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to be collected post-closing.

Y Escrow User — Prepping the Order for Payment

»  Accounting User — Disbursing

Prepping the Order for Payment
1. Navigate to the Statement Charges screen
If the amount to be disbursed.
Y matches the amount held,

1) Update the To-code to the Contact to be paid

Disbursing Funds Held Post Closing

Follow these steps to set up disbursements of post-closing funds held for future invoices or process additional fees

To TCoorOrEOT T T e o OITITTOT Ve T T s =T Froooo
06 |Escrow to pay Taxes 2024 Mew York City Dep... |:| £125,000,00
. a7 o + T anac n Lo gy O [ £7C nnn on
2) Navigate to the Register and disburse the funds
Transactions  Notes (0)
|_JI" Inl Print and Post I| ') Actions ~ wm Reports ~ | Order Transactions | Anticipated Wires ; Options
Post... / Ref, Mumber Trans. Date Amount Code Payee /Payor
Print/Post Pending Disbursements ] $240,100.00 BA
Pending Qutgoing Wire £125,000.00 G Mew York City Department of Fin...
Pending Qutgoing Wire $600.00 G Mew York City Department of Fin...
Pending Outgoing Wire §34,000.00 G Mew York City Department of Fin...
Pending Qutgoing Wire £5,250.00 05 Invoice Hold
Pending Ledger Transfer(-) £250.00 O Commonwealth Land Title Insura...
Y does not match the amount held,
1) Update the To-code to the Contact to be paid
2) Update the amount to match the invoice amount
3) On the next available line enter/select the,
a) Description
b) To = contact for Invoice Hold
c) Buyer Debit = remaining funds
UU OO IO POy TOATS TUET o TICW TOTR Iy D =1 = TIzoyoTTT
p 07 |Escrow to pay Taxes 2025 \—q ] I Mew York City Dep... |:| @1} 575,000.00
08 [Remaining funds for Taxes { j\‘ Q5 Invaice Hold 1l £5,000.00
03 [

2. Advise Accounting the funds are now ready to be disbursed

N
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disbursements,

Disbursing Funds Held Post Closing

NOTE: If multiple disbursements are being paid to the same Contact and you need to have separate

1. Click the Line number link of a 06 |Escrow to pay Taxes 2024 G Mew York City Dep. .. 1 $125,000.00
disbursement to be paid Escrow to pay Taxes 2025 G New York City Dep... ] £75,000.00
separately e ‘Q\Emai"ing " Loan - Title / Settlement Charges

ng P N
. ) Charges for Line 07
2. Click the Payees tab | [+
4
Description Re To Buyer Debit Buyer Credit
3. Check the Separate check box » 1 Escrowto pay Taxes 2025 G $75,000.00
4. C(lick the Close button
X Deetails Paynr-
5. Repeat steps 1-4 for each disbursement to Code  Name Amourt Deducted  Held [ Seperate ] Bil Code
H b G New Yark City Department of Finance 100,00 | $75.000.00 = =
be paid separately i ==
Final Disbursement of Funds
»  Final Funds Returned to the Remitter of the Funds
1) Navigate to the Statement Charges screen
2) Locate the remaining funds entry
3) From the To-code drop-down, select the Contact receiving the funds
08 |Remaining funds for Taxes I 05 |nvc-ice Haold 0 £5,000.00

4) Notify Accounting funds are ready for disbursement

N

»  Funds to be booked as a Recording Processing Fee or Coordination Fee

© 2025 Fidelity National Financial

1) Navigate to the Additional Title Charges screen Q Additional Title Charges & Revenue Sharing
2) Select a placeholder in the grid; if none exists use
the Add Additional Title Charge icon to add a line g
and click the Description link to select the type of Description Charge lssued Date
Em
charge ([ Eret) Lookup Table - P - Additional Title Charges - NCS.NY.d
| Retrieve Ertry ~ nsert Entry = | Seal
Description
ACRIS Documert Preparation Fee F
Additional Chain
Additional Work Charges /|
Adjourmmenrt Fee - Closing o
Palicy: Cancellation Fees (|
— Certified Copy Fees (|
ESCTIDOON.
- .“‘*‘ Closer Fes C
Transaction code: Closing Fee {employee |
Tsued date: (OO [CoorarionFiee
Coov Fee [
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3) Inthe Charge field, enter the Description: Conrdination Fee
amount of the remaining funds Transaction code: v
Issued date: (Mone) v Effective date: (MNone)
Calculate Charge
Minimum charge: Maximum charge:
Charge based on: v Amount:
Multiplication %%: % [T calculate charge
Adjustment: +/- Seller pay:
Charge: |:| Taxable Line: TITL.0S ~
4) Navigate to the Statement Charges screen
5) Locate the original P ————p
InVOice HOId entry Description Re To Mame c/D Buyer Debit
. 01 |Owner's Policy Premium 0=
6) |n the Buyer Deblt 02 |Owner's Policy Endorsements 0
ﬁeld, press the F2 key 03 |Loan Policy Premium =
04 |Loan Policy Endorsements 0=
05 |Coordination Fee Commonweg £250,00
06 |Escrow to pay Taxes 2024 Mew York cif Press the F2 key $125,000.00
07 |Escrow to pay Taxes 2025 Mew York Ci 575,000,00
08 |Remaining Taxes held AT Aldo Saving, Ezqg. | \ 54, 500,00
» @[ Holding for final invoice 05 Invoice Hold = ~ 3250.['[']
in Il
7) Advise Accounting the funds are ready to disburse
Accounting Users - Disbursing
When you're notified funds are ready to be,
»  Disbursed — follow your usual process for printing checks or sending outgoing wires
» Booked as revenue
1) Navigate to the Invoice Summary screen
2) Inthe grid, select the Invoices (3)
Invoice to be booked -
and Verlfy the amount Invoice Number Bill T Invoice Tetal  Invoice Balance
1 XADDDRINAL
(27| K4n02g3na2
3) Click the Register button
4) ve“fy the Ledger Pending Ledger Transfer(-} .‘;250:00 o]} Commonwealth Land Title Insura... ]
Transfer to be posted
matches the amount; if not, balance the order to match the figures or return to the user for balancing

N
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6) Change the Status of the
Invoice to Sent; save the
order

N

5) Return to the Invoice Summary

Disbursing Funds Held Post Closing

Invaice number:

X400283NA-2

Property:

7) From the Register, post the Ledger Transfer
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