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History

05/29/2025 | Rewrite to accommodate Web Portal version.
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With its Encompass suite of products, ICE Mortgage Technology® is a leading provider of loan origination
software solutions for the residential mortgage industry. With Encompass, lenders can now send title, escrow
and closing service orders directly to SoftPro service providers, without leaving the Encompass loan file.

This User Guide provides information on how the Encompass integration works and how orders sent from an
Encompass user are managed in SoftPro 360.
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Opening the Integration

Required Data

To submit a Title and Closing Request, the Encompass file must contain the Borrower First and Last Name and

the subject Property Address, City, State and Zip code.

Order Service

From the Encompass loan file, select Services from the menu (on the left) to open the All Services screen. The

screen displays Categories where services have already been ordered. Clicking the Category expands to show

existing requests along with the information pertaining to its submission: who ordered, when it was ordered,

the number of documents submitted and the status of the submission.

From here the user can order a new service or re-order a previously submitted service request.

Click the Order Service button (upper right) to open the Order Service

window

Selecting the Provider

From the Order Service window, the user selects the Title and Closing Provider.

Select Title and Closing from the Categories field to
populate the available Providers list.

Select the applicable Provider and click the Next button.

NOTE: Select Fidelity National Title Group for any
brand not listed.

o]
=
& -0 x
00,000.00 $275,000.00 0.000/0.000 >
rchase Price Total Loan Amount DTl
o B | Order Service |
Order Service X
Categories Providers &)
a
| Title and Closing » Alamo Title Company FNTG
Chicago Title Company FNTG
Commonwealth Tithe Company FNTG
Fidelity National Title FNTG
Fidelity National Title Group
I Heritage Title Company FNTG L4

Lawyer's Title Company FNTG

Security Title Company FNTG

Ticor Title Company FNTG

i Next |
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Order Information and Loan Information Sections

The Order screen displays information pulled in from the Encompass loan file, provides the ability to place the
order and send additional documents, notes, etc. The toolbar displays the Order Number (once assigned by
the Provider) and updates the Order Status as it progresses through the process. Users can click the Profile O
icon to obtain Help and support or return Back To Service.

The FNTG Order screen populates the Transaction Type (an entry here is required to submit), Property Type,
Occupancy, Loan Type, and Estimated Closing. Changes to the data in these fields can only be made in the
Encompass loan file with the exception of the Estimated Closing field. However, changes entered in this field do
not save back to the Encompass loan file. The Need By Date may be entered if desired.

The Place Order tab is streamlined to the services available: Order Title Service and Order Closing/Escrow
Service. The fields within each product do not enable until the service is selected.

2501002424 Steve Roger & Margret Carter ~ f2] [~ X
820 7 4200 Falls of Neuse Rd Unit 1944 Raleigh NC, 27609 $799,00000 ~ 0.000% im Notlocked  Conventional Fixed — $400,000.00  $275,000.00 0.000/0.000 68750 /68750 / 68750

MidFICO Detached | Primary Appraised Value | Note Rate Lock Status Fixed Rate Purchase Price Total Loan Amount DT LTV / CLTV/ HCLTV
Title Order: NA Title Order Status: Order Pending Submission

Q
N Closing Order: NA Closing Order Status: Order Pending Submission
B
. (am,mfnmmion \ { PLACE ORDER w RATE QUOTE
Transaction Type o
Purchase -
U b . = [ Order Closing/Escrow Service
roperty Type Service
= Detached -
(=] etache
Occupancy
Primary -
Loan Type
Conv -
Need By Date B

Estimated Closing m

Loan Information
Loan Number

2501002424

Borrower

Steve Roger

Co-Borrower
Margret Carter

Raleigh

Property Address

4200 Falls of Neuse Rd L

- J

The Place Order Tab

As noted above, the Encompass user has the ability to request Title Services only and/or Closing/Escrow Services
by checking the check box for the applicable option.
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When a Service check box [ﬁ
PLACE ORDER

is checked, the fields are

then enabled. All

required fields (as noted Service Provider

by a red asterisk) must be

completed to enable the

Submit Order(s) button.

Title Comments

Enter comments...

.

Comments & Attachment

RATE QUOTE

- ___________
s

SUBMIT ORDER(S)

Service Provider/Contact

From the respective drop-down, select an office
for the Provider selected and the Contact. The
Service Provider and Contact are required
fields, and the remaining fields are not enabled
until a selection is made.

Selecting a Product

Check the corresponding check box for the
product desired (i.e., Property Report,
Preliminary, Commitment, O&E Report, etc.). A
selection is required to proceed.

Comments & Attachments

Additional information may be sent with the
service request such as additional notes and
documents.

Enter comments in the Comments field (up to a
maximum of 1000 characters). If Title Services
and Escrow/Closing Services are ordered,
comments entered for one service may also be
added to the other service by checking the Copy

Comments from [Closing/Escrow or Title] check

‘ PLACE ORDER ‘ RATE QUOTE

Service Provider Contact

RegressionProvider 16janujg emp -

Committment [] preliminary Report

- b

[] AtmnPrOct15180653 v

Comments & Artachment

Title Comments

Enter additional notes for the service request as needed.

Upload Document | Add Document from eFolder

B Credit Report_Stevepdf (0.00 ME)

File Description

Enter description for document attached.

box. The check box is enabled for the service where Comments have not yet been entered.
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NOTE: Checking the Copy Comments check box overwrites any notes that may have been entered in the
Comments field notes are being copied to (in the example below, the Title Comments would be overwritten if
manually entered.

i

Title Comments: Closing Comments

Enter comments.. I Enter comments to be transmitted to the provider. l

I [[] Copy Comments from Closing/Escrow l _

Document(s) can be added from the user’s hard drive or the eFolder for the Encompass loan with a maximum
upload limit of 90mb for both local documents and eFolder documents. If a document is to be sent with the
Title Service request and/or the Closing/Escrow Service, it must be uploaded for both services and a description
of the document entered in the Description field.

e Upload Document to add a document to

. (=
the Documents folder for the loan; this =

opens File Explorer to select a document [ CreditReport Stevepdf (0.00ME)

for upload. _
File Description *

4

e Add Document from eFolder to select from

documents already uploaded for this loan. When this option is selected, the Select Documents and Files
screen displays all documents by default. Users can select a document from the All Documents list
shown on-screen or narrow the list of documents by selecting a specific folder from the Document
Group drop-down. New documents may also be uploaded from this screen using the Browse link or
drag-and-drop files in the Drop files here to upload box.

Selecting Documents to Transmit
Check the corresponding check box for the document(s) to be sent with the service request. Click the Upload
button to attach the document to the request

Select Documents and Files X
Bi 4 LOCAL DRIVE
Document Groups rowse
INo document group sefected ‘ ~ ‘ Gy
Drop files here to upload
ALLDOCUMENTS | 1Selected | upicad |
[=] DOCUMENT FOLDER ATTACHED FILES DESCRIPTION FOR BORROWER PAIR DOCUMENT STATUS STATUS DATE SOURCE UPLOAD STATUS
O Select Installation - Overview.p EFolder
Credit Report Credit Report_Steve.pdf Steve Roger and Margret Ca  received 02/03/2025 EFolder
[[] Flood Certificate Flood Certificate for the proper Steve Roger and Margret Ca  received 02/03/2025 EFolder

The Upload Status shows as Complete, and the document is no longer available for upload for this request
instance.

10
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Click the Done button to return the Service Request window.

Select Documents and Files

X
:  LOCALDRIVE
Document Groups frowse:
No document group seiected |~ ‘ (@5
Drop files here to upload
ALL DOCUMENTS | 1Selected Upload
[-] DOCUMENT FOLDER ATTACHED FILES DESCRIPTION FOR BORROWER PAIR DOCUMENT STATUS STATUS DATE SOURCE UPLOAD STATUS
O Select Installation - Overview.p

EFolder
Credit Report Cradit Report_Steve pdf Steve Roger and Margret Ca  received 02/03/2025 EFolder
[] Food Certificate Flood Certiflcate for the proper Steve Roger and Margret Ca  received

02/03/2025 EFolder

T e e UIPEVN

The document selected is now shown in the Documents & Attachments section of the specific Service. If a

document is to be sent with the Title Service request and/or the Closing/Escrow Service, it must be uploaded for
both services and a description of the document entered in the Description field.

PLACE ORDER

2 Contagt —478 — — 5 o ————————— — Contact
RegressionProvider - ‘ ‘ frc emp - ‘ RegressionProvider - ‘ ‘ frcemp - ‘

[[] Ccommitments and LCP

[[] AtmnPrSep27181145 a M4 Escrow and Closing Services [[] Sub Escrow

.
® FPreliminary Report [] Property Report

[C] Escrow Product - IMPACT [] Escrow Product2 - IMPACT

Comments & Attachment Comments & Artachment
Title Comments Closing Comments
Enter additional notes for the service requested as needed Enter additional notes for the service requested as needed

P
0

B Flood Certificate for the property.pdf  (0.00 MB)

Copy Comments from Title

Add Document from eFolder

= Flood Certificate for the property.pdf  (0.00 MB)

File Description

File Description
Flood Certificate for the property.pdf Flood Certificate for the property.pdf

T

(T

11
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Submitting the Order Request

Click the Submit Order(s) buttons to send the order request to the Provider and a Submission Results dialogue
box appears citing the service provider and the service request type displays as Title and Escrow Requests.

Submission Results

Thank you for choosing Fidelity National Title Group for your Title and Escrow requests. Your order request is in the process of submission.

0K

Clicking OK opens the Order Status tab displaying the product(s) requested, and the date and time of the
request. When documents are received from the Provider, they appear in the Documents section. Until the
order request has been accepted by the Provider, the Order Number on the Check Status tab displays as
Requested and the Order Status field at the top of the Order screen displays Requested with Order Number
displaying NA for each service requested. Once the order has been accepted by the Provider, the Status field is
updated to show Accepted, and the Order Number populates the ProFrom order number.

X

8 a0

Purchase  MM/DDYYYY

2501002424 Steve Roger & Margret Carter

820 4200 Falls of Neuse Rd Unit 1944 Raleigh NC, 27609~ $799.000.00  0.000% @ Notlocked  Conventional Fixed =~ $400.000.00  $275.000.00 0.000/0.000 68750/ 68750/ 68750
MIGFICO Datacnea | Primary ApprasadVae | NoteRate ock stats FeaRate Purcnasa pric ToalLoanAmount DT

~

e 2 FS: Admin User >
LTV e rs EstClosing Date

¥ JIRTignal S @) @ = Closing Order Status: Requested
SN o Bsck To Semice
L oo
o Order Status : Requested Place Title Place Escrow Cancel Order <
. Ordered Product And Services
= Request Requested
Title Service - Search Documents 04/09/2025 04:28:23 PM
Title Service - Preliminary Report 04/09/2025 04:28:23 PM
Closing Service - Escrow and Closing Services 04/09/2025 04:28:23 PM
Activity History
Task/Activity Occurred Comments
Documents
7 Open
Loan Information Document Date Added Comments Added By v

Loan Number

2501002424

Borrower
Steve Roger

CoBarrawe
Margret Carter
County

Raleigh

Property Address
4200 Falls of Neuse Rd L

Closing the Fidelity order screen returns the user to the Encompass loan file displaying the All Services screen.
The All Services screen displays the submitted service request citing the Status as Submitted, who placed the
service request, and date the request was made. The Partner status shows as InProgress.

12
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& - A \
na ENCOMpass | PIPELNE > LOAN
SEE03252025 003 Seenevasan C ~ z B8 =2 - 0 Seve
< 850 5859 Falls of Neuse Rd Firestone Park CA, 90001 $325,000.00 9.000% @ Not Locked Construction Loan $325,000.00 $250,000.00 0.000/0.000 >
Mid-FICO Detached | Primary Appraised Value Note Rate Lock Status Fixed Rate Purchase Price Total Loan Amount oTl
9 —_— —
All Services o Order Service

i

Category ~ Al

PRODUCT CATEGORY STATUS BORROWER(S) ORDERED BY LAST ACTIVITY ;:,IUNSER 3
| Q@ [ »  Fidelity National Title FNTG Titie and Closing ) Processing Seenevasan C admin 03/25/2025 06:3.. :ir"r.ogress &
- Ls : g
= »  ENCOMPASS LIVE SOFTPRO Title and Closing 2) Completed Seenevasan C admin 03/25/202506:3.. Completed [ )

Requesting FNTG Rate Quote

An Encompass user can request a rate quote using the Rate Quote button in the upper right corner.

Order Information PLACE ORDER
F.ur{.hase . -
;Jelac.n-eci
Fnr‘nary -
o
By D S
stimated Closing (59
Lian infermartion
: FE I'.|.1.ri 075 2001

The link directs the user to the FNTG Rate Calculator (FRC) page where the user logs in using their Encompass

credentials.

NOTE: If the password is not recognized, click the Forgot password link to generate a new password. Generating
a new password here does NOT change the password for Encompass. The new password only applies

when logging into the FRC site.

Once logged in, the Rate Quote Step 1 screen which populates the Brand and Transaction type if entered in the
Encompass loan file and the Provider and Product selections are manually made.

13
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Rate Quote

Step 1of 2

Brand Fidelity National Title Group «
Transaction Type Refinance v
Provider RegressionProvider v

Product RefinancestandardProduct  w

Click the Next button to continue to the Step 2 screen.

This screen populates the Loan Number, Loan Amount and Zip code entered in the Encompass loan order. Select
the,

- Loan Policy

Endorsements

Transfer Taxes — Percentage of buyer Responsibility populates once the Zip Code is selected.

Rate Quote

Step 2 of 2 : Refinance

Loan [ Reference Number 11003142
Loan Amount | 5400,000.00

Tip Code 27609 Lecate

County State

City

Ralaigh Wake North Carolina [NC)

Loan Policy ff | ALTA Expanded Coverage Residential Loan Policy v

Loan Policy Endorsemaents
B4 5-06 - Planned Unit Development
LT 8.1-06 - Environmantal Protection Lien

EALTA 5-06 - Restricrions, Encroachments, Minerals

Transter Taxes | Parcentage of Buyer Responsisility: | 30.00 % 5

¥ click to View Disdimer

<< Previous Get Estimate

Once the selections are made, click the Get Estimate button to generate the FRC estimate. Users can then
manually enter the fees in the Encompass loan file.

14
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The Order Status tab displays the product(s) requested, the date and time of the request. Until the order request
has been accepted by the Provider, the Order Number on the Order Status tab displays as Requested and the
Order Status field at the top of the Order screen displays Requested with Order Number displaying NA for each

service requested.

The All Services screen displays previously submitted service requests citing the status, the borrower(s) name,
who placed the request, date of the last activity on the request, Partner status and the number of documents

received from the Provider.

From here, the user can,

o

e Click the Documents Received = icon to view the list of documents received. A document can be

viewed on screen by clicking the document.

Order Service

All Services

Category ~ Al

PRODUCT CATEGORY STATUS BORROWER(S) ORDERED BY LAST ACTIVITY Z?::SSE " B
NI public documents scenarios.docx = Evnet Table.docx
g a S |8 E
3] 1 /5 100% [CEO) Q public documents
= | scenarios.docx
: — L4

Case 2 - If customer check the checkbox - Enable public document but does not have
I permission to public documents -~

e C(Click the Open “icon (to the right of the entry to open the Order Status screen.

All Services \ 4 Service Orders Order Service

CATEGORY

~  Title and Closing

PRODUCT STATUS BORROWER(S) ORDERED BY LAST ACTIVITY ~  PARTNER STATUS 8
Fidelity National Title FNTG ) Submitted Steve Reger, Margret Carter admin 03/02/2025 01:06 PM - o =
admin 03/012025 12:45 PM 0 @

D Submitted Steve Roger, Margret Carter

SoftPro Dev Testing

Once the order is submitted, the Order Status is updated to show as InProgress, and the Order # is

updated to show the SoftPro Order number.

15
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o Click anywhere on the request entry line to open the Title and Closing panel (to the right) for the request.
The panel displays the history of the Activity Detail in addition to the above information displayed on
the All Services screen along with the 360 Reference number.

To open the Order Status screen for an entry, click the View Details link.

All Services

Category ~  All
PRODUCT
»  Fidelity National Title FNTG

»  ENCOMPASS LIVE SOFTPRO

CATEGORY STATUS
Title and Closing 5) Processing
Titie and Closing ) Completed

BORROWER(S)

Seenevasan C

Seenevasan C

Title and Closing: Fidelity National Title FNTG

-{REI’ERENCE # 11103-60-250325-189630 ]

Ordered Date
03/25/2025 06:31 PM

Ordered By
admin

Order Type
MANUAL

» Activity Details

Order Service

Re-Order

Partner Status
In-Progress 3

Reviewing SoftPro User Communications and Documents
The Order Status screen displays the Activity History for the selected request with any communication received
from the SoftPro User populated in the Comments field. From here, users can also order Title, Escrow or Cancel
an order by clicking the respective link. If the original order was Title Service only, the Place Escrow link is
enabled or if the original order was Escrow or Escrow/Closing Services, the Place Title link is enabled.

Order Information

Loan Information
Loan Number

2501002424

Borrower

Steve Roger

Co-Borrower
Margret Carter

County

Raleigh

Property Address

4200 Falls of Neuse Rd L

ORDER STATUS }

Order Status : Pending

Ordered Product And Services
Request
- Title - Escrow and Closing Services

- Title - Committment

RATE QUOTE

Place Title

Place Escrow

Cancel Order

Requested
03/02/2025 01:06:36 PM

03/02/2025 01:06:36 PM

Order #
Pending

Pending

Activity History

Task/Activity

Comments

Documents
[ Open

Document

Comments

Added By

16
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Viewing Received Documents

Document(s) can be viewed from the Order Status screen as well. Highlight the corresponding document and
click the Open link. The document is then downloaded to your default local default download folder, and you
are prompted on how to proceed, (open, save as, etc.).

a2 Encompass | PIPELINE > LOAN Downloads

SEE03252025 003 Seenevasan C ~ N ) What do you want to do with ObaDbbcd-ac1a-40df--

= aa53e3bB7e7adocx?

¢ 850 5859 Falls of Neuse Rd Firestone Park CA, 90001  $325000.00  9.000% = Notlocked  Cons Openly | s= bpo /0. 3
@) 2c644bbb-3de9-43b1-9c85-db02817839d.doocx -
= TitleAndEscrow 03/25/2025 06:13:33 PM
v See more
E| - Activity History ST
-
-
5] - Task/Activity ’," Occurred Comments
- | Ly
Executed Documenis ," 03/25/2025 06:18:27 PM New activity
Cd
o S
.-
-
n Documents T
-
[ Loan informetion Document Date Added Comments Added By
Loan Numbe
SEE03252025 003 public documents scenarios.docx 03/25/2025 06:18:27 PM Executed Documents System

In the Documents folder, the uploaded document(s) is displayed with a status of Received. The Encompass user
can access the documents in the loan file’s eFolder.

Sending Documents and Comments to SoftPro/FNTG Agent

An Encompass user can send comments and documents using the Send Additional tab.

NOTE: The Send Additional tab is disabled if the order Status shows as Completed.

From the All Services screen, click the Open “icon (to the right of the entry which opens to the Order Status
tab. Click the Send Additional tab.

From this screen, the user can enter a Message/Comments up to a maximum of 1000 characters. Upload or
select documents from the Documents folder. Identify whether the document is for Title, Escrow or Title and
Escrow by checking the corresponding radio button. Multiple documents can be attached. The integration
supports .pdf, .doc, .docx, .jpg, .bmp, .tiff, and .html documents. Identify this as a CD transaction by checking
the This is CD transaction check box.

Click the Send button to submit to the Provider.

17
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Ry
P T

Ak Flrs Fror The Dt Lo st Than A Detsls Belors Sending

B Ewend EPC Caamols User Oudedoo (253ME

Loan dnrmaten

[ This is CO wansaction

Once the message and/or documents are sent, the b s
.. . L. Submission Resu
Submission Results message displays. Clicking the OK
button returns the user to the Order Status screen.

Your update order request is in the process of submission.

oK

Note: Sending documents or comments does not change the Task/Activity History grid. This grid is only to
show the tasks that have been completed by the SoftPro Agent for the order.

18
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Receiving a New Order

When a new order request has been submitted by an Encompass customer, an email notification is sent to the
Notification Email Address (added when the SoftPro customer is set up) for the Provider. An example of the

email notification can be found in Appendix A.

The Queue

The 360 Queue displays a new Encompass order as a New transaction for each service requested (i.e., Title and
Escrow services). Clicking the Next Step button opens the selected transaction for review.

Queue = x
&) riext Step [ | views: SearchResuts - o B8 |Filter: Al Providers Yzl

Provider  Service  _Stang Linked Order Linked Profie Created By Created On Completed On Desaiption Transaction hur &
Encompass w Test Last 2 7:3 | 417101-60-2502
" EheMse  Encompass MNew Officer Encompass | 2/13/2025 7:34PM gowda, madhu, address, Frestone Park, CA, Titie Only 417101-60-2502

7:37PM gowda, madhu, ad estone Park, CA, Title and Escrow

Encompass

%  Ele Mae Encompass  New Test Last 2j13/2025 7:17PM gowda, madhu, address, Frestone Park, CA, Title and Escrow 417101-60-2502
®  Ele Mas Encompass In Progress SPOrder721 Defaut Test Last 2/13/2025 7:01PM gowda, madhu, address, Frestone Park, CA, Title and Escrow 417101-60-2502

The Review Screen

The Review screen populates the data and documents for the transaction.

& Review X
= Select All = Select None | B Field Codes |  New Order < Order Search | Linked To: 1 .
= Groups © Data
Al 1 Name Curent Value New Value A
e £ Setlement Type COF 3
B Order Type Title & Escrow i
V) E4  Purchase Price @ 325000.0 %
F4  Transaction Type Purchase o
B4 Loan Amount 250000.0 3 |,

] Add to ProForm Notes

<3 Documents (5)
[l  View Copy Description File Name File Size  Transfemed
M M ;Eﬂﬂc:m:fafs User Guide - 4938317 | 100%

(© recot] (@ Roct] [ Close |
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Linking Transaction to an Order (1)

Before you can import the data and documents, the new transaction must be linked to an Order in Select.
Selecting New Order opens the Create Order screen or you can use Order Search to open the Search screen and
link the transaction to an existing Order. Any orders already opened in Select will display in the Linked To
dropdown box for selection. Once the order number populates in the Linked To field, the data and documents
in the Review screen are available for accepting into ProForm.

Groups Section (2)

In the Groups Section, the data from Encompass is grouped by category and contact type for easier navigation
to a desired field or group of fields. Selecting a Group will display only that Group’s data in the adjacent Data
Section. Selecting All in the Group tree will display all the data that has been submitted from the new Encompass
order.

Data Section (3)

The Data Section displays the data sent from the Encompass order in the New Value column. This data has been
mapped to the fields listed in the Name column. Any data that already exists in the Select Order will display in
the Current Value column. By default, all the data from the encompass order is selected for importing into the
linked ProForm order.

e Using the scroll bar on the right side of the Data Section allows you to review the data for the Group(s)
selected in the Groups section.

e The checkbox to the left of each field Name can be unchecked to exclude the Encompass New Value from
being imported into the linked order. All data can be included or excluded by selecting the checkbox in the
Data Section header.

e The Edit icon to the right of each New Value opens the Edit New Value window where you can change the
New Value to be imported for that field. Hovering your curser over the options at the top of the window
opens a description of each editing feature in this window.

Edit New Value (me3a]
Append || ) Revert Ei\l__ Uppercase | ‘i Lowercase | A2 Propercase | = Trim Copy Cut | [ Paste
11/15/2016™%,00:00 AM -

| Append to the current value.

0K [ Cancel

20



SOFTPRO 360 — ENCOMPASS USER GUIDE 06/17/2025

Notes Section (4)

The Encompass user can send comments with a new order. These comments are populated to the Notes section
of the Review screen. This Section also displays the following information:

e Office
e Products ordered
o Comments

By default, notes and comments are selected to be imported into the linked order. To exclude these notes from
being imported, you can uncheck Add to ProForm Notes.

Documents Section (5)

Any documents that the Encompass customer sends with the new order are listed in the Documents section on
the Review screen. Clicking the PDF icon opens the document in Adobe for viewing. Clicking the Copy icon
copies the image of the document to a clipboard from which it can be pasted into an external application. By
default, all documents are selected for importing into the linked order.

Accepting the Transaction

After the new transaction is linked to an order in ProForm, it can be accepted by selecting Accept in the lower
right of the Review screen. This imports the New Values into their respective fields in the linked order. Notes
are populated in the Notes section of the order, and documents will be attached to the order and displayed in
the Attachments screen. The Review screen will close when importing is completed, and the transaction status
in the Queue will change to In Progress.

Upon acceptance of a new transaction, an email will automatically be sent to the Encompass user who sent the
order. A sample email is shown at Appendix B.

Rejecting the Transaction

To reject a new order, select Reject in the lower right corner of the Review screen. No data, notes or documents
will be imported into the linked order. The Reject Order screen opens to allow comments to be sent with the
communication to the Encompass lender.
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F'L. Resview

i}

= Select Al = Select Mone | §§ Field Cades | 5 Mesw Order #% Order Szarch | Linked To: -
= U & Cata
-4 ¥ Mams Curment Value e Vilus =
# - Gerper .
7 |5 - cl
- Buyers | Cetdlameni Tips COF
W Onder Type Tl oy
\ | 0
Encom - -] )
< L === Refinancs B
I‘T'I 230000.00
Repect Onder EHCD Da SS = .
¥ Add to Profoms Mobes
Comrnen] Vol
Fefedt Te - Pennireuls
Duplicate order.
Titde Ty
Mext | | Cancsl B scoop (S Repent]| [ Coose

Clicking Next opens the Reject Order screen.

The Set the order status to Rejected now check box must be

checked to enable the Submit button. The transaction status in the Queue changes to Rejected and the

transaction can no longer be opened.

In the SoftPro Agents screen, the lender sees the Order Number change to Rejected. The Products & Services

section reflects a time-stamped entry that the order was not accepted, and the Task/Activity History displays

the comment sent with the rejection communication.

The Encompass lender will be able to send a new order the next time the SoftPro Agents screen is opened from

the Encompass loan file.
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Order Summary Screen in 360

The Encompass integration allows a SoftPro user to send notifications, comments, and documents to an
Encompass customer. After an Encompass order has been accepted, opening the transaction opens the Order
Summary screen. The Order Summary grid keeps a record of each communication, the date and time sent or
received in 360 and the email address of the person who created it. In addition, the SoftPro user uses this screen
to send a communication to the Encompass customer, review any document or comment sent from the
Encompass customer to 360, to cancel the order and to close the order by marking it complete.

& Encompass - 2017050053 | =
Ondes Summary Encompass
Arson  Communicacon Tk Sam/Poosvad On Crazned By

W Hew Dromr Rsguess 032007 12:41:05 iranna henlsyamisn @ achprocom

3 Send a Communicaiion| [ Cancel |

Closa

Sending a Communication

To send a notification, document, or comment to the Encompass customer, select the Send a Communication
button. This opens a screen to Select a Communication to Send.
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& Encompass - 2017050059 =1

Sebect a Communication to Send :: Enmm paSS‘

Send Preliminary Repor / Commiment =
Malify Clear b Close

Motfy Fayoft Demandis) Delwerad

Malify Lender Docs Received | Ingtruclions
Send Estimated HUD

Malify Signing Scheduled =
Send Executed Loan Dwcs
Motify Loan Disbursed
Malify File Racordad

Zend Final HUD

Sand Final Palicy

Send a Comment  Document

WClnsin Misclnegs delupred bo bamreeriet by Setflpmentéoonts 7|

Fack | [ Mext | close

This screen lists the communications that can be sent to the Encompass customer. Selecting a communication
and clicking the Next button opens the screen to add a comment or attach a document to the communication.

send Prelimmary Repart [ Commitment :: Enmm paS‘S‘

Comment [¥ Add ta ProForm Crder

Hareg's the commibment. Thanks for your onder!

Aflachments
File Mame Crascription File Size
CommementPrelimin... | 81478 KB

ALTAPlain Languags ...

| Browse | | atachmen: | | ReadyDoca |

Back submit | | cancel

The Add to ProForm Order checkbox gives the user the option to add a note to the ProForm order with the
details of the Communication. It is checked by default. Clicking the Submit button sends the communication to

the Encompass customer.
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The Communication is added to the Order Summary screen and Added ¥ icon is shown for the Communication

in the Select a Communication to Send screen.

ﬁ
% 2 Encompass’

e skl aadicard b Bavimsseaiia b b B

& Encompass - 201 3006 e ]
FY .
—— .« Encompass
Seleect a Communication bo Semd
Sl o e Tik HTan ST N e T v Ciemedd By
W CorrimenFeimines e 053207 5355 a1 7131 B ucizeci6] com
W e Oedw Ragumat 22T 1241 Eemrrr vesbrparith B o zooen .. Spead Praleineey Rapsi ! Cammilmest
Foalfs Clasd In Clonss
Fualifs Payal Demand(s ) Delkarad
Faalfs Lander Docs Racakad ! sludans
Bend Esimaiad HID
Foglfs 2 gnirg Schedued
e Earzired Laan Dacs
Fualfy Loan Dizzursed
gy File Recorded
Serd hinal HUL
el binal Palcy
Siered 8 Comment ! Dicumenl
ncenn Merdraiin
ii“mumnumm] :I l{‘-mml] ey H x| @
Lo

With the exception of the Send a Comment/Document, each communication type can only be sent once. The

Send a Comment/Document communication may be sent multiple times.

Canceling an Order

An order can be canceled at any time. Selecting the Cancel button opens the Cancel Order screen to comments

or documents to the communication.

Selecting Next opens the Cancel Order

screen.

& Enzormpes - 201 TIGICEL

-
% 2 Encompass' |

thnler Semmary
b Cormumemalie B[ ]S ' s
W bl O Dedessad DET T
¥ Uzemis Oedee Nacuae D6 2017 A .
R r—— 1 concelonter » = Encompass

Frfrrgrs Fuganl DT 017
W Mew Oadsi Rempesa 2 P 1

Lummenl ilﬁm'.!.ll"ll.l“:lrr Uiy

Iij&dntnmnim'ix_c.nd]i R

Canceied perlender|

Aflwcrrant

il Nerme Un=cgian

Himivse | stadiment | | Hupayling |

(R

Hast | | Gaccsl
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The checkbox to Set order status to Canceled now must be checked in order to Submit the communication to
the Encompass lender.

(€&, Encampass - 2017060061 '
Cantel Order EnCDm DESS

Do wou wand i cancel fis order?

It is not possible o update an order wiih a Cancaled s1abus.

Settha order s1abus to Cancaled now.

Back Canceal

When the transaction is Accepted into SoftPro, the Order Status is set to Canceled in the Select Order.

Completing an Order

To complete an order, click the | @ encompass - seez0s03004 x
Send a Communication button | orersummary EHCDTTIDESS'
on the Order Summary screen.
Acton Communicaton Trle Sent/Received On v  Created By
«”  Update Order Request 03/25/2025 6:21:07 agencyuser@fnf.com
. " 4 &cuts ments
Select the applicable e e @ Encompass - SEE2025030048 X
Communication reason and click :
Select a Communication to Send Encompass
the Next button.
Send Preliminary Report/ Commitment A

Motify Clear to Close
Motify Payoff Demand(s) Delivered

Notify Lender Docs Received / Instructions
Send Estimated HUD
Notify Signing Scheduled
lm@ﬂl] X Cmed Send Executed Loan Docs 4

Notify Loan Disbursed
Notify File Recorded

Send Final Policy

Send a Comment/ Document

Clnzinn Nisclnenrs deliversd tn harrnwerie) hy Seflemant Anente

Y

Next Close
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We selected the Send Final HUD entry which [ 0 0 s %
opens the Send Final HUD dialog allowing us to FY E .
NCoOMpPass
add the document. Once the document is | >=™F=i™® e pa
attached, click the Next button. T
Allachimenta

Filg Mame Descripban File Sizn
Ewnat izl docx Final HUD 653.87 KB

[ Growse | Amachment | | ReadvDocs
-

When prompted, check the Set the order status to Completed now check box; this updates the Lender’s

Encompass Order once submitted.

Click the Submit button. The Order Summary window shows the recent communication to Complete Order, and

you can now click the Close button.

& Encompass - SEE2025030048 X
Y E .
o » e ENCOMPAass
Do you want to complete this order? @ Encompass - SEE2025030048 %
Updates for an order with a Completed status will need to be sent A | .
directly to the lender. T ha Encom pass
Acon _ Communicaton Tite Sent/Received On v Created By
[ [ Setthe order status to Completed now. ] v I Clnnplete O I 03/25/2025 622:44 S A et o
" Final HUD 03/25/2025 6:22:30 AgencyUser@inf com
& Update Order Request 03/25/2025 6:21:07 agencyuser@inf com
o Executed D o 6:18:27 AgencyUser@inf com
& New Order Request 03/25/2025 6:13:43 sgencyuser@inf com
Back Submit Canl
Q Send e Gcommumcetion| |8 Cence| Heview @ Eoppf Iroer &
This order is in 2 completed state. No further communications can be sent. |@|
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Integration Setup

NOTE: Administrator credentials are required for the ADMIN module to be visible and set up the Service Provider
via the Company/User Setup.

Pre-Requisites for setup:

1. Admin credential to Encompass Partner Connect (EPC)
2. Product Registration is completed by the Development Team and ICE
3. ICE-EPC URL: https://encompass.ice.com

Configuring a Service Provider
Once logged into Encompass, from the menu (on the left),

1. Click the Services option and select Services Management to open the Services Management screen

The Services Management screen displays cards for all existing service setups for Manual Order. Only one
Manual Order can be set up for the selected Service.

K3 Encompass | ADMIN HNG)!

Do

‘COMPANY/USER SETUP

Automation Rules ‘ ‘ Add Service ‘ | |C':|

< {7} services
Vendor Allocation

Data Permissions

(5) OPPORTUNITIES SETUP
7] WORKFLOW MANAGEMENT

[E) ASSET MANAGEMENT

) cusTomizaion

Services Management ‘ 15 Services Configured

Sort ~ | AZ

Category ~ | Al

Alamo Title Company FNTG Chicago Title Company FNTG Commonwealth Title Company ENCOMPASS LIVE SOFTPRO
Title and Closing Title and Closing FNTG Title and Closing
Titsand Closing

Service Setup Service Sewp | SeniceSetup Service Setup
Fidelity National Title Fidelity National Title FNTG FNF Dev Title FNF Dev Title (Local)
Title and Closing Title and Closing Title and Closing Title and Closing

ServiceSetup Service Sewp | SendceSetup SemiceSetup |
FNF Sample Heritage Title Company FNTG Lawyer's Title Company FNTG Security Title Company FNTG
Title and Closing Title and Closing Title and Closing Title and Closing

Service Setup Service Setwp | Service Setup Service Setup
SoftPro Dev Testing Ticor Title Company FNTG ‘WebHook Online LIVE SOFTPRO
Title and Closing Title and Closing Title and Closing

Service Setup  § Service Setwp ServiceSetup
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2. Click the Add Service button (to the right)

3. When prompted, from the Category drop-down, select

Title and Closing

4. Click Retrieve Products button

Automation Rules. || Add Service ‘ I ‘Q\ ‘
—_)
Sort ~ | AZ Category ~ | All

Commonwealth Title Company ENCOMPASS LIVE SOFTPRO
FNTG Title and Closing
Title and Closing

Category

| Title and Closing I

This opens the Add Services screen, displaying the available services for the selected Category.

5. Click the Manual link on the Service card you wish to add

[Services Management/

Add Service | 50 Available Services

S CY

Sort | AZ Category ~ | Title and Closing

Atlas Title Company

Title and Closing Title and Closing

Development

Manual Easy Order Automated Manual

CorelLogic Title and Closing
Title and Closing

Chicago Title Company FNTG

Easy Order

reLogic Title and Closing [UAT]
Title and Closing

GridBase
Title and Closing

Automated Manual

Coviance Title
Title and Closing

Closing Agent Management by

Easy Order

Commonwealth Title Company
FNTG

Title and Closing

Development

Automated Manual Easy Order Automated

Coviance Title [Demo]
Title and Closing

Services Management / Add Service { ‘
Add Manual Setup Active
Service Type Evaluation Level Provider
Title and Closing Loan Level Chicago Title Company FNTG
Service Setup Name * Service Setup Description
Readiness Conditions © Validate
(®) Condition Editor () Query Builder
Authorizod Users [ | [oome | g,
O o NAME TYPE ACTION
No Results Found
Total items: 0
=3
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From the Add Manual Setup screen,

6. Click the Active toggle (upper right) to enable the integration and accessibility for the Lender. This can
be done before or after the setup information has been entered.

7. Enter the Service Setup Name (required) and a Service Setup Description (optional); this is what is
visible to the Lender user

8. Add Authorized Users by clicking the Add button (to the right); at least one user must be added to add
the Service

Services Management / Service Setups /

Add Manual Setup Active @D,

Service Type Evaluation Level Provider
Title and Closing Loan Level Chicago Title Company FNTG

Chicage Title Company FNTG

Service Setup Name * ]Servl:e Setup Description

J

Readiness Conditions © Validate

(®) Condition Editor () Query Builder

Authorized Users” Delete ‘i‘l

O o NAME|
Add Entities et

Category Q Selected Entities
Total items: 0 [ Organizations -
[i Users —‘ ]
T
#2, Personas i.J

No [tems Selected

9. From the Category, select
Users to access the Users
list

0/200

Cancel Add

At least one user must be
added to enable the service.

If Organization is selected, all users entered for the Organization are included. The Users list includes
users listed under an Organization. Persona is the role type (i.e., Loan Officer, Funder, Closer, etc.).
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10.

11.

To view the users entered under an Organization, click the down arrow for the Organization selected.

Add Entities

Category / Organizations

[ Administration

x |

Q Select

N

Click the Add |~ icon to
move the User from the
Category / Users field to the

Selected Entities field

To select multiple users, click
each user name.

Up to 200 users can be
selected at one time before
moving users to the Selected
Entities list.

Click the Add button to add
selected users and return to
the Manual Setup screen

Add Entities

[l z-Disabled Usars
[l Z-Test Users

[l Operations

(& Soumya Rani (02)
(& Admin User (admin)
(2) Ellie Mae (elliemac)

@ Login Test User (logintest)

(& Ravindra R (ravi)

S e

~

J
»

Category / Organizations / Administration Selected Entities

Add Entities

Category / Users

I (@ Tamika Riddiough (tamika)

@ Ravindra R (ravi)

(@ Jason Respress (jrespress)

Selected Entities

@ Ellie Mad
@ Admin W
@ Kelly Fog

& soumya

CLEAR ALL

Add Entities

Cglegon/Usor

[

| (®) Tamika Riddiough (tamika)
| @ Sheryl Huffman (shuffman)
| (@& Ravindra R (ravi)

| (&) Jason Respress (jrespress)

| @ Eliie Mae (elliemac)

(@ Admin User (admin)
@ Kelly Foglia (03)

@ Soumya Rani (02)

CLEAR ALL

Selacted Entities

No ltems Salectad

=
0/200
[cance (s

12. Verify the Active toggle has been set to On

13.

Click the Save button
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Services Management / Service Setups /

Add Manual Setup I Active F.:DI

Service Type Evaluation Level Provider
Title and Closing Loan Level Chicago Title Company FNTG

Service Setup Mame * Service Setup Description
Chicago Title Company FNTG ‘ ‘ ‘

Readiness Conditions ©

(®) Condition Editor () Query Builder

Authorized Users® ™

] NAME TYPE ACTION

[] aamin Admin User {admin) @  user i

] shufiman Sheryl Huffman (shuffman) ®  User i

Total items: 2
When Ordering a service, the Encomp: | PIPELINE > LOAN
neWIy added Integratlon |S 2501002424 Steve Roger & Margret Carter ~  {z]

. . . . ¢ 820 [o] 4200 Falls of Neuse Rd Unit 1944 Raleigh NC, 27609 $799,000.00  0.000% f@ Notlocked  Conventional Fixed  $400,000.00

avallable In the Provlders Ilst for Mid-FICO Detached | Primary Appraised Value Note Rate: Lock Status. Fixed Rate

a User who has been added as an
Authorized User.
Order Service

Categories

Titie and Closing Alamo Title Company FNTG

Chicago Title Company FNTG

Commonwealth Title Company FNTG

ENCOMPASS LIVE SOFTPRO

Fidelity National Title

Fidelity National Title FNTG

FNF Dev Title

FNF Dev Titie (Local)
FNF Sample

Heritage Title Company FNTG

Lawyer's Title Company FNTG
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Entering Company Credentials

The integration supports client credentials to authenticate users without providing username and password to
provide a seamless experience at the same time maintaining security standards. Each lender is provided their
own set of Client ID and Client Secret provided by SoftPro. These credentials are entered in the Credentials
section of the Admin page.

Once logged into Encompass, from the menu (on the left),
1. Click the Services option and select Services Management to open the Services Management screen

In the lower right of the tile for the Service you wish to enter Credentials,

2. Click the more E icon and select Credentials from the menu

Automation Rules | | Add Servics

Services Management | 16 Services Configured

Product Status ~ | Active Sort v | AZ Category ~ | Al

Fidelity National Title Fidelity National Title FNTG FNF Dev Title FNF Dev Title (Local)
[ Oersicpment J [ Dveicpmment ] [ Drvalcpment J [ Oevelopment ]
sendcesetup | Servce Setup Serwce setp | senicesenp |

FNF Sample Heritage Title Company FNTG Lawyer's Title Company FNTG Security Title Company FNTG

Service Setup | Service Setup Serwce Setp = Sewp  §

SoftPro Dev Testing SoftPro Dev Title (Local) Ticor Title Company FNTG

Servico Sewp | ServiceSowp | SeniceSetp |

20/page 10

3. Click the Add button to open the Add Company Credentials page

4. Enter the required Company information
a. Name
b. Description
c. ClientID .
. —— Provided by SoftPro
d. Client Secret

5. Click the Save button
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ervices Management / Credentials /

Add Company Credentials

Name * Description

Credentials
Company Cradentials

ClientID * Client Secret ®

v

o [

A confirmation message is displayed once successfully saved.

k4 Encompass | Ao

5| COMPANY/USER SETUP [Bervices Managemen]s

¢ £ sevices Ticor Title Company FNTG Credentials -~

Services Management
Credentials (1)

Vendor Allocation

=+ @

Do

Success X

Successfully created company
credential

Data Permissions

~  CREDENTIAL NAME TYPE CREATED BY
(S) OPPORTUNITIES SETUP 7 EELyEEL )
©
Company Crede... DEFAULT admin

[5] WORKFLOW MANAGEMENT

ASSET MANAGEMENT

[E cusTomizaTion

CREATED DATE MODIFIED BY

04/17/2025

MODIFIED DATE
ADD

Document Mapping

Document Types can be mapped with the eFolder Document Folders to enable which document types are to

be saved to which eFolder Document Folder. When mapped, documents received from SoftPro 360 are then

automatically saved to the mapped eFolder Document Folder.
To set up the document mapping,

Once logged into Encompass, from the menu (on the left),

1. Click the Services option and select Services Management to open the Services Management screen
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In the lower right of the tile for the Service you wish to set up,

2. Click the more B icon and select Document Mapping from the menu

| ADMIN H O I
. Automation Rules | | Add Senvice | | la]
Services Management ‘ 16 Services Conflgured
Product Stetus ~ | Acive | | Sort ~ | AZ | [ Category v | a1
Alamo Title Company FNTG Chicago Title Company FNTG Commonwealth Title Company FNTG ENCOMPASS LIVE SOFTPRO Fidelity Nationa Title
Title and Closing Title and Closing Title and Closing Tite and Closing Titie and Closing
[ Deveiopment J
(3) OPPORTUNITIES SETUP
S TR Sarvica Sonup. Sanvica Sarup Sarsica Saup Sarvica Sanup F—
(E5] ASSET MANAGEMENT Fidelity National Title FNTG FNF Dev Title FNF Dev Title (Local) FNF Sample Heritage Title Company FNTG
Title and Closing Title and Closing Title and Closing Title and Closing Title and Closing
[5] cusTomzATION [ Deveyment ]
Sarvica Sonp Somico Sarup Sanica Saup Sorvica Senup] Sarvico S
Condition Mapping
Lawyer's Title Company FNTG Security Title Company FNTG SoftPro Dev Testing SoftPro Dev Title (Local)
Title and Closing Title and Closing Title and Closing Title and Closing Credentis
[ Deveiopment J
| e ”
Field Mapping F—
Servica Sotup Sorico Setup Serica Satup Sorvicn Setup

WebHook Online LIVE SOFTPRO
Titke and Closing

Service Event Mapping

Service Setup

From the Document Mapping screen, you’ll select the Inbound Document Type and the corresponding eFolder
Document Folder the received document will be saved to using the list of Doc Description/Doc Type entries

from the table below.

[5ervices Management;

SoftPro Dev Testing Document Mapping ~ | 0 Documents Mapped

Inbound (From Provider to Encompass)

Please Note: By default, all document types go into the Title Report document folder unless otherwise specified here.

Document Types *

eFolder Document Folder *

Create or select value | ~ ‘

‘ Create or select value

~+ ADD ANOTHER

Outbound (From Encompass to Provider)

eFolder Document Folder *

Document Types *

Create or sefect value | ~

‘ Create or select value

~+ ADD ANOTHER

b th B

b 1 @

Cancel

Save
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3. Select the,

a.

b.
C.

Document Types (corresponds to the Doc Description/Doc Type)

AN

S.No 360Activity Name \ Doc Description/Doc Type
1 Send Prelim/Commitment Commitment/Preliminary Report
2 Notify Clear to Close Clear to Close

3 Notify Payoff Demand(s) Delivered Payoff Demand

4 Notify Lender Docs Received/Instructions | Other

5 Send Estimated HUD Estimated HUD

6 Notify Signing Scheduled Other

7 Send Executed Loan Docs Executed Documents

8 Notify Loan Disbursed Other

9 Notify File Recorded Other

10  Send Final HUD Final HUD

11 Send Final Policy Final Policy

12 Send a Comment/Document Other

13 Closing Disclosure Delivered to Borrowers| Borrower CD

14 Final Closing Disclosure/HUD Delivered Final CD

eFolder Document Folder
Click the Add Another link to add additional entries

4. Repeat step 3 until all Document Types and their corresponding eFolders have been selected

5. Click the Save button
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SOFTPRO 360 - ENCOMPASS USER GUIDE

06/17/2025

From: noreply@ softpro360.com
Sent: Wednesday, May 31, 2017 12:41 PM

To: Healey-Smith, Lizanne <lizanne.healey-smith@Softprocorp.com:

Subject: New Order Placed - Encompass - Loan Number: 17050002364

New Order Flaced - Encompass

Ordered By
Company
Name
Phone
Email

Order Details
Transaction Type Refinance
Estimated Closing Date 6/9/2017
Need by Date
Sales Price $0.00
Loan Amount $250,000.00
Loan Number 1705000236A
Order Type TitleAndEscrow

TitleAndEscrow Office

Trusty Title and Closing - Alexandria, VA

TitleAndEscrow Officer

TitleAndEscrow Product

Type Title and Escrow
Property Details

Property Type Sinpgle Family

Property Street Address 123 Any 5t

City, State, Zip Carbon Hill, OH 43111

Property County Hocking
Buyer/Bommower 1

Name Bob Borrower

Phone (B28)123-4567

Cell Phone

Work Phone

Email email@email com

38N Last4

Mailing Street Address

123 Anywhere 5t

Mailing City, State, Zip Carbon Hill, OH 43111
BuyerBommower 2

Name Betty Borrower

85N Last 4
Instructions

Please order the payoff. Thanks!
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SOFTPRO 360 - ENCOMPASS USER GUIDE

06/17/2025

From: noreply@softpro3el.com

Sent: Wednesday, May 31, 2017 4:45 PM

To: Healey-Smith, Lizanne <lizanne.healey-smith@Softprocorp.com>

Subject: New Order Confirmation

Hello ,

Thank vou for placing vour order with Trusty Title and Closing - Alexandria, VA

We have assigned order reference number 2017050059 to your transaction and your order 15 m progress.
Date Sent: 3/31/2017

Property Details:

Bob Borrower 123 Any St

Carbon Hill, OH 43111

If we may be of further assistance to vou, please contact your Trusty Title and Closing - Alexandria, VA representative.

Thank you,

Trusty Title and Closmg - Alexandna, VA
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