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ESCROW INSTRUCTIONS
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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

Preparing the Document

Follow these steps to prepare an Escrow Instructions document.

O L P Escrow Instructions

Escrow Instructions (1)

)
Type

Borrower

Escrow Instruction type: I -

(Mone)

1 Borrower ’

The selected Escrow

. Escrow Instructions (1)
Instructions document

-

appears in the grid.

\ Type l\

Description

Borrower }
In the Description field,

you can enter document
versions. What you enter
here appears next to the

-

document name.
\ Type: |Bc-|'|'u:-'.'.-er
\(Ebescripﬁun: |

p

If there are multiple

properties, they all appear o e Select Property Address Escrow Legal Description
in your document by [ | 123 Main Street Mo Legal Description
default. You can exclude » (T }456 Main Street Mo Leqal Description
properties by unchecking //
the appropriate check box. =
Adding Phrase(s) Phrases
4. Click the Add e e = 1O x|
-
Phrase icon (Lr‘ AddiﬁonaII@mup: Additional Instructions| [V Show on document
5 he G d 5] 1.abar Code: | | Save and Add New | [ Show with numbering
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Preparing the Document

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.

a) Click the Code link

Group: | Additional Instructions | - |

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

a) Inthe Code field, enter the code

Group: | Additional Instructions | - |

‘ Code: ‘D | Save 3 Ciod Loaﬂzl ) | e
b) Locate the code b) Press the Tab key
)y You can search the text of the codes by entering
characters into the Search field, then press the Enter key
E Refrieve Entry -~ Insert Entry - i a
i) Found 8 matches.
) You can click the Show Filter ' icon to use the filters to
narrow the list
Lookup Table - D - Phrase - WA
{2 Retrieve Entry - Insert Entry = arch: ¥ a
(] Filter: IDescripﬁUn ;I ICUntains N - Iassess Apply )
» You can click a column heading to sort the column
¢) Double-click the row to select the code
{5 Retrieve Entry ~ Insert Entry = | Search:
Code Name Description ShowOnDocy
hoal1 HOMEOWN, .. |HOMEOWNER'S ASSOCIATION D... A|True
i b OWN... |HOMEOWNER'S
.. |PROPERTY OWNER'S ASSOCIATL...
7. Complete all prompts associated with the code Lookun P
Phrase: hoa02
Enter amount due
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8. Click the Save and Add New button

Working with Phrases

Preparing the Document

C=—> ~ |

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

NOTE: after adding the last phrase, instead of
9. Repeat Steps 4-8 until all the phrases are added clicking the Save and Add New button, click the OK
button to return to the Escrow Instructions screen.

OO O

21 Additional Instructions

#] 2. hoal2: The settlement agent is in receipt of a statement from the homeowners association (HOA
5] 3. balloD1: This note is subject to Section 2966 of the Civil Code, which provides that the holder of

& 1. aband01: ABANDOMNMENT OF HOMESTEAD: Borrower herein acknowledges and accepts, that ag

This note is subject to Section 2966 of the Civil Code, which
provides that the holder of this note shall give written
niotice to the Trustor, or his successor in interest, of
prescribed information as least ninety (30) and not more
than one-hundred fifty (150) days before any balloon
payment is due.

Completing More/Less Fields

the screen, and complete the fields

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

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.

h N\
»  To edit the phrase, double-click it \
y  To review the entire phrase, click the Preview Pane L0 icon to open the preview window

»  To move a phrase higher in the list, highlight it, then click the Move Up I:' 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

Custom Fields

Borrower

Sale
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Distributing the Document(s)
Document Selection
11. From the Order ribbon, click the Documents

button Available ReadyDocs:

(EIS) designates

12. Preview the appropriate Escrow Instructions = /documents that pull
document(s) | 1-Oregon RLC Documents from the Escrow

= 2-0R. State Documents .
= B Al Instructions screen.

) EI - Addition andfor Amendmel
) EI - Borrower's (EIS)
) EI -Sale (EIS)

|.Zr FNF Corporate ReadyDoc Report Tree

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

Design” F're\riew|

| Close || Distribute.... |

JUUOTTTTETTT TMETETOTE T UE TETIUETEL T e TUUTT. WO TTe TG OT STCTT J0ToT, WO STIE TTET EUETT O Ty =
released and discharged from all obligations imposed by the terms of this escrow or otherwise. _I

ADDITIONAL INSTRUCTION S

HOMEOWNER'S ASSOCIATION - DELINQUENCIES: The settlement agent is in receipt of a statement from the
homeowners association (HOA) and/or manage ment company andfor collections company reflecting a total of
One Hundred Twentw(pze And MNo/100 Dollars ($125.00) due in current and outstanding amounts for the property
which is the subject transaction. Pursuant to the Purchase and Sale Agreement/Contract Seller has agreed
to pay One Hundred %/100 Dollars ($100.00) towards the amounts due on said demand(s) to the
homeowners association [Hﬁk&} and/or manage ment company which represent the amounts due since the Seller
has foreclosed upon the propesty which is the subject of this transaction. Buyer and Seller have agreed to proceed
with the closing ofthistransact% without payment in full of said demand.

\

Buyer acknowledges title insurer VM add an exception to their title policy for the non-payment of any amounts due
to the HOA andfor a management cdmpany including the lien recorded in instrument no 987654321 (if applicable).

Should it be determined after the closIyg there are any outstanding association fees and/or dues which are Il
\

\t

Phrases

A
Numbering scheme: \.‘ |v |

tlement agent is in receiot of a statement from the home
: ease02: NO LEASED EQUIPMENT: Escrow Holder is advised that there is no leased equipment on subject premises,
‘] noticeD1: NOTICE OF OPPORTUNITY: You have the opportunity to earn interest on your escrowed funds by requesting Esc

13. Distribute the document as normal

N\
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