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EARNEST MONEY DEPOSIT – LIBERTY TITLE ILLINOIS 

Follow these steps when the Attorney receives the earnest money deposit and does not want it deducted from their 
disbursement. 
 

1. Navigate to the Order Contacts screen 
2. Verify the placeholder exists for Other (Attorney Held 

EM) 
 
 
 
 
 
 

3. Navigate to the Sales Contract & Earnest Money screen 
4. In the Earnest Money grid, enter/select the, 

a) Deposit Amount 
b) Line assigned; may be changed if needed 
c) Retained By = O-Other (Attorney Held EM) 

 
5. Navigate to the CDF Pg3-Sections K-N & Calc Cash 

to Close screen 
6. Locate the Line assigned to the deposit (Step 4b) 
7. Click the Line number link 

 
 

IMPORTANT:  You must use the Other (Attorney 
Held EM) Contact for this process. 
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8. Click the Payors tab 
9. Verify the Process As = Incoming Fund 

 
10. Navigate to the Order Transactions screen 
11. Verify  

a) Receipts show 
incoming funds 
from the O-
Other (Attorney 
Held EM) 
Contact 

b) Disbursements 
show payment 
to the Attorney 
in the full 
amount; click 
the Group link 
if you need to 
see the 
individual 
charges 

 


