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Rules on Applying Templates

on.

Applying Templates When Creating an Order
1. Create a new order
2. Select the Settlement type

3. If applicable, allow the Default template

4. Click the Search E icon to search for the transaction-type

Applying an Order Template

Follow the steps in the appropriate section to apply a template to an order.

When applying multiple order templates, remember the rule: First in Wins! Meaning that all the templates are
applied, but the information in the first template takes precedence over the information in the next template, and so

Mew Qrder *
Prefix: b Suffix: b
Order number: XTR-2023-00175
Trust account: TRAINING =

Settlement type: (®) Closing Disclosurs

template () Commercial
5. In the Order Search window, the default Search for setting is @)L
set to search for Templates; click the Search button Orders/ Templates to copy @
NOTE: You can also press the Enter key if no search .
criteria is to be entered. Order/ Templaie y o
CTCI Defautt CDF K
Order Search X
Order Information
Order #: Who has the file: ~ Order type: ~ | Searchfor:
Settlement date: (Nore ~ | through |(Mone ~ Order status: ~ Product type: ~ [T Orders
Order reserved: (Nore ~ | through |(Mone ~ Escrow status ~ Transaction type: ~
Order received: (None ~ | through |(MNone ~ Title status: ~ Title officer: ~
Order completed: | (None ~ | through |(Mone ~ Loan #: Escrow officer: ~
Mmoo e N A P TN e A TN T T e M et P iy
Code: Reference #: H
Name: Payse name:
First name: Last name:
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Applying an Order Template

6. Select the transaction-type
template; click OK

Search Results

Order Number
CTCI Default COF
CTCI Refi HUD
CTCI Defaut HUD
CIC) Sale lgan HUD

( cTci sale Loan COF

TTo neenr

CTCI Sale Cash HUD
CTCI Sale Cash COF
CTCI 2nd Loan HUD

CTE] e mbimm Db,

Settlement Date  Order Status

Project Name

ok |) Cancel

Your operation may
= use a Default template. Because the
Default template is first, its order details
take precedence over the transaction-
type template.
= number your templates to indicate the
order in which they should be applied.

Applying Templates After Creating an Order

Orders/Templates to copy

El

1. From the Order ribbon, click =
Apply Template

2. Click the Search icon to search

Enter key) to bypass the search
screen

Notes
for the additional template
3. From the Order Search window, | *
press the Search button (or

%_'I 25 My Sareens

Order History

CF Automation

V74

Documents  Attachments

Order/Template N ‘
e Orders/Templates to copy
CTCI Sale Loan CDF
J Fl &
Order/Template
01 COF DEFAULT
02 COF GENERAL PURCHASE
M
Pro1099 SPImage SPAdmin 380 SP Tools ( Order )

=] Document History

¥ Field Code Browser I

eﬁ' Apply Template

F!

Overlay Order

Order/Template

Vi

Submit
I | we Rename Order
Documents N Actions Workflow
I =
Apply Templates s
Orders/Templates to copy .

N\
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4. Double-click the additional template
you wish to apply

NOTE: If you are applying multiple
templates, remember that the first
template’s order details take
precedence over the one below it,
and so on.

5. Click OK to apply the template

6. Click OK to confirm

.

Applying an Order Template

Search Results

Order Number
CTCI Default CDF
CTCI Refi HUD
CTCI Default HUD
CTC| Sal= | oan HUD

( crci Sale Loan COF

TTo el LoT )
CTCI Sale Cash HUD Y,
CTCI Sale Cash CDF

CTC] B Lo LT

\

\

Settlement Date  Order Status ~ Project Name €

Apply Templates X

Orders/ Templates to copy

\
\
\
X

Order/ Template
s

SoftPro Select

o Apply templates

Template has been applied.

Cancel

()

© 2023 Fidelity National Financial

Page 3 of 3
Dated: 11.01.2023



	Rules on Applying Templates
	Applying Templates When Creating an Order
	Applying Templates After Creating an Order

