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Transferring Funds from One CDF Order to another CDF Order 

FILE-TO-FILE TRANSFER – ACCOUNTING 

When Escrow initiates a file-to-file funds transfer, they complete and submit the FileFileFileFile----totototo----File Transfer File Transfer File Transfer File Transfer form to you with 

the necessary details.  Follow these steps to complete the transfer process. 

 

Upon receipt of the FileFileFileFile----totototo----File TransferFile TransferFile TransferFile Transfer form, 

1. From the ProTrustProTrustProTrustProTrust ribbon, click the Ledger Ledger Ledger Ledger 

SearchSearchSearchSearch button 

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

the appropriate trust account 

3. In the Ledger IDLedger IDLedger IDLedger ID field, enter the 

corresponding Order numberOrder numberOrder numberOrder number, click SearchSearchSearchSearch     

 

 

 

 

    

4. From the Search ResultsSearch ResultsSearch ResultsSearch Results pane, double-click 

the Ledger to open 

 

 

 

 

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

DisbursementsDisbursementsDisbursementsDisbursements 

    

    

 

6. Check the disbursement check 

box you intend to post, click OKOKOKOK 
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FILE-TO-FILE TRANSFER – ACCOUNTING 

7. From the Ledger Ledger Ledger Ledger Transfer(Transfer(Transfer(Transfer(----)))) window, in 

the MemoMemoMemoMemo field, enter the reason for 

the transfer  

 

 

 

 

8. In the Transfer inTransfer inTransfer inTransfer in section, click the 

SearchSearchSearchSearch icon  

9. In the Ledger IDLedger IDLedger IDLedger ID field, enter the 

ledger number of the 

destination ledger (where funds 

are to be posted) 

10. Click the SearchSearchSearchSearch button 

11. From the Search ResultsSearch ResultsSearch ResultsSearch Results, 

double-click the Ledger to open 

 

 

 

12. From the Payor code/namePayor code/namePayor code/namePayor code/name drop-

down, select the Contact to be shown 

on the receipt; if the Payor namePayor namePayor namePayor name field 

does not populate, enter the 

corresponding name 

 

13. In the Apply to ClosingApply to ClosingApply to ClosingApply to Closing>Amount Amount Amount Amount field, enter the amount to be transferred if it does not auto-populate 

 

 

 

 

 

14. Click OKOKOKOK 

 

 

 

NOTE: If funds appear in any other field in the Apply Apply Apply Apply 

towardstowardstowardstowards grid, click in the field and press the F2 F2 F2 F2 key to 

clear once you enter the funds in the Apply to ClosingApply to ClosingApply to ClosingApply to Closing 

> Amount Amount Amount Amount field. 
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FILE-TO-FILE TRANSFER – ACCOUNTING 

Including the Ledger Transfer Activity Report in Daily Trust Accounting 

Each day, the OAC or branch manager is required to review, print, and sign-off on the Ledger Transfer ActivityLedger Transfer ActivityLedger Transfer ActivityLedger Transfer Activity report.  

It is included as part of the Daily Trust Accounting procedure. 

 

1. From the ProFormProFormProFormProForm ribbon, click the ReportsReportsReportsReports button 

 

 

 

2. Expand the Trust Accounting ReportsTrust Accounting ReportsTrust Accounting ReportsTrust Accounting Reports folder  

3. Double-click the Ledger Transfer ActivityLedger Transfer ActivityLedger Transfer ActivityLedger Transfer Activity report 

 

 

 

 

 

4. Select your Trust account Trust account Trust account Trust account codecodecodecode 

and appropriate date range 

5. In the    Ledger transfer typeLedger transfer typeLedger transfer typeLedger transfer type 

drop-down, select All Ledger All Ledger All Ledger All Ledger 

TransfersTransfersTransfersTransfers 

6. In the Ledger typeLedger typeLedger typeLedger type drop-down, 

select TransferTransferTransferTransfer 

7. If necessary, select branches 

and/or closers  

8. Click the OKOKOKOK button 

 

 

9. Review, print, then sign the 

report 

10. Include it as part of your Daily 

Trust Accounting procedure 

 


