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Approval Required before Disbursement

Follow these steps when approval is required to release the disbursement.

The Register must show a pending disbursement identifying the intended transfer amount. This also reduces the
amount of work required of the user when processing the transfer.

Prepping the Disbursement

1. Create the pending disbursement; this can be created by one of the following,

)

)

Enter the amount on a Statement

Charges line

An overage from a posted receipt

creating a pending disbursement

Q) Statement Charges

Order Status: InProcess

Buyer: Sample Buyer Corp|

S —— - rwcogra e =
<Click here to add arow>
Other Disbursements $3.500.00
Description Re To Name: cpp Buyer Debit §
01 |Seller’s Agent Commission LB | |
0z ‘Buyer‘s Agent Commission SB [ [}
03 |Borrower’s Legal Fees AT Fl
04 ‘Lender's Legal Fees AT3 [ [l
05 ‘Bu yer's Legal Fees AT |
06 ‘Seller's Legal Fees AT2 [ (|
07 ‘Survev su [ |
( 08 |Funds Transfer 0 Chicago Title In... | [] $500.00 )
= == e = =
Incoming Wire ? X

© 2025 Fidelity National Financial

General Draws History
Status: [Posted v Reference number: 219000001
Medium: [Wire ‘ Transaction date: | 04/03/2020 v
Payor code: [BA | For: |Buyer Amourt: $150,000.00|
Payor name: Sample Buyer Comp
Memo:
Bxended memo:
Property: Cleared date: (None) ~
Apply towards: Apply Amount Line Description
Apply to Closing $100.,000.00 |
Send to Line $0.00
Sendto Eamest M... $0.00 |
Unapplied $0.00
Overage ( s50.000.00)
Transactions Notes (6) /
+ i Printand Post ~ ) Actions ~ i Reports ~ | Order Tran: ons | Anticipated Wires
Status Type Ref. Number Trans. Date Amount Payee/Payor Cleared|
Disbursements
Posted Check 123400000 03/26/2020 $5,497,750.00 Sample Seller Corp
Pending Check $1,500.00 OTHER CONTACT 3
Pending Check §500.00 OTHER 4
Pending Check $500.00 OTHER CONTACT 2
pending Check §50,000.00 Sample Buyer Corp )
n, i |l adase Tes £74 CCC AN Chirsns :H Tee
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SOFTPRO COMMERCIAL: DEPOSITTRANSFER TOOL

SELECT Approval Required before Disbursement

Y Create a manual check for the transfer amount C—
:+i & Add Transaction x :
b | |
Status \\
Posted %, :ncumlng Wire [ oK I
Posted A [Interest Credt .
Miscellaneous Credit
Posted Raasip Cancel
Posted Check
Posted Outgoing Wire elp
Ledger Transfer(-)

2. Request approval [from a teammate/coworker] of the pending disbursement; providing the disbursement
detail

Approving the Disbursement
If you are an approver on an order,
1. Navigate to the Register
2. Check the Approved check box

& : Order Status: InProcess
Wi Register
- Buyer; Sample Buyer Corp Transaction Type: Purchase
Balance Information:

Ledger Information: Disbursement Approval Status:

Order balance: Ledger balance: $175,055.00

Trust account: NCSCTICCNB3600 ] Locked Approval required
Incoming funds: $5,530,805.00 w/ Pending and Held:
Outgoing funds: ($5,530,805.00) Receipts: $5.683.805.00 Responsible party: hdl Dormant Approved
Total: 5$0.00 Disbursements: (85.582.805.00) Reminder date: (None) v Exempt
Total: $101.000.00 —

Ledger comment:

[¥] ProForm-generated transactions ] 10LTA

3. Save and exit the order

4. Notify the requestor the disbursement is approved

Disbursing the Order

Once notified the disbursement is approved,

3. Transfer the funds; refer to the Deposit Transfer Tool — User Guide if needed ©
4. Disburse your order, if needed

Deposit Transfer Tool
5. Save and exit the order

Commerdial Escrow

NOTE: When you save and exit the order after completing the transfer, the Approved check box is automatically
unchecked. If the transaction requires additional transfers, repeat the above process.
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