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Down Date Endorsements - Collecting and Disbursing After COE 
  

COMMERCIAL:  ENDORSEMENTS 

Follow these steps to enter Down Date Endorsements after the order has been disbursed and closed with no funds 

remaining in the Register.  A separate order must be open each time you collect for a Down Date Endorsement and 

the previous order has been disbursed and closed with no funds remaining in the Register. 

There are two options: 

〉 Option 1 – Use original base order when you add an Endorsement and have access to Endorsement fields  

〉 Option 2 – Open a new order when you add an Endorsement and do not have access to Endorsement fields  

    

Option 1 – Access to Endorsement Fields, Original Base Order Used 

1. Open original base order 

2. Navigate to the StatusStatusStatusStatus screen 

3. From the Escrow statusEscrow statusEscrow statusEscrow status drop-down, select In ProcessIn ProcessIn ProcessIn Process 

    

    

    

 

4. Navigate to the RegisterRegisterRegisterRegister 

5. Verify the check box for LockedLockedLockedLocked is unchecked (if the Register is locked, you must notify someone with 

permission to unlock the RegisterRegisterRegisterRegister) 

 

 

6. Receipt in the funds received; in the Apply Apply Apply Apply 

towardstowardstowardstowards grid, funds should be in the ApplApplApplApplyyyy    to to to to 

ClosingClosingClosingClosing field 
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COMMERCIAL:  ENDORSEMENTS 

7. Navigate to the EndorsementEndorsementEndorsementEndorsement screen 

a) Add the Down Date 

Endorsement  

b) In the DescriptionDescriptionDescriptionDescription field, enter the 

date you are using for this 

endorsement 

c) From the LineLineLineLine drop-down, select 

Next Available Title Next Available Title Next Available Title Next Available Title (Title Escrow (Title Escrow (Title Escrow (Title Escrow 

ChargesChargesChargesCharges)))) 

 

 

 

8. Navigate to the RegisterRegisterRegisterRegister 

9. Post the separate Fee Ticket for the 

Down Date Endorsement 

 

Option 2 – No Access to Endorsement Fields, New Order Opened 

1. Open a new Order 

a) In the Order Order Order Order numbernumbernumbernumber field, clear the system-generated 

number; enter the existing order number with an A at the 

end 

b) Add Commercial Templates applicable to your order 

 

 

 

 

2. From the    Express Order EntryExpress Order EntryExpress Order EntryExpress Order Entry screen, 

a) From the Order typeOrder typeOrder typeOrder type drop-down, 

select Title and EscrowTitle and EscrowTitle and EscrowTitle and Escrow 

    

 

b) Verify the Product typeProduct typeProduct typeProduct type is 

Commercial SaleCommercial SaleCommercial SaleCommercial Sale 

c) Policy typePolicy typePolicy typePolicy type should remain blank 

NOTE: All Texas Fee AttorneyTexas Fee AttorneyTexas Fee AttorneyTexas Fee Attorney 

orders, Order type Order type Order type Order type ====    Title OnlyTitle OnlyTitle OnlyTitle Only. 
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COMMERCIAL:  ENDORSEMENTS 

3. Add Contacts, 

a) Lender or Buyer (whomever is the payor of 

the Down Date Endorsements) 

b) Select/Verify Settlement AgentSettlement AgentSettlement AgentSettlement Agent 

c) Identify your marketing source 

 

4. Enter Policy Information from original order 

a) Policy codePolicy codePolicy codePolicy code leave blank 

    

 

b) In the Owner’s PolicyOwner’s PolicyOwner’s PolicyOwner’s Policy section, Policy Policy Policy Policy 

numbernumbernumbernumber field, enter the original order 

number 

c) In the Coverage amountCoverage amountCoverage amountCoverage amount field, enter the 

amount from the original base order 

d) In the LoanLoanLoanLoan    PolicyPolicyPolicyPolicy section, Policy numberPolicy numberPolicy numberPolicy number 

field, enter the original order number 

e) In the Coverage amountCoverage amountCoverage amountCoverage amount field, enter the 

amount from the original base order 

 

 

 

 

5. Navigate to the EndorsementEndorsementEndorsementEndorsement screen 

a) Add the Down Date 

Endorsement  

b) In the DescriptionDescriptionDescriptionDescription field, enter the 

date you are using for this 

endorsement 

c) From the LineLineLineLine drop-down, select 

Next Available Title Next Available Title Next Available Title Next Available Title (Title Escrow (Title Escrow (Title Escrow (Title Escrow 

ChargesChargesChargesCharges)))) 

 

 

6. Navigate to the RegisterRegisterRegisterRegister 

NOTE:  Coverage amount is required by 

CRRAR on each policy issuing Down 

Date Endorsement(s). 
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COMMERCIAL:  ENDORSEMENTS 

7. Receipt in the funds received; in the Apply Apply Apply Apply 

towardstowardstowardstowards grid, funds should be in the ApplApplApplApplyyyy    to to to to 

ClosingClosingClosingClosing field 

 

8. Post the separate Fee Ticket for the 

Down Date Endorsement  

 

 

 

 

 

 


