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Opening Orders for Maryland Properties 
 

OPEN ORDER – LIBERTY TITLE 

Follow these steps to open orders for Maryland properties. 

 

1. Create a new order (click the CreateCreateCreateCreate button or press Ctrl + NCtrl + NCtrl + NCtrl + N) 

From the New OrderNew OrderNew OrderNew Order window, 

2. Select/verify the  

a) PrePrePrePrefixfixfixfix    

 MDCMDCMDCMDC = Chester 

 MDEMDEMDEMDE = Edgewater 

 MDLMDLMDLMDL = Lutherville 

 MDMMDMMDMMDM = Millersville 

b) Trust accountTrust accountTrust accountTrust account default is shown and should not 

require change    

c) Settlement typeSettlement typeSettlement typeSettlement type = Closing DisclosureClosing DisclosureClosing DisclosureClosing Disclosure or    HUDHUDHUDHUD----1111 

depending upon your transaction 

 

 

 

 

 

d) TemplateTemplateTemplateTemplate = MD CDF SALE DEFAULTMD CDF SALE DEFAULTMD CDF SALE DEFAULTMD CDF SALE DEFAULT 

If the default template does not match your transaction,  

i. Highlight the MD CDF SALE DEFAULTMD CDF SALE DEFAULTMD CDF SALE DEFAULTMD CDF SALE DEFAULT 

template  

ii. Click the Remove TemplateRemove TemplateRemove TemplateRemove Template  icon 

 

iii. Click the SearchSearchSearchSearch   

icon to select your 

template(s) 

 

REMEMBER: Select template(s) that match the Settlement typeSettlement typeSettlement typeSettlement type selected (i.e., if Settlement typeSettlement typeSettlement typeSettlement type = CDFCDFCDFCDF 

then select MDMDMDMD    CDFCDFCDFCDF    [Sale / REFI] DEFAULT[Sale / REFI] DEFAULT[Sale / REFI] DEFAULT[Sale / REFI] DEFAULT template, if Settlement typeSettlement typeSettlement typeSettlement type = HHHHUDUDUDUD----1111 then select MDMDMDMD    HHHHUDUDUDUD    

[Sale / REFI] DEFAULT[Sale / REFI] DEFAULT[Sale / REFI] DEFAULT[Sale / REFI] DEFAULT template. 

IMPORTANT: The SettleSettleSettleSettlement Typement Typement Typement Type selected must match the TemplatesTemplatesTemplatesTemplates applied in the next steps.  If you 

select HUDHUDHUDHUD----1111, apply HUHUHUHUDDDD template, if you select Closing DisclosureClosing DisclosureClosing DisclosureClosing Disclosure, apply CDFCDFCDFCDF templates. 
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iv. Press the EnterEnterEnterEnter key to 

bypass the Order Order Order Order 

SearchSearchSearchSearch window  

v. Highlight the 

applicable DEFAULTDEFAULTDEFAULTDEFAULT 

template; pressing 

the CtrlCtrlCtrlCtrl key, click the 

MMMMDDDD    [Sales/REFI] [Sales/REFI] [Sales/REFI] [Sales/REFI] TasksTasksTasksTasks 

template 

e) Click the OKOKOKOK button to add your templates 

3. Click the OKOKOKOK button to generate the order number 

 

Once your order is open,  

4. Verify My ScreensMy ScreensMy ScreensMy Screens = Liberty Title ScreensLiberty Title ScreensLiberty Title ScreensLiberty Title Screens 

5. Click the OKOKOKOK button 

 

 

 

 

 

 

 

 

 

 

 

 

6. Navigate to the Order EntryOrder EntryOrder EntryOrder Entry screen 

7. Verify the,  

a) Transaction typeTransaction typeTransaction typeTransaction type    

b) Order typeOrder typeOrder typeOrder type    

c) Product typeProduct typeProduct typeProduct type    

d) Policy type Policy type Policy type Policy type     

    

8. Change as needed 

    

    

NOTE: If the Work Process (Checklist Tasks)Work Process (Checklist Tasks)Work Process (Checklist Tasks)Work Process (Checklist Tasks) 

screen is the first screen under GeneralGeneralGeneralGeneral, the 

Liberty Title ScreensLiberty Title ScreensLiberty Title ScreensLiberty Title Screens is active. 
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9. If known/applicable, enter the,  

a) Sales Sales Sales Sales pricepricepriceprice    

b) Settlement date/timeSettlement date/timeSettlement date/timeSettlement date/time    

10. In the DepositDepositDepositDeposit grid, enter Deposit Deposit Deposit Deposit 

AmountAmountAmountAmount if deposit is to be received later 

but it is to be shown on a pre-

CDF/HUD-1 

11. If applicable, enter Principal amount of Principal amount of Principal amount of Principal amount of 

loanloanloanloan 

12. Enter the Property Property Property Property 

addressaddressaddressaddress 

13. Enter the Zip codeZip codeZip codeZip code; 

press the TabTabTabTab key 

 

 

 

 

 

14. Enter the Tax/Map IDTax/Map IDTax/Map IDTax/Map ID, if known 

15. Navigate to the Order ContactsOrder ContactsOrder ContactsOrder Contacts screen 

16. Enter the Office Speed CodesOffice Speed CodesOffice Speed CodesOffice Speed Codes, pressing the SpacebarSpacebarSpacebarSpacebar once 

entered 

If you are unsure which code to enter, click the Office Office Office Office 

Speed CodesSpeed CodesSpeed CodesSpeed Codes link. 

 

 

 

 

 

 

 

 

 

NOTE: If the zip code is 

not known, click the 

CityCityCityCity or ofofofof link to pull 

from the Lookup Table.  
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17. Enter remaining Contacts using placeholders first; 

double-click the placeholder to open 

Do not enter any GGGG-Contacts; upon saving and 

closing the order, the automation process 

populates the applicable GGGG-Contact. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

18. Double-click the Contact who gave you the order 

19. Check the 

Marketing sourceMarketing sourceMarketing sourceMarketing source 

check box 

20. From the 

Marketing repMarketing repMarketing repMarketing rep 

drop-down, 

select the internal 

sales 

representative 

21. Press EscEscEscEsc key to return to the Order ContactsOrder ContactsOrder ContactsOrder Contacts screen 

22. Double-click the Settlement AgentSettlement AgentSettlement AgentSettlement Agent Contact 

NOTE: If a placeholder does not exist for a Contact,  

1. Click the Add ContactsAdd ContactsAdd ContactsAdd Contacts  icon 

2. Highlight the applicable contact type; click OKOKOKOK 

3. Enter the corresponding contact information 

4. Click the    Lookup codeLookup codeLookup codeLookup code link to select from the Lookup Table 

5. If the Contact does not exist, in the 

Lookup code field enter,   

 NewNewNewNew if you wish to have the 

Contact added to the lookup 

table for future use 

 OneOneOneOne if the Contact is only to 

be used for the current order 

Enter as much contact information as 

possible (i.e., address, phone number). 

REMEMBER:  

 The Speed CodeSpeed CodeSpeed CodeSpeed Code selected should only be for Maryland offices (OfficeOfficeOfficeOffice name begins with “MDMDMDMD----““““) 

 If you entered the wrong speed code, clear the field using the F2F2F2F2 key and enter the correct code 

pressing the SpacebarSpacebarSpacebarSpacebar key to run 
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23. In the PeoplePeoplePeoplePeople grid, highlight the name of the Marketing repMarketing repMarketing repMarketing rep 

selected in Step 20; if the Marketing repMarketing repMarketing repMarketing rep is not shown, skip to Step 

25 

24. Click the Set as Main ContactSet as Main ContactSet as Main ContactSet as Main Contact  icon; the icon then shows next 

to the main contact and their name flows to CDF Pg5CDF Pg5CDF Pg5CDF Pg5 

25. Save your order 

 

 

 

If policy information is not provided (or you are unsure which policy to select), skip to Step 30, otherwise continue on 

to next steps.  

26. Navigate to the 

Policy Policy Policy Policy 

Selection/Title Selection/Title Selection/Title Selection/Title 

Insurance Insurance Insurance Insurance screen 

27. Highlight the policy 

in the grid 

28. Click the Policy Policy Policy Policy 

lookup Codelookup Codelookup Codelookup Code link  

29. Double-click to 

select the applicable 

policy 

 

 

 

30. Navigate to the StatusStatusStatusStatus 

screen 

31. Enter/select the,  

a) Title Title Title Title 

officer/Examinerofficer/Examinerofficer/Examinerofficer/Examiner = 

your settlement 

officer 

b) Escrow Escrow Escrow Escrow 

officer/Closerofficer/Closerofficer/Closerofficer/Closer = 

your processor 

c) PrePrePrePre----closer/Escrow closer/Escrow closer/Escrow closer/Escrow 

assistantassistantassistantassistant = post 

closer 

32. Save your order 

33. Add any corresponding documents and emails to smartVIEW 


