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With its Encompass® suite of products, Ellie Mae® is a leading provider of loan origination software
solutions for the residential mortgage industry. With SoftPro’s Encompass® for Agency integration,
Encompass lenders can now send title, escrow and closing service orders directly to SoftPro® service
providers, without leaving the Encompass loan file. Here are some of the benefits of this integration:

® [Eliminates the need for lenders to fax or email order requests

® Provides a secure method of transmitting private personal information between lender and title
service provider

® Reduces human error and inefficiencies caused by re-keying data

e Allows SoftPro users to securely send key title and closing documents to an Encompass lender
directly from a ProForm order

e Allows Encompass lenders to retrieve key title and closing documents from a SoftPro service
provider and save them into the loan’s eFolder without the need to scan or browse.

This User Guide will provide the SoftPro customer with information on how the Encompass integration
works from the Encompass user’s perspective and how orders sent from an Encompass user are handled
in SoftPro 360.
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Encompass for Agency is available to all SoftPro customers who are not a direct operation of Fidelity
National Title Group. If you would like to receive title and closing orders from an Encompass lender using
Encompass for Agency, please sign up on-line at http://info.softprocorp.com/encompass-configuration.
For more information, contact SoftPro at 800-848-0143, ext. 1 or visit www.softpro360.com.
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Adding “SoftPro Agents” to My Title Companies

The first time ordering title or closing services, an Encompass lender will need to add “SoftPro Agents”
to his My Title Companies list.

1. Select Order Title & Closing on the Services tab.

Encompass View Loan Forms Verifs Tools | Serices | Help
Home l Pipeine l Loan | Trades I Contacts l [l | CreditReport
Lenders
April Test Product and Pricing —
(3} 123 Anywhere st. 4] Loa Underwiiting
Raleigh, NC 27609 Loa Appraisal
B [ oa Flood Cetification
Lo rroy
Hlerts & Wessoges o Title & Closing
(1] File Started 042517 .
Chann Doc Preparation
Send o processing
B Suomitel cureq  MERS
Cond. Approval AWM
nd. Approv = m*
Resubnittal [ Mortgage Insurance
| &
& Approvel BT Fraud/Audit Services 82
Ready for Docs o
<
e Type Mortgage Signing
[ Funding First N Tax Services
[ Shipping Middle: HMDA Management 1
5 Purchasing LastN|  Additional Services fox
B Conpletion ssn Verifications
00B My Custom Links
Home Phone =
Work Phone a
cel IC)
Martal Status <
Home E-mail | emai@emai.com =
| Work E-mail =
Social Security Number Verification
Forms | Tools Services »
Borrower
» Order Credit Report B e purpose of he Transaction
» Access Lenders [seeking a mortgage from the company
» Search Product and Pricing This consentis vaiid for 60| days
» Request Underwriting [C] Mortgage Service [C] Banking Service
tondar Appealaal [0 Background Check [ License Requirement
[ credit Check [ other
» Order Flood Certification
> Order Titke & Closing =|| | company's Information [ Lender/Broker Data
> Order Doc Preparation Name, ]E
» Register MERS Acss
Order AVM o =
» Order .
State Zip |
» Order Mortgage Insurance = =
» Order Fraud/Audit Services BrezentAddioss
» Request Mortgage Signing Address
» Order Tax Services cty ]

2. In the All Title Companies tab, enter SoftPro in the Company/Agent Name field and click

Update Search | to display SoftPro Agents in the grid below.

Order Title & Closing =
My Tte Companies | Al Ttle Companies.
Search Title Companies
CompanyiAgent Name  SoftPro Update Search
Service Area © Property State/County © Nationwide
NC/Wake
All Title Companies (1) Add to Iy Title Companies
Company Name & Frofie
SoftPro Agents More Info,
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3. Click [ Addto My Title Companies ) to add SoftPro Agents to My Title Companies.

Order Title & Closing

My Titie Companies | All Title Companies

My Title Companies (1)

Company Name &

SoftPro Agents

For the next order, when an Encompass user selects Order Title & Closing, the My Title Companies list

will open with SoftPro Agents in the list. Selecting SoftPro Agents and, or double clicking

on SoftPro Agents, opens the Encompass for Agency integration.

Adding a SoftPro Agent to My SoftPro Agents

When the Encompass for Agency integration opens for the first time, the All SoftPro Agents tab displays
the list of all SoftPro agencies which have registered for access to the integration. The Encompass user
will need to search for the SoftPro agent with whom he works and add that agent to his My SoftPro Agents
list.

1. In the All SoftPro Agents screen, enter part or all of the agent name in the SoftPro Agent Name
field.

SoftPro Agents. =)

NG |
SOFTPRO. Order Number: Order Pending Submission

Al Softero Agents | My SoftPro Agents |

| SoftPro Agent Name: I

Best Title Agency, St. Louis, MO Add to My SoftPro Agents
Best Title Agency, St. Louis, MO R

College Closing Services B
Darn Good Land & Title Co.

Evergreen Tile Services

Fantastic Title Agency

First Title Company - LA County

First Title Company - Orange County

Happy Land Title Abstract Co

Independence Title - Main

Independence Title - Raleigh, NC

Lovely Land Title Company =
Pefect Title - Riverside

Perfect Title - Bayridge

Perfect Title - Lakeside

Perfect Title - Main

Perfect Title - Mountainview

Perfect Title - Parsippany

Perfect Tttle - Penninsula

Perfect Title - Shore

Perfect Title - Suburban ki
Sensational Settiement & Title

Terrific Ttle Agency - Frankiin, PA

Terrific Title Agency - PA e

Help/Support Close
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This search feature operates as a filter, so entering a few letters will filter the list as shown in this
example:

NI—"]
SOFTPRO

All SoftPro Agents | My SoftPro Agents

SoftPro Agent Name: ale

Independence Title - Raleigh, NC

Trust Title & Closing, Alexandria VA - Downtown Office
Trusty Title and Closing - Alexandria, VA

2. After filtering the list (1), the Encompass user can select the correct SoftPro Agent (2).

[sfpronges &)

SOFTPRO

CLOSING AND TITLE SOFTWARS

Order Number:

Order Pending Submission

All SoftPro Agents l My SoftPro Agents

SoftPro Agent Name: ale n

Trusty Title and Closing - Alexandria, VA

[ Addto My SoftProAgents |
Independence Title - Raleigh, NC

Trust Title & Closing, Alexandria VA - Downtown Office
Trusty Title and Closing - Alexandria, VA 2
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3. By selecting [ gadd o S ot el ] (3), the SoftPro Agent will be added to the My SoftPro

Agents screen.

| —)
SoftPro Agents

‘ Order Number: Order Pending Submission

[ My SoftPro Agents Remove Agent

I Trusty Title and Closing - Alexandria, VA I

Hel/Suppor [ cose ]

4. Selecting the SoftPro Agent and adds the agent as the Provider in the Place Order

tab of the main ordering screen.

| SoftPro Agents @

2T
SOFTPRO
Al SoftPro Agents | My SoftPro Agents |

Order Number: Order Pending Submission

My SoftPro Agents Remove Agent

HelSucoor ([ cose ]
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The next time an Encompass user opens the Encompass for Agency integration, it will open to the My
SoftPro Agents tab with the user’s SoftPro Agent selected. Double clicking on the SoftPro Agent or

selecting will open the main ordering screen with the selected SoftPro Agent as the
Provider.

11
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Opening the Order Screen

Required Data
The following Encompass fields must contain data for the Encompass for Agency integration to open:

e Borrower First and Last Name
® Subject Property Address, City, State and Zip

Opening the Integration

From the Encompass loan file, selecting Order Title & Closing and then SoftPro Agents in My Title
Providers or All Title Providers opens the integration. (For more information on setting up SoftPro Agents
in My Title Providers, see Adding SoftPro Agents to My Title Providers, above.)

P

& Encompass - Build 17.2.0.5 - https://BE11083759.ea.elliemae.netSBE11083759 - Ihealeysmith - 3011083759

Encompass View Loan Forms Verifs Tools Services Help

’ Home I Pipeline ‘ Loan ’ Trades l Contacts | Dashboard [ Reports‘

mmb and Betty Borrower v }_

(o} 123 Any St (%] Loan #: 1705000235A v 1
Carbon Hill, OH 43111 Loan Amount: $250,000.00 DTL: [/
I Alerts & Messages l Log ‘ [} Borrower Summary - Origination
[] File Started 0573017 []_cash-Out Refi ["] construction - Pern g
Send to processing .
o ; M OrderTitle & Closing
[ Submittal
Cond. Approval Lq My Title C . All Title C "
Resubmittal ™
[E] approval ] My Title Companies (1)
Ready for Docs Company Name 4
Docs Out
SoftPro Agents
0 Funding
[©] shipping
[E] Purchasing O
0 Completion

Services

"I| Dd

» Order Credit Report Lof
» Access Lenders Es
» Search Product and Pricing = Bq
» Request Underwriting R4
» Order Appraisal W Lo
#

» Order Flood Certification

» Order Title & Closing

Lal
» Order Doc Preparation

R4
» Register MERS =

O

[] Show in Alpha Order

12
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Selecting a Provider

In the My SoftPro Agents tab, select the agent who will receive the order and or double

click on the agent name. (Form more information on setting up a SoftPro Agent in My SoftPro Agents, see
Adding a SoftPro Agent to My SoftPro Agents, above.)

SoftPro Agents

NG
SOFTPRO

Order Number: Order Pending Submission

My SofPro Agenis

Trusty Title and Closing - Alexandria, VA
Perfect Title - Mountainview

This opens the order screen.

13
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Order Screen

Order Information and Loan Information Sections

Opening the Order screen pulls in certain order information from the Encompass loan file. Transaction,
Property Type, Occupancy, Loan Type and Est. Closing may be changed in the Order Information section
of the screen. Any changes made to these fields does not save back to the Encompass loan file. A Need
By Date may be entered if desired.

SoftPro Agents =5
SOFTPRO

Order Information Loan Information

Transaction Loan Number 1705000235A

Property Type Borrower Bob Borrower

Occupancy Primary v Co-Borrower Betty Borrower

Loan Type County Hocking

Need By Date iz Property Address 123 Any St

Carbon Hill, OH 43111
Est. Closing 06/09/2017 =
[ Pace Order | pocuments | check Status|
General Comments:
Provider: Trusty Title and Closing - Alexandria, VA
[ Change Provider ]

The Place Order Tab
Changing a Provider
In the Place Order Tab, the selected Provider can be changed by selecting the

[ Change Provider

button. This takes the user back to the My SoftPro
Agents screen or, if there are no agents in the user’s My SoftPro Agents screen, to the All SoftPro Agents
screen.

Selecting a Product

There are three product choices from which to select: Title Only, Escrow Only and Title and Escrow.

Selecting a product enables the button.

Place Order | Documents | Check Status.

General Comments:
Frovider Trusty Title and Closing - Alexandria, VA
Change Provider ]
Products (3)
[ Tite Only . Add Document
Escrow On
= v File Location x
Title and Escrow
Description
e

14
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Adding a Comment or Document to the Order
Selecting a Product also enables the General Comments text field and the button.
Comments and documents can be sent with the order. To add a comment, the user enters the text in the

General Comments text field. To add a single Document, the user selects the button. This
opens the Add Attachment screen.

Place Order | Documents I Check Statu5|

General Comments:

Provider: Trusty Title and Clesing - Alexandria, VA

Change Provider ]

Add Attachment (=3

" Add Document
Select a browse location of the document you wish to attach

to this order:
/ File Location

/ .
Select Action Description

@ Browse from hard drive

(7 Browse from Encompass eFolder

4 Continue ] [ Cancel

[ submt | [ cClose |

A document can be added from the user’s hard drive or the eFolder for the Encompass loan. A description
of the document must be entered in the Description field.

Place Order [Documents ] Check Statusl
General Comments:
Provider: Trusty Title and Closing - Alexandria, VA Please order the payoff. Thanks!
[ Change Provider ]
Products (3)
[C] Title Only
[7] Escrow Only
File Location =
Title and Escrow
Description Payoff Authorization
Help/Support [ Submit ] [ Close

Selecting the icon removes the document from the Place Order screen.

15
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Selecting the Documents tab allows the Encompass user to add multiple documents to the order request.

‘ Place Orderl Documents 'kheck Statusi

Select a Document to View/Edit Document Details - Loan App - 12kb PDF
BorrowerPayoffAuth File Location
Loan App
Description 1003
Comment
"4 Add Document
[ submt | [ cose |

Submitting the Order Request

Selecting sends the order request to the Provider and a Submission Results dialogue box

appears to indicate whether the order request has been received by the Provider.

s ™
Submission Results X3

Title Order Number: Requested

Title Request: Requested

Your request has been received and is being
processed. To check the status of your order at a later
time go to 'Check Status.” ~ Thank you.

Once an order request has been submitted, the Place Order tab is disabled and the Check Status tab is
activated to show the product requested, the date and time of the request and the Order Number. Until
the order request has been accepted by the Provider, the Order Number in the Check Status tab and in
the Order Number field at the top of the Order screen is “Requested”.

16
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SoftPro Agents @
SOFTPRO
bl R Order Number: Requested
Order Information Loan Information
Transaction Loan Number 1705000236A
Property Type Detached N Borrower Bob Borrower
Occupancy Co-Borrower Betty Borrower
P comy roamg
Need By Date ) | Property Address 123 Any St
P TEE— Carbon Hill, OH 43111
Est. Closing 06/09/2017 i
Place Order | Documents | Check Status
| ["Send CommentFesdback | [ Send CDto Provider (=)
Service Date A Order Number
{4 | Ttle Service -Ttte and Escrow 8172017 12:41 Pt |Reauested |
TasK/Activity Name Occurred ¢
HelrSuopor
Returning to the Encompass Order
Closing the SoftPro Agents order screen returns the user to the Encompass loan file. A Check Status

icon will now display on the Order Title & Closing service in the Encompass loan file.

| Forms | Tools | Services

» Order Credit Report -

» Access Lenders

» Search Product and Pricing

» Request Underwriting
» Order Appraisal
» Order Flood Certification

» Order Title & Closing

» Order Doc Preparation
» Register MERS
Show in Alpha Order

17
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The next time the Encompass user selects this service, the Order Title & Closing screen will open to the
Order Status tab. This shows the Encompass user what has been ordered and the Order History.

Order Title & Closing vl
My Title Ci i All Title C i l Order Status
Orders (1) o
Order Date * User ID Title Company Product Type Need by Date Est Close Date  Status Order Update
513172017 1216 PM Ihealeysmith Softpro Agents Title Report Requested [@ Retrieve View
Order History (1)
Date « From To Type Comments Attachments -
5/31/2017 12:16 PM Ihealeysmith Softpro Agents Order Request

18
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Receiving SoftPro Agent Communications

To see any communications sent by the SoftPro user, the Encompass user selects the My Title Companies
tab and SoftPro Agents. This opens the SoftPro Agents order screen with the Check Status tab. If the
order has been accepted by the SoftPro Agent, the Order Number will be displayed in the Order Number
fields. Any Communication from the SoftPro Agent, will be displayed in the Task/Activity History section.

~

=

SoftPro Agents
NG
SoriPi
Order Information Loan Information
Transaction [No Cash-Out Refi '] Loan Number 1705000236A
Property Type [Md‘ed '] Borrower Bob Borrower
Occupancy [ Primary v l Co-Borrower Betty Borrower
Loan Type [Conv v] County Hocking
Need By Date isic| Property Address 123 Any St
Carbon Hill, OH 43111
Est. Closing 06/09/2017 iz

I Place Order I Documentsl Check Status I

[ send commentFeedback | [ Send CDtoProvider | [ canceloder | (=]
Service Requests Date Requested Order Number
K4 | Tie Service Tt and Escrow 53112017 12:41 Put | 2017050059 |

Task/Activity Name Occurred A Comments
a Preliminary Report / Commitment Delivered §/31/2017 5:33 PM Here's the commitment. Thanks for your order! I
HelpiSuppor

19
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Retrieving a Document
1. Open the SoftPro Agents order screen using the Order Title & Closing service in the Encompass
loan file. This step makes any document sent with a Communication available to be retrieved
into the Encompass loan’s eFolder. If the Communication was sent while the SoftPro Agents
order screen is open, use the Refresh button to update the order screen.

Place Order I Documents | Check Status ‘

[ Send Comment/Feedback ] [ Send CD to Provider } Cancel Order ] @

| Products & Services

»

2. Close the SoftPro Agents order screen and select the Order Title & Closing service again to
access the Order Status tab. Select the Retrieve link to upload the document into Encompass.

Order Title & Closing —

My Title Companies | All Tite Companies | Order Status

Orders (2) ]
Order Date 7 User ID Title Company Product Type Need by Date Est Close Date  Status Order Update
513172017 5:51 PM Ihealeysmith Softpro Agents Title Report Requested View
513172017 12:41 PM Ihealeysmith Softpro Agents Title Report Requested § Retrieve View

3. A Retrieving Documents screen and progress bar will display while the document is being
uploaded.

Retrieve Documents

Retrieving documents

Saving documents... Please wait.

20
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4. The Documents Details screen will open and will display the document.

© Document Detais (Ttie Report) S)E)=]
Detsits Files B>R6e|EX
= = oue See Curertversen
tom et Ll ALTA Fan Largunge Crm Sekect 647 0577 OS2 297k8 (]
Descrion
| — OBX| WG| % AR [evm ]| vewn orgrairems: |
Foruiestons 1| Procescing - — iz =
Access | AC,CL FN.LD,LO, LP. 0P, PC, SH, UW T
r
‘ l American Land Title Association ALTA Plain Language Commitment Form
(Camon ‘ = Adopted 6-17-06
:"-wv .
Doc Grows P
‘ = File No.: 2016120026 Commitment No.: D801
Avelsble  [7] WebCenter [7] TPO (7] EOM Lenders = SCHEDULEA
Tracking. =
= L j | 1. Commitment Date: October 5, 2016 at 12:00 AM
DaystoRsceke 1 2 1 2. Policy (or Policies) to be issued:
z.:::.. samw.::m . == 1 a. Owner's Policy Policy Amount: $0.00
] Rocusted  OSAUMTOSSI AU (§ hesysmt Q Proposed Insured:
) Re-roquestes
Wl Recenes  0SaUTOTS2P0 (v neseysm Q ~ b. Loan Policy Policy Amount: $0.00
7] Revewed z "
T B Proposed Insured:
] ety o st = :j__:' 3. interest in the land described in this Commitment is owned, at the Commitment Date, by Wendy S. Bensel.
o 4. The land referred to in the Commitment is described as follows:
ALL THAT CERTAIN lot or piece of ground with the buildings and improvements thereon erected,
—_— hereditaments and appurtenances, Situate in the Township of Nether Providence, County of Delaware and
= C of PA and i with a Plan and Survey made thereof by G.D. Houtman,
— — | Civil Engineer, Media, PA, dated 9/10/1950 and revised 12/15/1950 as follows, to wit: BEGINNING at a point
- on the Southeasterly side of Barry Lane (40 feet wide) at the distance of 418.66 feet measured South 56
degrees 78 minutes west along the said side of Barry Lane from the Southwesterly end of a 25 feet wide
. radius which connects the said side of Barrv Lane with the Southwesterlv side of Callender Lane (formeriv =
@ Lesm e

e

In the eFolder, the Encompass user will see the document with a status of Received.

efolder Documents Help

Documents | Preliminary Conditions | Underwriting Conditions | Post-Closing Conditions | History l
Document Group | (Al Documents) ~| stacking Order [None Bl
[ Documents (2) RBX X &M |[ eConsent ][ Request ][ eDisclosures ][ Retrieve ][ Document Manager ][ File Manager ][ Send ¥ ]
At Fo Name & Description For Borrower Pair Type Access For Milestone Status Date
LI I o 2] I 33— E
Title Report Bob and Betty Borrower Seftlement Service  AC, CL, FN, LD,... Processing Requested 053117
Title Report Bob and Betty Borrower  Seftlement Service  AC, CL, FN, LD, . Processing 053117

Documents may only be retrieved once. After they have been successfully retrieved the Encompass user

can access the documents in the loan file’s eFolder.

21
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Sending Documents and Comments to a SoftPro Agent

An Encompass user can send comments and documents using the Send Comment/Feedback button on
the Check Status tab of the SoftPro Agents order screen.

Comment

I Place Order ] Documents | Check Status

[__send Comment/Feedback SendCDtoPrd | oan is clear to close. Attached is a final CD.

| Service Requests Attachment: [ Browse for a File ] [ Remove ]
K4 | Tite Service -Ttle and Escrow — e =
Closing Disclosure Form.pdf cD 10kb
test.docx Tes{ 11kb
| TasK/Activity Name
4 | Preliminary Report / Commitment Delivered
[ suwmt | [ cose |

Multiple documents can be attached. The integration supports .pdf, .doc, .docx, .jpg, .bmp, .tiff, and
.html documents. Note that sending documents or comments does not change the Task/Activity
History grid. This grid is only to show the tasks that have been completed by the SoftPro Agent for the
order.
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Receiving a New Order

When a new order request has been submitted by an Encompass customer, an email notification is sent
to the Notification Email Address?® for the Provider. An example of the email notification is attached at

Appendix B.

The Queue

The 360 Queue displays a new Encompass order as a New transaction.

Queue

© Next step [§ | views: New Transactions ~ ¢ [3 [J BB Fiter: Elie Mae - B\

\ Provider Service Status Linked Order Linked Profile Created By Created On Completed On SentTo Category Description Transaction Number

> Elie Mae Encompass New Officer Encompass 5/31/2017 12:41PM 417101\‘Defadt\‘restwlalnrcxdev dgmm Borrower, Bob, 123 Any St, Carbon Hill, OH, Title and Escrow  417101-60-170531-016091

The Sent To column displays SoftPro customer account number and profile path as configured when the
Encompass service was set up.

The Review Screen
After opening the New Transaction, the Review screen appears.

& Review =
= Select All = Select None ‘ # Field Codes I s New Order #? Order Search | Linked To: !! - |
= Groups © Data
Al Name Current Value New Value =
gi"g' Settlement Type COF L
Order Type Title & Escrow %)
Purchase Price e 0 %]
9 Transaction Type Refinance =)
Settlement Date 6/9/2017 B .
Add to ProForm Notes
Name Value e
Office Trusty Title and Closin, lexandria, VA ‘ﬂ
Products ordered Title and Escrow il
53 Documents
View Copy Description File Name Fie Size  Transfemed
> Payoff Authorization e BorrowerPayoff Auth pdf 11851 100%
(© Accept| (@ Reject| [ Close

1 The Notification Email Address is created when a SoftPro customer is set up to receive Encompass orders.
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Linking Transaction to an Order (1)

Before you can import the data and documents, the new transaction must be linked to an Order in Select.
Selecting New Order opens the Create Order screen or you can use Order Search to open the Search
screen and link the transaction to an existing Order. Any orders already opened in Select, will display in
the Linked To: dropdown box for selection. Once an order number displays in Linked To:, the data and
documents in the Review screen are available for accepting into ProForm.

Groups Section (2)

In the Groups Section, the data from Encompass is grouped by category and contact type for easier
navigation to a desired field or group of fields. Selecting a Group will display only that Group’s data in the
adjacent Data Section. Selecting All in the Group tree will display all the data that has been submitted
from the new Encompass order.

Data Section (3)

The Data Section displays the data sent from the Encompass order in the New Value column. This data
has been mapped to the fields listed in the Name column. Any data that already exists in the Select Order
will display in the Current Value column. By default, all the data from the encompass order is selected
for importing into the linked ProForm order.

e Usingthe scroll bar on the right side of the Data Section allows you to review the data for the Group(s)
selected in the Groups section.

® The checkbox to the left of each field Name can be unchecked to exclude the Encompass New Value
from being imported into the linked order. All data can be included or excluded by selecting the
checkbox in the Data Section header.

e The Editicon to the right of each New Value opens the Edit New Value window where you can change
the New Value to be imported for that field. Hovering your curser over the options at the top of the
window opens a description of each editing feature in this window.

Edit New Value ==
' Append ‘ ) Revert | %y Uppercase “ig Lowercase | Aa Propercase | = Trim Copy Cut | [ Paste
11/15/2016"1;00:00 AM

| Append to the current value. j
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Notes Section (4)

The Encompass user can send comments with a new order. These comments will show up in the Notes
section of the Review screen. This Section also displays the following information:

e Office
¢ Products ordered

e Comments

By default, these notes and comments are selected to be imported into the linked order. To exclude these
notes from being imported, you can uncheck Add to ProForm Notes.

Documents Section (5)

Any documents that the Encompass customer sends with the new order are listed in the Documents
section of the Review screen. Clicking the PDF icon opens the document in Adobe for viewing. Clicking
the Copy icon copies the image of the document to a clipboard from which it can be pasted into an
external application. By default, all documents are selected for importing into the linked order.

Accepting the Transaction

After the new transaction is linked to an order in ProForm, it can be accepted by selecting Accept in the
lower right corner of the Review screen. This will cause the selected values to be imported into their
respective fields in the linked order. Notes will be located in the Notes section of the order, and
documents will be attached to the order and display in the Attachments screen. The Review screen will
close when importing is completed, and the transaction status in the Queue will change to In Progress.

Upon acceptance of a new transaction, an email will automatically be sent to the Encompass user who
sent the order. A sample email is shown at Appendix C.

Rejecting the Transaction

To reject a new order, select Reject in the lower right corner of the Review screen. No data, notes or
documents will import into the linked order. The Reject Order screen opens to allow comments to be
sent with the communication to the Encompass lender.

€ Review =2
S Select All = Select None | § Feld Codes | *J New Order © Order Search | Linked To:
= Groups @ Data
A 7 Name Curent Value New Value
& General
iy 7] Settlement Type coF
7 OrderType Tile only &
) 0
Cencompess® = 2
Refinance 2
. 250000.00
et ot Encompass
7] Add to ProForm Notes
Comment Value
Pedect Tele - Penrinsula
Duplicate order
Tile Only
Next Cancel | © Accept [ Close
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Clikcing Next opens the Reject Order screen. The Set the order status to Rejected now checkbox must
be checked to enable the Submit button. The transaction status in the Queue will change to Rejected and
the transaction can no longer be opened.

In the SoftPro Agents screen, the lender see the Order Number change to Rejected. The Products &
Services section will have a time-stamped entry that the order was not accepted and the Task/Activity
History will display the comment sent with the rejection communication.

M

NG
i

Order Information Loan Information
Transaction [No Cash-Out Refi '] Loan Number 1706000243
Property Type [Detached '] Borrower Bob Borrower
Occupancy [Pr'mury v] Co-Borrower Betty Borrower
Loan Type [Conv v] County Hocking
Need By Date iz Property Address 123 Any St

Carbon Hill, OH 43111
Est. Closing %

I Place Order I Dowmentsl Check Status I

[ send commentFeedback | [  Send CDtoProvider | [ cancelorser | (<]

Service Requests Date Requested Order Number
X | Title Service -Title Only 6/2/2017 10:54 AM Order Not Accepted l
X |Title Service -Title Only 6/2/2017 10:52 AM Service Unavailable

Jask/Activity Name Qccurred A} Comments
a Title - Order Rejected 6/2/2017 10:59 AM Duplicate order. I
HelSuoport

The Encompass lender will be able to send a new order the next time the SoftPro Agents screen is opened
from the Encompass loan file.
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Order Summary Screen in 360

The Encompass for Agency integration allows a SoftPro user to send notifications, comments and
documents to an Encompass customer. After an Encompass order has been accepted, opening the
transaction opens the Order Summary screen. The Order Summary grid keeps a record of each
communication, the date and time sent or received in 360 and the email address of the person who
created it. In addition, the SoftPro user uses this screen to send a communication to the Encompass
customer, review any document or comment sent from the Encompass customer to 360, to cancel the
order and to close the order by marking it complete.

& Encompass - 2017050059 L=

EncGmpass

Action Communication Title Sent/Received On v Created By
&  New Order Request 05/31/2017 12:41:09 izanne. healey-smith@softprocorp....

[@ SendaComnunication] [x Cancel] )

e

QR
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Sending a Communication

To send a notification, document or

[@ s mm] button. This opens a screen to

comment to the Encompass

customer, select the

Select a Communication to Send.

'@ Encompass - 2017050059

Select a Communication to Send

Encompass

b EllieMae

Notify Clear to Close

Notify Payoff Demand(s) Delivered
Notify Lender Docs Received / Instructions
Send Estimated HUD

Notify Signing Scheduled

Send Executed Loan Docs

Notify Loan Disbursed

Notify File Recorded

Send Final HUD

Send Final Policy

Send a Comment/Document

Send Preliminary Report/ Commitment | 5

| [ close |

This screen lists the

communication and Next

opens a screen to

communication.

Send Preliminary Report / Commitment

communications that can be sent to the Encompass customer.

Selecting a

add a comment or attach a document to the

Encompas

b EllieMae

Comment

Add to ProForm Order

Here's the commitment. Thanks for your order!

Attachments
File Name Description File Size
ALTAPIain Language ...  Commitment/Prelimin... 914.78 KB remove
[ Browse | [ Attachment | [ ReadyDocs |
[ Back |[ submit | [ cancel
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The Add to ProForm Order checkbox gives the user the option to add a note to the ProForm order with
the details of the Communication. It is checked by default. Clicking the Submit button sends the
communication to the Encompass customer.

The Communication is added to the Order Summary screen and a ¥ icon is added to the
Communication in the Select a Communication to Send screen.

& Encompass - 2017050059 =]

Order Summary E nc‘,m pa SS'| & encompass - 2017050059 ==
‘ oo nmmmoness ENCOMPASS

Action Communication Title Sent/Received On v Created By
«/  Commitment/Prefiminary Report 05/31/2017 5:33:45 izanne.417101@softpro360.com

«/  New Order Request 05/31/2017 12:41:09 izanne healey-smith@softprocorp.... Send Preliminary Report/ Commitment & 4
Notify Clear to Close

Notify Payoff Demand(s) Delivered

Notify Lender Docs Received / Instructions
Send Estimated HUD

Notify Signing Scheduled

Send Executed Loan Docs

Notify Loan Disbursed

Notify File Recorded

Send Final HUD

Send Final Policy

Send a Comment/Document

Clacina Nierlacuira dalivarad ta harrnwarie) hy Qattlamant Anante 24

(© Send 2 Communication] [3¢_Cancel © o Next

m

With the exception of the Send a Comment/Document, each communication type can only be sent once.
The Send a Comment/Document communication may be sent multiple times.

Canceling an Order

. . Cancel
An order can be canceled at any time. Selecting the b button opens the Cancel Order screen
to comments or documents to the communication.
&) Encompass - 2017060061 =]
orter summary Encompass
AT sty | R T =
e Encompass
«/  New Order Request 05/3172017
Comment (] Add to ProForm Order
Canceled per lender|
Attachments
File Name Description File Size
[ Se0da oot 3ol
Browse | [ Attachment | [ ReadyDocs |
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Selecting Next opens the Cancel Order screen. The checkbox to Set order status to Canceled now must
be checked in order to Submit the communication to the Encompass lender.

& Encompass - 2017060061

— Encompass

Do you want to cancel this order?

Itis not possible to update an order with a Canceled status.

[7] Setthe order status to Canceled now.
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Revisions

02/27/2019 | Uenkins | Prerequisites: Changed to add on-line registration URL
Appendix A: Replaced with screen shot of on-line registration page
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SOFTPRO PRODUCTS ~  SERVICES +  SUPPORT ~  ABOUT ~

.
Improve efﬁC|enCY and Ready to try? Complete the form below:
o o o
|}
productivity with SoftPro 360's Firet Name- Lost Name-
integration in
H L}

Ellie Mae's Encompass® Company Name*
With SoftPro’s integration within Encompass for title Agency, Encompass
users can now send title, escrow and closing service orders directly to Street Address* Phone Number*
SoftPro service providers, without leaving the Encompass loan file.
This integration provides a new level of efficiency and productivity, allowing City* State/Region*
you to: Please Select v

« Eliminate the need for lenders to fax or email order requests Email*

« Provide a secure method of transmitting private personal information lizanne.jenkins@softprocorp.com

between lender and title service provider

Reduce human error and inefficiencies caused by re-keying data
Allow SoftPro users to securely send key title and closing documents to
an Encompass user directly from a ProForm order Are you a current SoftPro Live customer?
Enable Encompass users to retrieve key title and closing documents

If you know your SoftPro serial number, please provide it below.

.

from a SoftPro service provider and save them into the loan’s eFolder OYes
without the need to scan or browse. ONo
O Don't know

Do you want more than one location/name to appear in the Encompass
LOS?

OYes
ONo

Upon receiving an order from Encompass, please provide your company
email/DL you would like the notifications sent.
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From: noreply@softpro360.com

Sent: Wednesday, May 31, 2017 12:41 FM

To: Healey-5mith, Lizanne <lizanne. healey-smith@5Softprocorp.com>

Subject; Mew Order Placed - Ellie Mae Encompass - Loan Number: 17050002364

Mew Order Placed - Ellie Mas Encompass

Ordered By
Company
Name
Phone
Email
Order Details
Transaction Type Refmance
Estimated Closing Date 6/9/2017
Need by Date
Sales Price $0.00
Loan Amount $250,000.00
Loan Number 1705000236A
Order Type TitleAndEscrow
TitleAndEscrow Office Trusty Title and Closmg - Alexandna_ VA
TitleAndEscrow Officer
TitleAndEscrow Product Title and Escrow
Type
Property Details
Property Type Single Family
Property Street Address 123 Any 5t
City, State, Zip Carbon Hill, OH 43111
Property County Hocking
Buyer/Bomower 1
MName Bob Borrower
Phone (B88)123-4367
Cell Phone
Work Phone
Email email@emailcom
SSNLast4
Mailing Street Address 123 Anywhere 5t
Mailing City, State, Zip Carbon Hill, OH 43111
Buyer/Borower 2
Name Betty Borrower
S5N Last4
Instructions

Please order the payoff. Thanks!
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From: noreply@softpro360.com

Sent: Wednesday, May 31, 2017 4:45 PM

To: Healey-Smith, Lizanne <lizanne.healey-smith@Softprocorp.com>

Subject: New Order Confirmation

Hello ,

Thank you for placing your order with Trusty Title and Closing - Alexandna, VA,

We have assigned order reference number 2017050059 to your transaction and your order is in progress.
Date Sent: 5/31/2017

Property Details:

Bob Borrower 123 Any St

Carbon Hill, OH 43111

If we may be of further assistance to you, please contact your Trusty Title and Closing - Alexandrna, VA representative.

Thank you,

Trusty Title and Closing - Alexandna, VA
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