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Posting Title Only Revenue

Follow these steps to post Title-only revenue when payment received by check or wire for one or multiple orders

receiving the funds.

IMPORTANT: If you are in the DTC Branch use the process cited in the job aid, Posting Revenue - Posting Title-

Only Revenue - CO DTC Branch.

Prepping the Order

1. Navigate to the Order Transactions screen

2. If funds are not coming

N

r

Buyers: Hon|

WL Order Transactions .
from the BA-Contact, from selers:
the Code drop-down, Receipts:
select the applicable Name Amaurt | Detais
Contact Cozlz for the party > ST [Fon B
sending the funds

3. Verify the Disbursement to b3 Total: $100.00
the T-Contact matches the Disbursements:
Invoice Total X T‘3°de :d;; e He'dD ﬁ
4. Click the Register button
Processing Incoming Funds by,
) Wire
) Check
Processing Disbursements Once Funds are Posted for,
Y One Order
»  Multiple Orders
Payment Received by Wire
1. Anticipate the incoming wire
a. Click the Anticipated Wires button
b. Select/enter the,
i. Code = select the code setup in step2 in Prepping the Order
i.  Amount = expected wire amount
iii.  Verify Notify Position; change if needed
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C.

Click the OK button

Posting Title Only Revenue

Transactions  Notes (0)

_]I_' wm Printand Post » 1) Actions = wgm Reports ~ | Order Transactiong] | Anticipated Wires ; Options

Statii Tvne Ref Number Trans. Date ’l Amount  Code PavesPavor Clear Den. Mumber  Medium

Anticipated Incoming Wires » X
Code Name Amount  Notify Position Motify Name Motify Email

p| T2 Lawyers Title 55.00 | Escrow officer/Closer ]Emih.' Escrow emily escrow @softprocorp.com

2. Save and exit the order

3. Wait for WMA confirmation that funds have posted

Once the wire has posted, follow the process outlined in the applicable section for incoming funds for one order or
multiple orders.

Payment Received by Check

1. Click the Add Transaction icon
2. Select Receipt; click OK

3. Once the Receipt opens, select/enter the,
a.

b.

Medium

Payor Code = same Contact Code
selected in step 2 in Prepping the

Order

In the Apply towards grid > Apply
to Closing field = amount received

for this order

Check information — update fields

as needed

Click the OK button

Deposit number:

Transaction date:

03/21/2025 ~

Transactions  Notes (0)
_JI_' L‘. wm Printand Post ~ 1) Actions ~ wma Reports ~ | Order Transacti
Status .‘q‘T{pe Dof Bimber T P
- Add Transaction X
Receipts ""‘
Pending EE Incoming Wire | 0K |
Disbursements Interest Credit
Miccall o Coaclit
Pending Ledger Tran = #ancel
/
Miscellaneous Debit U Help
Receipt ?
General Draws History MNote
Status: Posted ~ Reference number: 1933004502

Check information

Account number:

Bank drawn on:

[] Auto-print transactio

From check number:

ABA routing number:

n form

Medium: Cashier Check |~ Amount: 5100.00
Payor code: T2 ~ | | For: Buyer
Payor name: Lawyers Title
Memo: Title Charges
Extended memo Balance due from Buyer $100.00
Property: Cleared date: {None) ~
Apply towards: Apply Amourt Line Description
Apply to Closing $100.00
Send to Line 50.00
Send to Eamest M... 50.00
Send to Sub-Escrow £0.00
Unapplied 50.00
Overage 50.00

| oK I Cancel
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Posting Title Only Revenue

If funds received are for multiple orders, skip to Incoming Funds for Multiple Orders; otherwise continue with next

steps.

Incoming Funds for One Order
Once you have confirmation the funds are posted,

1. Navigate to the Register

2. Click the Print and Post > Print/Post Pending Disbursements Transactions | Notes (0)
3. Select the Ledger Transfer (_) _JI" [ e Print and Post '|I' Actions ~ mm Reports ~
Status Post... mber
4. Click OK Receipt:
Posted Print/Post Pending Disbursements 502
Di}Mrs
Disbursement Selection »® - O X
O . Pay to the order of / Payee Name Trade Draw Transaction Type Amount
Fidelity National Title Company Ledger Transfer|-} $100.00
5. Verify all Receipts and Disbursements show as Posted and the Ledger balance = $0.00
Balance Information: Ledger Information:
Order balance: balance: -$0.00 Trust t: ¥Traini
Incoming funds: $100.00 w, Pending and Held: - st aceadn =
Outgaing funds: (5100.00)  Receipts: §100.00  Responsble party: |Emily Escrow
Total: $0.00 Disbursements: ($100.00) Reminder date: (Mone)
Total: $0.00
Ledger comment:
ProForm-generated transactions
Transactions  Notes (0)
_jl" s Print and Post * 1) Actions * s Reports + | Order Transactions | Anticipated Wires ; Options
Status Type Ref. Number Trans. Date Amount Code PayeePayor
Receipts
| Posted I Receipt 1999004502 03212025 £100,00 T2 Lawyers Title
| Disbursements
Posted I Ledger Transfer(-) 4999001863  03/21/2025 §100.00 T Fidelity National Tile Company
6. Navigate to the Invoice Summary screen
For each Invoice being paid,
7. If the Invoice is paid in full, select the invoice and change the Status to Canceled
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r

Invoice Summary

Corporate/Consolidated invoice sorting — use on screen order

Invoices (3)

Buyers: Homeow

Sellers:

e -
Invoice Mumber Bill To Invoice Total  Invoice Balance
[[1 xTR2500571-1 Lawyers Title $100.00 s0.00 |
RIRZ5-00571- Tawyers THe SO.00 ST00
3 XTR25-00571-3 Lawyers Title $0.00 s0.00
[ This invoice does not dose the order
Invoice number: ¥TR25-00571-1 Property: Status:
8. If the Invoice is only partially paid,
a. Select the invoice in the grid
b. Click the Invoice Payments more/less bar
c. Enter the payment information
d. Request the remaining funds from the client
e. Seek OAC assistance if needed
Invoices (3) -
_J'_. -
Invoice Mumber Bill To Invoice Total  Invoice Balance
[ 1 XTR25-00571-1 Lawyers Title £100.00 $0.00 l
o T e e — e e T TRt ] TR et e R My e,
g TN v i e e i T Nl N g Vet Nl Y gl ST TN
[ Invoice Payments (1) -
Date Paid Payment Description Reference Number Payment Amount
» [D:w_uznzs O3E $100.00 ]

9. Navigate to the Status screen

10. Verify the Order Status and Escrow Status are Closed, if
not close the order using the Ctrl + Alt +C keyboard
shortcut

1.

N

Order Status
Date,time order reserved: (Mone)
Date/time order received: 02/27/2025 01:32 PM w
Order status:
Date/time order comg Escrow Status
Escrow office: A ~ | Fidelity National...

Date ftime escrow opened: 02/27/2025 01:32 PM

03/03/2025 01:27 PM

Escrow status:

Date ftime escrow dosed:

Exit the order for the auto-publish process to publish accounting documents to Smartview
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Incoming Funds for Multiple Orders
Once you have confirmation the funds are posted,
1. Navigate to the Register Receipt X
2. Double-click the Posted Receipt Genersl | Duws | Mooy | Nole
. Status: Reference number: 1995004502
3' |n the Apply towards grld Deposit number: Transaction date:  |03/21/2025 ~
a. Apply to CIOSing fleld = enter the Medium: Cashier Check |~ Amourt: $100.00
. Payor code: T2 ~| For:  |Buyer
amount to be paid for the current _
] ] Payor name: Lawyers Title
Order S Invoice Mema: Title Charges
b Unapplied f|e|d _ enter the balance Extended mema: Balance due from Buyer $100.00
of the funds received
. Property: Cleared date: (None) ~
C. C||Ck the OK bUtton Apply towards: Apply Amount Line Description
Foto Gosng
Send to Line s0.00
Send to Eamest M... $0.00
Send to Sub-Escrow $0.00
Unapplied I §75.00 |
COverage k
4. If prompted, enter the Adjustment reason as Change Adjustment Reason
APP[y tOWGrdS grid' C“Ck OK Reason forthe adjustmenti(s):
Change Apply towards grid
5. Click the Printand Post | __
Motes (0)
> Prlnt/POSt Pendlng _]I" [mPrintand Post '|I' Actions ~ g Reports ~ | Order Transactions | Anticipated Wires .; Options
DiSbU rsements Status Post... mber  Trans. Date Amount  Code Payes Payor
Receipt,
6. Select the LEdger Posted Frint/Post Pending Disbursements 300 03/21/2025 $100.00 T2 Lawyers Title
Transfer (-) to pay the Disburs
( ) p y Pending _h Ledger Transfer(-) £25.00 T Fidelity Mational Title Company
current Order Disbursement Selection - O x
7~ ClICk OK O Pay to the order of / Payee Name Trade Drraw Transaction Type Amourt
Fidelity National Title Company Ledger Transfen(-} £25.00
N\
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8. Verify all Disbursements show as Transacions |Nots ©)
POSted _]I" s Pri| Add Transaction X I Transactions | Anticipated Wires i
. . . Stab.ls\\ T i _ . Date Amount Code
9. Click the Add Transaction “* icon Receipts incoming Wire [ ok |
Posted I g‘liscelllaneous Credit Cancel /2025 §100.00 T2
10. Select Ledger Transfer (-) Disbursement [Check
Posted | |Micelaneous Debit Help 2025 $2500 T
11. Enter/select the, i
N
a. Payee Code = same Contact b
Code selected in step 2 in Ledger Transfer(-) roox
Prepping the Order General  Higory | Mote
Status: Pending v Reference number:
b. Amount = enter the amount to
) 3 3 Transaction date: | (MNone)
be paid on the next invoice From receipt number. Aot
c. Click the OK button Ve !
Extended memo:
Voided date: (None)
Transfer out
Transfemed from: XTR25-00653
Payee code/name Lawyers Title
Apply towards: Apply Amourt  Description
Apply to Closing $0.00
Unapplied $25.00
Overage $0.00
12. Repeat steps9-11 for each | 1 ocacions wotes )
addltlonal Order Wlth _]I_' s Printand Post ~ 1) Actions ~ g Reports ~ | Order Transactions | Anticipated Wires .i Options
invoices to be pa|d Status Type Ref. Number  Trans. Date Amount Code Payee Payor Cl
Receipts
Posted Incoming Wire 2999000800 03/21/2025 $100,00 T2 Lawyers Title
Disbursements
Posted Ledger Transfer(-) 4999001864 04012025 £25.00 T Fidelity National Title Company
Pending Ledger Transfer(-) $25.00 T2 Lawyers Title
Pending Ledger Transfer(-) £25.00 T2 Lawyers Title
Pending Ledger Transfer(-) £25.00 T2 Lawyers Title
13. From the Order ribbon, click the Documents button
14. Search for/select the Funds Transfer
& Preview | (@ Distribute -
Request
Selected ReadyDocs:
15. Preview and complete the form with N
the necessary information; one form [ 5 Funds Transter Request /
must be completed for each invoice
being paid
16. Print the completed form(s)
17. Sign/have signed as needed and scan to Smartview for the current order
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18. Notify Accounting the forms are available and request funds be posted to each order

Once Accounting confirms funds are posted to each order,
19. Verify the funds have posted

20. Repeat steps 1-11in the Incoming Funds for One Order

N
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