SOFTPRIO" SOFTPRO 360 RealEC

SELECT Accepting Orders in SoftPro Select

Follow these steps to accept the RealEC order into your SoftPro Select order.
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1. From the 360 ribbon, click the Login button
2. Once logged in, click the 360 Queue button

Transactions Security Resources
. Queue
3. From the Views drop-down, select your Branch
. . . Mext Step Views: Sgarch Results -
View (if you do not have a Branch View, refer to

SoftPro 360 RealEC — Creating a Branch View in || provider | service téihm oI 1346?@.
ﬂ) FRLEGEERIEGE

Search Results

-
Your Queue populates with all RealEC transactions for your Branch.
Queue = X
(@ Next Step [& |views: Myorders - [Z [ 88 Fiter; RealEC -l o 28
| | Provider | Service Status | Linked Order | Linked Profile | Created By | Created On | Completed On Description :I'Iranlsacﬁon ;I
L g RealEC Exchange Mew RealEC Service 7/21/2015 2:16 FM FLORES-ORTEG... 910019-00-150%
L 2 RealEC Exchange New RealEC Service 7/21/2015 2:14FPM Gonzales, Karen... 910012-00-1507
L RealEC Exchange In Progress FCPF-0911509949 Default\P'\CAW... RealEC Service 7/21/2015 1:57 FM VIMSOM, AMDRE... 910019-00-1507
L 4 RealEC Exchange New RealEC Service 7/21/2015 1:48 FM Greyz-Yusupov, ... 910019-00-1507
L RealEC Exchange New RealEC Service 7/212015 1:01FM Mili, Michael, 540... 910019-00-1507
| L4 RealEC Exchange New RealEC Service 7/21/2015 12:5... Tjepkema, Kare... 9100 IQ-DD—liIi;I
Ll »
250 of 12512 results at 2:24 PM [Filter displaying 0 rows]
NOTE: Additional data Queue
may be added (or © Nextstep (SRR Queue Columns | - ,
-
removed) by clicking the | | Provider | service Provider [ Contact By | created on
%  ReaEC Exchang Service O Product Service 7/21/2015 2: 16 PM
Columns icon. Check ®  ResEC Exchang Status Transaction Number Service  7/21/2015 2:14PM
the corresponding check » RealEC Exchang Linked Order Service 7/21/2015 1:57 PM
P T [ A—— %  RealEC Exchang Linked Profile Service  7/21/2015 1:48 PM
. . y L3 RealEC Exchangi g:e: E)Y Service 7/21/2015 1:01PM
WISh to dlsplay (Or UnCheCk L RealEC Exchangi zatn Service 7/21/2015 12:5...
to remove a column) < Competed On
’ 250 of 12512 results at 2:24 PM [Fikter df | Frevider Reference Number
O sent To
O Category
\
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Each transaction has two entries:
y  Escrow (i.e., 29 - Closing and Escrow
Services) 21 |53 B@ |Filter: RealEC ~ lla ==
Description | Product |
> Tltle (l.e., 3 - Commltment Prellm Report) , 5489 SOUTHWOOD CT ANTIOCH, CA, Closing - only/ Len.g#” 29 - Closing and Escrow Services ™ A
, 5489 SOUTHWOOD CT ANTIOCH, CA, Title - only/ Lender & 3 - Commitment Prelim Report A
Importing RealEC Data
4. Highlight the Escrow entry
5. Click the Next Step button
Queue
(&) Next Step [@ | views: Branch PID 13467743 ~ i [= [E #8 |Fiter: RealEC -\l g =8
| | Linked Profile | Created By | Created On | Completed On | SentTo Description Event Product | I’a”
Default\PYCA. .. |RealEC Service 7/20/2015 9:30 PM 13467743 Fernandez, Luz,... | 100 - Service Receiver |29 - Closing and Escrow Services |'-: 100
L 4 2 Default\PYCA... RealEC Service 7202015 9:30 PM 13467743 Fernandez, Luz,... 100 - Service Received 3 - Commitment Prelim Report 9100
L2 RealEC Service &6/17/2015 10:5... 13467743 Chilakamarry, Vij... 100 - Service Received 29 - Closing and Escrow Services 9100
L3 RealEC Service 6172015 10:5... 13467743 Chilakamarry, Vij... 100 -Service Received 3 - Commitment Prelim Report 9100
6. From the Review & Select All = Select None | ## Field Codes | ) Mew Orde{ # Order Search | Jinked To: -
window, click the Order = Groups © Data
SearCh bUtton g]:d i ~ | Name | Cument Value | New Value | =
«-Order Data ]
._ Properties I Last Name Wallker %)
- Buyers ¥ Middle Name Ann = H
7. Make note of the e B x:m“; 559 z:'m ferece Wes‘) ~
. ress nit
property address, as it is i — B
needed in the next Step Information: Event 100 - Service Received ¥ Add To Proform Motes
Name | Value
BORR -
e 0 ocrsech |
Seven Years:
BORR - _ .
Foreclosure Last No Order Information
Seven Years:
Due Date: 0727 Order £: | | Who has the file:
Settlement date: through Order status:
Order reserved: through Escrow status:
Order received: through Title status:
Order completed: through Loan #:
Project name: | Mtg. ins. case #:
8. To narrow your search, enter the street :
X X . r— Property Information
number in the Address field and the City
name in the City/State/Zip field Address: D |
Cthf‘Statepr: |San Jose ) | vI [ Forsign

\
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9. From the Search Results window, double-click the order to open (the order opens in the background)

If no results display, a new order must be created.

a. Click the Cancel button

Search Results

Order Number | Settlement Date | Order Status | Project Name | Address | City | State | Zip | County | Lender Name | Buyer Name
4 | o
oK ( Cancel | "

b. Close the Search window and the 360 Review window

c.  When on SoftPro Start Page, create a new order

d. Save the order, making sure to resolve any warning or error messages
e. Click the Queue tab

f. Click the Next Step button

Queue

'QNextShepl @ Views: Branch PID 13467743 » ¢ [= [ 88 |Fiter: RealEC - e ==

| Linked Profile | Created By | Created On | Completed On | Sent To Description Ewvent Product | Tran)

Default\PYCA... |RealEC ice {20/2015 9:30 PM 13467743 Fernandez, Luz,...
L 4 2 Default\PY\CA... RealEC Service 7/20/2015 9:30 PM 13467743 Fernandez, Luz,... 100 - Service Received 3 - Commitment Prelim Report 9100
L2 RealEC Service 6/17/2015 10:5... 13467743 Chilakamarry, Vij... 100 - Service Received 29 - Closing and Escrow Services 9100
L g RealEC Service 6/17/2015 10:5... 13467743 Chilakamarry, Vij... 100 - Service Received 3 - Commitment Prelim Report 9100

g. Continue with Step 10
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10. In the Review & Select All = Select None | ¥ Field Codes i New Order «* Order Search ( Linked To: 73711010905 -
window, from the = Groups 9 Dt
Linked To drop— gl-d e ¥ AName | Cument Value | New Walue | IL
i« Order Data 5
down, select the - Properties F  |prder Type Title onily = =
number of the [ Buyers ¥ [Eales Price 0 A
" New Loans v ransaction Type Refinance =i
opened order f#)- Lenders i
¥ PDisbursement Date 09/01/2015 =
11. Check (or uncheck) L's'Lv = = ——= '
. Informaticn: Event 100 - Service Received ¥ Add To Proform Motes
all applicable check
boxes in the Data B"g;”; | Vae
section to import into | |Bankmptey Last Mo
Seven Years:
the SoftPro order BORA -
Foreclosure Last Mo
12. Click the Accept e
button to import the - _
- Order Assianment! Contzct Information © Accept| ) Reject|  Close
applicable Data - -
The RealEC transaction is linked. —"
Your SoftPro Select order number | @ nextstep [@ | views: Myorders - ¢ [3 33 &8 Fiter: ReslEC -
appears n the LlnkEd Order fleld | Provider 4 | Service | Status | Linked Order | Linked Profile | Created By
and the Status is changed to In L4 ReslEC Exchange In Progress FSMX-7051500962 Default\P\CAM... RealEC Service
Progress. ReslEC Exchange RealEC Service
—M Z7IOWR05 ) DefadtP\CA.. |ReakC Service
RealEC Exchange RealEC Service
L 2 ReslEC Exchange In Progress FCPF-0911509961 Default\PVCAYN... RealEC Service
With your SPS Order still open,
13. Click the Queue tab  [gee
14. Highlight the Title O Nextstep 8 | views: Myorders b AEREN NN s
entry | | | Service | Status | Product = | Linked Order | Linked Prafile | Descripy
) L 2 Exchange MNew 403 -PIRT Hanada,
15 ClICk the NEXt Step Exchange In Progress 29 - Closing and Escrow Services 737110105905 Default\PVCA\S...  Walker,
Exchange In Progress 403 - PIRT FCPF-0911509361 Default\PI\CAM... Yee, Pa
16. In the Review
window, from the & Select All = Select Mone | 38 Field Codes | ©1 New Order < Order Search ( Linked To: 73711010905 -
Linked To drop- = Groups © Dot

down, select the
number of the opened order
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x|
17. Check (or uncheck) 2 Select All = Select Mone | ## Field Codes | ) New Order « Order Search | Linked To: 73711010905 =
all applicable check = g © beta
boxes in the Data gjll'der s ?ﬁ\ Name | Current Value | New Value | IL
section " Properties W | Order Type Escrow only Title only ._‘J
- Buyers ¥ |Sales Price 120000 120000 =
18. Click the Accept - New Loans ¥ | Transaction Type Purchase Purchase B
button W | Propety Type Single Famity Single Famity =
¥ | Address 1 43800 Falls of Neuse 4300 Falls of Neuse = |
V¥ | Address 2 Floor 2 Floor 2 ___J
¥ |Cty Raleigh Raleigh =]
¥ | Property state NC NC =)
¥ |zZp 27609 27609 =
¥ | Location Type County County *__J
¥ |Location WAKE Wake )
W |State NC NC &
¥ |County WAKE WAKE =
\ ¥ / Estate/Interest FEE FEE B =
@d&r Assignment/ Contact Infcrrnati@ { & Accept b Heject| Close
»
7

If you have not already done so, enter the Office Assignment/Contact Information. This only needs to be done once
and then is saved for all future orders.

1. Click the Order Assignment/ Contact Information link - | x |
2. Enter the, Event Information RealEC

a. ASSigned to Office Event 130- Service Confirmed by Provider

b. Order Contact name L Value |

Assigned to Office CTC Inland Empire
C. ContaCt Phone Number Order Contact Susan Rivera-Stoll
. Contact Phone Number 999 999-1212

3. Click the Save button
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