POLICIES - NOVARE

P |
SOFTPRO

SELECT

Preparing Policy Instructions

2. If necessary, from the
Estate/Interest drop-down,
change the default; in the Notes
field, enter any special
instructions

3. From the Vesting drop-down,
select the appropriate option; in
the Notes field, enter any
special instructions

4. If necessary, from the Legal
drop-down, change the default;
in the Notes field, enter any
special instructions

Preparing Policies with Instructions

Follow these steps to prepare the policy instructions and policies.

1. Navigate to the Policy Instructions screen

NOTE: If needed, use the commitment as a reference when completing the policy instructions.

7

VL

Policy Instructions

Commitment/Prelim: CATEST REVERSE v

Estate/Interest: |From commitment v Notes:
Vesting: From deed v Notes:
Legal: From commitment v Notes:

Order Status:

Buyer: Larry M. Boone, Trustee o... T

Enter special notes here.

Enter special notes here.

Enter spedal notes here.,

5. Click the Disposition Code drop-down arrow to select a disposition for each exception/requirement

-

Requirements/Exceptions: PAC Prior ApprovafObtained
PIE Paid in Escrow
HINT: You can enter the Type Number Code Description POC  Paid Qutside of Closing
first letter of the RAC Received at Closing
. e Excepti 1 4 In order t lete thi ... | ROM Requirement Met
disposition and the drop- e | o e 2 R B | o Relesseto Come
Exception |2. T Property taxes, which are a ..
down auto-populates t - SAD  Survey, Add
. . ) Exception | 3. d1 A deed of trust to secure an... SHO Show on Policy
with the first option that Exception dia The Deed of Trust setforth .. | SOK & Survey Okay v
beglns with that letter. p  Exception |4 C1 Covenants, conditions and ... | SHO ~
6. Enter Notes for each disposition as needed
Regquirements/Exceptions:
Disposition Include on Include on
Type Number Code Description Code Notes Owner's Policy  Loan Policy
Exception k. 4 In order to complete this repor... | SHO Enter notes here il ] I
Exception | 2. T Property taxes, which are a lie... | SHO I ¥ 1
/7

The Include on Owner’s Policy and Include Loan Policy check boxes are already checked. Uncheck each box
to remove the entry from the policy.
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Preparing the Policy

1. Navigate to the Policy — Schedule A screen

2. Select/enter the,

Preparing Policies with Instructions

a) Effective Date
b) Effective Time

c) From the Policy drop-down,
select the Owner’s Policy, if
applicable

O . Policy - Schedule A

Effective Date:

Effective Time:

Policy:

03/19/2020

10:06 AM

Owner's Policy

Order Status:

Buyer: Larry R

v Coverage amount: $500,000.00

d) Proposed Insured

i.  If no changes, press the spacebar after the last character (to show red text) or enter vesting

information from deed

ii.  Highlight entry, press Ctrl + C to copy

e) Title Vesting, press Ctrl + V to paste Proposed Insured entry

@w@sed Insured

Lookup code:

Press Spacebar to
change to red text

Larry M. Boone, Trustee of the Larry M. Boone Living Trust of 2018, Dated April 5, 20@

Interest in the Land

1
e
i
n¥y
i

B 7 U abe )
Fee Simple

@i‘tle Vesting

Lookup code:

N,

(Larw M. Boone, Trustee of the Larry M. Boone Living Trust of 2018, Dated April 5, 2018

)

3. Click the Countersignature Fields
more/less bar

4. Verify a signature is shown in the

( Countersignature Fields

Company name:

Signature image:

Signature image field; if not, click the e
Lookup code link to select (refer to the View Image...
internal matrix if you are unsure of the
. . Clear Image...
authorized signatory)
Page 2 of 8
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5. From the Policy drop-down, select the Loan Policy, if applicable
6. Enterthe,
a) Proposed Insured

i.  If no changes, press the spacebar after the last character (to show red text) or enter vesting
information from deed

ii.  Highlight entry, press Ctrl + C to copy
b) Title Vesting, press Ctrl + V to paste Proposed Insured entry
¢) Insured Mortgage

i.  Inthe Lookup code field enter D7; press the Tab key

i.  Answer prompts to populate the insured mortgage information

Press Spacebar to
Lookup code: change to red text

GQrowsed Insured J

—
Larry M. Boone, Trustee of the Larry M. Boone Living Trust of 2018, Dated April 5, 2@

Interest in the Land

B Z U sbe ) ~|:= 3FF B -2 |7
Fee Simple A

Lookup code:

Larry M. Boone, Trustee of the Larry M. Boone Living Trust of 2018, Dated April 5, 2018 )

Press Tab key; answer \

Q prompts to populate insured
Insured Mortgage mortgage information
Lookup code:

(A deed of trust to secure an indebtedness in the amount shox\-n below, A
Amount: $425,000.00

Dated: February 13, 2020

Trustor/Grantor:  Grantor v

7. Repeat Steps 3-4 above

- . . . Page 3 of 8
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8. Navigate to the Policy — Schedule B1, B2 screen

9. From the Policy drop-down, select the Owner’s Policy

Preparing Policies with Instructions

Q) Policy - Schedules B1, B2

Policy: Gwner's Policy . V)

10.

Click the Start Policy @ icon

Exceptions and Subordinate Matters

Numbering scheme: _Numbers [~]
Begin Exceptions at: |1 |
©) a
[ Exceptions
Once the exceptions populate the grid, add the Deed of Trust
11. Highlight the Exceptions folder
12. Click the Add Exception or Subordinate Matter icon
Begin Exceptions at: _1
Search T

CH: el

( |_J Exceptions )
5| 1. A100CA: Any rights, interests or daims which are not disdosed by the public records, whether or not such rights, interests or daims could be ascertained by making inqui

= 2. A11: This is a Pro Forma Policy. It does not reflect the present state of the Title and is not a commitment to (i) insure the Title or (i) issue any of the attached endorsem:
£ 3. A13: The following states statutes, reference to which are made part of the ALTA 8. 1 Environmental Protection Lien Endorsement incorporated into this Policy following i

© 2020 Fidelity National Financial

13. In the Code field, enter LP; press Add Excegtisn
the Tab key : =
Tm: Exceptiof [/] Show an dncoment [Z] Inchide nn lnan nolies
14. When prompted, check the Cm s
applicable Policy check box ; Lookup
‘B I U s |p
15. Click the OK button TN
' Areference to some Loan Policies was encountered. Please choose any of the qualfying
Loan Policies below.
| [¥] Check ~ ‘
mPoch(MZS.DUU‘DO}
Deed of Trust information is populated. Add Exception g X
16. Click the OK button S Excepton V] Sk ek | s o peh
Code: |LP F'Save and Add New | [/ Show with numbering
[ == |
:BIH*‘J sig 4 Search "bvl
b B B P ",
'A deed of trust to secure an indebtedness in the amount shown below, A
|Amount: §425,000.00
|Dated: February 13, 2020
|Trustor/Grantor:  Grantor
|Trustee: Trustee
|Beneficiary: Beneficary
|Loan No.: 54654654
IRecording Date:  February 13, 2020
|Recording No: 654
v
Page 4 of 8
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17. Navigate to the Policy — Schedule B1, B2 screen

18. From the Policy drop-down, select the Loan Policy

19. Click the Start Policy @ icon

to check the radio button for the appropriate option.

)

> Append — adds all exceptions to the existing; this
is rarely used as duplicates are added

Merge — adds only new exceptions to the existing

y  Overwrite — overwrites all existing exceptions

Click the OK button to complete.

Preparing Policies with Instructions

~

Policy - Schedules B1, B2

Cnan Policy

Exceptions and Subordinate Matters

Policy:

J)

Numbering scheme: Numbers v
Begin Exceptions at: 1 Begin Subordinate

i Exceptions
| Subordinate Matters

NOTE: If the policy is already started and exception exist, when you click the Start Policy icon, you are prompted

o e g d b o o HnFT
( | Start Policy X
& 2. AlL: This| Please select one of the options:
5 3. A13: The §
=] 4, 1P Adeed [ ® Merge
(2 subordinate Matj O Overwrite
O Append

Choosing this option will merge the commitment
requirements/exceptions to the exceptions already present.

(o] ores

Any updates needed after the policy is started are
to be made directly on the Schedule B1, B2
screen.

o

=
§_|
§_§J

=

i Exceptions

5l 1. r4: In order to complete this report, the Company requires a Statement of Information to be complete
2. T1: Property taxes, which are a lien not yet due and payable, induding any assessments collected wi
3. d1: A deed of trust to secure an indebtedness in the amount shown below,

d1a: The Deed of Trust set forth above is purported to be a "Credit Line” Deed of Trust. Itis a require
4. C1: Covenants, conditions and restrictions but omitting any covenants or restrictions, if any, induding
£l 5. c4: Modification(s) of said covenants, conditions and restrictions Recording Date: February 2, 2002
6. c20: A party wall agreement Executed by: The Walls Affects: The brick wall Recording Date: Fel

Amount: $250,000.00

. Subordinate Matters

20. Click the Documents button
21. Preview the,

a) Recording and Policy Instructions (w/Notes)

b) Policy(cies)

c) Endorsements, only if not checked on
Schedule A; you may need to select the
endorsement from a state-specific forms

folder

\

) Remove All | Add -

Selected ReadyDocs:

) Remove

Mo

€ Recording and Policy Instructions (w/ Notes)
J ALTA Owner's Policy 2006 (CA)

ALTA Loan Policy 2006 (CA)

) AllEndorsements

© 2020 Fidelity National Financial
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NOTE: Only standard SCHEDULE A
endorsements show on o)
Schedule A of the applicable

) 6. This policy incorporates by reference those ALTA endorsements selected below
policy when added on the ) 4.06 e
Endorsements screen. 0| 4106
0O | 5-06 (Planned Unit Development)
O | 5.1-06
E | 6-06 (Variable Rate)
0O ) 6.2-06 (Variable Rate—Negative Amortization)

2106 {Envirnnmantal Dratartion | ian) Daranranh b rafare tn the followins ctate ctatitale) Mona

22. From the Document Distribution screen, uncheck all documents except the Recording and Policy Instructions
document

23. Publish to smartVIEW

Document Distribution

Documents will be distributed in the order shown
V] Check ~ - view | & Stamp Al
S Merge
Distribute Status Document For Stamp
P @ None

» ) Recording and Policy Instructions {(w/ Notes) A Commitment Ol

O ) | ALTA Owner's Policy 2006 (CA) Owner's Policy (§500,000.00)

O @) | ALTA Loan Policy 2006 (CA) Loan Policy ($425,000.00)

O @3 | Al Endorsements CLTA 100, 1 - Restrictions, Encroachm. ..

0 ) | AllEndorsements ALTA 1-06 - Street Assessments - Loa. ..

O All Endorsements ALTA 17-06 - Access and Entry -Loan ...

[] save to file

24. From the Document Distribution screen uncheck the Recording and Policy Instructions document

25. Check the corresponding radio button for those documents you wish to merge and publish as one document
(i.e., Loan Policy and endorsements)

26. Check the Merge All radio button

-

Page 6 of 8
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Document Distribution

Documents will be distributed in the order shown

V] check ~ | & w e S Stamp All
Distribute Status Document For Stamp e

(| @  |Recording and Policy Instructions (w/ Notes) | Commitment O e

O ‘ = | ALTA Owner's Policy 2006 (CA) |owner's Policy (§500,000.00) ‘
> =) | @ |ATALoan Policy 2006 (cA) ' Loan Poiicy (¢425,000.00) ' Action

: - All Endorsements CLTA 100.1 - Restrictions, Encroachm... [ Print

] -] | All Endorsements [ALTA 1-06 - Street Assessments - Loa... [ Emai

M &9 | AllEndorsements ALTA 17-06 - Access and Entry -Loan ... ubli h

7] save to file

Check only those
documents that should be

merged and published as
one document
!0 Distribute

27. Publish to smartView > Post Closing folder smartview Document Post

Document Name:

I Loan Policy

Folder:

Comments:

l

smartview Order ID - 30296748 (oK 1) Cancel

28. Repeat Step 24-27 if you have a second policy with endorsements to publish

Updating Checklist Tasks
Once all documents are published, from smartVIEW compare your Recording and Policy Instruction documents
against your policies.
» If no discrepancies are found, from the corresponding SoftPro order,
a) Click the Checklist Tasks button
b) Highlight the POLICY: Review Typed Policy task in the grid

c) From the Status drop-down, select Completed

o . . . Page 7 of 8
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Order Status: Canceled

0 W Checklist Tasks

Buyer: Larry M. Boone, Trustee o... Transaction Type: Purchase

i O

Status Task Category Oceurs Due Date Assigned To

« Completed  ITP: Review Typed Title Product Post-closing 10/25/201910:28 ...  FNFI Team Novare
+ Completed  ITP: Title Product Distributed to Client Post-closing 10/25/201910:29...  Califomia Escrow
+ Completed  REC: Documents to be Recorded Post-closing 10/24/201712.00...  Calfomia Escrow
+ Completed  REC: Documents Recorded Post-closing 11/24/201910:29 ...  Calfomia Escrow
' Completed  POLICY: Uploaded for Typing Califomia Escrow
+' Completed  POLICY: Ready for Typin 10/28/2019 10:29

10/30/2019 10:25

POLICY: Package - Lender
POLICY: Package - Buyer

Post-closing 11/25/201910:29 ...  Calfomia Escrow

Pre-closing

< >
Occurs Code: \ | Task: EPOLICY: Review Typed Policy ' mc:,\mpleted Tni
() Draraci
y If discrepancies are found, from the corresponding SoftPro order,
1. Click the Checklist Tasks button
2. Click the Add Task icon
3. Click the Task link (below the grid)
4. In the Search field, enter revision; press the Enter key
5. Double-click the POLICY: Revision Request task to add to the grid
" . Order Status: Cg
0 (W Checklist Tasks CUBRR
Buyer: Larry M.
Do
Status Task Category Occurs
' Completed  ITP: Title Product Distributed to Client Post-closit
+ Completed  REC: Documents to be Recorded Post-closi
+ Completed  REC: Documents Recorded Post-closi
+ Completed  POLICY: Uploaded for Typing Boaclasi
+ Completed  POLICY: Ready for Typing Lookup Table - T - Checklist Task - Novare
+' Completed  POLICY: Review Typed Policy Retriev . et Eriy =TT z &
POLICY: Texas HOI remittance E 22 LS K- i )’
POLICY: HOI Policy Received Signature Required | \1) Found 6 matches.
 Completed  POLICY: Package - Lender Task Status AssignedTo Due Date Pre/Post-Closin
POLICY: Package - Buyer
HOA: Estoppel Revision Reque...
INS: Revision Request Required | Value ="E.. Jfe|Call Task... fx
s ITP: Revision Request Required Call Task... f
Occurs Code: i OTH: Revision Heq&d (To Ve... |Required | .InHouseProce... Call Task... Jf
(® Pre-dosing S ,— » ‘POLICY: Revision Request Required  Value ="E. CaII Task. .
UPDATE: Revision Request Required %Call Task... f-!
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