SOFTPRIO“ SOFTPRO 360 RealEC - NOVARE

SELECT Accepting Orders in SoftPro Select

Follow these steps to accept the RealEC order into your SoftPro Select order.

1. From the 360 ribbon, click the Login button @)~

ProForm ProTrust Pro10489 SPImage SPAdmin 360

DO O 2 ®@ Q 80

Queue |fFervices Search | Administration Login  Logout | Information  Help  About

2. Once logged in, click the 360 Queue button

Transactions Security Resources
. Queue
3. From the Views drop-down, select your Branch
. ' ' Next Step Views: Sdarch Results i
View (if you do not have a Branch View, refer to g
_ H H H Provider Service
SoftPro 360 RealEC — Creating a Branch View in | | | -'t{ Branch PID 13467717
SPS)
Search Results
o
Your Queue populates with all RealEC transactions for your Branch.
Queue e el
@NextShep @ Views: MyOrders s =S #f | Filter: RealEC - |ege==
| | Provider | Service Status | Linked Order | Linked Profile | Created By | Created On | Completed On Description :I'Iranlsacﬁon ;I
L RealEC Exchange Mew RealEC Service 7/21/2015 2:16 PM FLORES-ORTEG... 910019-00-1507
B RealEC Exchange New RealEC Service 7212015 2:14PM Gonzales, Karen... 910019-00-1507
L4 RealEC Exchange In Progress FCPF-0911509949 Default\P\CAW... RealEC Service 7{21/2015 1:57 FM VINSOM, ANDRE... 910019-00-1507
L RealEC Exchange MNew RealEC Service 7/21/2015 1:48 FM Greyz-Yusupov, ... 910013-00-1507
L RealEC Exchange New RealEC Service 7212015 1:01FPM Mili, Michael, 540... 910019-00-1507
| L RealEC Exchange MNew RealEC Service 7{21/2015 12:5... Tjepkema, Kare... 910019-00-1507_%
4 v
250 of 12512 results at 2:24 PM [Filter displaying 0 rows]
NOTE: Additional data Queve
may be added (or © Next Step [ERNEER] Queue Columns - | ==
"
removed) by C“Cking the | | Pravider | Service Provider [ Cortact A‘a'B; | Created On
L2 RealEC Exchang Service D Product Service 7/21/2015 2: 16 PM
Columns icon. Check %  RealEC Exchang Status Transaction Number Service  7/21/2015 2:14PM
the corresponding check & RealEC Exchang Linked Order Service 7/21/2015 1:57 PM
box for the information vou %  RealEC Exchang Linked Profile |Service 7/21/2015 1:48 PM
i . y L. RealEC Exchang $m83 gy Service 7/21/2015 1:01FPM
wish to dISIO|ay (or uncheck ®  |RealEC Exchang ated On Service  7/21/2015 12:5...
to remove a column) 3 Completed On
V u . .
250 of 12512 results at 2:24 PM [Filter di [ Provider Reference Number
O sent To
O category

4. From the Description column, locate the order you wish to work on

5. Verify your Current Profile = TitleEscrow
Current Profile: TitleEscrow

\
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SELECT Accepting Orders in SoftPro Select
Importing RealEC Data
Each transaction has two entries:
) Escrow = 29 - Closing and Escrow Services
[Z [ #8 |Fiter: RealEC (=S
) Title = 3 - Commitment Prelim Report e [ roduct |
, 5429 SOUTHWOOD CT ANTIOCH, CA, Closing - only/ Len..(ZQ - Closing and Escrow Services)F
, 5489 SOUTHWOOD CT ANTIOCH, CA, Title - only/ Lender S 3 - Commitment Prelim Report A
With the Escrow entry highlighted in the grid,
6. Click the Next Step Queue 6
bUtton ﬁ Views: New Transactions s &8 | Filter: Al Providers 4|
The Review window appears [ Provide; \ 1 Service Status Linked Order Linked Profile Created By Created On ~ Complete
showing the order data. .Ne:. 7 :
) % SoftPro & Select All = Select None i Field Code Order Search  Linked To: x
7. Click the New Order # SoftPro B Groups e 7
-
button g:d & Name J Curment Value New Value A
o .
From the New Order window, - Propety B O et -
Buyer 1 M Transag T =
3 . Seller 1 | 1
8. Select the Prefix corresponding to sl s 8 S v =
the property state - Note £ |SetiemB : a3
p p y B4 s Settle Order number: §\x1900706 2
9. Select the Trust account B Sees Pl frugtaccount: Y XTX Tranng v) & v
53 Documents Satt o @ Closing Disc
X . Document Name () Commercial File Size (KB)
NOTE Refer tO theJOb ald/ Test document to SV from SP Live () HUD-1 148
Reference Guide — Guide to ot docteend 2 ) L
3 Orders/Templates to copy 10
Selecting the Correct Speed 1=]) =
Code/Trust Account if you are _a?
unsure which Trust account to AL "
‘ x01-SFCU TX Refi a
select. £02 - Refi Tasks ose
10. Click the Search button to search for and select the applicable 01 transaction and 02 Task template(s)
11. Click the OK button to generate the order
Your new order opens in the background and links to the Lender’s order.
 StartPage ( Order TXx1900706* X
~
Order Status: InProcess
General - Order En
-—J \- Buyer:
p Order Entry %
Order Contacts ‘6
Bty =% Select Al = Select None | i Field Codes ) New Order #° Order Search ( Linked To: TXx1900706 ')
Policy Selection = Groups © Data
Title Insurance P(emium' - All H & Name Currert Value New Value A |
Status Oirdar
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With the Review window still open,

Accepting Orders in SoftPro Select

12. Verify data you wish to  [g X
pU” into your order = Select All = Select None  ## Field Codes i New Order #° Order Search  Linked To: TXx1900706 =
13. Uncheck the check = Groups © Data
box(es) for data you Al Name Curent Value New Value A
. . - Ordh
do not wish to import _ Pm:"e ty Order Type Tide & Escrow Tille & Escrow 2
. Buyer 1 Transaction Type Refinance Purchase =
14. Click the Accept CS;:E” Product Type Refinance Sale/ Re-Sale =
2 er
button to apply the Note Settlemert Date 11/30/2019 1200:00AM 3
incoming order details ls Settlement Date Estimated  False True =
and publish any Sales Price 0 1000000.00 2 v
documents to ~Se——
smartVIEW Docunert Name File Name File Size (KB)
Test document to SV from SP Live Test document to SV from SP Live pdf 148
test document 2 test document 2.docx 1
[© =)@ ret) [ oo

the reason entered.

You may see the Pending Work message display in the lower right
corner. The message states: There is pending automation work for
'your order number'. It will continue once you close the order.

/

NOTE: The Reject button prohibits the ability to create a new order and prompts
you to enter a reason for the cancellation. A message is sent to the Lender citing

Pending Work
/-' There is pending automation work: for
e | Tt will continue once you dose the

aorder,
The automated process continues once you exit the order.
15. Save the order
With your SPS Order still open,
16. Click the Queue tab [ guewe
17 nghhght the Title & Next Step @ Views: MyOrders - r [ 5} B@ | Fiter: RealEC | s e
entry | | | Service | Status | Product ! | Linked Order | Linked Profile | Descript]
L 2 Exchange New 403 -PIRT Hanada,
18. Click the Next Step Exchange In Progress 23 - Closing and Escrow Services 73711010905 Default PYCAYS. . Walker,
Exchange In Progress 403 -PIRT Ul“FCF'F-EI'BI 1509961 Default\PV\CANM... Yee, Pa
-
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SELECT Accepting Orders in SoftPro Select
19. In the Review < X
window, from the ) Select All =5 Select None | 8§ Field Codes | “j New Order «> Order Search Gnked To: TXx1900706 .
Linked To drop- s
& Data
down, select the
number of the M\ Name | Current Value | New Value | IL
Opened order W | Order Type Escrow only Title only ]
-- ¥ |Sales Price 120000 120000 ]
20. Check (or uncheck) B New Loans ¥ | Transaction Type Purchase Purchase =]
all applicable check ¥ | Property Type Single Family Single Famity =]
boxes in the Data ¥ | Address 1 4300 Falls of Neuse 4300 Falls of Neuse = |
section V¥ | Address 2 Floor 2 Floar 2 A
W |City Raleigh Raleigh A
21. Click the Accept W | Property state NC NC =
button ¥ |zp 27609 27609 =
¥ |Location Type County Courty =
¥ | Location WAKE Wake =
W |State NC NC =
¥ |County WAKE WAKE =
\I? ' ] Estate/Interest FEE FEE =1
( Order Assignment/ Contact Information ) ‘ @ J'-"DDBD'fl l@ Hﬁiﬁﬂl Close |
7

/

NOTE: If you have not already done so, enter the Office Assignment/Contact Information. Once entered, the
information is saved for all future orders.

1. Click the Order Assignment/ Contact Information link

@ RealEC -
2. Enter the, —
a. Assigned to Office Event Information
b‘ Order ContaCt name Ewvent 130- Service Confirmed by Provider
c. Contact Phone Number L Value |
Assigned to Office CTC Inland Empire
3. C(Click the Save button Order Contact Susan Rivera-Stoll
Contact Phone Number 999 9991212

22. Save and Exit the order; this allows the automation process to continue

\\7
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