SOFTPRO STRAIGHT TO FINAL CHECKLIST - NC - FNT

SELECT Opening through Issuing

Follow these steps to open a Straight to Final order, issue the policy and post the invoice payment.

New Order window

Q Create your Order
a) Verify the Settlement type
b) Click the Search “licon to select the applicable

Prec L v s [ ]

, ) , Order number: JV18000520
transaction template (i.e., 02 — Resi — OP Only; the | |
Straight to Final is typically an Owner's only) Tt acoount: | Fl
¢) Click the OK button to generate the order Settement type: (" Closing Disclosure
& HUD-1
Orders/Templates to copy

=

Order/T
01 - Jacksonville Default
02 - Resi - OP Only

Express Order Entry screen

Q Verify the,
a) Transaction type ol |
b) Order type & R [~ commerdal Order type:  |Titie only |
[~ Construction -
C) Product type " Refinance S Product type: [Purchase{Resale :]
d) Policy type; a Straight to Final | © % [~ Outofcounty ~  Polcytype:  |Owners Only Al
is typically an Owner's Only i
O Enter Property address, Tab over to enter the Zip code; this populates the City, State, Zip Code and County
fields
O Enter the legal description in the Preliminary Opinion/Commitment legal
Preliminary Opinion/Commitment Lookup code: | | Copy from Escrow Legal |

legal field; press the Tab key to — =
. .. . B 7 U abe = :
populate the Final Opinion/Policy - EF D
Enter legal description in the Preliminary O pinion/Com mitment legal field, press the Tab key to )j

Iegal field populate the Final Opinion/Policy legal field

hd
[~ Print as attachment
Final Opinion/Poli |
Lookup code: ‘ | Copy from Escrow Legal I

B I U she 9 i= = 5E 4
Enter legal description in the Preliminary O pinion/Commitment legal field, press the Tab key to ) -

populate the Final Opinion/Policy legal field
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SOFTPRO STRAIGHT TO FINAL CHECKLIST - NC - FNT

SELECT Opening through Issuing

Order Contacts screen

4 Enter Contacts
y use placeholders in the grid first

Y use the Add Contacts icon to add additional Contacts
Commitment - Schedule A screen

O Highlight the Owner's Policy in the grid,

a) Click the Policy lookup Code to

. . Loan:
select the applicable policy :
i Gmmm POBA_O_OwnersP DCaverage amount $500,000.00 )
b) In the Coverage amount field,
) Policy version: ALTA Owner's Policy (06-17-06) ;]
enter the corresponding

amount

U If applicable, highlight the Loan Policy in the grid,
a) Click the Policy lookup Code to select the applicable policy
b) In the Coverage amount field, enter the corresponding amount

NOTE: Do not select the Countersignature on this screen; it is setup on the Policy — Schedule A screen.

Policy - Schedule A screen
QO Verify the Policy shows the Owner’s Policy
Q Complete the,
a) Issued date/time

b) Effective date/time; this is the date/time of the recorded Deed or DT
c) Date/Time completed; press the Tab key (this populates the Completed by field with your name)
L !

HINT: Press the Down Arrow key in the date/time field to populate the current date and
time.

O Add the Countersignature; click the Lookup code link to select your Countorsionature

signature Signature date: A

Lookup code: [Shlnp D
B I U sbe 9 S EE e T

Sharon Shipp

Policy - Schedules B1, B2 screen

O Adding/Removing Exceptions

a) Highlight the word Exceptions in the grid O & [T
b) Click the Start Policy @ icon to pull in the basic exceptions .
c) Verify exceptions; change, add or remove as needed
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OFTPRO

SELECT

U Verify the applicable Title product is selected:; if Q () Endorsements
not, select
U Add the Endorsement(s) Tt prodiuct: (mrocs — 5]) covrsgeamans  s000
a) Click the Add Endorsements icon |@ S /.cd Endorsements
b) Check the check box for the applicable E""«;— Avaliahie Endorsemants
endorsement(s) % Skt Toode et

STRAIGHT TO FINAL CHECKLIST - NC - FNT

Opening through Issuing

Removing Exceptions

[V Show with numbering

v Double dicche et on - T
you wish to remove; ) .
uncheck the Show on o e -
document check box Code: [ 2200 |

|B I U sbe ¥ = |8 o~ g

-OR-
» Highlight the Exception; press the Delete Exception E icon

Adding Exceptions

h'"i“-!ﬁ@' v ¢ []

- Exceptlons

1. *E101%: RE-PULL CODE
2. *E102%: RE-PULL CODE

» Add Exceptions icon

@:_

a) Click the Code link to add a single L1 Excepty
exception = 1 'E‘ Type: |Except|on
*=
_ _ j i - Code((E57 ) {SaveandeNewD
b) Click Save and Add New to continue i < —4
. . . B 4= B 7 U sbe 9 == @ ?
adding one exception at a time & 5 = LLAR
B s = e o B s et W% s o B o o B s o B s s U0 e o
_OR_ = Any daim that the Title is subject to a trust or lien created under the
§§499A, etseq.) or the Packers and Stockyards Act (7U.S.C. §5§181

» Quick Add Exceptions icon

a) Enter your
COdeS at the Quick Add - Exceptions

Quick Add- & 1 ;5101 m

Exception & 2 102 Code | Desciption \hm“; =
. —'I 3. "E20: “E0902 Deed of Trust in favor of {{Order Lenders LegalName & “E401

Wi nd ow ﬁ : :4332 “E100 Defects. liens, encumbrances, adverse claims or other matters, i 4 "E902
' :' " *E101 The lien of all taxes for the year <PROMPT TEXT4 (Tax Year Noi A —
b) Once you've H 6 EMC| g The lien of all taxes for the year <PROMPT TEXT4 (Tax Year Du
added all “E103 The lien of taxes for the year <PROMPT TEXT4 (Tax Year Delinc
*E200 Declaration of covenants conditions restrictions easements chi
your

Exceptions, click the OK button to answer corresponding Exception prompts

Endorsements screen (if applicable)

L ED7C124 01

] EO8ADOD5_| 01

CLTA 124.1-06 CLTA 124.1-06 - Coven,

ALTA 05.1-06 ALTA 5.1-06 - Planned
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SOFTPRO STRAIGHT TO FINAL CHECKLIST - NC - FNT

SELECT Opening through Issuing

Title Insurance Premiums screen

U Select Policy code Policy type: Owners -

/

Policy code: NCFT-01-Standard Owner's Policy

4
S

U In the Underwriter case number

fleld enter yOU r N RC quote Description: |Fidelity National-NC-Standard Owner's Policy
Underwriter case number:  (|ENTER NRC QUOTENUMBER HERE )
I 1

L N

Invoice screen

O From the Status drop-down, select Sent —@
Status: Pending -
m dew ( P
ancele
Quote
Q Post your Invoice Payment
a) Click the Invoice
Payments more/less (nvoice Payments ) ) B
bar Date Paid Payment Description Reference Number Payment Amount
) » ( 03/27/2018 Payment of Invoice No. 1 5102400 )
b) Enter the Date Paid _(
¢) Enter a Payment
Description, if
applicable Total payments: $1,024.00
Invoice balance: $0.00

d) Enter Reference
Number, if applicable

e) Enter the Payment Amount
f) Save the order (press Ctrl + S) to post to CRRAR

O Double-click the applicable Policy documents to move ( , ) -
4 Preview | | @ Distribute |'
them to the Selected Ready Docs

Selected ReadyDocs:

U Click the Preview button to review W Py P

(‘I'ransrnittal (Policy - Attorney) J

Master Owner's Policy
\_Pn‘vacv Statement

U From the Documents Distribution screen, check the Print
and Publish check boxes; click Distribute

U Close the Documents tab
Save and Exit

U Press Ctrl + Alt + T to close the order

O Email the Policy document(s) from smartview to the Closing Attorney

s
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