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Preparing the Document

ESCROW INSTRUCTIONS

Follow these steps to prepare an Escrow Instructions document. 

 

Adding the Escrow Instructions Document 

1. Navigate to Document Preparation >Escrow 
Instructions screen  

2. Click the Add Escrow Instructions   icon  

3. In the Escrow Instruction Type drop-down, 
select the document; click the OK button 

 

 
 

The selected Escrow 
Instructions document 
appears in the grid. 

 
In the Description field, 
you can enter document 
versions.  What you enter 
here appears next to the 
document name. 

 
If there are multiple 
properties, they all appear 
in your document by 
default.  You can exclude 
properties by unchecking 
the appropriate check box. 

 

Adding Phrase(s) 

4. Click the Add 
Phrase  icon 

5. In the Group drop-
down, select the 
appropriate group 
based on the 
document you are 
building 
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6. Add phrases by selecting from the lookup table or entering the code 

Select from the lookup table  
When you are not sure of a phrase’s code, you can 
select it from a list. 

Enter the code 
When you know a phrase’s code, you can 
enter it without looking through a list. 

a) Click the Code link 

 
b) Locate the code 

 You can search the text of the codes by entering 
characters into the Search field, then press the Enter key 

 
 You can click the Show Filter  icon to use the filters to 

narrow the list 

 
 You can click a column heading to sort the column 

 
c) Double-click the row to select the code 

 

a) In the Code field, enter the code 

b) Press the Tab key 
 
 

 

 

7. Complete all prompts associated with the code 
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8. Click the Save and Add New button 

9. Repeat Steps 4-8 until all the phrases are added   

 

 

 

 

Working with Phrases 

From the grid on the Escrow Instructions screen, you can review, edit, reposition, or delete a phrase. 

 
 To edit the phrase, double-click it 

 To review the entire phrase, click the Preview Pane   icon to open the preview window 

 To move a phrase higher in the list, highlight it, then click the Move Up  icon 

 To move a phrase lower in the list, highlight it, then click the Move Down  icon 

 To delete a phrase, highlight it, then click the Delete Phrase  icon 

 

 

Completing More/Less Fields 

10. If applicable, expand the appropriate more/less bar(s) at the bottom of 
the screen, and complete the fields 

 
 

  

NOTE: The fields under these more/less bars minimize the 
number of document prompts.  If you don’t complete them here, 
they are available by hotspot while previewing the document. 

NOTE: after adding the last phrase, instead of 
clicking the Save and Add New button, click the OK 
button to return to the Escrow Instructions screen. 
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Distributing the Document(s) 

11. From the Order ribbon, click the Documents 
button 

12. Preview the appropriate Escrow Instructions 
document(s) 

 

 

 

While previewing the document, you can hotspot to the specific phrase on the Escrow Instructions screen to make 
any changes. 

 
 

 

 

 

 

 

13. Distribute the document as normal 

 

(EIS) designates 
documents that pull 
from the Escrow 
Instructions screen. 


