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Processing the Deposit 
 

EARNEST MONEY – GA – GEORGIA AGENCY 

Follow these steps to enter and disburse an earnest money deposit. 
 
Entering Earnest Money 

From the Disbursement Only section,  
1. Click the Express 

Order Entry screen  
2. In the Project name 

field, enter Earnest 
Money 

3. Continue entering 
your order 
information as 
needed (on the 
Express Order Entry and Order Contacts screens) 

4. Navigate to the Additional Title Charges screen 
 
With the Disbursement Escrow Fee entry highlighted in the grid,  

5. In the Charge field, overwrite 
the $1,000.00 entry with $0.00 

   
 
 
 
 
 
 

6. In the grid, click the Add 
Additional Title  icon to add 
an (Empty) line 
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7. Click the Description link  
8. Double-click the applicable 

Earnest Money Escrow entry 
 
 
 
 
 

9. Navigate to the Sales Contract & Earnest Money screen 
10. In the Deposit Amount 

field, enter the earnest 
money amount to be 
received 
 
 
 
 
 
 
 

11. Click the Register button 
12. Anticipate the wire from the B-Contact 

a. Click Anticipated Wires button  
b. Code = B-Contact 
c. Amount = earnest money amount  
d. Click the OK button 
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Disbursing Earnest Money for Closing 

13. Navigate to the Statement Charges screen 
14. In the Disbursements section, enter your deposit entry 

a. Description = 
Earnest Money to 
Attorney  

b. To = AT-Contact 
c. Buyer Debit = 

earnest money 
amount 
 

15. Navigate to the Order Transactions screen 
16. In the Receipts section, locate 

the entry noted as From Buyer 
in the Details field (not the 
earnest money deposit entry) 

17. From the Code drop-down of 
the BA entry, select the AT-
Contact  
 
 
 
 

18. Click the Register button 
19. Disburse the earnest money funds to the attorney via outgoing wire 
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When you receive payment from the attorney for the escrow charge, from the Register, 

20. Receipt in the funds 

a. Click the Add Transaction  icon 
b. From the Add Transaction window, select Receipt 
c. Click OK 

 
 
From the Receipt window, select or enter, 

d. Medium = Check 
e. Payor code = AT 
f. Memo = EM Escrow Fee 

Payment 
g. Apply towards > Apply 

to Closing = payment 
amount 

h. Click the OK button 
 
 
 
 
 

21. Post your Ledger Transfer 

NOTE: If the attorney banking information has 
not been entered on the Contacts screen, click 
the Bank Details tab to enter the required 
information when disbursing. 


