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FILE-TO-FILE TRANSFER - ACCOUNTING

SOFTPRO

SELECT

Search button

Disbursements

\

1. From the ProTrust ribbon, click the Ledger

2. From the Trust account drop-down, select
the appropriate trust account

3. Inthe Ledger ID field, enter the
corresponding Order number, click Search

4. From the Search Results pane, double-click
the Ledger to open

Upon receipt of the File-to-File Transfer form,

Transferring Funds from One CDF Order to another CDF Order

When Escrow initiates a file-to-file funds transfer, they complete and submit the File-to-File Transfer form to you with
the necessary details. Follow these steps to complete the transfer process.

ProForm

Ledgers

~  Start Page ProTrust Search X

Ledger Search Criteria

ChiR

Mew Ledgerl Ledager Search) Reports

- ProT|
ProTrust Pro1099 SPImage SPAdmin 360

L e . ProClear

= Sl % Reconciliation Search i

Trust account

[TRAINING

Recondliation

Ledger ID:

[¥010746

Ledger type: |

Responsible party:

Jway recon. type:

Ledger comment: |

Search Results

Show results from: ProTrust Ledgers

(i) Search Results: 1 record found.

£=

Wer

5. Click the Print and Post button; select Print/Post Pending

Transactions |Notes (1)} |

Status

_JI_' | s Print and Post =| ./ Actions ~ wm Ref

Receipl

Print Pending Chedks...

© 2017 Fidelity National Financial

Posted t Print/Post Pending Disbursements }
Pending
L oix]
6. Check the disbursement check 4 checkis) not shown due to missing payee name and address
box you intend to post, click OK | [I~ | Payto the orderof / Payee Name [ Trnsaction Type | Amount |

O  Shelby Twp Check $1,800.00
O USAACasualty Ins. Co. Checl 5£1,200.00
O  Happy Homeowner's Association Check £500.00
O Century 22 Check £5,750.00
O  1st Metropolitian Mortgage Checl S678.00
O Marble Management Check $175.00
O Recorder's Office Ledger Transfer(-) 265.00
\ | |  Fidelity Mational Title Compary. LLC Ledager Transfer{-) 81,227 .85
First Ever Savings and Loan Ledger Transfer(-) £75,500.93
| | First Ever Savings and Loan Ledger Transfer(-) 71431
O  First Ever Savings and Loan Ledager Transfer(-) £55,798.22
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SOFTPRO

FILE-TO-FILE TRANSFER - ACCOUNTING

SELECT Transferring Funds from One CDF Order to another CDF Order
7. From the Ledger Transfer(-) window, in
the Memo field, enter the reason for Genersl | History |
the tranSfer Status: Posted - Reference number: I:I
Transaction date:
From receipt number: Amourt:
Mema: Enter reason for transfer ) |
Extended memo: =
8. In the Transfer in section, click the Transferedto: | > ( ,D!)
SearCh iCOﬂ Payor code/name: | j |F|rst Ever Savings and Loan ”'A |
. CDF/HUDA: [ -l &«
9. In the Ledger ID field, enter the _ Lol x|k
ledger number of the (10
destination ledger (where funds Trust account: | TRAINING 9 " —
are to be posted) Ledger ID: (0200 mi Q | Clear Fields |
10. Click the Search button Buyer/Bomower: | | ok |
11. From the Search Results, Seller | | Concal |
double-click the Ledger to open Settlement date: | Mone j - |Z]'l-:-n-3 j Help I
Cancel l
 Melody Lumpkin
— Transfer in
Transfemed to: |X010400 mi v
12 From the Payor COde/name drop_ Pa)forcodefname‘ L vl'anlrst Ever Savings and Loan |
down, select the Contact to be shown CORHUDA- B
on the receipt; if the Payor name field Aogly towands: = — = Sac,
does not populate, enter the Aoply to Closing 5750093
corresponding name T 200
Unapplied 20.00
Overage £0.00
13. In the Apply to Closing>Amount field, enter the amount to be transferred if it does not auto-populate
NOTE: If funds appear in any other field in the Apply Aoply towards: = e v
towards grid, click in the field and press the F2 key to oo Closing Lk { Press F2 ]
clear once you enter the funds in the Apply to Closing et Eamet N, 000
. Unapplied (00
> Amount field. i e
14. Click OK

\
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FILE-TO-FILE TRANSFER - ACCOUNTING

SELECT

1. From the ProForm ribbon, click the Reports button

2. Expand the Trust Accounting Reports folder

3. Double-click the Ledger Transfer Activity report

4. Select your Trust account code
and appropriate date range

5. In the Ledger transfer type
drop-down, select All Ledger
Transfers

6. In the Ledger type drop-down,
select Transfer

7. If necessary, select branches
and/or closers

8. Click the OK button

9. Review, print, then sign the
report

10. Include it as part of your Daily
Trust Accounting procedure

Including the Ledger Transfer Activity Report in Daily Trust Accounting

Transferring Funds from One CDF Order to another CDF Order

Each day, the OAC or branch manager is required to review, print, and sign-off on the Ledger Transfer Activity report.
It is included as part of the Daily Trust Accounting procedure.

ProForm

o) b (LI )

ProForm Reports

|1 Marketing Reports
|1 Order Reports

| Order Task Reports
|1 Revenue Reparts
| State and Operation Custom Reports
| Statutory Reports

|1 Title Reports

= |5 Trust Accounting Reports

rust Accountng Reparts by Order
=l _:,‘_‘::I:vﬂpd.-v

HEEBEEF

{8 edaer Transfer Activity

JOmmce Control summary

ProTrust A

i epem D S mm L e A

Ledger Transfer Activity

Trust account code:™

Trust accounting date from:*

Trust accounting date to:™

Ledgertransfer type:
Ledgertype:

Page break per branch:

Format for Excel export:

Branch:

\

Escrow offcer/closer:

* Required

[ TRAINING A

[04/01/2016

[
|04/28/2016 7|

|AII Ledger Transfers

|AII Ledger Types

=
~

[ NOT ENTERED

O CT-92 - Commercial- Chicage Title

O cw-53 - Commercial - Commonwealth Title
[ FiDB38533

[ FNT-39533

[ FT-01 - Bloomfield

[ FT-03 - Sowthfield

[ FT-06 - Livonia

O FT-07 - Commercial - 4l States

[ NOT ENTERED
O Amy Schiller

O Andrew Capeli

O Angela Dover

O Arita Dawson

[ Beth Tuck

O Bornie Marshal
O Carol Doral

O Chelsea Mclaughlin

\
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