SOFTPRIO COMMERCIAL: POSTING REVENUE - CO - NCS FNT DTC BRANCH

SELECT Posting Title Only Revenue

Follow these steps to post Title-only revenue when payment received by check or wire.

IMPORTANT: If posting on the last day of the month, reach out to your OAC, SoftPro Support or Configuration
team for special instructions.

Payment Received by Check
1. Print the invoice(s) for the order(s) the funds apply to
2. Attach the check to the invoice(s)

3. Send to Accounting

Payment Received by Wire

1. Navigate to the Order Contacts screen U \;d Orac Boitads
2. Verify an Other (NONREV) Contact exists
for Fidelity National Title Company, if Office Speed Codes: |
not add (=0 &3 2 B
| Type MName Code  Phone Fax
| ! Attomey (L) The Law Fim AT
Buyer/Bomower Homeowner, LLC B
Govemment Place holder for Treasurer G
Govemment G2
Lender L
Cither 0]
[ Other (NONREV) Fidelity National Title Company 02
Setlement AQert Erlaliti Metimmal THI= [ amn=o: T TIN1391 6o 77 MANNEILTTIN
Settlement Agert o
Tile Company u Other Contact
Title Company
Underwriter
Other Contact
Comtacttoe;  [NONREV
MName: ;Edelity National Title Company
Short name: Eldellt\! Nah’ona.l ﬁﬂe Col:npan\-_'_

3. From the Order ribbon, click the Register button
4. Anticipate the incoming wire
a. Click the Anticipate Wires button
b. Select/enter the,
i. Code
ii.  Amount

c. Click OK
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SELECT Posting Title Only Revenue

Transactions  Notes (0)

‘%ﬂ ﬁ Print and Post = 1) Actions = ﬁ Reports ~ | Order Transact'onsl Antidpated Wires l; Options:
Status T Do b k. Te Cinde A + ) o in.

! I, bl b, BdoAi e

Receipts Anticipated Incoming Wires }’
Posted Code MName Amourt  Notify Position Notify Name Notify Email
Pendi | | |

Disburse = T

=

Posted
Pending

Cancel Help

5. Save and exit the order

Creating the Disbursement(s)
Once you have confirmation the funds are posted,

6. Navigate to the Register

7. Double-click the Posted Incoming Wire

Transactions  Motes {0)

“%“‘ I Printand Post = L) Actions ~ Reports ~ | Order Transactions | Antidpated Wires _1 Options

Status Type Ref. Number Trans. Date Amount  Code Payee/Payor Clear... Dep. Number Medium
Receipts

Posted Incoming Wire 2993000793 03/03/2025 £5.00 AT The Law Firm Wire I

Pending Receipt §5.00 BA Homeowner, LLC
Disbursements

Posted Check 5999002756  03/03/2025 £5.00 02 Fidelity Mational Title Company Check

Pending Ledger Transfer(-) £5.00 T Fidelity National Title Company

8. In the Apply towards grid, update the, coming Wire X
General Draws History Note

a. Apply to Closing = 0.00

Status: [Posted [~] Reference number: | 75
b. Unapplied = amount of invoice - it Fn-r—i‘.m T 0700 -
c. Overage = if applicable, enter .
difference between funds received Btended mema:

and invoice amount

Property: Cleared date: :.:Fl.r_'ne; ] [+ |

. . Apply towards: N Amount Line Description
NOTE: Overage field is only used [ |
. . . . end to Line 1 =~ = -
when the incoming wire is greater Sendic Eamest 000 —
than the invoice amount. This Foplytowards:  Apply Amcurt Line Descrpton
, . | pplyto Cosng | 5000 | |

automatically creates a Pending Sendtolie | 5000[

. . |Sendto Eamest M... | $000 |
Check to the Contact who wired in Lsendio S Focan %
the fU ndS |Overage 3

-
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SELECT

d. Click the OK button

apply towards grid)

If the Check should be an Outgoing Wire,

e. When prompted, enter Reason for the
adjustment(s) (i.e., Send to unapplied or Change

Posting Title Only Revenue

Adjustment Reason

Reason for the adjustment(s):
CHange apply toward grid

Overage Amount — If an amount is entered in the Overage Amount field, as noted above, a Pending Check is
automatically created payable to the Contact who sent the funds.

1. Right click on the Pending

Transactions  Notes (0)

© 2025 Fidelity National Financial

CheCk u}—' % Print and Post = 1) Actions ~ '“'fReports = | Order Transactions | Anticipated Wires :.Ta Options.
Status Type Ref. Number = Trans. Date Amount Code Payee/Payor
2. From the Change to drop- Receipts
dOWﬂ select Outgoing Voided Incoming Wire 2999000793 03/03/2025 $5.00 AT The Law Firm
. ! Pending Receipt £5.00 BA Homeowner, LLC
Wire Posted Receipt Uhanas Beiaing Tansadtion e w | AT The Law Firm
. Disbursements
3. Cl |Ck OK Voided Check Right Click Currertly: Check 02 Fidelity National Title Company
Pending Check AT The Law Firm
4. Ve”fy the Outgoing Wi re Pending Ledger Transfer(-) Change to: I-Omgcing Wire w I T Fidelity National Title Company
Instructions are entered = &
anc
for the Contact
9. C(lick the Add Transaction "= icon Teeactias o)
._}. lek brint and Dot~ L) actinne ~ ShDenarts -
10. Select CheCk, click OK Stab.ls\‘ Add Transaction x
Receipts : S
ncoming Wire | I
Voided Imterast %redﬂ Iil
Pending Miscellaneous Credit =
Posted an,cd
Disburser] | MSCEraEoDE DEOT | ﬁefp
. ing Wi l
11. From the Check window, enter/select the, Pendng | |Cetier Tansert
Pending i
a. Payee code = O (NONREV) - Check ?
Contact (setup in step 2) Genersl | Hstoy | Note
b. Amount — |nVO|Ce amount Check type: | Pending :v:; To [BA Check number: !
Medium: bl Transaction date: . |(None)
c. Extended memo = Use this field Payse code: m Amourt: $5.00
tO |tem |Ze Other f||eS that are Pay to the order of: | Fidelity Mational Title Company
. . . . Address: [8055 E Tufts Ave
being paid and their respective (St 500 .
amounts Cty/Staterzp:  |Denver | [co [v][80237- | ] Forein
. Memo:
d : Cl IC k th e O K b Utton Extended mema: Uze this field to temize other files that are being paid. NCSCwooo: - 50.00;
NCShecooo - $0.00
12. Exit the order and have someone approve
the disbursements Cemcddns el
N\
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SELECT Posting Title Only Revenue
Once disbursements are approved, from the Select order, Transactions  otes (0)
. . . . . e =|( 5\ Brint and Post =/ | actiors + ik Reparts =
13. Click the Print and Post > Print/Post Pending Disbursements im [ Jo s - emrb |
S 0s mber
14. Check the items you wish to print Receipt _PtPendng Chedi...
voided R BiotBust Penitn eisasimesine 733 (
. . . . . di
15. If applicable, verify wire information P; /)
and Check Printer selected for your it S i ___fh &
CheCk(S), C|ICk Ok to Contlnue Pay to the order of / Payee Mame Trade Draw Transaction Type Amount
The Law Firm Outgoing Wire 55.00
Fidelity Mational Title Company Ledger Transfer(-) 55.00
Fidelity Mational Title Company Check 55.00
Once all disbursements are posted,
16. Close the order using Ctrl + Alt +C keyboard shortcut; Ariac Sy
this updates the Status screen to show Order Status and PeEic ot | .
Escrow Status are Closed Dateftme order received:  [02/27/2025 01:32PM ||
Order status:
Date/time order comg Esciow Statisg
Escrow office: A [~ Fidelity National. ..

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

Date /time escrow dosed: 03/03/2025 01:27 PM
17. Send the Check with its corresponding Invoice attached to Accounting
HINT: You can print the Invoice from the =
Attachments screen or from Smartview WP Altachimonts
+ B =
I Attachments Name Description
T4 Comporate Invoice Inveoice 1 ($5.00
# Lhisbursemel Ummary _ e LN nve
"™ Incoming Wire_2935000733_The Law Fim
-_i¢ Open Order Sheet (Order Summary) with Note...  Order XTRZ5-0..
"™ Single Ledger Balance Report
N\
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