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From the 360 ribbon,

integration.

Using to Search and Select a Subcontractor

1. Click the Services button
2. Expand the Settlement Services folder

3. Select the FNTG — Approved Notaries Database entry

NOTE: The Notary Search window automatically opens if,

»  One order is open and cites that order number

When searching for a notary it may become necessary to use a subcontractor rather than a direct notary. Follow
these steps to search for and select an approved notary from the FNTG — Approved Notaries Database.
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»  Multiple orders are open — the active order is presumed the order you are performing the search for, if
not, close the Notary Search window and click on the corresponding order before opening the
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If no order is open, you are prompted to enter an order number.
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4. Select the Subcontractor Search option

NOTE: The Subcontractor must be
through an approved signing company
and paid through the signing company.
When the Subcontractor option is selected
a message displays as a reminder.

N

5. Enter search terms in the Search Fields; these
appear above the column names and
correspond to the column names

At least one search criteria must be used to
perform a Subcontractor search.

6. Click the Search button

The grid populates with the corresponding notaries.

If an entry is highlighted in yellow, the notary’s expiration
expiration dates of Background Check Expiration and/o
Dettails link.

Using to Search and Select a Subcontractor

<

Notary Search

==
SOFTPRO

N Subcentractors are to be used ONLY when signing through an approved signing company
These notaries are NOT to be paid dirsctly

() Direct Notaries

Search
3
| | I | select v ]| [ Eeas
First Name Last Name City State | Zip Language J Details
Advanced Search By Zip Proximity Within —Select— Miles Number of Results : 0

* Yellow highlighted rows indicate that the notary will expire in the next 20 days

Add to Proform Order Close

date is within the next 30 days. This is based on the
r TVISR Expiration, which can be viewed by clicking the

L MNotary Search - 20220660107 x
Notary Search 'S : PT:PRI:
() Direct Notaries () Signing Services (®) Subcontractor Search
Subcentractors are to be used ONLY when signing through an approved signing company.
These notaries are NOT to be psid directly
Search Fields S
I I A ~|l___|] EFs
First Name Last Name City State | Zip _ Details | ~
Maria Bakies Anaheim CA 92304 Details
Angi Morrow WMoreno Va... |CA 92557 Details
Kim Denny Bakersfield |CA 93306 Details
Rafael Munguia Manteca CA 95337 |Spanish Details
Patricia Stephens Sacramento CA 95828 Details
Llada Alanic Eicsng ol 93722 | Spanich i
( Marilyn Bird Hemet CA 92545 (Details
N T EAATARAT— T -ui
Sondra Hull Menifee CA 92586 ‘Jetails v
L
Advanced Search By Zip Proximity Within —Seled— Miles & Notary SeardﬁlDl}‘_DE\ED] 07 P
*Yellow highlighted rows indicate that the notary will expire in the next 30 days
Add o Proform Notary Search Results 'S : FT:PRI: =
First Mame Marilyn
LastMame Bird
Language
Background Check Expiration 2024-12-11
TVISR Expiration 2025-11-11
Consumer Complaint Expiration (CCF) 202-5—11-11
\Q}
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7. Click once on the desired Notary

8. C(lick the Add to Proform Order button

9. Select the signing service; click the Add to
Proform Order button

click the Cancel button.

have been added to the order.

10. Click OK to close the message

.

If you wish to return to the subcontractor list,

A message displays indicating the Signing Service and Subcontractor

Using to Search and Select a Subcontractor

Notary Search m O

() Direct Notaries () Signing Services (®) Subcontractor Search

Subcontractors are to be used ONLY when signing through an approved signing company
These notaries are NOT to be paid dirsctly.
Search Fields Search

| Clear

\loreno Va.. A 9 Details
Kim Denny Bakersfield |CA 93306 Details
Rafael Munguia Manteca CA 95337 |Spanish Details
Patricia Stephens Sacramemo CA 95828 Details
_Maria Alani_s Fresno CA 93722 |Spanish Details
| Marityn | Bird | Hemet cA 92545 Details
Beatriz Diaz. Lancaster |CA 93535 |Spanish Details
Sondra Hull Menifee | CA 92586 Details |
Advanced Search By Zip Proximity Within =~ —Seleci— Miles Mumber of Results : 100

**ellow highlighted rows indicate that the notary will expire in the next 30 days

(| Add to Proform Order D Close

The grid is repopulated with associated signing services for the selected subcontractor.

& Motary Search - 20220660107 *

Notary Search m O

Select the associated signing service for your subcontractor

Company Name | City | State | Phone Email A
Mationwide Signing Senices, LLC I:I'ernr;ue AZ ) '85283 502 21@ Urders@nssnula
IGrants F'ass_ IDR 9?526 541 507- 1?[]8 ‘custnmersemce
95008 408 315-3334 ‘cnns@cyk\x com

Central Signing Service, Inc
CykiX, LLC

|campoetl

| Livermore

US Cerlified Signers Sacramento

91 E QDQ 5923555 Hsa@c?cmgmng

Coast 2 Coast Signings Upland iCA
Loan-Closers.com, Inc. Lake Forest —ICA 92530 9498 470-37... ‘stavonne@loanf

Notary ASAP Inc iOrange |ca |92865 |714-075-3000 ‘velvel@nutar\ras

- S— I
BBS Motary Services, Inc Newport Beach |CA |92558 ]87? 207-0942 orders@ﬂbsnma

( Awwroomorser ) cance

SoftPro 360 X

| o Signing Services and Subcontractor has been added to the
file.

11. Click the Close button to close the Notary Search window
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The Other Contact is updated with the selected Signing Service and Subcontractor.
OO Order Contacts
I+ =2 R
l Type MName Code  Phone Fax Main Contact Email Address
Atomey Attomeys. Inc AT Abbott Attomey susan rivera-stoll@softproc... 742 W Main Street
Buyer./Borower Bob Buyer B FTATIF-TTrT Bob Buyer susan.rivera-stoll @softproc... 106556 street
Lender Lender LISA Bank L 1111111111 Lamy Lender Lamylender@email com 2580B Shea Center Drive
it Beatioc loc LE [21oueaa0n00 Elaeaaeans Gregon Foldic o icon fivera ctol ety 00 Bickenhocker Nive
Cther (Signing Services-18846)  Simple Signings, LLC (4] T14-522-1675 Maria Bakies pete@simplesignings.com 1250 N Hancock St.
::; SEl Deller - SElY Seler N W) 2T T o T T | o
NOTE: Refer to the SoftPro 360 — FNTG-Approved Notaries Database User Guide if more detailed information is
needed.
.
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https://fnfuserdocs.softprocorp.com/01fnfuserdocs/01SPSJobAids/SoftPro_360_-_FNTG-Approved_Notaries_DB_User_Guide.pdf

