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Follow these steps to create and distribute a DOP.

From SoftPro Select,

1.
2.

Open the applicable SoftPro order
Verify/enter the,

a) Escrow officer/Closer

b) Property address

Processing an Automated Digital Opening Package

The Start inHere Digital Opening Package (DOP) initiates the collection of the buyer’s and seller’s personal
information and captures certain financial and property details. Additionally, the buyers are guided through a
workflow outlining the dangers of wire fraud, provides wiring instructions and requires an electronic signature.
Sellers (and borrowers on a refinance) are provided the Payoff Authorization form which also requires an electronic
signature.

IMPORTANT: The customer has 7 days to complete a DOP package before the email link expires. If the package
is not completed before the 7-day expiration, and the order is closed or cancelled, reminder notifications
continue to be sent to the customer. To avoid these notifications, the in progress DOP package or mobile
deposit 360 transaction must be manually cancelled.

c) Buyer/Borrower; names and contact information (Home phone, Cell, Email address)

d) Seller; names and contact information (Home phone, Cell, Email address)

e) Settlement Agent, Title Company and/or Escrow Company

Click the Documents button
Preview/Publish the applicable document,
> WireSafe Fraud Alert (eSign) document
(buyers)
y  Payoff Authorization (eSign) documents
(sellers or borrowers on a refinance)

Select the applicable smartview folder
> WireSafe Fraud Alert (eSign) = Accounting
y  Payoff Authorization (eSign) = the folder
typically used in your operation
Click the OK button to complete upload

9 i ’

Remove Remove All Add ~

C WireSafe Fraud Mert(eSig@

Selected ReadyDocs:

smartview Document Post

Document Name:

WireSafe Fraud Alert (eSign) ]

Folder:

Documents'\Accounting
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2. Expand the Settlement Services folder
3. Double-click the Start inHere — Digital Opening Package

Processing an Automated Digital Opening Package

Creating the Start inHere Digital Opening Package
1' From the 360 rIbeﬂ, CIICk the Serwces ProForm ProTrust Pro 1099 SPImage SPAdmin 0O

2 ®@ Q 90

Queud\ |Services | fearch  Administration Login  Logout Informaton Help About

Transactions Security Resources

| Services = X
& | Submit About

=

g | @l Add-ns A
- [ Cer

||} Settlement Services ’
----- ancserv - sSigning Service

----- @ CertifID - Wire Fraud Protection

----- @ CloseSimple - The Pizza Tracker for Title
----- @ CSC - eRecording

----- @ Digital Closing Docs - Forever Marketing
----- @ EPN - eRecording

----- @ Expedite Close - eClose

----- @ inHere - Mobile Deposit

----- @ Safe Escrow - Disbursement Management
----- @ simplifile - eRecording

----- @ SoftPro - COF MISMO XML Impart

----- @ SoftPro - Live

Start inHere - Digital Opening Package |

=l AN ECVICE:

From the Digital Opening Package window,

NOTE: If a package was previously created, the Summary window opens instead. To create a new package,

a. Click the Add package

b. Continue with step 4

L Start inHere - 003X-Start inHeref-18bt

startinHere

Service Recipient Total Docs Exp. Date Status Resend
Wire Fraud Alert Maryl Buyer

WMHMﬂMMAWQWWhNA

(@)Add Package) Cancel =
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7. If applicable, select the,
a) Title — for the sender
(selected in step b)
b) On behalf of — sender
email

The grid shows all Buyers and Sellers
with all Buyer Contacts selected by
default.

8. Uncheck applicable Contacts as
needed

continue to next steps if all required
information is entered skip to Page 4.

Missing Information

If you see the Missing Info icon =

Processing an Automated Digital Opening Package

@ Start inHere: Digital Opening Package - inHere10-4BT

Digital Opening Package

startinHere

From: Beth Tuck Title( —Select—

v) Escrow office: Aggieland Title Company

On behalf DT:< Beth Tuck (beth.tuckix@fnf.com)
maobile deposit

-
L_[=end emall noutication

] Contact Name Documents Missing
Code Added Info

B Maryl Buyer 0

Il 3 Zhelby Seller POy

Il v Sidney Seller
Contacts Document Type
Buyers WireSafe Fraud Alert (eSign) m WWire safe
Sellers Q, S, Auth form
) Documents

Cancel

In our example, the seller is not checked and a Missing Information icon is shown.

Click the corresponding link or hover
over the icon to see what required

.

Digital Opening Package

startinHere

N

information is missing.

: Beth Tuck Title:  —Select—
Tuck (beth tuckx@fnf.com)

deposit

~ | Escrow office: Aggieland Title Company

L

[] Send email nofification

Documents Missing
Added Info
0
AN
7 — 1 M)
& Shelby Seller ¢ * A valid Email Address is required J
First Name: Shelby
Last Mame: Seller
Email Address: 3
CelllHome/Work Phone; (857)622-1678
(‘:’\‘ Avalid Email Address is required to submit a Start inHere request. )
\\\
- . . . Page 3 of 6
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If the party with the missing information should be included,

1. Click the Cancel button
2. Navigate to the corresponding Contacts screen
3. Enter the missing information
4. Re-initiate the process from step 2 (page 1)
The Digital Opening Package &

screen shows all Buyer check

boxes as checked and the Missing Digital Opening Package Start i n H e re,

Information icon is no longer

From: Beth Tuck Title: | —Select— ~ | Escrow office: Aggieland Title Company
shown for the seller.
On behalf of: | Beth Tuck (beth tuckix@fnf.com) w
[] Add maobile deposit [] send email notification
Contact T Documents Missing
Code Added Info

R 1arvt Euver 0
O Shelby Seller
0 Sidney Seller

When all reqU|red information is % Start inHere: Digital Opening Package - inHere10-4BT bt

entered, the system automatically
imports the WireSafe Fraud Alert

- ) . .
(eSign) or (when the Seller check popeaTReE Start I n H e re

box is checked) Payoff From: Susan Rivera-Stoll Title: |—Select— « | Escrow office: Aggieland Title Company
Authorization (eSign) document On behalf of: | Emily Escrow (Emily.Escrow@EO.com) w
from smartview [] Add mobile deposit [] send email notification
Contact T Documents Missing
Code Added Info
Maryl Buyer 0
Shelby Sellar
Sidnev Seller
\
Contac ment Type
Buyers WireSafe Fraud Alert (eSign) ) m Wire safe
Sellers Q S, Auth form
) Documents
‘ Submit ' Cancel
\
. . . . Page 4 of 6
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NOTE: The software searches for the WireSafe Fraud Alert (eSign) document (in the Accounting folder) and
the Payoff Authorization (eSign) document (in all folders). If not found in smartview, a warning message is
shown and you cannot proceed.

Click the Cancel button and upload the missing document.

1. Click the Submit button

An ema” notiﬁcation iS Seﬂt tO the < 604 Phillips Street - Information Requested from Chicago Title - Message (HTML) (Read-Only)
I‘eCIplent(S) W|th a Get Started I|nk Th|s ||nk File Message Developer Help Acrobat PDF-XChange Q Tell me what you want to do
) ) ) ] M~ 5 B~ | © = | & Markuwead 38« B B E\ O find | Q zoom B
is only accessible in the United States and
604 Phillips Street - Information Requested from Chicago Title
Canada.
@ Beth Tuck <noreply@inhere.com:>
To Thu 5/20/2021 2:02 PM
(i) If there are problems with how this message is displayed, dlick here to view it in a web browser.
The process takes approximately five minutes . =
CHICAGO TITLE

for each person to complete.

For a smooth home
= purchase

~g"| SatinHere

‘ Get Started ’

Hello Maryl Buyer,

Welcome to Chicago Title and our home buyer's experience platform -
inHere. My name is Beth, and | work for Chicago Title. | am here to help you

Once the package is sent, the ‘@. Start inHere - DD3X-Start inHere8-18kt X
Summary screen shows the . .
package Status = Submitted. ] Start I n He re
Senice Recipient Total Docs Exp. Date Status Resend
From this screen you can,
Y Resend
> Add Package
» Cancel a package
If you are done,
2. Click the Close button (G carackass| @ Cancel o
[__Close ]
S
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The 360 Queue shows the Status as In Progress.
Queus

lextstep & [@ | views: Active Order - ir|z (5 88 |Fiter: Al Providers -\ & 5 |

Frovider Service Status Linked Order Linked Profile Created By Created On Completed On Description
n |In Progress | J03X-5tart inHere8-18bt | DefaultT\CAWWOCIEPU - Training {Training Profile s« T MOCAL Escrow Training | Susan Rivera-Stoll | 8/27/2021 8:54 AM _@

Once the recipient(s) complete the eSign process, Start inHere returns the data and documents and sets the Status

N

package and imported to the linked smartview order

to Ready.
Queue
(©) Next Step [@ | views: |Active Order - |2 [ 8B |Filter: Al Providers ~| e == =l
Provider Service Status Linked Order Linked Profile Created By Created On Completed On Description|
DOP |F'.ead\«I | J03X-5tart inHeres-18bt | Default\T\CAWOC\EPU - Training\Training Profile'sxFT NOCAL Escrow Training | Susan Rivera-Stoll | 8/27/2021 9:06 AM _
4 StartinHere DOP Canceled  003X-StartinHere8-18bt Default{T\CAYWOC\EPU - Training\Training Profile\xFT NOCAL Escrow Training  Susan Rivera-Stoll 8/27/2021 8:54 AM Maryl Buyer|
The automation process automatically returns data and documents to SoftPro and smartview.

y Data - all data imports & Review - SSDEMO10 ==
into the corresponding & Groups (©ow ) [] Add To ProForm Notes  Show:
fields in your SoftPro oAl h arne Current Y alue Mew Y alue -

- Buyers BupersT PeopleT Middl -
order or the Notes - Lemders Buyers1 Pecple? Middle May = |
screen depending upon Buyers1 Peoplel .

P el gup M (B57] B22-1678 E57)522-1678 =al
your operatlon S Buyers1 Peoplel |
. i HerrePhone (657) 6221678 [EETIE22-1678 &
automation Buyerz1 Peoplel !
. . workPhone (303)333-4545 e
configuration; contact e —
your management for the C A it )
configuration setup Text -
. . . Maryl Buyer : DOE; 07/23,/2003 i
Notes - all information is

) SSM: 1212
written to the Order |51 bdacibal Crope Ve aricd 2
Notes screen as a single -2 Documents
note Yiew Copy  File Name File Size(KB]  Tranzfered i

) Documents — the Signer I8 BUYER WIRE_FRAUD form for Maryl Buyer pdf 275425 100% L

. . ; BLYER SIGNER_CERTIFICATE farm for Maryl 100% i
Certificate and Signer = Ruiuer 16038
Answers Document are smartiew Folder: 38473533 l@ Accept] [ Cancel
returned with every

NOTE: As with all 360 products, you can create a customized view to track your transactions. For questions or
assistance with the 360 Queue, contact SoftPro Support at softprohelp@fnf.com.
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