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Entering Co-Insurance Premiums  

When Title and Escrow or Title Only transactions include co-insurers, use this process to properly enter policy and 
premium information.  Follow your operation’s process to open your order and enter policy information. 

 

Once the order is opened, 

1. Navigate to the Policy & Premium Selection screen 

In the Policies to be issued grid,  

2. Select the corresponding policy in the grid  

3. Verify the Policy selection; use the Policy 
lookup Code link to select/change 

4. Verify/add Coverage amount  

5. Verify the Proposed insured; enter as 
needed 

6. Repeat steps 2-5 for each policy to be issued 

 

 

 

 

 

In the Title Insurance Premium Selection section, 

7. Select a policy in the grid 

8. From the Policy code drop-
down, select the appropriate 
policy 

 

 

 

 

 

 

 

9. Navigate to the Endorsements screen 
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Entering Co-Insurance Premiums  

10. From the Order ribbon, 
click the Endorsement 
Helper button  

11. From the Title product 
drop-down, select the 
policy to be endorsed  

12. Select the 
endorsement(s) to be 
added 

13. Click the OK button 

14. Repeat steps 9-13 for 
each policy to be 
endorsed 

 

 

 

 

 

 

Adding Co-Insurance Title Contacts 
1. Navigate to the Order Contacts screen 

2. Double-click the T2 Contact placeholder 

a) Click the Lookup Code link to select the Co-insurer Title 
Company Contact  

b) Enter the Reference number 

3. Repeat step 2 using the next available placeholder and/or the 

Add Contacts  icon to add all Co-Insurer Title Company Contacts 

 

Adding Owner’s Policy Co-Insurance 
1. Navigate to the Title Insurance Premiums screen 

2. Click the Owner’s Policy Co-Insurance 
more/less bar to expand 

3. Check the Co-Insurance check box  

 

 

IMPORTANT: On co-insurance transactions, a separate order needs to be opened to process revenue share.  
When you are ready to enter revenue share entries, refer to the Revenue Sharing - Adding Revenue Share Entries 
job aid.  

 

https://fnfuserdocs.softprocorp.com/01fnfuserdocs/01SPSJobAids/Revenue_Sharing_-_Adding_Revenue_Share_Entries_Commercial_AZ_NCS-FNT_PHX.pdf
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Entering Co-Insurance Premiums  

4. Enter AGGREGATES 

a. Aggregate Coverage Amount 

b. Aggregate Premium Amount 

c. Aggregate Endorsement Premium 

 
5. Enter\select LEAD (Issuing Office) 

a. Click the Co-insurer link to select the lead Underwriter and corresponding T-Contact 

b. Percent Split; this automatically populates the Share of Amount, Share of Prem, and Share of End 
fields with the respective calculated amounts  

c. Copy/paste the Share of Amount entry to the Owner’s Policy > Coverage amount field 

 
 

6. Enter Co-Insurer #1  

a. Click the Co-insurer link to select the Underwriter and corresponding T-Contact 

b. Percent Split; this automatically populates the Share of Amount, Share of Prem, and Share of End 
fields with the respective calculated amounts  

 
c. Repeat steps a-b for each additional Co-Insurer using Co-Insurer #2, #3, etc. 
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Entering Co-Insurance Premiums  

Once Co-Insurers have been entered,  

7. Verify the TOTALS entries to ensure the Aggregate Premium Amount matches the Aggregate Premium 
Amount at the top of the screen. 

 

 

 

 
 

 

Adding Loan Policy Co-Insurance 
 

 

 

1. Click the Loan Policy Co-Insurance more/less bar to expand 

2. Check the Co-Insurance check box  

3. Enter AGGREGATES 

a. Aggregate Coverage Amount 

b. Aggregate Premium Amount 

c. Aggregate Endorsement Premium 

4. Enter\select LEAD (Issuing Office) 

a. Click the Co-insurer link to select the lead Underwriter and corresponding T-Contact 

NOTE: When issuing the Simultaneous Owner’s/Loan Policies, only complete steps 1-3, and 4c below. The LEAD 
(Issuing Office) and Co-Insurer fields populate from the Owner’s Policy entries. 

NOTE: If the amount is off (typically by $0.01), adjust one of the Share of Premium Amounts to 
balance. 
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Entering Co-Insurance Premiums  

b. Percent Split; this automatically populates the Share of Amount, Share of Prem, and Share of End 
fields with the respective calculated amounts  

c. Copy/paste the Share of Amount entry to the Loan Policy > Coverage amount field 

5. Enter Co-Insurer #1  

a. Click the Co-insurer link to select the Underwriter and corresponding T-Contact 

b. Percent Split; this automatically populates the Share of Amount, Share of Prem, and Share of End 
fields with the respective calculated amounts  

c. Repeat steps a-b for each additional Co-Insurer using Co-Insurer #2, #3, etc. 

 
 

Applying the Co-Insurance Template 
 
 
 

1. From the Order ribbon, click the Apply Templates button  

2. Search for and select the applicable 03 CO-INSURANCE [SALE / 
REFI] template  

3. Click OK to apply 

4. When prompted, click the OK button to confirm 

 

 

 

IMPORTANT: Templates must be applied after all Co-Insuring Title 
Company Contacts have been entered. 
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Co-Insurance Disbursements 
1. Navigate to the Order 

Transactions screen  

2. Verify the Co-Insurance 
Disbursements; clicking 
the Group link to view the 
details 

 

 

 

 

 

 

 

 

 

 

 

 

3. Save the Order 

 

 

Adding Additional Co-Insurers After Template Applied 
1. Navigate to the Order Contacts screen 

2. Add the additional Co-Insurer Contacts as needed 

 

3. Navigate to the Title Insurance Premiums screen 

4. Click the Owner’s Policy Co-Insurance more/less bar 

5. If any Share of Premium entries are shown in red, place your cursor in the field and press the F2 key to clear 
and return it to the system-generated number in black 
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Entering Co-Insurance Premiums  

 
6. Adjust the existing LEAD (Issuing Office) and Co-Insurer amounts as needed 

7. Add the Additional Co-Insurers (refer to Adding Co-Insurance Title Contacts section) 

8. Verify Aggregate Premium Amounts at the top and bottom to ensure adjustments are not needed 

If a Simultaneous Policy,  

9. Click the Loan Policy Co-Insurance more/less bar 

10. Verify the Amounts and Co-Insurers have adjusted automatically 

11. Loan premium amounts should not be shown in red text; if so repeat step 4 above 

12. Verify Percent Split and Share of Premium amounts for the additional Co-Insurers added 

 
13. Navigate to the Statement Charges > Co-Insurance section 

14. Enter the Percent Split 
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Entering Co-Insurance Premiums  

a. Locate the Owner’s Policy Premium #1 entry 

b. Click the 01 Line number link 

c. Click the Payees tab 

d. On the next available grid line, from the Code drop-down, select the additional Co-Insurer 

e. In the Percent field, enter the Percent Split noted above; verify populated amounts 

f. Repeat steps (d-e) for each additional Co-Insurer 

 
15. Repeat step 10 for Owners Policy Endorsements, Loan Policy Premiums and Loan Policy Endorsements 

 
16. Save the Order 
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