SOFTPRIO“ SOFTPRO 360 - RealEC

SELECT Adding a 150 Event to an Existing Order

Adding a 150 Event allows you to attach a document and submit the document to RealEC for the Lender. Follow
these steps to add a 150 Event to an existing order.

NOTE: This event can only be added to a 3 — Commitment Prelim Report entry.

1. Open the order you wish to add the 150 Event to; make sure e Em .o

all other orders are closed €t ProFDrm o
2. If you are not already logged into 360, log in O @ f Q

Queue [ervices Search  Administration Login  Logout

3. From the 360 ribbon, click the Queue button (or click the
Queue tab at the bottom of the screen)

Transactions Security
XOMTR-15-0890 X
[_}'j Erru:ursanu:lWarningsl-"’ Search F‘.esu(s]@ Queue]}
Ready.

4. From the Views drop-down, select Active Orders to ensure you are working in the order you intend to add
the event

5. Highlight the entry where 3 NOTE: If you don't have Product column displayed,
— Commitment Prelim

Report is shown in the Y From the Queue toolbar, Queue Columns
Product column click the Columns |5 icon v Eﬁﬂ
Status [T Transaction Number
6. Click the Next Steps button ) Check.the Product check Linked Order
box, click OK Linked Profil

Queue = X
tQNextStep } @ Views{ |Active Crder '} r |21 [53 &8 |Fiter: All Providers - ’_’

| | Provider | Service | Status | Linked Order | Linked Profile | Created By | Created On | Completed On | Description | Ewent | Product £
= RealEC Exchange  InProgress XOMTR-15-0830 Default{T'F... RealEC Servic... 4/23/20151:... Buyer, Bob, ... | 100 - Service Received 29 - Closing and Escrow Services
H In Progress |XOMTR-15-0890 |Default\T'F... |RealEC Servic... |4/23/2015 1:... _ Buyer, Bob, ... |100 - Service Receivet |“ - Commitment Prelim Report

B RealEC - XOMTR-15-0890

RealEC-
7. Click the Add Event button Summary screen )

ITEST FNF SP Select Customer - Common [ Title - Commitment Prelim Report (PC3)

Action | Event Tide | Sent/Received On | Created By
¢ 130 - Service Confimed by Provider 07122/2015 12:49.47 Susan Rivera-Stoll
v‘ 100 - Service Received 04/23/2015 1:03:23 ReslEC

i

) Add Event ) 3 Review

.
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10. Select

a)

Q

1. Once

a)

SOFTPRO 360 - RealEC

CT

8. From the Select Event window, highlight

oduct Delivered by Provider, click

the Next button

9. Click the Attachment link

the document(s) in smartVIEW
Click the folder where the document is Wells Fargo Bank. NA.
stored | Name | Type 1

b) Locate the applicable document(s) in the

Documents list

Check the corresponding check
box(es); click OK

HINT: Use your

keyboard Up / Down I-w
arrow keys to navigate 4
through the list of .‘

documents.

the document is selected, you can

select the Status

b) enter the Version

c) enter the Page Count
12, If you have additional documents to add, click the Add Document: Browse Aftachment ReadyDoc
Attachment link; repeat Steps 10-11 Tl @i
. Description |Tit|e Commitment
13. Once all documents have been attached, click the e O o [ e [

Next button

Adding a 150 Event to an Existing Order

@ RealEC - XOMTR-15-0890 X | |

RealEC-

Select Event TECHMNDIQGITS

Selectthe ITEST FMNF SP Select Customer - Common Title Event to Submit:

150 Product Delivered by Provider
ol IO = »

220 Comment

222 CommentAction Reguired

240 Service Canceled

385 Product Data Delivery

500 Curative Cleared

780 Final Documents Posted

4151 Loan Contact Update

4B RealEC - CTT16668224 x|

Event 150 - Product Delivered by Provider =51 EC-
Choose Documents E@

Add Document: Brows< Attachment yeagDoc

’. RealEC - FWVI-4211501352

smartVIEW Documents ‘ Count I
— —
® ® |
Folders Documents J Cancel
-] Title . | Name
[ | L&V_1996-024557 pdf
Prelims-Comr ™ |Ehain Docs-BM pdf
Emails [~ |[Ppen Order pdf
Entity Docs- [ |Gl and Docs pdf
Approvals :
Closing Pachk I |MAP 1
Policies [~ [Pwvi-4211501352 pdf
) Mcsleneor = b Ep-199713195 por
..... | B RealkC - CTT16668224 x|

|
Event 150 - Product Delivered by Provider =53] EC-
Choose Documents @

‘Wells Fargo Bank, M.A.

| Name | Type ||

Title Commitment Title Commitment

.
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SOFTPRIO” SOFTPRO 360 - RealEC

SELECT Adding a 150 Event to an Existing Order

The information displayed for the Title and Lien Information on the Event 150 — Product Delivered by Producer
window is pulled from the SoftPro order, if entered.

14. Click the Show More link of the corresponding || | = )
. . I =now o
section to enter details R e ”;
’
Y Refinance transactions — enter data for T Mt e
: . . ’
the lien being refinanced Lien information /
-
. ,’ s
»  Sale transactions — enter P
generic information (i.e., Lien Title Hm.u\ "
Date = current date, Lien hCoa Lug# Owec .
Recording Date = current e
date, etc) soetrre
! Cancel
) Lien Informaty Show Lass e
15. Click the Next button Lo Dinée
Lidri Rgcoddnng Dal
Lien Book
Lo Page
R LN LU _} ot
Back Mol Canow

16. Enter a comment, (i.e., free and clear or this is a
sale transaction, etc.)

17. Click the Next button

NOTE: The Add to ProForm order check box is TS : 0z
checked by default. Comments entered here /.."—er Ul i

. Enter comment here ) -
may then be viewed on the Order Notes screen.

O (. Order Notes /

T4 Created Last Modified ote
» . 07/23/2015 08... |Susan Rivera Enter comment here
%2 07/22(2015 01... | Susan Rivera-5 | Fnter comment T anolcable | LI
18. Click the,

i RealEC - XOMTR-15-0890

a) Close button - to continue to the Summary

Screen or,
! The event has been successfully submitted to RealEC.

GAdd Event| Close |

—_

b) Add Event button — to continue adding events

.
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SOFTPRIO” SOFTPRO 360 - RealEC

SELECT Adding a 150 Event to an Existing Order

The Summary Screen provides a list of the # RealEC - XOMTR-15-0890
events. -
Summary Screen E@
Once all events have been added, -
ITEST FNF SP Select Customer - Common / Title - Commitment Prelim Report (PC3)
19. Click the Close button to return to — 1 T D
you ro rder o 385- Product Data Delivery 07/23/2015 8:35:43 Susan Rivera-Stoll
¢ 130 - Product Deliverad by Provider 07/23/2015 8:35:43 Susan Rivera-Stoll
o 385- Product Data Defivery 07/22/2015 1:04:06 Susan Rivera-Stoll
o 150 - Product Delivered by Prowvider 07/22/2015 1:04:06 Susan Rivera-Stoll
o 150 - Product Delivered by Prowvider 07222015 12:55:17 Susan Rivera-Stcll
o 385- Product Data Defivery 07222015 12:55:17 Susan Rivera-Stcll
\
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