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COMMERCIAL: ESCROW ONLY – IL – NCS 

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

1. Navigate to the Express OExpress OExpress OExpress Order Entryrder Entryrder Entryrder Entry screen  

2. Verify the,  

a) Order type = Order type = Order type = Order type = EscrowEscrowEscrowEscrow    onlyonlyonlyonly 

b) Policy TypePolicy TypePolicy TypePolicy Type = blankblankblankblank 

    

    

    

    

3. Navigate to the Order ContactsOrder ContactsOrder ContactsOrder Contacts screen  

4. Verify the,  

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

escrow 

b) T2T2T2T2-Contact = outside Title Company; this is the 

office issuing the policy  

    

    

    

 

5. Navigate to the Statement Charges Statement Charges Statement Charges Statement Charges screen 

6. In the Title/Escrow ChargesTitle/Escrow ChargesTitle/Escrow ChargesTitle/Escrow Charges, Line Line Line Line 01010101, 

from the ToToToTo-code drop-down, select T2T2T2T2  

7. Verify the endorsement charge; this is 

entered by the Account Rep 

8. Click the LineLineLineLine number link  

9. Click the Add ChargeAdd ChargeAdd ChargeAdd Charge  icon 

10. From the Add ChargeAdd ChargeAdd ChargeAdd Charge window, select BasicBasicBasicBasic; Click OKOKOKOK 

  

 

 

11. On the new line, enter/select the, 

a) DescriptionDescriptionDescriptionDescription (i.e., Owner’s Policy Premium) 
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b) To = T2To = T2To = T2To = T2    

c) Policy premium in the applicable DebitDebitDebitDebit column 

 

12. Click the PayeePayeePayeePayeessss tab 

13. Verify CodeCodeCodeCode = T2T2T2T2; click the CloseCloseCloseClose button 

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

  

 

 

15. If entering the Loan Policy and EndorsementLoan Policy and EndorsementLoan Policy and EndorsementLoan Policy and Endorsement, on Line 0Line 0Line 0Line 02222, from the ToToToTo-code drop-down, select T2T2T2T2 

16. Repeat Steps 7-14 

17. Navigate to the Additional Title ChargesAdditional Title ChargesAdditional Title ChargesAdditional Title Charges screen 

18. Add the Revenue Share IncomeRevenue Share IncomeRevenue Share IncomeRevenue Share Income/ExpenseExpenseExpenseExpense entries  

a) Highlight the Revenue Share Revenue Share Revenue Share Revenue Share 

ExpenseExpenseExpenseExpense entry in the grid  

b) In the ChargeChargeChargeCharge field, enter the 

revenue share amount as a 

negative number 

c) Make note of the LineLineLineLine number 

assigned 

d) Verify the Bill CodeBill CodeBill CodeBill Code = NBENBENBENBE 

NOTE: The office responsible for recording receives the recording fees and transfer taxes.  In most cases, 

this is the T2T2T2T2-outside Title Company 
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e) Highlight the Revenue Share Revenue Share Revenue Share Revenue Share 

IncomeIncomeIncomeIncome entry in the grid  

f) In the ChargeChargeChargeCharge field, enter the 

revenue amount; this is the 

amount your office keeps  

g) Verify the LineLineLineLine number 

assigned is the same as noted 

in Step c; if not select 

h) Verify the Bill CodeBill CodeBill CodeBill Code = NBINBINBINBI 

19. Click the CSS linkCSS linkCSS linkCSS link to navigate to the 

corresponding line on the Statement Statement Statement Statement 

ChargesChargesChargesCharges screen 

20. Click the corresponding LineLineLineLine number link  

21. Highlight the Revenue Sharing ExpenseRevenue Sharing ExpenseRevenue Sharing ExpenseRevenue Sharing Expense entry in the grid 

  

 

 

 

22. Click the PayorsPayorsPayorsPayors tab 

23. From the CodeCodeCodeCode drop-down, select T2T2T2T2; this reduces the payment to the T2T2T2T2 by your premium share amount 

 

24. Click the CloseCloseCloseClose button 

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 Buyer Debit Buyer Debit Buyer Debit 

field of the first property. 
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25. Navigate to the Additional Title ChargesAdditional Title ChargesAdditional Title ChargesAdditional Title Charges screen 

26. Verify your charges  

 

 

 

 

 

27. Navigate to the Order TransactionsOrder TransactionsOrder TransactionsOrder Transactions Screen 

28. In the DisbursementsDisbursementsDisbursementsDisbursements 

section, click the GroupGroupGroupGroup link 

for the TTTT2222-outside Title 

Company Contact  

29. Verify the Revenue Share Revenue Share Revenue Share Revenue Share 

ExpenseExpenseExpenseExpense is shown in the 

Less ReductionsLess ReductionsLess ReductionsLess Reductions section  

30. Click the OKOKOKOK button 

 

 

 

 

 

 

 

31. In the DisbursementsDisbursementsDisbursementsDisbursements section, 

click the GroupGroupGroupGroup link for the TTTT-

Contact  

32. Verify the Revenue Share Revenue Share Revenue Share Revenue Share 

IncomeIncomeIncomeIncome is shown and any 

applicable title charges 

33. Click the OKOKOKOK button 

34. Disburse as normal 

35. For additional information on closing an order, see the Closing Closing Closing Closing ----    DDDDisbursingisbursingisbursingisbursing    and Closing an Orderand Closing an Orderand Closing an Orderand Closing an Order, and , and , and , and 

Exporting 1099Exporting 1099Exporting 1099Exporting 1099 Job Aid 


