SOFTPRO eRECORDING

SELECT Using ePN to Record

Follow these steps when using the ePN service to submit documents for eRecording.

Selecting a Document

1. From the 360 ribbon, click the Services W Order 710175MR360 - SoftPro Select Orde

button ProForm ProTrust Pro1039 SPImage SPAdmin o]
360 QO @ @ 90O

Queue | Services |Search | Administration Loon  Logout | Informaton Help  About

Transactons Security Resources

Services = X
2. Expand the Settlement Services folder S
(=¥ Marketplace
3. Double-click the ePN — eRecording menu option . ® Checks and Forms for SoftPro - Checks
=0 Qa

¢ - @ Development - CreateSmartVIEWOrder
=) Setflement Services

R

- . EPM - el l':lIlrl:Iirlg

From the Order Linking window,
a) If asingle order is opened, only that

order number is displayed Open Order Numbers:

-
b) If multiple orders are opened, select

the corresponding order number Open Order Numbers:
from the list

Order Linking

FTPA17-05152

Selected Order Nut| | FTPA17-05167

c) If no orders are opened, in the
Selected Order Number field, enter
the order number

4. Click the OK button

Open Order Numbers:

FTPA17-05151

Selected Order Muml

FTPA17-05151

[ Selected Order Number:
[FTPA17-05151

5. The Welcome screen displays, click | it Rl R il

the Next button N AW
Welcome £ :‘-‘\\ = @

eRecording Partners Metwork (8PN} is a national eRecording service provider. ePN has built a
network of hundreds of counties located across the country to receive electronic recordings. With a
business strategy based on technology leadership, competitive pricing and outstanding customer
support, ePM has quickly become the vendor of choice for a growing number of title companies,
banks, law offices, and other submitters. The ePM integration with SoftFro 360 will allow SoftFro
users the convenience of reduced data entry and keystrokes when submitting documents for
erecording. This will allow for improved post closing workflow and time savings. Benefits of the ePN
integration with SoftPro 360 include:

N
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SOFTPRO eRECORDING

SELECT Using ePN to Record

6. From the ePN Login window, enter :
your login credentials; click Next 20\

Provide your eFN credentials

UseriD:  { |scftpro

Password:\ [~

™ Remember me

Use ePM login credentials. If you do not have eFM account or need assistance
please contact ePN at support@erecordingpartners.net or call (888) 325-3365

ePN populates information from your order. As you proceed through the next screens, information should be
displayed but may be changed if necessary.

From the Navigation Page window,

7. Click the Create new order option  |EI It Al St

Navigation Page P N @

Create new order / Work on pending order

=y Create new order

=y View pending packages on ¢PN site

8. Verify the proper County is @ EPN eRecording - FTPA17-05151
displayed in the Verify the
recording location; if not select

Add Documentis)

9. Click the Attachment button to

Verify the recording Iucatiur@me County, WI
select the document(s) from

Documents to be included in the recording package:

smartVIEW MName | ProForm Doc Type | ePMN Document Type |
Aftachment
Rename
N\
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From the smartVIEW Documents window,

Using ePN to Record

10. Click the folder (on the left) containing the
document(s) you wish to record

11. Check the corresponding check box for the
appropriate document; click the OK button

12. Identify the type of document

8 cRecording - FTPA17-05151

smartVIEW Documents

Folders

Documents

B3 98312676
-~ Accourting

Cpen Order
Transmittals

Evidence for Pay
State and Federz

Title Documents

Loan Documents
Separator Sheet:

| Name

| Description

a) Select the corresponding
ProForm Doc Type; once the
document is recorded the data is
then written to the applicable
screen in SoftPro Select for the

Add Document{s)

Verify the recording location: IDane County, WI

Documents to be included in the recording package:

current document

Document Type

Mame

b) Select the corresponding ePN T ST

Security Instrument... H Mortgage

screen.

N

NOTE: If the document being submitted requires supporting |
documentation, a message is displayed at the bottom of the

© 2019 Fidelity National Financial

The County Requlred |nf0rmat|0n WIndOW |S 228 EPN eF!.Ec-:nrn:Iing - FTPA17-05151 n
immediately displayed. W -~
C Required Information: Mortgage.,
13. Select/enter the Grantor L L P W i A4
a) Select from the drop-down menu; this ~ .
information is pulled from SoftPro Select | obsie Bomomer =l )
First Name/Company
‘OR' Grantor IBUbbiB
. . Middle Name Last Name
b) Manually enter the information | ——
14. Select/enter the Grantee [ e Sovrs i oo =]
a) Select from the drop-down menu; this First NopHgrerny
. . . First Ever Savi d Lo
information is pulled from SoftPro Select o [t Ever Savingsand Loan
Middle Name Last Name
-OR- N M =
b) Manually enter the information Add Grantor | Add Grantes |
Page 3 of 10
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SOFTPRO eRECORDING

SELECT Using ePN to Record
NOTE: If you wish to enter additional Grantors and/or —
. EPM eRecording - FTPALT-05151
Grantees, click the Add Grantor (or Add Grantee) am— N r
button; the additional fields appear immediately below County Required Informations n\mgag\.‘\_\. @
. . % A
the first Grantor/Grantee fields. — '
Enter the corresponding information for the additional [Bobbie Borower =
Grantor/Grantee. St Name/Company
Grantor IBUbbi'3
If nothing is entered, these fields disappear once the Middle Name Last Name
Package is Saved. | Boroner
- —
| =
First Name/Company
Grantor I
Middle Name Last Name
15. Scroll down to verify the, N -~
a) Execution Date County Required Infonnatl.gg::. P{_tf)rtgag \:.\\ . '@
b) Property information ' ) 4
¢) Recording Fees Execution Date | |06/20/2017 =l
) . . ) Street Address [123 Main Street
16. Click Save when all applicable information has o
. treet Address
been entered/verified
County IDane
City [Belleville
State fw
Postal Code |53508
Block [
Add Grantor Add Grantee |
Softpro Save Close
() ( D |
17. Click the Submit to ePN button PN Recordng ot
18. From the Review Submission window, Review Submission & :\\_ )
o . - N O o -
select the Review on ePN Website
Option Successfully submitted to ePN's website. If you want to review the submission
and submit to the county now, please Click "Review on ePN Website".
- ~
=y Review on ePN Website
l'want to navigate to the ePM Website to review the submission
and submit to the county. y
-
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Adding Additional Information (if required)

Using ePN to Record

y If additional information is required, it is displayed to the right of the document information.

1. Click the link to enter the required information

2. Click the Save button to proceed to the Package screen and review your document(s)

WIP Package Detail

County: Dane County, Wl Reference Value: FTPA17-05151 Package is not ready to be submitted

Document Type Pg.Count Order Execution Date

= Mot all Documents are complete

Mortgage 7 1 6/20/2017 Edit Delete iew Image ff# Lot is reguired for this document
» Block is required for this document
P A
Main » Package » Document ’f
5 -
Add Legal Information -
. * - -

Required: ‘ -

Lot/Unit 2 *

Block/Building |35 *

Parcel Identification Numb |122—4939—1 1 *
View Imags .I

Y If no additional information is needed, the document list with the document details and edit sections are

displayed

W eRECORDING PARTNERS

[ << Home [ Glose Packoge |
Edit WIP Package

1. Choose Jurisdiction 2. Add Document

HOME || MAIN SEARCH | REPORTS | HELP | Welcome -Softpre  LOGOUT

3. Review 4. Submit

Jurisdiction: Dane Courty, W1

¥ Status Document Type
Mortgage

Additional Information

Pg. Count Order

i0 1

Reference Value: 2017060002 Edit Submit this Package
Action  Move  Haslmage v
a9 |

steps to add document: {} Select Document Type @) Upioad Document image @) Enterinformation ) S

we Document ot |
BEEETE - sHoadaxsena 000 0FFWLsE )
* Indicates required field. :ﬂ ._] ﬂ ﬂ 5 &Z ?“7-5

© 2019 Fidelity National Financial

Q save ii;lnb‘i‘)ﬁdﬁn
—Document Imag )
D:\v:.lmert: £
Document Type:*
Mortgage |TI Fraparod by and Retum To:
Page 5 of 10
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a)

Reviewing the Document

1. Verify the document information

Using ePN to Record

Use the toolbar Edit icons to adjust the document as needed (i.e., rotating, erasing stray lines,
moving the document to maintain the required margins, etc.)

Prapared by and Raturn To:
Sachin R

Capa Coral, FL 33004

Order No.:  FTPATT-45200

Fidelity Mational Title of Florida, Inc.
3515 Del Prado Blvd. 8, Suite 105

BO0@X9EHEGI00F ENNSE G
DOUU L PALOB J
@

)

MORTGAGE

Document Image verify the Document Type
and No. of Pages Uploaded

Organization Information displays the
recording fee allocation

If recording,

i.  one document, click the Assign All
Charges to this Document button to
assign the total recording fee to the
current document

i.  multiple documents, in the Doc Amt
field, enter the applicable recording
fee for the current document; the
Remaining Amt decreases as you
allocate fees to each document

iii.  Click the Save button to save the
allocation; use the Reset button to re-
enter all allocations

WIP Document

- DOCUMENT SUMMARY
O Save b * Indicates required field.
Document Image

Document:

Document Type:*

|Mor1gage E|
Document Image:
Mortgage @
No. of Pages Uploaded 10
C

rganization InformalionJ, -—
Collected Fees List CD Amt Remaining Amt Doc Amt
Recording Fees 150.00 150.00 ( 15000])
Fee Total 150.00 150.00 0.00
Tax Total 0.00 0.00 0.00

EESEE

© 2019 Fidelity National Financial
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d) Parties — the Grantors/Grantees selected earlier (Steps 13-14) appear at the bottom

i. only enter information if you need to add new parties to the transaction

ii. if you need to change/correct an existing party, click the edit icon to the right of their

information
TG
i duly
ADDITIONAL INFORMATION e I
(d) =
and
— Parties— H- e fefioy
Please Note: If entering a business, put the company name in the First Name = =
field and leave the Middle and Last Name fields blank. whic
fFarty Type:® N Tog
appu
| Please select.. | also
as
irst/Business - BOR)
First/Business Name: Enter NEW rght
| | - ency
Grantor/G tees claim]
Middle Name: Last Name: Name Suffix: THIS
e
I || | o
m / -
LD
Type First Name Middie Last Name MName Suffix Action
Na_me
- First Ever 5a Verify existin
Grantee o B ‘\\3 @\ Ty existing Size B.5'
VINgs... Grantor/Grantees
Grantor Bobbie Borrower @ @

2. Click the Submit this Package button when you've completed your review

[ << ome §
Edit WiP Package
1. Choase Jurisdiction 2. Add Document 3. Review 4. Submit
Jurisdiction: Dane County, Wl Reference Value: 2017050002  Edit ( E
¥ Sioatus Document Type Pg. Count Order BAction Move Has image
) Mortgnge 10 1 99

3. At the confirmation message, click OK to complete the
submission

Confirmation Message x

Once submitted, a package cannot be retracted. Are you sure
you want to submit this Package?

Dane County, WI - 2017060002

Document Type Page Count Order
Mortgage 10 1

D Cancel

You are returned to the ePN Main page. The package submitted appears in the Processing Status tab with a Status
of Processing at County.

.
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I

Work in Progress (WIP) || Returnedﬂ Processing Status

>

Search criteria
Please choose the search criteria.

Submit Start Date: Submit End Date: State: Jurisdiction: User: Reference Value:
| ] | |E | All | | All | | softpro-susan.rivera-stoll | | | m
Email a copy to me: D
Id Reference Value State Jurisdiction Submitted Date «|Docs Status
757246 2017060002 Wi Dane 6/30/2017 1 Processing at County

In SoftPro Select, the recording entry is displayed in the 360 Queue with a Status of In Progress.

Queus

Next Step Views: Active Order

7|z & #8 |Fiter: EPN

| service Status

eRecording

Provider

In Progress

Linked Crder
| FTPA17-05151

| Linked Profile
Default\P\FL\DACYTPAVT\17-FNT Cape Coral

Created By Created On | Complet

6/26/2017 10:47...

Susan Rivera-Stol

Reviewing and Accepting the Recorded Transaction

Once the documents have been recorded, the Status is displayed as Ready in the 360 Queue.

eRecording | Ready

Queue
(@) Next Step Views: Active Order -|iir| [ [E ## |Filter: [EPN ~lo ==l
Provider Service Status Linked Order Linked Profile Created By Created On Completed On Description Transaction Mumber

Susan Rivera-Stoll | 6/30/2017 2:57 PM

410060-30-170630-033...

To review and accept the information in to SoftPro Select,

© 2019 Fidelity National Financial

> In the 360 Queue, double-click the entry (or highlight and click the Next Step button)
LI
1! (&) Mext Step } Views: |[Active Order - |z & 8 | Fiter: EPN -\ & ES
) From the Groups section, click & Review - 2017060002 ™
the document type(eg’ Deed’ & Select All = Select None | $E Field Codes
Mortgage, etc. — this varies —
- = Groups @ Cata
depending upon the type of —
document(s) SmeItted) Name Currert Value New Value |
Recorded Date 6/30/2017 8:55:06 AM  D6/30/2017 03:22:00 PM .._}
Y The information for that Book Number 389 15837 B |=
document to be Written to Book Mumber Label Book Mumber Book Number L.,.}
. 7] |Page Numb 46 1344 A
SoftPro Select is displayed to the s e =
. . .. Page Mumber Label Page Number Page Number &
rlght' thIS InCIUdeS the’ 4 m b \) Instrumert Mumber 8827486457 33342454554046 l”_} =
»  Recording Fees 53 Documents
»  Recording Data
Page 8 of 10
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SELECT Using ePN to Record

If more than one document is
recorded, click the Recording Fee

@ Data

Name Cumenrt Value New Value
option to see all fees -_—u
[#]  Transfer Tax 1375.00

Submission Fee

=

500 WJ'

> Uncheck any data you do not wish to be written to SoftPro

NOTE: Current Value is data that already exists in the corresponding fields in SoftPro Select. The Replacement
Value is new data coming from ePN and overwrites the Current Value data.

If you wish to view the recorded documents, in the Documents section,

> In the View column, double-click 23 Documents
the pdf icon to open the View Copy File Name File Size  Transfemsd
document Mortgage-Wisconsin_Recorded pdf 723547 100%

To upload the information to SoftPro
Select,

y  Click the Accept button

[@ ﬁ\{:DBDT] Close

> When prompted, click the Yes
button to accept the data and
recorded documents; No returns you to the Review screen

> When the confirmation message is displayed, click OK

Once accepted, the

)y Status is set to Completed in the 360 Queue

Queue
Mext Step Views: Bctive Order -\ur| [ [ #8 |Fiter: EPN -l o 52 |
Provider Service Status Linked Qrder Linked Profile Created By Created On Completed On 0
4 EPN eRecording § Completed J2017060002 Default Susan Rivera-Stoll 6/30/2017 2:57PM  6/30/2017 4:36 PM

>  Recording data (from ePN) is written to the corresponding fields for the document on the applicable screen,
(i.e., Deed, Security Instrument, etc.)

P .
W\ Security Instruments
Borrower - Borrower -
Recording Information
Dated: {(Mone) |v Date/Time recorded: |06/30/2017 03:22 PM | =
Recorded atfin: Book Mumber | | 15837 Page Number | | 1344 Instrument Mi| 33342494554
Flace recorded: Book Mumber 15837, Page Mumber 1344, Instrument Number 33342434554045
\
- . . . Page 9 of 10
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> Actual recording fees are written to the Collected vs. Actual screen in SoftPro Select; refer to your State’s
Recording Charges job aid if an overage/shortage exists

Collected vs. Actual
e ™\ : Actual : o~
Category Bi Codes At il | ftaiotal | Advel | Re-Recorded Total Actual | embusable | 1o Colected | Amountto Refund | Amount of Loss
»  iRecording Fees None $29.0 v v §29.00 $29.00 $27.00 $0.00 ($2.00)
Trnsfer Taxes | ASE2 ET v $1.31400 $1314.00 $1.31500 $1.00 $0.00
Recording Service .. | None sn| & 2 $5.00 500 S0.00 s0.00 500
Other None . ] " ~ S0.00 S0.00 sn00{_ $0.00 $0.00
Totals $1.348.00 50.00 S134B00  $134800 5134200 $1.00 (57.00)
[~ Reconcile complete _Iﬂcse

y  Depending upon your operation’s automation process, recorded documents are available via the
Attachments screen or smartVIEW

.
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