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Creating a “Dummy” Order

To generate quotes (a.k.a. called net sheets) for customers, you can create “"dummy” or test orders. You can also use
these orders to test features and documents without having to worry about the orders being counted in
management/Operational reports. Follow these steps to create as many of these orders as you need.

Creating the New Order
1. Press the Ctrl + N keyboard shortcut to open a new
2. If applicable, select a Suffix (Odernumber — [xDummySaless ) |
3. In the Order number field, highlight the system- e MRS R
generated order number Setlementtype: Closing Disclosure & HUD-1
4. Enter the test order name including your initials or last s/ Templates o capy
name (e.g. XDummySaleSS or SmithTestRefi) 2| ~| 2] -
5. Verify the Trust account; this should reflect whatever Ordor/ Templaie
trust account your operation uses Default
6. Select the Settlement type and click the OK button
Order Entry screen
7. Enter the appropriate 1 Order Entry
Order type, Product type, il
and Policy type (or if _
available, click the Product B ] commerd ot [Bowaly ) B
type link to select the A [ Construction e <
types appropriate for the G [~ Cashsale R
quote or test) € Equity [ Out of county Policy type: |Simu|taneu:uus ) j
" other i

NOTE: Itis important your Order type is Escrow only to avoid the order being submitted to other systems.

Property address:

Enter a County

| 123 Property St

City: [Ekhorn | state: [WI =] ZpCode: [s3121- |
-
G” the: |Cc.unt\,n' j of |(Walworth ) |

Tn the:

£ lena ]

9. Select a Property type

N
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Property type: (tondc-mirnum Unit v-)
Property use: Residential v
TR U -
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10. In the Contact grid, add a Contact

NOTE: Add an MB-Mortgage Broker, LB-Listing
Agent/Broker, or SB-Selling Agent/Broker Contact.

1. Click the Marketing Source icon

12. Enter an order note: This is a test order, do not do
any title work.

Backdating the Order
13. Navigate to the Status screen

14. In the Date/time order received field, ‘back date’
the order to the year 2000 to ensure this order falls
off the New Orders report

Excluding From 1099 Reporting
15. Navigate to the Seller Proceeds & 1099-S screen

Cancelling the Order

NOTES:

N

Creating a “Dummy” Order

Order Contacts
Type v | Mams | code |
% |isting Agent/Broker Century 22 LB
Add Note =] E3
Netes
This is & test order, do not do any Title worl. ;I
W Status
Order Status
Date/time order reserved: |:I:c-nr:.- j Reserved by:
Q)ateftime order received: ||:| 1012000 01:00 PM j)leceived by:
Order status; In process vI

16. Check the Exclude order from IRS submission check box

D

Seller Proceeds & 1098-S

iEwdude order from IRS submissiung

1099-5 description: |

17. Press the Ctrl + Alt + X keyboard shortcut to cancel the order

> Do not click the Submit button or send the Open Order/Order Summary Sheet to Title.

»  You cannot post receipts or disbursements. To see Register items, look at the Order Transactions screen.
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