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Selecting a Document

1. From the 360 ribbon, click the Services
button

2. Expand the Settlement Services folder

From the Order Linking window,

a) If asingle order is opened, only that
order number is displayed

b) If multiple orders are opened, select
the corresponding order number
from the list

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

4. Click the OK button

5. From the Simplifile Login window, enter your
login credentials; click Next

Click the Register New Account link if you are not
already setup.

N

Using Simplifile to Record

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

|_° B E B Order 710175MR360 - SoftPro Select Ordes

ProForm ProTrust Proi099 SPImage SPAdmin O

3. Double-click the Simplifile — eRecording menu option

Queue| Services JSearch  Administration Looin  Logout  Informaton Help  About
Transactons Security Fesources

Services = X

- | Settlement Services |

@ Bancserv - Signing Service

@ CSC - eRecording

@ Digital Closing Docs - Forever Marke
@ EPN - eRecording

Order Linking ‘

Open Order Numbers:
Order Linking
Open Order Numbers:
Order Linking

FTPAT705152

Selected Order Nul | FTPAT7-05167
Open Order Numbers:

FTPA17-05151

Selected Order Muml

FTPA17-05151

[ Selected Order Number:
[FTPA17-05151

# cRecording - FTPA17-05151
Simplifile Login

Login to Simplifile or register a new account.

simplifile

Flease enter your username and passward or register a new account.

[~ Remember me

Username:

Password:
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displayed but may be changed if necessary.
6. From the Select a County window, verify,

a) the County for your Property is
displayed (this is the County where
documents are to be recorded)

b) your Cost Center is displayed
c) Click the Next button

From the Simplifile Document Delivery window,

7. Click the Attachment button to select
document(s) from smartVIEW

From the smartVIEW Documents window,

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

9. Check the corresponding check box for
each document to be submitted; click
the OK button

10. Identify the type of document

Select for the current document

c) Click the Next button

N

Using Simplifile to Record

Simplifile populates information from your order. As you proceed through the next screens, information should be

# cRecording - FTPA17-05151

Selecta County

Select & county for e-recording.

Flease select a county you would like to use for e-recording.

simplifile

qLee County (FL)

D

Flease select a cost center you would like to use for e-recording.

GOrganizaﬁon J

@ cRecording - FTPA17-05151

Simplifile Document Delivery

Select the documents for submission.

Documents in this package:

Document Name

# cRecording - FTPA17-05151

smartVIEW Documents

—| Folders Documents

= |

98312676 | Name
=21 Accourting
|_~| Ewidence for Pay
|| State and Federz
| Open Order

== Transmittals

=21 Title Documents
=] Loan Document:
|| Separator Sheet:

a) Select the corresponding County document type

b) Select the corresponding SoftPro Select document
type; once the document is recorded the data is
then written to the applicable screen in SoftPro

i cRecording - FTPA17-05151

Current Document

Mortgage. pdf

Select from the available county document types.

simplifile’

|MORTGAGE

Choose the corresponding ProForm document type for saving
recording information to your order.

=

Security Instrument 1 - First Ever Savings and Loan ($250,000.0 ;I

© 2018 Fidelity National Financial
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11. Verify the Consideration; click Next

12. Check the check box for the applicable Grantors

/ Grantees for the corresponding document

Using Simplifile to Record

@ eRecording - FTPA17-05151

simplifile’

Name | Value

Mortgage Consideration: 250,000.00

Current Document _‘ . ]' f ] h |
Mortgage.pdf b lmp ]. 1 e
Add Grantor | Add Grantee I
Bobbie Borrower [ | Bobbie Borrower
First Ever Savings and... First Ever Savings and

NOTE: Simplifile populates all Buyer, Seller and Lender names entered in the order. You may also add

13. Click the Next button

Adding Helper Documents (if required)

to Step 14.

smartVIEW
15. Click the Next button

N

additional names for Grantors and/or Grantees. =
1. Click the Add Grantor or Add Grantee e fddﬁmee ) :
button = f"}_
2. Enter the applicable information; click :r::':::al Pl S .
the Save button S
The check box for the additional Grantors/Grantees LastName: |
is checked by default. You may check Suffic !
other Grantors/Grantees if needed. Add Grantor | Add Grantee | I ——
Bobbie Borrower [] | Bobbie Borrower -
[ | FirstEver Savings and... First Ever Savings and...
() sebn smith

If this window is not displayed, skip to Step 16; otherwise continue on

14. Click the Attachment button to select the document(s) from

The County may require additional document(s) (i.e., Transfer Declaration, etc.) to be submitted with your document.
If so, the Helper Documents window is be displayed.

# cRecording - FTPA17-05151

Helper Documents
Select helper documents.

simplifile

The county requires additional documents forthe document

type you selected:
Browse | Attachment '

© 2018 Fidelity National Financial
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Changing/Adding/Removing Documents

The Simplifile Document Delivery window allows you to
make changes, add or remove document(s), etc.

Y Click the Attachment button to add additional
documents; repeat Steps 8-13 above

> Click the Modify or Rename button to change
the existing document; repeat Steps 10-13 above

16. Click the Next button if no changes, or you've

completed the necessary changes

Submitting the Document(s)

From the Ready to Submit window,

17. Check the check box if you would like to
receive an email notification when the
recorded package is READY; verify the email
address

18. Verify the radio button for Review the
document package on Simplifile’s website is
selected; if not, select

19. Click the Submit button
IMPORTANT: Reviewing the documents is
required and allows you to avoid,

)  potential rejection fees because of not
being in recordable format

> CRRAR reporting errors

20. From the Package Delivery Complete window,
click the Review button

Using Simplifile to Record

8 eRecording - FTPA17-05151

B cRecording - FTPA17-05151

Simplifile Document Delivery
Select the documents for submission.

simplifile

Documents in this package:
Document Name

| Status

Ready to Submit

simplifile

If you would like to receive email notification when your recorded package is
READY, it can be sent to:

®|susan rivera-stoll @softprocomp.com

The document package is ready for submission.

| understand that | am responsible for the information | submit to the county. The county
MAY CHARGE A FEE FOR REJECTED SUBMISSIONS. Simplifile strongly suggests you
go through the document review process.

(®Review the document package on Simplifile’s website.

-~ Submit this document package to the county recorder without
completing the review process.

# cRecording - FTPA17-05151

Package Delivery Complete

The document package was successfully delivered.

simplifile

The document package will NOT be sent to the county recorder until you complete the
review process. Please click the ‘Review’ button below to start the review process on
Simplifile’s website.

eack ( Review |) Cancel |

~—

©
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The Simplifile screen is then opened in your Browser.

17-D1FA-05 O x| & | #2 @ Details | Submitter | Simpli... x| |

Using Simplifile to Record

File Edit View Favorites Tools Help

Siptitle Package Details

£ Packages Package Name FTPA17-05151 Package Status
DETAILS Recipient Lee County, Florida Submitter
HISTORY Estimated Recording Time Estimated recording time not available  Last Modified By

Select Select

Reviewing the Document

21. In the Name field, click the name of your document to view your
document

Documents

& % Viewmde(lldomment

'S

NOTE: The Type of document appears below the Name of the
document. This link allows you to change the type of document being
recorded. Be sure to click the correct link.

22. Verify the document meets the County recording standards
a)
b) Grantors names are correct
¢) Grantees names are correct

d) Consideration (if applicable) is correct

B yiotgage
MORT%AGE P & Click to change document type

Document fits within the blue lines on all sides shown in the review window

© 2018 Fidelity National Financial
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OEEEE s =7y w|o e 2B 00 2 o|eim Joswu|s
Organization ] Page view (Ct1-T)
Lee County, FL -
Package: FTPA17-05151 @
Name: [Mortgage-Borrower.pdf | By clicking the Pan icon you can
Type: MTG2 - Mortgage (Num RECORDING REQUESTED BY: move the document to properly
Bosime e intanaibichian) Chicago Title Company align within the blue border
Status: Order No.: 71017SMR360-E
Locked by Select Select Title No.: 71017SMR360-T

Document List:
When Recorded Mail Document To:
|! Document Wells Cargo Home Loans

Scan/Upload Options

0

how

[ ScanLetier | [ Soan Legal | | Scan All | [ Upload |

SPACE ABOVE THIS LINE FOR RECORDER'S USE

L= - SHORT FORM DEED OF TRUST AND ASSIGNMENT OF RENTS

B Noew County, Requirements > THIS DEED OF TRUST, made 06/20/2017 . between
(Grantors® N B .
#® Dobbie Borrowsr obbie Buyer and Ralph Nader, herein called TRUSTOR, whose address is
123 Main Street, Concord, CA 94520
Grantees®

Chicago Title Company, a California corporation, herein called TRUSTEE, and

M First Ever Saving; d Loan T
( : 5 , herein called BENEFICIARY,

Click here to remember commen party names. WITNESSETH: That Trustor IRREVOCABLY GRANTS, TRANSFERS AND ASSIGNS to TRUSTEE IN TRUST, WITH
Mortgage Consideration® POWER OF SALE, that property in the County of Contra Costa, State of California, described as:

s [z5000000_(d)
. J

TOGETHER WITH the rents. issues and orofits thereof SUBJECT HOWEVER. to the rioht nower and autharitv aiven

___ NOTE: Click the red View County Requirements more/less bar to view a short list of their requirements.
This is not an all-inclusive list. Refer to the County’s website for all recording requirements.

23. Check the This document is recordable check box when your review is

Complete his document is recordable.*
. stimated Recording fees: $61.00.
24. Click the Done button * Indicates required fields

—
[| Done []) Save & Add New

25. Click the Submit button to submit the document for recording

X B8 W

Download Print Discard

(@} Name Type Pages Fees Status Date ID History Download/Print

Maortgage- Mortgage (No Documentary/intangible Tax Tue 06/20/17 2:03 PM
e 2L v d 4 7 | $61.00 | Ready D | History &
Borrower.pdf MDT W

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

Queue = X

@ Nextstep @ [l Views: Active Order - | W_J' _d B8 | Filter: Al Providers o

| | Provider | Service

[« [simpific

al

| Status | Linked Order | Linked Profile Created By Created On | Completed

In Progress |F PA17-05151 Default\P\FL\OAC\TPAVFT\17-FNT Cape Coral Susan Rivera-Stoll -

vl

eRecording (M

.

o . . . Page 6 of 10
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Updating a Submission

A Status of Updated indicates that Simplifile requires additional information before documents may be recorded. If
you see this,

1. Highlight the entry in the 360 Queue

Queue = X
@Nextstep @ [l Views: Active Order - | ~..-J‘ ._d #8 |Filter: All Providers | & EE ¥
Provider Service Stat Linked Order Linked Profile Created By Created On Completed On Description Transaction Mumber
crecring Do) it | i ot s el o sgen || |swosw o
4 Development CreateSmartVIEWOrder Processing 2017060001 Default Susan Rivera-Stoll 6/29/2017 3:27 FM 410060-20-170629-014413
=l F ~
Click the Log icon to determine | & Log ]
what is needed Created On Created By Message
. 6/29/2017 3:45:24 PM susan fivera-stoll @softprocomp.com Operation Submit requested
Click OK to close the Log A _ )
6/29/2017 3:49:08 PM simplfileservice Cperation Remit requested
Double-click the entry that requires

updating
Log in to Simplifile

The program opens to the Simplifile Document Delivery window; continue the process from Step 13 above to
make corrections and resubmit

Cancelling a Submission

As long as a submission displays the Status as In Progress, you may cancel the submission. From the 360 Queue,
1.

Highlight the submission you wish to cancel

Queus
@NextShe 2 [§ |views: Active Order -l l@

Linker

Click the Cancel icon

| | Provider | Service

— Simplifile

4l

Status

eRecording (New) In Progress |FJPA

From the Cancel window, check the | Agree check
box; this cancels the submission in SoftPro and with
Simplifile; click the Next button

#® cRecording - FTPA17-05151

o simplifile

Canceling this transaction will remove the order from your 360 Queue and
Simplifile’s website. Are you sure you want to cancel this transaction?

.

© 2018 Fidelity National Financial
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is then changed to Canceled in the 360 Queue.

SELECT Using Simplifile to Record
4. Click Finish to confirm cancellation ® cRecording - FTPAI7T-05151
. . o . . . Package Delivery Complete
A confirmation email is sent from Simplifile that the e Secument package e suecessiuly deverct 51mpllﬁle

*Your cancel reguest has been sent to Simplifile. Please click the 'Finish' button to close.

ek Finsh |) Cancel

N——

Reviewing and Accepting the Recorded Transaction

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

Queue

Mext Step Views: Active Order -\r = & # | Filter: csC -

[t
£

Provider | Service Status Linked Order | Linked Profile Created By

Susan Rivera-Stoll

Simplifile eRecording

.

To review and accept the information in SoftPro Select,

> In the 360 Queue, double-click the entry (or highlight and click the Next Step button)
~|i¢ [= [E B8 |Filter: |All Providers -2 2= o)
Y From the Groups section click the  [& =
document type on the left (e.g., & Select All = Select Mone | % Field Codes | Linked Tox -
Deed, Mortgage, etc. — this varies © Data
depending Upon the type Of ] & Cumert Value New Value i
document submitted) = Recarding Fee -}
. . . Transfer T 0 1375.00 AE
Y  The information to be written to Smn == =
. ] ubmission Fee 0 5.00 & |
SoftPro Select is displayed to the Recorded Date /30201785306 AM | [
rlght, this includes the, Book Mumber 389 =
3 om0 Book Mumber Label Book Mumber .uj -
> Recording Fees for that ‘ —
=3 Documents
document
Y Recording Data for that = Croups © Date
document s . Name Cument Valus Mew Valus
4. a.p[ Recording Fee
If more than one document is Transfer Tax 0 1375.00 B
recorded, click the Recording Fee Submission Fee 0 5.00 =i
option to see all fees.
Page 8 of 10
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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 Simplifile and overwrites the Current Value data.

If you wish to view the recorded document(s), in the Documents section,

Y In the View column, double-click -
) =E | DocuEnts
the pdf icon to open the (VIEW\ Copy File Name File Size  Transfemed
document J Mortgage-pdf 555049 | 100%
. . v T i pdf 5908 100%
To upload information to SoftPro Select, - rensactonfiportp
y  Click the Accept button
> When prompted, click the Yes
button to accept the data and (© Accent] ) Close
recorded documents; No returns S
you to the Review screen
Y When the confirmation message is displayed, click OK
Once accepted, the
y  Status is set to Completed in the 360 Queue
Queue
Mext Step Lol [@ |views: |Active Order - v = (& &8 Fiter: Al Providers | REER !
Pravider Service Status Linked Order Linked Profile Created By Created On w Completed On
eRecordi... |Complv.=.ted 2017060001 Susan Rivera... |6/30/2017 8:54 AM 6/30/2017 9:18 ...
»  Recording data (from

Simplifile) is written to the
corresponding fields for

0 L Security Instruments

Recording Information

the document on the Dated: (Mone) |+ | Date/Time recorded: |05 /30/2017 08:59 AM |« | N\
applicable screen (i.e, Recorded atfin: [Book Mumber | (385 | [page umber| 45 | [tmstrument i [s827485457
Deed, Secu rlty Flace recorded: |Book Number 339, Page Number 46, Instrument Number 8327486457 y
Instruments, etc.) Place re-recorded: |

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

.

o . . . Page 10 of 10
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