SOFTP '0“ SOFTPRO 360 - RealEC

SELECT Adding a 180 Event to an Existing Order

Adding a 180 Event allows you to attach a document(s) and submit the document(s) to RealEC for the Lender. Follow
these steps to add a 180 Event to an existing order.

NOTE: A 180 Event can be added to either a 3 - Commitment Prelim Report or a 29 — Closing and Escrow
Services Product.

1. Open the order you wish to add the 180 Event to; make sure elm -

all other orders are closed 22 PrDFDrm Order
2. If you are not already logged into 360, log in 0 ’%g f @

Queue Fervices Search | Admimistraton Login Logout

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

Transactions Security

XOMTR-15-0890 Xx

[_}'j. Erru:ursandWarnings]-"? Search Resu s]t 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 Product entry NOTE: If you don't have the Product column displayed,
to which you are adding the

> From the Queue tOO|bar, Queue Columns
event ) ) Provider || Contact
click the Columns icon Service (4 Yroduct
Status [T Transaction Number
> Check the Product check ko Onder
6. Click the Next Steps button box, click OK Linked Profil
Queue \
‘QNextStep J‘ D 1.-'iews( Active Order vl r |21 |3 88 |Fiter: Al Providers -
| | Provider | Service | Status | Linked Qrder | Linked Profile | Created By | Created On | Completed On | Description |
= RealEC Exchange  InProgress XOMTR-15-0890 Default\TVF... RealEC Serwvic...  4/23/2015 1:... Buyer, Bab, ...
Hm In Progress |XOMTR-15-0830 |Default\TVF... |RealEC Servic... |4/23/2015 L:... _ Buyer, Baob, ...

i RealEC - XOMTR-15-0890

7. Click the Add Event button Summary Screen

ITEST FNF SP Select Customer - Commeon / Title - Commitment Prelim Report (PC3)

Action | Event Tite | SentReceived On | Created By
"4 130 - Service Confirmed by Provider O7/22/2015 12:45:47 Susan Rivera-Stoll
J 100 - Service Received 04/23/2015 1:03:23 RealEC

i

! O AddEvent | )0) Feview |
=
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i RealEC TR-15-0890
8. From the Select Event window, highlight REAEC
. . . ea "
180 Document Delivered by Provider, click select Event TiCAnoIOGTs
the Next button -
Select the ITEST FMF SF Select Customer - Common Closing Event to Submit:
406 —
igg E Event Information Eﬁ%lﬁ(i
T34
. ITEST FNF SP Select Customer - C /Event 180-D t Delivered by Provid
9. C||Ck the Attachment button 4-151 ele ustomer ammaon ven acumen elivere W FTOVIOE
Browse
(| Attachment
—
ReadyDoc
10. Select the document(s) in 4B RealEC - PWVI-4211501352 | Rename |
smartVIEW Delete
smartVIEW Documents
a. Click the folder where the
. Folders Documents
document is stored : I
= Name
. . Cancel
b. Check the applicable : _cance |
document(s) check box Prelims Com] | |[Fin Docs-BM pof
] Emails r |bpen Order pdf
C. C||Ck the OK button Entity Docs-] r |F|and Docs pdf
Approvals
Closing Pach r |NAP1H
Policies ™ [Fwvi4211501352pck
Miscellaneod -
. ™ |pED-199713195 pof
----- Loan Documents DED-19984658 pdf
4] | WK |
0K Cancel
11. Once the document is added, click the Next @ RealEC - XOMTR-15-0890
button —
RealEC-
12. From the Document Type drop-down, select Event Information
the type of document added
ITEST FNF 5SF Select Customer - Common / Event 180 - Document Delivered by Provide
Name | value |
NOTE: The Document Type is a required Document Description Mame of Document Added
field as identified by a red asterisk. The Document Type (jiD
. . Closing Stat t
drop-down selections change depending E‘]C“me”:jta‘”_s - Critioal Post-Cloaing Documents | £
0. ono o ocument Version Mumaoer Death Cerificate 4
upon the product initially selected (i.e., 3 Page Count Diores Decree
- Commitment Prelim Repor‘t or29 — Loan Modification Agreement
X X Settlement Statements
Closing and Escrow Services). Tax Document
Trailing Documents
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13. Enter a comment, if applicable -
. ; RealEC
14. Click the Next button Event Information N
ITEST FNF 5P Select Customer - Common / Event 180 - Document Delivered by Provide
Enter Comment (|7 ______ ]

NOTE: The Add to ProForm order check box is / Enter commenthere ) —
checked by default. Comments entered here
may then be viewed on the Order Notes screen.

O L% Order Notes

T4 Created Last Modified LI
3 07/23/2015 08... |Susan Rivera Enter comment here
S 07/22/2015 01.... | Susan Rivera-5 | Enter comment T aoohcable Back Next | Cancel |
g —
15. Click the,

i RealEC - XOMTR-15-0890

»  Close button —to return to the Summary

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

> Add Event button — to continue adding events

Add Event I Close T}

—

The Summary Screen provides a list of the added events.

Summary Screen E@

ITEST FNF SP Select Customer - Commean / Closing/Escrow - Closing and Escrow Services (PC29)
Once all events have been added,

Action | Event Tite | Sent/Recsived On | Created By
16 C||Ck the Close button to return to « 180 - Document Delivered by Provider 07/28/2015 12:14:59 Susan Rivera-Stoll
V 130 - Service Confirmed by Provider 07222015 12:45:30 Susan Rivers-Stoll
our order
y "4 100 - Service Recsived 042302013 1:03:23 RealEC

O AddEvent| () Review

L

{ Close i '

\
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