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1. Navigate to the Express Order Entry screen

Processing an Escrow (Export) Only Order

Follow these steps to process an Escrow (Export) Only order.

2. Verify the,
a) Order type = Escrow only
b) Policy Type = blank

3. Navigate to the Order Contacts screen

4. Verify the,
escrow

office issuing the policy

5. Navigate to the Statement Charges screen

Order Status: InProcess

J 4 Express Order Entry

Buyer: KRWIDO1LLC

[~ Rush order

Transaction type

[v Commerdial
(% Ppurchase

[~ Construction

=)

Order type: (Escrow only

a) T-Contact = your office; you disburse the

b) T2-Contact = outside Title Company; this is the

" Refinance [~ Cashsaie Product type: |Purchase/Resale :]
" Eaquity [~ Out of county Policy type: ( :])
€ Other
O Order Contacts
\ 7
Office Speed Codes: |
i+ =
Type | Name I Code
Attomey (BA) AT
Attomey (SA) AT2
Attomey (L AT,
\g (
\\‘Mr“—ﬁ\.’\_\ e NE N J,-a_f}\‘«‘.\ o~
Settlement Agent Chicago Title Insurance Company A2
r S|
Title Company Chicago Title Insurance Company T
Title Company Chicago Title Inc Co Waukesha T2
Underwriter Chicago Title Insurance Company U

6. In the Title/Escrow Charges, Line 01, rder Status: InProces
9 T Statement Charges Order Statussnfrocess
from the TO'COde drOp-dOWH, Se|eCt T2 \- Buyer: Purchaser with cor|
R
7. Verify the endorsement charge; this is Title/Escrow $2.325.00
entered by the Account Rep . Description Re ~To_ Name cp Buyer Debit
. . . %Pwner's Policy and Endorsements Q‘( T2 ' I ;2 $2,325.00 ,
8. Click the Line number link AN N/
02 Lo§l\PDI|cy and Endorsements I~ _
N - In
9. Click the Add Charge 2/ icon N Title/Escrow Charges
\\A Charges for Line 01
. . . . (
10. From the Add Charge window, select Basic; Click OK +
P 1 Owners PDP'
()
Proration
Cancel
PRecnrdianlansferTax —I
11. On the new line, enter/select the,

a) Description (i.e., Owner’s Policy Premium)

AN
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Q)

b) To=T2

Processing an Escrow (Export) Only Order

Policy premium in the applicable Debit column

Title/Escrow Charges
Charges for Line 01

Description Re To Buyer Debit Buyer Credit Seller Debit
1 Owner's Policy and Endorsements Py |T2 $2,325.00
D — —
» Owy Policy Py 2 $13.029.00
é wner’s Policy Premium = 2 Q) 29
o A
1'1'_\
' Details | Pay:-%’ PEWBSD
—
13 Code  Name % Amount Deducted Held Separate Bill Code Invoice #
M T2 Chicago Title Inc Co Waukesha 100.00 $13,029.00 ™ I B
. - ] ]

12. Click the Payees tab
13. Verify Code = T2; click the Close button

14. On Line 01, in the Description field, enter Owner’s Policy and Endorsements

Title/Escrow

$2.325.00 $0.00 $13.029.00

Description Re To Name cp Buyer Debit Buyer Credit  Seller Debit

01f | Owner's Policy and Endorsements ) T2 ~ | $2,325.00 ‘ $13,029.00
02 |Loan Policy and Endorsements ™

17. Navigate to the Additional Title Charges screen

18. Add the Revenue Share Income/Expense entries

NOTE: The office responsible for recording receives the recording fees and transfer taxes. In most cases,
this is the T2-outside Title Company

15. If entering the Loan Policy and Endorsement, on Line 02, from the To-code drop-down, select T2

16. Repeat Steps 7-14

a) E|ghl|ght the Rgvenue Share O () Addiional Title Charges On\jerlstatus: mpfm
xpense entry in the grid Buyer: Purchaser with contract
b) In the Charge field, enter the v
revenue share amount as a ) — |
negative number [ Revenue Sharing Expense
Revenue Shanng Income
c¢) Make note of the Line number Y oY _— . Ty p —
assigned Gera m-wﬁvﬂjﬁ% /\.m%@gﬁ[ j NP
d) Verify the Bill Code = NBE Adjustment:  +/- Seler pay: [ 1
Charge: Taxable Line: css
Invoice: l:]
Bill code: nee v
N\
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e) Highlight the Revenue Share
Income entry in the grid

f) In the Charge field, enter the
revenue amount; this is the
amount your office keeps

g) Verify the Line number
assigned is the same as noted
in Step c; if not select

h) Verify the Bill Code = NBI

19. Click the CSS link to navigate to the
corresponding line on the Statement
Charges screen

Processing an Escrow (Export) Only Order

ko
| Description I Chargel Issued Date I Effective Datel Line | Invoice l
| i (€3 728 91)
Revenue Sharing Income )
Naanrarirga, M\_ WMWW\TMJ

Adjustment: +/-

e T —
Charge: 59.728.91 Taxable

[ calaiate charge | per
Seller pay: %
Lne; (o)
Invoice: .,]

Bill code: (1451 -i )

20. Click the corresponding Line number link

21. Highlight the Revenue Sharing Expense entry in the grid

Revenue Sharing
Charges for Line 01

1 ‘Revenue Sharing Expense ‘ Re: |

Description Re To Buyer Debit Buyer Credit Seller Debit Seller Credit
» (Revenue Sharing Expense (89,728.91)
2 Revenue Sharing Income $9.728.91
Details I Payors | Faye&l]
‘ To: |T ﬂ Name: ‘Chncago Title Insurance Company ‘

~ POC Buyer/Bomrower
 Table (Debi:‘ ($9.728.91)| Credt: |

| Credt: |

selerpay: | |%
Bl code:

Debit Buyer Credit Seller Debit Seller Credit =

field of the first property.

22. Click the Payors tab

Include  Property
» 1 [¥ |N77W14435 Appleton Avenue, Menomonee Falls, Wi 51))
2 [v |Propetty #2, Menomonee Falls, Wl 53052 Feeee
2 | v Denmadh: #72 M, Ealla AL R20E2 // ot
/

NOTE: If the order has multiple properties, CRRAR validation rules require the Revenue Share
Income/Expense entries be associated with only one property. Enter the total amount in the Buyer Debit

23. From the Code drop-down, select T2; this reduces the payment to the T2 by your premium share amount

[
Code  Name

» (T2 Chicago Title Inc Co Waukesha

Amount POC Disburse POC  For Process As

$9,728.91 I~

I ‘ B | Reduce Funds

Bill Code
NBE

24. Click the Close button

AN
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26.
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28.

29.

30.

32.

33.
34.
35.
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Processing an Escrow (Export) Only Order

25. Navigate to the Additional Title Charges screen U () Additional Title Charges
Verify your charges
s
Description I Charge | Issued
Revenue Sharing Expense ($9.728.91)
g 792 41
| Local Out of Pockets $223.00
NBU Out of Pockets £100.00
Closing and Escrow $1,700.00
Money Lenders Escrow $450.00
Transfer Tax £72,912.60
Recording $500.00
| Search and Exam $1,150.00
Navigate to the Order Transactions Screen
In the Disbursements
. . . Disbursements:
section, click the Group link Codo Nome Aot Fdd Dok
for the T2-outside Title » (72 ) |Chicago Tile nc Co Waukesha | 57966069 [ ((Grow.. )
Company Contact T | hicago Tile Insurance Company | $1312891| [ |Gow,t
_ [obx |
Verify the Revenue Share %
Expense is shown in the Avaiable to Group: Grouped:
: : Code | Amount | Details Code | Amount | Details
Less Reductions section = 00 T D
. T2 $13,029.00 TITL.O1
Click the OK button = Y
_,I T2 $22300 TITL.O3
T2 $500.00 TITL.O8
i| T2 $7291260 TITLO7
«| ]
Less Reductions:
Code  Name Amount  Details
»(iT2  Chicago Title Inc Co Waukesha s3.72891 |REVOT )

In the Disbursements section,
click the Group link for the T-
Contact

Verify the Revenue Share
Income is shown and any
applicable title charges

Click the OK button

Disburse as normal

Disbursement Details for T

Available to Group: Grouped:
Code | Amourt | Details Code Amount
T $100.00 | TITL.04
T $1,700.00 | TITLOS
T $450.00 TITLOG
_,l T $1,150.00 TITLO9
T $9.72891 REVO1
L4l

For additional information on closing an order, see the Closing - Disbursing and Closing an Order, and

Exporting 1099 Job Aid

N
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