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Adding on Residential Escrow Only Orders 

REVENUE SHARING – NOVARE 

Follow these steps to enter the Revenue Sharing entries on residential Escrow Only orders. 

 

1. Verify Order type = Escrow only  

 

 

 

2. Navigate to the Order Contacts screen 

3. Verify the T2-outside Title Company Contact has been 
added 

 

 

 

 

 

 

Adding Revenue Share 

1. From the Order ribbon, click the Apply Template button 

 

 

 

2. Click the Search  icon 

3. In the Order # field, enter revshare; press Enter 

4. Double-click the 03-RevShare-
OutsideTitle template to select 

 

 

When prompted,  

5. Click OK to apply the template 

6. Click OK to confirm the template is applied 
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7. Navigate to the Additional Title Charges screen 

The applied template populates placeholders for, 

 Title Premium – Outside Title 

 Revenue Sharing Income Net (Gr Prem) 

 Revenue Sharing Income Net (Issue Office Share) 

 Revenue Sharing Expense (In Family)  

 

 

 

8. Highlight the new Title 
Premium – Outside 
Title entry in the grid 

9. In the Charge field, 
enter the amount 

10. Verify a Line is assigned 

 

 

 

 

11. Highlight the Revenue Sharing Income Net (Gr Prem) entry in the grid 

12. Verify the Charge 
field entry matches 
the amount for 
premium and 
endorsements 
entered above (step 
9) 

13. Verify the Line 
assigned is the 
same as the second 
Title Premium – 
Outside Title entry 
(step 10) 

 

 

 

IMPORTANT:  The same CDF Line must be assigned to all entries. 
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14. Highlight the Revenue Sharing Income Net (Issue Office Share) entry in the grid 

15. Verify the Charge field 
entry is the  amount 
due to the T2-outside 
Title Company and is 
entered as a negative 
number; update as 
needed 

16. Verify the Line 
assigned is the same 
as the second Title 
Premium – Outside 
Title entry (step 10) 

17. Highlight the Revenue Sharing Expense (In Family) entry in the grid 

18.  Verify the Charge 
field entry is the  
amount due to 
Escrow and is entered 
as a negative 
number; update as 
needed 

19. Verify the Line 
assigned is the same 
as the second Title 
Premium – Outside 
Title entry (step 10) 

20. Click the CDF: 1 link to navigate to the CDF Page 2 screen 

21. In the Description field of the Line 
assigned (Step 19), enter Title - 
Premium – Outside Title 

22. Click the Line number link  
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23. On the Title – Revenue Sharing Expense (In Family) entry, from the To-code drop-down select T2 

24. Click the Payors tab, verify Code = T2 

 
25. Click the Close button 

26. Navigate to the Order Transactions screen 

27. Verify the 
Disbursements to the 
A- and T2-Contacts; 
click the Group link to 
view the detail if 
needed  

 


