TEMPLATES

T
SOFTPRO

SELECT Creating a Subdivision Template for Title Using an Existing Order

template using an existing order.

2. In the Template name field, enter a name

OK button

ProForm ProTrust Pro1099 g
1. From the New Order drop-down menu, select New Template ) £ = )
JOrder™! Yrder Search Reports ~ New Group [

New Order Ctrl+N

Reserve Order Numbers  Ctrl+Shift+R

—

't New Template >_ Ctrl+T

New Template X

3. Check the applicable Settlement type radio button, click the

4. From the Order ribbon, click the Overlay Order button

Using a template allows you to enter legal description details, exceptions, and/or requirements for a specific
subdivision once, then easily apply those details to new orders in that subdivision. Follow these steps to create a new

Template name: (Hamngton Subdivision )

Orders/Templates to copy

Order/Template

Order

/‘ﬁ 2| Document History

v\ Field Code Browse

s Attachments

al¢ Rename Order

Documents Actions Warkflow

5. Validate “source” order number

» If you already know the “source” order
number, enter it and press the Tab key

y If you don't already know the “source”
order number, click the Search icon, search
for & highlight, then click the OK button to
select the “source” order

The Overlay Options enable once SoftPro validates the

“source” order number. \

»  Commitment requirements & exceptions — add
specific requirements/exceptions

Overlay Order

COrderto overay:  [X70000455

— Overlay Options

[~ Commitment requirements & exceptions

I | Ordercontacts
(MR Overlay Order |

=
B Order to overay: |XT[H}I]'D455
= ﬁO\rerIayOptions

-

[T Commitment requirements & exceptions
~ | [T Order contacts
™ Property

[ Escrow legal description

Y Order contacts — add Contacts

y  Property — add the Property address, Escrow
legal description and/or the Title legal
description

\

[ Tile legal description

{* Ovenrite

A
\ Append )
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SOFTPRO TEMPLATES

SELECT Creating a Subdivision Template for Title Using an Existing Order
Overlaying Exceptions & Requirements (if applicable)

6. Check the Commitment requirements & exceptions check box
The Overlay Requirements or Exceptions window appears.
7. Select entries to add to your template
y If adding individual entries,

a. On the left Source order, highlight the item; click Add
b. Repeat if you have additional items to add

Overlay Requirements or Exceptions

G Dot oor Ao Al ~ -

Commitment X 70000455, Chicago Tile Insurance Company = j Commitment
-] Requirements . j Requlrements
-] Exceptions
j FF: A. Rights or claims of parties in p ion, or claiming p ion, not show,
5] FF: SPECIAL EXCEPTIONS:
-] 1. T1: Property taxes, which are a lien not yet due and payable, including any assess|
j 2. T‘IDE General and 5pec:|a| tawes and c:harges payable Febn.lar}.r 15, dellnquentrff

----- j 'RTI]Z In the event that the Land is occupied or intended to be occupied by the owner|

. o estrictions, if any, appearing in the Fublic Heco
6 AH) Anyeasements or servitudes appearing in the Public Records; however. thls

:ﬂ: B
-] 9. FF: Covenants, conditions and restrictions and other instruments recorded in the P
] FF: NOTES
=N FF: *our application for title insurance was placed by reference to only a street ad
= FF: Mote: FOR INFORMATIONAL PURPOSES ONLY:  The following may be
FF: The Public Records indicate that the address of the improvement located on 4 4
j N&: The only conveyance(s) affecting said Land, which recorded within 24 maonth|
y If adding multiple consecutive entries,
Press/hold the SHIFT key O n102n: NOTE: By vitue of |.C. 27-7-3.6, a fee of $5 will be colected from the
&-1) Exceptions Press and hold the SHIFT key; selecl\
b- On the |eft Source Order/ :1] 1: i?&hﬁﬁﬁg‘:’c‘l:;s the first and last entries to higr;lighl
highlight the first item you wish 0 3. ATOBIN: Essements,orch_1"® Sonsecutive items
dd _] 4. A100cIN: Any encroachment, encumigrance, violation, vanalion, or agverse cin
toa =i : - - :
6. G47: Defects, liens, encumbrances, adverse claims or other matters, if any, cre}
1 1 i 1 BN 7. T101IN: Property taxes for tax year 2018 are due and payable 2019, $45,527.4 /
C. nghllght the |aSt item yOU WISh I8 T106IN: Property taxes forthe year 2019 due in 2020 are a lien not yet due andll 4
to add B t115in: Note: The Company does not assume any liability for tax increases o
B tr123|n Municipal assessments, if any, assessed agamstthe land
d. Release the SHIFT key Bt st bl oSl ot kit i
e. Click the Add button
y  If adding multiple non-consecutive entries,
Press/hold the CTRL key 3 n102n: NOTE: By vitue of LC. 27-7-36, a fee of $5 will be collected from the
=] Exceptions ] TN
b. On the left Source order, ) 1. GB4: Anydefect len,end]  Press and ol the CTRL key; select
o . A B I S, ) 2 AT00aIN: Rights orclaimg] ~ €2C1 €NLrY 1o highiight the flems you
highlight the first item you wish | | ) 3. AT00bIN: Easements, or ch,_W/Sh t0 2dd
b Add

labar oo matedal

----- ] 4 A100cIN: Any encroachment, encumgrance, violation, vanation, or SavVerse cin
to add w35 A100IN !

J Aoy lisn_ordght to 3 lsn §
) I | B S Y5 G47 Defects, liens, encumbrances, adverse claims or other matters, if any, \
C. COhtInue Se|eCtIng the ----- ] 7. T101IN: Property taxes for tax year 2018 are due and payable 2019, $45,527 £

.. . Y. T106IN: Property taxes for the year 2019 due in 2020 are a lien not yet due and
addItIOﬂa| ItemS B ] t115in: Note: The Company does not assume any liability for tax increases o
9. tr123in: Municipal assessments. if any. assessed against the land.

d. Release the CTRL key ] 10. e104n: INTENTIONALLY DELETED. <COMMENT>Rights of the public. th
e. Press the Add button

8. Click the OK button

N
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TEMPLATES

P |
SOFTPRO

SELECT

Overlaying Order Contacts (if applicable)

template,
9. Check the Order contacts check box

The Overlay Order Contacts window appears.

Creating a Subdivision Template for Title Using an Existing Order

Typically, Title users do not need to add Contacts to a template because the appropriate Contact placeholders pull in
with the Operation'’s transaction template (e.g., Sale, Refi, Cash, etc.). In the rare instance you need to add a Contactto a

10. On the left Source
Order, highlight the

Overlay Order Contacts

Destination order:

(ol x]|
~|

item you wish to add to Source order:
this template; click Add Absiractor
AB AMP Abstract
The item is added to the e s
Lender

Destination Order on the right.

Mortgage Broker

11. Repeat Step 10 until all

Contacts are added

12. Click the OK button

Cther
o]
02

Sef

L First Ever Savings & Loan

M LoanCity, A Califomia

T —
LS America’s Builder ~

S America’s Builder

Settlement Agent

A Ticor Title Company

using the,

> SHIFT key if adding multiple

consecutive entries

As with exceptions & requirements, you can add multiple consecutive and non-consecutive entries at one time by

Source order:

rkmmey

AT Ice Miller LLP

AT2 Olshan Frome Wolosky LLP

AT3 J. David Clossin, for the benefit of Chicago Title Company, LLC
Buyer/Bomower

B Chesapeake Parking. LLC, an Indiana limited liability company
Govemment

Press and hold the SHIFT key; select
the first and last entries to highlight

the Contacts you wish to add
(N !

\(..G. Marion Courty Treasurer

GZ
Lender

L
Listing Agent/Broker
LB

CTRL key if adding
multiple non-consecutive
entries

)

Overlay Order Contacts

Source order:

p—
Press and hold the CTRL key; select
each entry to highlight the Contacts
you wish to add
——

Atomey
AT Ice Miller LLP
AT2 Qlshan Frome Wolosky LLP
AT3 J. David Clossin, for the benefit of Chicago Title Company, LLC
Buyer/Bomower
B Chesapeake Parking, LLC, an Indiana limited liability company
Govemment
|G, Marion Courty Treasurer
1574
Lender
L
Listing Agent./Broker
LB
Loan Servicer

LS

-
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TEMPLATES

P |
SOFTPRO

SELECT Creating a Subdivision Template for Title Using an Existing Order

Overlaying Property Information (if applicable)

13. Check the Property check box

Both the Escrow legal description and the Title legal description
are checked by default.

14. If applicable, uncheck the appropriate check box(es)
based on the information needed for this template

The Overwrite default setting overwrites existing property
information in the template.

Overlay Order

=

Order to overday: I}(?ﬂﬂ-ﬂ-m.&ﬁ

— Overay Options
¥ Commitment requirements & exceptions
¥ Order cortacts

" Propetty

¥ Escrow legal description

¥ Title legal description

. . & Qverwrit
15. If applicable, select the Append radio button to add -~ ﬂ: de
. . . g . pen
property information instead of overwriting; click OK
16. Press the Ctrl + S keyboard shortcut to save the ok__| ) concel Help
template
Your new template is available for you to apply to future orders.
Order Search : ) P |
r— Order Information
Order #: | | Who has the file: | w | Searchfor:
Search Results [ Orders
Order Number | Settlement Date | Order Status [ Project Name | Address A
01 CS KC Port TO Training None
02 PUR SOW TOTraining None
02 PUR Rele Weichert TETrainin None
01 CS KC Noise TO Training None
— 01 REFI Training None
01 TSG-LIT Training None
01 PUR TED Training
01 Recons Training
01 Purchase Training
02 REFI BECU TETraining
None
\ 4518 North Cheyenne Stree
« 3
QK I Cancel |
4
.
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