooc |

ReadyDoc
(_:J(_> | . v Libraries v Documents = Insight Software - l‘gll Search Insight Software !’_o] Rename |
Organize »  New folder = ~ O .@. Delete |
¢ Fevorits DQCumentS llbrary Arrange by:  Folder =
Bl Desktop Insight Software

4 Dawnloads Mame ~ Date modified | Type |
xt | Cancel |

L] Document #1 to Lender 015 4:49 AM Adobe Acrobat D..
49 PM

o Libraries

@' Music

Adobe Acrobat D...

E Document #2 to Lender

le=| Pictures

B videos

1% Computer

?j Metwork
| | 2l

File name: IDocument#z to Lender j IPDF j

Open Cancel |

B Calyx - XOMTR-15-0949

7. Once the document(s) is added, click the Next
button Document Delivery C ALY X

software

Escrow-Document

Document Name

Document #1 to Lender
Browse |

Document #2 to Lender
Aftachment |
ReadyDoc |
Rename |
Delete |

Back Cancel

N
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9. At the Order Status window, click Finish

10. Save and Exit your order

documents are submitted.

8. At the Complete Order Request window, click

Sending Documents to the Lender

B Calyx - XOMTR-15-0949

CALYX

software

Complete Order Request

Once the order is submitted, the order will be completed and no further action
can be performed. Any updates, that need to be sent for the “Completed” order,
will need to be sent directly to the lender.

-

Back a

Submit Cancel |

TALYX

software

Order Status

Your transaction is being processed.

Flease check the SoftPro 360 queue for the transaction status.

Back ll Finish I" Cancel
e —

The Queue now shows the Order as Completed. If further updates are required contact the Lender directly.

In our example, we submitted documents against the Escrow entry; the Title entry remains set to In Progress until

Queue
et Step [§ |views: Calyx Transactions - =i [ #8 | Filter: calyx - |l EE

| | Provider | Service | Status Linked Order | Linked Profile | Description

= Calyx Point Completed ¥OMTR-15-0850  \\Default\T\... j,j, 565 1 Street livermore, CA, Title / Lender - ABC Mortgag
= Calyx Paint Completed ¥OMTR-15-0857  \\Defaulth\T\... Jackson, Heather, 745 Happy Avenue Livermore, CA, Escro
B Calyx Point Completed KOMTR-15-0857  \WDefault\Th, ., Jackson, Heather, 745 Happy Avenue Livermare, CA, Title
Hm XOMTR-15-0949 James, Micole, 852 1. Street Cupertino, CA, Escrow

= Calyx Paint In Progress XOMTR-15-0943 Default\T\FL... James, Nicole, 852 1. Street Cupertino, CA, Title

B Calyx Point Completed ¥OMTR-15-0902 Default\TVFL...  Joe, John, 123 Any Way Livermore, CA, Title

\‘Q},
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