SOFTPRO

1.

AN

COMMERCIAL: REPORTS - VA—NCS SMS - FNFI

SELECT

Start Page Tab
Q In the Quick Order Search field, enter the order number; press the Enter key

Title Report screen
O Enter the Issued date/time

O Enter the Effective date/time
O Enter the Search period being date/time

O In the interest in the land described. . . field,
enter vesting information

O Add Exceptions

In the Requirements and Exceptions
grid, highlight the Exceptions folder

Click the Add Requirement and

Exception icon

From the Add Requirement or
Exception window, click the Code link

Double-click the applicable entry to
select

Repeat Steps 1-4 until all exceptions
are added

Preparing the Title Report

Follow these steps to prepare the Title Report using the Mark Up Coversheet — Title Products and any supporting
documentation.

Quick Order Search

‘ Enter your order number here '

ADVANCED » SEARCH »

IMPORTANT: Do not overlay a template when preparing a Title Report.

QL Tite Report ;’u"e
yer:
Commitment/Prelim number: ‘I‘l Commitment training SMS
Underwriter: Fidelity National Title Insurance Company
Revision: [ | [ALTA Commitment 2016
Issued date time: TD}-"ZE,:'ED 19 01:45 PM j‘
Effective date/time: [‘03,-"22,-'20 19 12:00 AM j.]

Search period begin date/time:

(’03,.’22,.-'20 19 05:46 PM j)

.

interest in the land described in this commitment is owned, at the commitment date, by:
B Z U she ¥ iz iEE R YV
(enter vesting here
¢a [T
ad Add Requirement or Exception

o Tl

i Type: ‘Exceplion j [v Show on documer
is eneral £
[ 1. G64: Am
] 2. A100a: F B 7
& 3. A100c: £ UNE Retrieve Entry (Appended) ~ | %1 Insert Ertry | o o | 7 Sear|
[ 4. A100b: E R T =
= s. a100d: ¢ ll% Lo
2 6. A100e: 1 Al Water rights, claims or tile to water, whether or not da
E SpedalE A100 A Defects. liens, encumbrances, adverse claims or...
| TTENTE \:_’\1 00a Rights or claims of parties in possession not shown.. Y.
=] o I
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SOFTPRO

COMMERCIAL: REPORTS - VA—NCS SMS - FNFI

SELECT Preparing the Title Report
O For Deed Chains/Addendumes, Restrictions, Easements, and Exceptions
1. In the Restrictions, Easements, and Numbering scheme: [Letters Fl
Exceptions grid, hlghllg ht the ***ENTER Begin Restrictions at: D Begin Easements at: D Begin Excepti

DEED CHAIN ITEMS BELOW***
2. Click the Add Restriction, Easement or

Exception icon

3. Using your code spreadsheet, locate the
TR-Deed Chain entry; double-click to
select

4. Repeat Steps 1-3 until all have been

O
| Deed Restrictions e

|_J Deed Easements
d

Add Restriction, Easement, or Exception

Type: |Deed Exception

FHENTER DEED C

' | [E3 Retrieve Entry (Appended) ~

i) Found 500 matches.

added

Title Legal Description screen

1. Legal description

If copying the legal description from another

into your SoftPro order. Refer to the job aid,
Legal Descriptions — Scrubbing the Legal
Description, if needed.

2. Being clause

a) Press the Enter key to enter a blank line

on a blank line
Click the Lookup code link
Highlight the applicable Being Clause

Click the Retrieve Entry (Appended)
button

Answer prompts; click OK to continue

Document tab

O Locate and double-click the applicable Title
Report document

O Click Distribute

N

source, be sure to scrub the legal prior to pasting

after the legal description so your cursor is

Water rights, claims or title to water, whether or nofjd

A Defects, liens, encumbrances, adverse claims orq

Rights or claims of parties in possession not shownjb

QO In the Preliminary Opinion/Commitment legal field, enter the

Preliminary Opinion/Commitment legal
Lookup code: ‘ ‘

B I U

11
.
]
nw
il

wbe )

Enter your legal description

w

Preliminary Opinion/Commitment legal ‘
imokug code:
- S Lookup Table - PR - Legal Description NCS.SMS

it
B I U abke ¥)

Enter your legal description.

O

‘E.-:Hem'eve Entry (Appended) v) nsert Entry A

| LookupCode
- deceased Tenant by the Entirety

And Being FURTHER CONVEYED
And Being FART OF i

And Being PART OF & Further Conveyed i

@ Distribute

4 Preview

)

Selected ReadyDocs:

) Remove All | Add ~

)

) Remove

E’.ﬁe Report - Deed Report
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SOFTPRO

SELECT

L Check the Publish check box

1. Click the OK button at the
Publish To Order prompt; this

saves a copy to the Attachments
screen in SoftPro Select

[~ Print
O Click Distribute to upload to smartVIEW

Preparing the Title Report

Action

[~ Email

®5ubllsh

[~ saveto file

‘ @ Distribute )

The following items will be added to the order’s attachments. To rename items or change the selected folders, edit the entries in
the grid below.

Publish To Order

() Assign Folders

Name Description Folder
» Title Report - Deed Report Property 1 Attachments
2. When prompted,
a) Enter the Document Name smartview Document Post
b) Click the Documents link Document Neme:
{( Te Repor - Deed Repot D]
i. When prompted/ select & smartview Folder Hierarchy
Documents
the smartVIEW folder; — ey | [ . N
C||Ck OK I E . Closing
r Preliminary Documents
¢) Click the OK button to s P e et eres
- . Escrow Only
u p | Oad LI L= ; Comespondence
B _ Post Closing
5 . Instructions
7 Unrecorded Documents
. Recorded Documents
-, Policy
Ul Tess
=8 - Frivate
----- . Orig Vendor Docs _j
\
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