SOFTPRO

TAX PAYMENTS - NCS GREAT LAKES

SELECT

Creating the Order

1. From the New Order window,

name; must be 12 characters or less

b) Click the Search \Z‘ icon

e) Click the OK button to generate the order

AN

a) Order number — may be overwritten with the Client's

c) In the Search field, enter tax; press the Enter key

d) Double-click the 01-GL-TaxPayments template to select & .

Processing a Tax Payment Order

Follow these steps when you need to process an order for Tax Payments.

New Order
Prefix: [ ] s [~
Oudernumber:  ((Clentname ) |
~/
Tt i |XTraining j

Settlement type: " Closing Disclosure

¢ HUD-1

=] =i

P

”Ordm/Termlau to copy

©

Search Results

Settle
x01-GL-TaxPayments
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Prepping the Order
2. Navigate to the Order Contacts screen O B Conkl:
3. Add Contacts; double-click the applicable placeholder
to add your Customer and the Government Contacts;
use the Add Contacts icon if a placeholder does Type — | ;‘a"‘e ":""
. /Bomower estmr
not already exist ™ Govemment ‘Allen County, Ohio Recorder G )
4. Continue entering Government Contacts as needed gz:z::: o
5. Verify your Customer is identified as the Marketing covemnen o
source Govemment G6
Govemment G7
Govemment G8
Govemment G3
\ Govemment G10
her Customer Name 0
eme e lonal & Insurance ...
Undenwriter Fidelity National Title Insurance C... U
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6. Navigate to the Status screen

8. Click the Register button
9. Click the Anticipated Wire button
10. Select/enter the,

7. In the Date/time order received field, back date the
order to 3 months prior to the current date to ensure

this order falls off the New Orders report

Processing a Tax Payment Order

Q ‘\ Status

Project name:

Date/time order reserved: [:;.’-Jma—f,- B j Reserved by:

Date/time order received: (nz;‘as,.—'zms 09:33 AM w | JReceived by:

Order status: .In process vI

Transactions l Notes (0) I

v‘%ﬂ wm Print and Post ~ ) Actions ~ wm Reports ~  Order Transactions| | Anticipated Wires
Status | Type | Ref. Number | Trans. Date | _# Amount | PayeePayor
- K4

a) Code for the party

sending the funds

| Code Name Amount

b) Amount of the » (0 Customer Name $100.000.00)

incoming wire

c) Click the OK button

Once funds are posted,

from Accounting, if needed

y If you need to adjust the amount,

a) Navigate to the Additional
Title Charges screen

b) Highlight the Tax Payment
Service Fee in the grid

¢) Inthe Charge field (below
the grid), enter the
amount you are collecting

N

11. Request an IBA account from Accounting; refer to the job aid, IBA — Receipting Funds and Requesting IBA

Your template adds one Tax Payment Service Fee entry of $50 to the Additional Title Charges screen.

Order Status: InProces

() Additional Title Charges

Buyer: Test Buyer

ro—
.

inti | f}mJ_LssuedDde | Effective Date | Ui
@?Taymem Service Fee $10000 )

RNy T e “”’MJ‘MAWJ’&‘@E@&WTW
Adjustment: +/- Seller pay:
Invoice: E

Bill code: ESC -
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y If you need to add additional fees,

a) Navigate to the Additional Title Charges screen

b) Click the Add Additional Title Charges icon to
add a new entry in the grid

c) Click the Description link

d) Double-click the Tax Payment Service Fee entry

e) Inthe Charge field, enter the amount you are

collecting

Disbursing Funds

When you are ready to disburse,

12. Click the Documents button

13. Search for, and select, the Check Request form

14. Preview/Print the form

15. Send the completed form to Accounting

When Accounting has posted the requested funds,

Processing a Tax Payment Order

_

| Description | Charge |
Tax Payment Service Fee $100.00
(Emety) 2

‘{1 Retrieve Entry ~ nsert Entry

Search & Exam
Service Fee BExpense-3rd Party™

Service Fees

Tax Payment Service Fee

Selected ReadyDocs:

) Remove Remove All

|

Add ~

16. From the Registgr, double-click  /pm——— 2 [ x |
the Posted Receipt
17. In the Apply to ClOSIr?g > . - Posted = Ref e I:]
Amount f|e|d, overwrite with the ] : T bior e
total amount of our fees Paorcode st
18. In the Unapplied > Amount Payorname: [Test Buyer |
field, enter the balance; this Memo: | |
should be equal to the amount Bxtended memo: =
you are paying to the [
Government Contact : = R
19. Click the OK button Apply towards: Apply __Amount_ Line | Description
Apply to Closing (  s5m
Send to Line $0.
Send to Eamest M... <000
Unapplied ( s9.35000
Overage $0.00
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AELEEL Processing a Tax Payment Order
20. Click the Add Transaction icon Transactions | sis—- |
:
21. From the Add Transaction window, double-click Check
s i [
— W
I — iscellaneous it
Posted Bocap — Cancel |
Disburse: Help I

22. Enter/select,

a) Payor code =G Chett 21 x|
b) Amount = enter amount General | - Hstory |
of tax payment Check type: Pendig | I ToBA Checknumber. | |
. Medium: L Transaction date:
¢) Click the OK button Payee code: (G = el m
23. Repeat Steps 20-22 if you have Payto the order of: | Allen County, Ohio Recorder
multiple checks to disburse Address: PO Box 1243 [
| |
Cty/Stte/Zp:  |Uma |[oH ~|4s802-_ |I Foreign
Memo: ‘ ‘
— { — |

When funds are available and all disbursements are created, -
Transactions INohes o]

24. Click the Print and Post button + —((iPrntandpostiz] ) Actions - &g Repo
25. Select Print/Post Pending Disbursements 22T !
o Print Pending Checks. ..
26. Check the corresponding check box for the items to be disbursed; click || posted ( Print/Post Pending Disbursements )
the OK button —
27 When prompted, CliCk OK to Disbursement Selection
post the Ledger Transfer fiv \ Payto the order of / Payee Name | Transaction Type | Amount |
Fidelity National Title Insurance Company Ledger Transfer(-) $50.00
Allen County, Ohio Recorder Check $9,950.00
\
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