SOFTPRIO" COMMERCIAL: RE-OPEN ORDER - NCS FNT SEATTLE

SELECT Re-Opening an Impact Order in SoftPro Select

When you need to take an existing order in Impact and re-open it in SoftPro Select, use this checklist along with the
job aid, Open Order Checklist — Opening a New Order, making the following adjustments while completing the
items.

New Order window

Q In the Order number field, highlight and overwrite the system-
generated order number with the Impact order number
| | ot T —
Q Verify the correct Settlement type is selected Order BN errrre—_ 1
O Apply your template(s) Trust account: INCSFTWALS6334 |
) Click the Search [l icon to search for and select the Setfomerttype: ¢ Closing Dieclosuse
applicable template(s) for your transaction (i.e., Sale, Refi, etc.) Fo
" HUD-1
) Click the OK button to generate the order
Orders/Templates to copy ~ — g
()
Order/Template "
(0T WACSS Sale

Order Status screen
O Under Order Status in the Date/time order received field, back Order Status
date the order to
y date original order was opened, if opened more than one
month prior to today
y date one month prior, if the order was opened in the
current month

This date is then written to the Escrow Status > Date/time escrow /

Date/time order reserved: |(P-lone} j

Date,time order received: |03,-" 16,2017 08:11 AM vl )

COrder status: In process vl /

opened field. Escrow office:

Date/time escrow opened: |03f16,'201? 03:11 AM v

Express Order Entry screen

O Enter your order information (i.e., contacts, property, etc.); refer to the job aid, Open Order Checklist —
Opening a New Order, if needed

Notes screen
O SoftPro Select: enter a note specifying that “Title work done in Impact” if applicable

O Impact: enter a note specifying that “Order re-opened in SoftPro Select"

N
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SOFTPRO COMMERCIAL: RE-OPEN ORDER - NCS FNT SEATTLE

SELECT Re-Opening an Impact Order in SoftPro Select

Checklist Tasks Screen:

Handle Impact Funds (if necessary): If you have funds in the Impact order,

Q Impact order: Create ONE outgoing wire for all funds received

O SoftPro Select order: create an Anticipated Wire equal to the Impact outgoing wire amount

U Email the Funds - File-to-File Transfer FORM to your OAC Contact at seattlecac-ar@fnf.com

U Title Users: Tasks 01 through 05, set the Status to Completed or N/A as applicable

Release of EM to Seller
Release of Partial EM to Seller

<

Preclosing

a R |, . ]
- T v L Em
Status | Task | Category | Ocours | Due Date | Assigned To -
v Completed 01 - Open Order Preclosing Susan Rivera-Stoll
+ Completed 02 - To Searching Preclosing Mike Ritchie
! Required 03 - To Examining Pre-closing 03/07/201902:53 PM  Bxamination Queue
04 - To Underwriting Pre-closing S
05 - Commitment Complete Preclosing
NS e Preclosing
Open Order to All Parties w/ Wire Instru Preclosing
Create File - Labels & Print Order Detail Sheet Pre-closing
EM Received Pre-closing
Addiional EM Received Pre-closing

Occurs Code: Task: 02 - To Searching

(& {Brernsina '

Status:\ﬁi ompleted

s

Document Selection Screen:
U Preview and Publish the Open Order Sheet to smartview

smartview:

L Submit a request to smartview Support via ServiceNow to,

when performing a search
Do Not CANCEL THE IMPACT ORDER.

while closing and disbursing is to be completed in SoftPro Select.

N\

a) move the documents from the Impact order to the new SoftPro Select order

O Preview and send the Wire Information to the Lender and/or Buyer(s), etc., as needed

b) rename the Impact smartview file to [order number] OLD to avoid seeing duplicate files in smartview

Depending on the timing of when the order is re-opened in SoftPro Select, the policy may be completed in Impact
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