SOFTPRIG COMMERCIAL: MULTIPLE PROPERTIES - NCS - GREAT LAKES TROY
SR Prepping the Orders to Transfer Funds

When your transaction has multiple properties, you can opt to enter site-specific charges in the main order, so they
appear on the settlement statement and only the title premiums, endorsements and recording fees are processed
through the sub-order or enter all charges in the site-specific sub-orders. By using the template cited below, you
have the option of either process.

1. Open the main (source) order

2. From the Order ribbon, click the Apply Template button ( o )
j Document History "ﬁ' Apply Template
¥\ Field Code Brows,ey,g Overlay Order
. ,’ e Re:a:ne Order
— = <
. . . A T lat
3. From the Apply Templates window, click the Search [ icon [#eety vempiates
Orders/Templates to copy C)
”
| Order/Template x
Order Information
4. Press the Enter key to bypass the Order
. Order #: Search Results
Search window
Settlement date: (None |t ~
. . Order Number
5. Click the 04-GLT CSS Export 5 Sites Order reserved: | None 7 -,
template Orderreceived: | (None v 01-GL-Troy CSS Sale
; 01-GL-Troy Resi CDF Refi
R o< ¥/ % | 01.GL-Troy Resi CDF Sale
Project name: QG Cas Ty Tadk
04-GLT CSS Export 5 Stes
P 05-GL-Troy App Atty Split
. Orders/Templates to copy ,’
6. Click the OK button to apply T -
”
the template -
Order/Template &
7. Click the OK button to (04GLT CSS Export 5 Stes )
confirm
The template adds five site @ Statement Charges
placeholders with charge lines if you -
wish to show site-specific fees G m' ~N
e
including the File to File Transfer Desciption e - Name
entry to an O-Contact on the b 01 [satsfy SRelease
Settlement statement anng Wlth a 02 Searchlexam Fees{Commlhﬂe.ntF--- T CETETy s A v
R . 03 |Owner's Title Insurance Premium Title Company T2
corresponding T-Contact for each site. B O voer's ite Insurance Endorse... e Comeeny s
05 |Lender's Title Insurance Premium T'rtl: CZ;E::: T5
06 |Title Insurance EndorsementLen... Title Company T6
07 |Recording & Service Fee Title Con.'npany i . T7 )
08 | Conveyance/Transfer Tax Underariter Fidelity MNational Title Insurance C... U (
058 Revenue Sharing
10 |File to File Transfer 03 File to File Transfer )
< Click here to add arow>
( Site 02
-
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SOFTPRO COMMERCIAL: MULTIPLE PROPERTIES - NCS - GREAT LAKES TROY

SELECT Prepping the Orders to Transfer Funds

If more than five placeholders are needed, continue to the next steps, otherwise skip to step 18.

IMPORTANT: The template can be added to accommodate as many sites as needed (adding five sites at one
time). You must follow steps 8-10 below prior to applying the template after the initial time. If you do not, it will
only append charge lines to the existing five sites without creating new sites.

8. Navigate to the Statement Charges screen

9. Click the Site 01 link to open the Section Editor window

10. Change each the section code (X01 through X05) to a unique 3-digit code (i.e., X01 to ST1 or MST)

u Statement Charges

Site 01 =
N, Section Editor
Descripéign Section Editor
b0 |satisfy arell
02 | Search/Exam Fi ‘JI" 2
; T
03 |Owner's Title T Section -
— e G escrptn Setion Description Defh Default Charge Type
04 |Owner's Title In| LOAN Lo e Code Payee
i ender's Title 1 TITL Title/Escrow Changes Loy Loz i e e
a TITL Title/Escrow Ch Basi
EEY Title Insurance REC Recording Charges e S =5
i | REC Recording Ch Recording/Transfer T:
07 |Recording &5¢ MISC Miscellaneous Charges S TR et bl i R
08 |Conveyance/T . MISC Miscellaneous Charges Basic
= ! > Site 01
02 |Revenue Sharil | | Site 01 T Basic
Site 0 | |
Site 02 T2 Basic
Site 02 Site 03 T3 Basic
Description Site 04 T4 Basic
Site 05 TS Basic

b 1 |Satisfy & Releg |

1. Click the Apply Template button

12. Press the Enter key to bypass the Order Search window
13. Double-click the 04-GLW CSS Export 5 Site template
14. Click the OK button

15. Click OK to confirm the template has been applied

16. Change the Description for each section as needed

17. Repeat steps 8-16 until enough placeholders have been added

REMEMBER: The template adds five sites at once and you must change the 3-digit Section Code each time
prior to adding the template.

N
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SOFTPRO COMMERCIAL: MULTIPLE PROPERTIES - NCS - GREAT LAKES TROY

SELECT Prepping the Orders to Transfer Funds

Once the appropriate number of sites have been added,

18. Navigate to the Order Entry screen

19. Change the Order type to

Express Order Ent
Escrow only i ki

20. Enter the Project name

smartview Order No.:

[ rush order
NOTE: The source order

Transaction type commercial ] —
and the destination orders @ Purchase [ Construction orderte: ([Esaon en ),
must have the same entry () Refinance [] cash sale Product type:  |Purchase/Resale ~
5 0 o ) [T out of county
in the PrOJect name field O Equity Palicy type: Simultaneous v
(limited to 100 characters). O other

This is used by
Accounting to make the
file-to-file transfers.

Additional Description:

Escrow office: A ~ | Fidelity Mational... Escrow officer/Closer: Emily Escrow ~
Pre-closer [Escrow assistant: |Escrow Assistant v
Title office: T ~ | Fidelity Mational... Title officer/[Examiner: Title Officer w

Settlement date/time: |04/26/2023 08:39 AM ~ [7] Estimated date/time
Due date time: (Mone) -

Related order(s):

Project name: (Sundan-:e )

21 NaVIgate to the order ContaCtS screen Title Comp;—; Fldel'rt; Mational Title Insurance C... T
The template adds a T-Contact placeholder for each site. 11:3: EEEE::: E:E—‘l._"iLSHIHE E
Title Company FMNF- WILSHIRE T4
22. Enter the T-Contact information for each Title Company FNF- WILSHIRE T5
Title Company FNF - WILSHIRE T
Title Company FNF- WILSHIRE 7

Adding Site-Specific Charges & Fund Transfers
If you wish to show site-specific charges on the settlement statement continue to next steps, otherwise skip to step 27.

IMPORTANT: The ledger transfer for each site is processed through the sub-order so title premiums,
endorsement fees, and recording fees must be entered in the site-specific sub-order.

23. Navigate to the Statement Charges screen

24. Enter applicable fees for each site; add lines as needed
N\
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SOFTPRO COMMERCIAL: MULTIPLE PROPERTIES - NCS - GREAT LAKES TROY

SELECT Prepping the Orders to Transfer Funds

25. If Revenue Share fee is needed, click the Line number link to enter

Order Status: |

0 W Statement Charges Buyer: SUNDAI

<Click here to add arow>

'ELTZEI]DB?E I-illsd.a-ie) $5.789.50

]
=]

Description Re To Mame Buyer Debit
1 |Satisfy & Release

Search/Exam Fees/Commitment Fee/Mork Charges

] Owner's Title Insurance Premium T2 FMNF - LA

04 |Owner's Title Insurance Endorsement

Lender's Title Insurance Premium

Title Insurance Endorsement/Lenders Packaas

$65.50

Caonveyance/Transfer Tax

Ooooooooo

05
05
07 |Recording - Clerk Fees Az Fidelity Mational ...
08
08

Revenue Sharing

<Click here t-o add arow>

|E;|_Tzzuou7s o ) $6.137.70

]
=]

Description Re To Mame Buyer Debit
Satisfy & Release

Search/Exam Fees/Commitment Fee/Mork Charges

Owner's Title Insurance Premium

Owner's Title Insurance Endorsement

Lender's Title Insurance Premium

Title Insurance Endorsement/Lenders Packaas

£163.70

Oooooooo

Recording - Clerk Fees A2 Fidelity Mational ...

Conveyance/Transfer Tax GLT2200075 Hillsdale
Charges for Line 09
~~o +
~ -~ ~ Description Re To Buyer Debit Buyer Credit Seller Debit Seller Credit
~ ~ -~ N » 1 See Revenue Share Job Aid for Payors & Payees as needed

=3 =1 =1 = =1 [=1 ] =] =)
B)iE 19I5 & IFE R =

evenue Sharing

2 Revenue Sharing Expense T4

3 Revenue Sharing Income A

26. Enter the transfer amount for each site, setting To = O-FILE TO FILE TRANSFER (DTT) Contact
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SOFTPRO COMMERCIAL: MULTIPLE PROPERTIES - NCS - GREAT LAKES TROY

SELECT Prepping the Orders to Transfer Funds

GLT2200075 Hillsdale $5.789.50

2]
=]

Description Re To MName Buyer Debit

Satisfy & Release

Search/Exam Fees/Commitment Fee/Mork Charges

Owner's Title Insurance Premium T2 FNF - LA

Owner's Title Insurance Endorsement

Lender's Title Insurance Premium

Title Insurance Endorsement/Lenders Packaae

Recording - Clerk Fees A2 Fidelity Mational ... §65,50

Conveyance,Transfer Tax

=] =3 = =] [} =) =] =]
R =R = e e e R R

09 |Revenue Sharing

OEooooomE@EE

» { 10 (PREMIUM & FEES [ GLT2200075 04 FNF FUNDS 55,724.00

<Click here to add arow>

GLT2200076 lonia $6.137.70

s
=]

Description Re To MName Buyer Debit
Satisfy & Relzase

Search/Exam Fees/Commitment Fee/Mork Charges

Cwner's Tile Insurance Premium

Owner's Title Insurance Endorsement

Lender's Title Insurance Premium

Title Insurance EndorsementLenders Package

Recording - Clerk Fees AZ Fidelity Mational ... 5163.70

Conveyance Transfer Tax

Revenue Sharing

OEomDoemoEoEE

PREMIUM & FEES [ GLT2200076 04 FILE TO FILE TR.... 55,974.00

(=3 (e R S R S

< Click here tn add a row

27. Create your sub-orders, setting the Order type as Title only
28. Enter the same Project name as the source order in each sub-order
29. Enter your charges as normal

30. Notify Accounting the orders are ready for the funds transfer
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