T COMMERCIAL: ESCROW ONLY - NCS - CTDC

SOFTPRO

SELECT Processing an Escrow Only Order

Follow these steps to open an Escrow Only order, enter fees and submit your Payment Transmittal form to the
outside Title Company.

Creating the Order
1. Create a new order

2. Select the Trust Account

3. Apply templates

Order number: X1300000134 |
a) Click the Search \Z‘ icon Tustacoourt:  ((TRAINING =)
Settlement type: " Closing Disclosure
" Commercial
 HUD-1

r’”’"’““’“‘" N
4

b) In the Order # field, enter CSS; press the Enter key [Order/ Tempiate
[

O Highight the appropriate 01-CTDC CSS

template (i.e., Sale, Refi) —Order Information
d) Holding the Ctrl key, highlight the
» 02-CTDC CSS Tasks template

» 03-CTDC CSS E&R [state]
template

Search Results

Order Number = )
OTCTDC G55 Tile Only
DC- CSS Tasks
x01-CTDC CSS Refi

x01-CTDC CSS Sale

HINT: Click the Order Number column ; x01CTDC C5S Title On
header to sort the templates in alphabetical - = 12CTOC CSS Tasks
q P P Froperty Information x03CTDC CSS EAR DC
order.
ey |: x03-LCTDC CSS E&R MD

x03-CTDC CSS E&R VA

4. Click the OK button

5. Click the OK button to generate the order -~ Orders/ Templates to copy
Order/Ts e
x01-CTDC CSS Sale
x02-CTDC CSS Tasks
| x03-CTDC CSS E&R DC

ok |) cancel Help
~——————

) ElF S|

AN
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e I COMMERCIAL: ESCROW ONLY - NCS - CTDC
SOFTPRO

SELECT Processing an Escrow Only Order

Entering Order Details
On the Express Order Entry screen,

6. From the Order type drop-down, select Order Status: InProcess
Escrow only J G Express Order Entry Sl
7. Verify the Product type [~ Rush order
8. From the Policy type drop-down, select (_fﬂf::;:ne [ Commercl Order type:  {{[Escrow only =
: [~ Constructi
None  Refinance - sz s:: on Product type: | [Purchase/Resale :]
9. Select the, © Equity [~ Outofcounty Policy type: =
€ Other g
a) Escrow officer/Closer

b) Pre-closer/Escrow assistant (if applicable)
10. Enter the Sales price (if applicable)
11. In the Principal amount of loan field, enter the loan amount (if applicable)

12. Select the corresponding Lender (if applicable)

13. Enter the Property
address; entering the Property address: GB?E Escrow Only Way ) |
Zip Code populates |
the City, State and [Baltmore | State:
County fields or click _~
the City link or of link In the: |County j’@aammme City | cotyec:  [§
(if only the County is
known) to pull from the Lookup Table if Zip Code is unknown

NOTE: If entering multiple loans and/or properties, reach out to your Power User or SoftPro Support Staff with
questions.

Entering Contacts

14. Navigate to the Order Contacts screen Q () Order Contacts

15. Enter the,

a) E-Escrow Company = blank e ol |
b) 02-Other = defaults to Simplifile; change if K- WS | !
_Tn:e Name Code |
needed Attomey (BA) AT
Attomey (SA) AT2
Attomey AT3
Buyer/Bomower B
@c:row Company E_)
Govemment G
oA ~— |
T Nosrsston, T e S
Other (Notary - Exdemal) 0
( Other (Recording Service) Simplifile 02 )
N\
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SOFTPRO

COMMERCIAL: ESCROW ONLY - NCS - CTDC

SELECT

c) A-Settlement Agent = your office

i.  Verify the Include on revenue reports check box is

Processing a

unchecked

n Escrow Only Order

d) T-Title Company = select the NCS outside Title Company; this is N0t a revenue Contact

Q \ Title Company

Order Status: InProcags

Buvyer:

@Indude on revenue reports

Title Company
Lookup code: BALE1
Name: Baltimore National Commercial Services ‘

Transaction Type:

[~ Marketing source

multi-state transaction.

f) U-Underwriter, leave as default entry

Marketing Rep (if unknown, select NCS DC House Account)

Entering Charges
17. Navigate to the Additional Title Charges screen

16. Enter all remaining Contacts using placeholders first; when entering the Contact
that gave you the order, check the Marketing source check box and select the

e) T2-Title Company = can be used for additional Title Companies on a multi-state transaction

NOTE: Additional T-Contact(s) is/are required for additional Title Company contact(s) when it is a

Marketing source

Marketing rep.: (HCS DC House Accoun j)

18 Add our FeeS o~ rder S s: InProcess
y u \ Additional Title Charges sd Btam ! pp e e ;
. . s Uyer.: buyerman Farmers, ra
a) Highlight the
corresponding rom—
placeholder in the grid Descrption [ Charge | tssued Date _| Effective Date | Line | invoice
Search Fee 2
Search Fee 2z
r:usrn oo c;g\nn -]
= )

NOTE: If a placeholder does not exist for the fee you are

entering, /

Click the Add Title Charges

(D-
Description | Chm] Issued Date |
Exam Fee $750.00
Copies $55.00

1. icon to add a blank | | Revenue Sharing Bpense
i Revenue Sharing Income
||ne Title Update Fee
Title Update Fee Lookup Table - P - Additional Title Charges - NCS.I}
2. Click the Description link Jac Taonaee | Retieve Entry ~ |+ Inse - |7
Closing Fees ‘
3. Double-click the corresponding fee type to select | (Gem) Fr———r— o
. 4 o
4. Continue on to Step 18b I Closing Fees EsC
Policy: e Copies CPY
i = )
Document Prep DOC
\-
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=~ COMMERCIAL: ESCROW ONLY - NCS - CTDC

SOFTPRO

SELECT Processing an Escrow Only Order
b) In the Charge field (below Calculate Charge
the grid) enter the amount Mmom charge: [ | Moxmumcharge: [ |
c) Verify the fee is assigned to a | Chargebasedon: | | Amount: ]
Line B E— I coate e [ s
. . . Adjustment: +- Seller pay: I:I o
d) Click the CSS link to navigate o
to the Line assigned on the Texable Le L) S
Statement Charges screen Tnvoice: /
Bill code: CPY - U4
)
»
i i Order Status: InP
e) Verify the To code is to the P () Statement Charges rder Status: InProcess
correct Contact U Buyer: Buyerman Partners, L
Y A = revenue fees Title and Escrow Services $1.420.00
. . Description Re To Name cp Buyer Debit
Y T = outside Title .
01 |Exam Fee T Baltimore Nat... | [ $0.00
Company fees » 02iiCopies T ) Baltimore Nat... | [ $55.00
03 |Closing Fees A Chicago Title ... | [ $550.00
04 |Courier Fees T Baltimore Nat... | [ $65.00
19. Repeat Step 18a-e for any additional fees
20. Navigate to the Statement Charges screen, Title and Escrow Services section
21. On the next available line, enter/select the,
a) Description (i.e, Owner’s B ©4.720.00
PO[le 'Dremlum) Description Re To Name cjp Buyer Debit Buyer
b) Tocode =T 01 |Exam Fee T Baltimore Nat... | [ §750.00
02 |Copies T Baltimore Nat... | | $55.00
c) Buyer (or Seller) Debit = 03 |Closing Fees A ChicagoTitle ... | [ $550.00
amount provided by the 04 |Courier Fees L Baltimore Nat... | [~ $65.00
NCS office 05(| owner's Policy Premium T Baltimore Nat... | [ $22,500.00
06] | Loan Policy Premium T Baltimore Nat... | [ §150.00
» 07| |Endorsements 8.1, 8.2,9.2 T Baltimore Nat... | [ $650.00

22. Repeat Step 20 for each additional policy and/or endorsements being collected, changing the Description as
needed

23. Enter Recording charges — you can use the Additional Title Charges screen (for advanced recording fees) or
enter directly on the Statement Charges screen

AN
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SOFTPRO

COMMERCIAL: ESCROW ONLY - NCS - CTDC

SELECT

)

If you use the Additional Title Charges screen

i.  Click the Add Title Charge icon
ii.  Click the Description link

Double-click the Advanced
Recording Fees entry; edit the

Processing an Escrow Only Order

@ Additional Title Charges

Order Stq
Buyer: B

o
Description

Charge | Issued Date | Effe

NS

© 2018 Fidelity National Financial

L Copies §55.00
description as needed Revenue Sharng Expense
Revenue Sharing Income
Title Update Fee
Title Update Fee
Title Update Fee
Closing Fees $550.00
g;'g",“a Disbursement Fee Lookup Table - P - Additional Title Charges - NCS.D
urier Fees
(Empty)
A
Policy:
- Closing Fees
Description: e
C y ‘ Copies CPY
iv.  Inthe Charge field, - ' = —
Multiplication %: |:| % [~ Calculate charge |:| per
enter the amount Adjustment +f Seller pay
provided by the outside o —
Title Company (5000 Taxable une (=)
| e /
v.  Inthe Seller pay field, -
enter the percentage for their portion if applicable ,'
U4
vi.  Verify Line = RC.01 4
vii.  Verify an Invoice number is assigned
viil. Click the CSS link C Statement Charaes Order Status: InProcess
. . \-- g Buyer: Buyerman Partners, ||
ix.  Verify the To code = the | <Click hereto adda rows
payee provided by the Recording Fees and $300.00
outside Title Company Desaription Re To  Name CP  BuyerDebit
{01 i Recording/Clerk Fees (G )Balﬁmore Co... - $300.00
N2 |Tranefer Tav for DC n? Simnlifils —
)y If you use the Statement Charges screen to enter the fee directly on Line RC.01
i.  Click the Line number link; enter Stat o Order Sta)
atement Charges
or select the, O A 9 Buyer: Buys
a. Description | <Co e acce o
Recording Fees and
Description Re To Name cpp
3 ﬂ Recording/Clerk Fees I~
N Lo T L. a o o —
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COMMERCIAL: ESCROW ONLY - NCS - CTDC

SELECT

NOTE: You will use the Statement Charges screen to update actuals (if needed) after closing.

Processing an Escrow Only Order

b. To code = the payee provided by the outside Title Company

c. Buyer (or Seller)

Recording Fees and Expenses

Debit = Charges for Line 01
recording fee +
Description To Buyer Debit
» 1(Fx‘ecordmg Charge | ‘G $300 ::D

If you need to update actuals,

A . P r c 1

N

1. Click the Line number link Recording Fees and Expenses
for Line RC.01 Charges for Line 01
2. On the Recording Charges -~
. Description Re To
|Ine’ enter the aCtual » 1 Recording Charge G $300.00
amount 2 Non Standard Corforming Fee G I
5 5 . 3 Service Fee A l
3' nghllght the Recordlng 4 Recording Overage Refund #
Overage Refund entry : -
Recording Fees and Expenses
4. In the Buyer (or Seller) Charges for Line 01
Debit field, enter the - /
amount to be refunded Description Re To Buyer Debit
1 Recording Charge G ( s2500)
5' From the TO COde drop_ 2 Non Standard Conforming Fee G
down, select the 3 Serice Fee A [
Corresponding Contact » 4 Recording Overage Refund BA $75.00 ,
24. Navigate to the Statement Charges screen, Recording Fees and Expenses section
25. Enter Transfer Tax, if applicable :
Recording Fees and Expenses
a) Click the Line number link for the Description Re To  Name
corresponding entry 01 |Recording/Clerk Fees G
. . 02 |Transfer Tax for DC 02 Simplifile
b) On the applicable line, enter or select the, b (@3 ) Trenster Tax for D .
i. To code provided by the outside 04 | Transfer Tax for VA ¢
Title Company
ii. Buyer (or Seller) Debit field, enter the corresponding amount
Recording Fees and Expenses
Charges for Line 03
+
Description Re To Buyer Debit Buyer Credit Seller Debit
» 1 State Recordation Tax (Deed) G ) {
2 State Transfer Tax (Deed)
3 County Transfer Tax (Deed)
4 State Recordation (Deed of Trust) G y, 1
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SOFTPRO

COMMERCIAL: ESCROW ONLY - NCS - CTDC

SELECT

c) Click the Close button

Entering Revenue Sharing Entries

2. Navigate to the Additional Title Charges screen

Processing an Escrow Only Order

3. Add the Revenue Share Expense

a) Highlight the Revenue
Share Expense entry in
the grid

b) In the Charge field, enter
the amount as a
negative number

Q) Additional Title Charges

Order Status: InProcess

Buyer: Buyerman Partners, LLC

& -

Description Charge | lssued Date | Effective Date | Line | Invoice |  Bil Code

Search Fee 2 SEA

Search Fee 2 ABS

Exam Fee $750.00 2 SEA

gﬂﬂlﬁﬁ 255 00 2 CPY
(Revenue Shaing Expense ($9.200.00) 1 NBE )

L8
Revenue Sharing Income

NBI

NS

© 2018 Fidelity National Financial

Charge based on: | :I Amount: l:l
L — Il [ oo 00
e S — R E—"
Charge: " Taxable Line: css
Invoice:
Bill code:
4. Add the Revenue Share Income
a) Highlight the Revenue Share —_—
. . Description: Shari
Income entry in the grid (Eommsstmiginom)
Transaction code:
b) In the Charge field, enter the S sesh ke Effaciive date:
same amount as the Revenue
Calculate Charge
Share Expense
Minimum charge: \:] Maximum charge: I:I
c) Click the CSS link Charge basedon: | 5 —— ]
e — T
e[| e E—
Invoice: l:l
Bill code:
d) Click the Line number link of it hiseosd i e
. . O - Statement Charges
the line assigned Buyer: Buyerman Partners, |
J <Click hereto add a row
Revenue Sharing $0.00
Description Re To Name cpp Buyer Debit
» Revenue Sharing l ‘ I ~ l
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SOFTPRO

COMMERCIAL: ESCROW ONLY - NCS - CTDC

SELECT

e) Highlight the
Revenue Share
Expense entry

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 field of the
first property.

Processing an Escrow Only Order

Revenue Sharing
Charges for Line 01

Description Re To Buyer Debit Buyer Credit
1 See Revenue Share Job Aid for Payors & Payees as needed
2
mﬂevenue Sharing Expense T ($9.200.00)
4 Revenue Sharing Income A $9,200.00
Details | Payors | Fayees]
ai ‘F{evenue Sharing Expense | Re: ‘ ‘ To: T «| Name: |Baltimore
™ poc Buyer/Bomower Seller
1 T Debit: | ($9.200.00)| Credit: | | Debit: | | Credt: |
Include  Property Buyer Debit Buyer Credit
1 ¥ |123 Main Street, Towson, MD 21204 ((s3.20000)
2 [~ |124 Main Street, Towson, MD 21204
a2 i — 1R Main Chemmt T MDD 217204

f)  Click the Payors tab
g) From the Code drop-down, select T (or T2, T3, etc., if multi-state transaction)
h) Verify Process as = Reduce Funds; click the Close button
Code  Name Amount POC Disburse POC  For Process As Bill Code
» (7 ) Bakimore National Commercial Services \ 0200000 I [ I B ((Reduce Funds )[NBE
i) Highlight the Title and Escrow to Fidelity National Title
Revenue Share Charges for Line 06
Income entry %
. Description Re To Buyer Debit Buyer Credit
'J) From the TO_ 1 See Revenue Share Job Aid for Payors & Payees as needed
code drop-down, 2
Se|eCt A 3 Revenue Share Expense T (9,200.00)
. P 4 Revenue Share Income A ) £9,200.00
k) Click the Close —
button

REMEMBER: If the order has multiple properties, CRRAR validation rules require the Revenue Share
Income/Expense entries be associated with only one property. Click the Details tab; enter the total

amount in the Buyer Debit field of the first property.

5. Navigate to the Order Transactions screen

N
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SOFTPRO

6.

10.
.

12.

COMMERCIAL: ESCROW ONLY - NCS - CTDC

SELECT

Processing an Escrow Only Order

In the Disbursements

Disbursements:
section, click the Code Name Amount Held  Detais
Group link for the G Battimore County, Manand s25000 [~ |RCO1
applicable T-outside | [T Bakimore Nationl Commercial Services s4sn00| [~ (Gow. )
Title Company BA Buyerman Partners, LLC s75000 [ ¢ |RCOI
A
Contact = . =N .
Verify the Revenue Share ""’ﬁ"‘“"lﬁ"’“x I T I ¥ I
. . Code Amourt | Details Code Amourt | Details
Expense is shown in the — S7080 | TR
Less Reductions section T $5500 TTLO2
T $65.00 TTLO4
_,| T $2250000 TTLOS
T $150.00 TTLOG
T $650.00 TTLO7
| | ]
Less Reductions:
Code Nﬂe Amount  Details
Pl T |Bammore National Commercial Services $9,200.00 |HEV.D1

Click the Group link for the
A-Contact

Verify the Revenue Share
Income is shown

Disbursement Details for A

Code | Amourt | Details Code | Amourt | Details
A SAR0 00 | TT1 03
(-~ $920000 REV.OI )
'l

From the Order ribbon, click the Documents button

Search for, and select, the applicable Payment Transmittal Form for your order

a) Payment Transmittal Form (Branch) — Prompts

(Split Sheet)

b) Payment Transmittal Form (Agency) — Prompts

(Split Sheet)

Preview and Publish the document to smartVIEW

13. Distribute to the outside Title Company

Document Selection

Available ReadyDocs:

d to Favorites,.. iCk

"7 Favorites
¥ 1-CTDC
= L& Accounting

[= | Payment Transmittals
) Payment Transmittal Form (Branch) - Prompts (Split Sheet)
) Payment Transmittal Form (Agency) - Prompts (Split Sheet)
Y + T

payment

bin] Coeee (D, A\ fCnlit Chaat)

N
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