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Simplifile® is an e-recording solution that allows settlement providers to record documents electronically
in over 1700 counties. With the SoftPro® 360 Simplifile service, executed documents can be sent for
recording directly from a ProForm order. When recorded, the documents can be attached to the order
and the recording data imported to the appropriate ProForm fields, thereby eliminating the need for
manual scanning and data entry. Additional features allow Select users to automate transaction activity
and import actual recording fees and transfer taxes for reconciliation against collected fees.
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Opening the Integration

Locating the Service

Standard and Enterprise

1. There are two ways to access a service in the Standard and Enterprise versions of ProForm.

%' ProForm Standard Edition - 2017120013.PFD
File Reports View Tools (Services) Support Window | Help |

s EERE RN IEE EEE = E R ER g(g e

a. Clicking the 360 button opens the SoftPro 360 Console with the Services menu on the left
side of the screen. In the expanded Settlement Services section, double-click on
Simplifile — eRecording.

4 SoftPro 360 Console
Services
Submit  About

B Add-Ins

G-y Development

LIJ Legacy

LIJ Qs

El-||i Settlement Services

----- @ C5C - eRecording

----- @ Digital Closing Docs - Forever Marketing
----- @ EFPHN - eRecording

----- @ BEpedite Close - eSign

----- MotaryLoop - Signing Service

..... oft Pro -

----- @ SoftPro - COF MISMO XML Import
----- @ SoftPro - Patriot Search

B | Tax Services

B[ Title Services
B[ Tools

B |) Underwriter Services
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b. Clicking Services from the toolbar opens a dropdown menu for 360. Hover over
Settlement Services and click on Simplfile — eRecording.

Support  Window Help 1
SoftPro 360 Console
dministration

 Settlement Services v SoftPro - CDF MISMO XML Export
SoftPro - CDF MISMO XML Import
C5C - eRecording

EPM - eRecording

Tax Services 4
Title Services 3

Tools 3

Underwriter Services Simplifile - eRecording
Expedite Close - e5ign
Digital Closing Docs - Forever Marketing

SoftPro - Patriot Search

MotaryLoop - Signing Service

Select

1. Click the 360 tab and then the Services button on the 360 ribbon to open the Services tree.

ey elj@

— ProForm ProTrust ProDesign Proi099 SPImage SPAdmin

Sgm)

Queuey, Services

earch | Administration Login  Logout | Informaton Help About | Publish  Website

Transactions Resources Live

Security
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2. Expand the Settlement Services section and double-click on Simplifile — eRecording.

2
%
=,
B
L]
x

Submit About

B Add-Ins

i i @ FedEx - Shipping

| L) Development

Ly Legacy

-l QA

=] Setdement Services
- ) CSC - eRecording

- @ Digital Closing Docs - Forever Marketing

- ) EPN - eRecording

- @ Expedite Close - eSign

- MotaryLoop - Signing Service
-+ @ Simplifile - eRecording

s201A185

L Export
- @ SoftPro - COF MISMO %ML Import
- @ SoftPro - Patriot Search

H-| | ) Tax Services

t-| | ) Tile Services

| | Tools

H-| | Underwriter Services

[ W s I e W |

Order Linking
1. Inthe Order Linking window:
a. If multiple orders are opened, select the corresponding order number from the list.
b. If asingle order is opened, only that order number is displayed.

c. Ifno orders are opened, enter the order number in the Selected Order Number field.

Order Linking

Open Order Numbers:

Order Linking
Open Order Numbers:
STeile Order Linking
Open Order Numbers:
Selected Order
2017120033
Selected Order Nj
2017120033
Selected Order Number:
2017120093
0K || Cancel

2. Click OK to open the Login window.
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Login Screen
1. In the Simplifile Login window, enter the Username and Password provided by Simplifile when
the user’s account was set up.

-

'{, eRecording - 2017120093 ==
. simplifile’

Login to Simplifile or register a new account.

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

Username: |5pge|e|:t |

Password: |“*““* |

Remember me

Register New Account

Mare Information

Mext ] [ Cancel

a. If no account has been set up with Simplifile, clicking on the Register New Account link
opens a Simplifile web page where a user can set up a Simplifile account.
b. Checking the Remember Me checkbox will save the Username and Password so that
these will be present the next time a user opens the Simplifile service in 360.
2. Click the Next button to open the Select a County window.
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Selecting County and Cost Center

The first combo box in this window contains a list of all the counties to which the user can send documents
for recording. This list is managed by Simplifile. If the Order has a county and state entered for a property,
and the user’s account has been set up for that county in Simplifile, then the box displays the property
county and state from the Order.

-

(& eRecording - 2017120013 ==
simplifile®

Auto-populates based on property
county and state in ProForm

Select a County

Select 3 county for e-recording.

Flease select a county you

Pierce Courty (WA)

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

1st Advantage Abstract LLC -

Add counties or update account information on Simplifile’s website

Back || MNewt || Cancel

The cost centers listed in the second combo box are also managed by Simplifile. If a user’s account has
access to more than one cost center, the user can select the cost center to which the recording fees and
charges will be invoiced by Simplifile. The cost center selected by the user will be saved so that the next
time a user opens the Simplifile service, that cost center will be selected by default.
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Adding a Single Document

Documents for recording are added and managed in the Simplifile Document Delivery screen. Selecting
the Browse button opens Windows Explorer so the user can add a document to the package from a
location outside of ProForm. Selecting the Attachment button opens to the Order Attachments or
SPImage so the user can add a document from within the Order. Only a .pdf, .tif or .tiff document can be
added.

& eRecording - 2017120094 = [l
Simplifile Document Delivery - 'l - ‘I
Select the documents for submission. &’ 1 m p ].ﬁ e )
Available for
Documents in this package: SoftPro users
Document Name Status Browse
Available
only fo
Impact users
elete
Back I I Next I l Cancel I

Adding Multiple Documents

After the user selects a document to add to the recording package, a series of screens will allow the user
to manage how the document will be recorded and review what, if any, data from the Order will be sent
to Simplifile as part of the recording process. The workflow is as follows:

1. Select a county document type;

2. Select a ProForm document type; and

3. |Ifrequired by the county for the selected county document type,
a. Review or edit certain Order data;
b. Select or add Grantors and Grantees; and
c. Add a Helper Document.

This workflow applies to each document added to the recording package. After this workflow is
completed, the user is returned to the Simplifile Document Delivery screen which now displays the
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Document Name with the Status for recording.

Simplifile Document Delivery

simplifile

Select the decuments for submission.

Documents in this package:

Document Name Status

A

Back | [ Mext |

:

To add another document to the package for recording, the user selects Browse or Attachment to select
the document, and proceeds through the workflow until the user is returned again to this Document
Delivery Screen. This process is repeated until the user has added and configured all the document
desired for the recording package.

Selecting Modify opens the workflow process for the selected document to allow the user to review or
make changes to the selections and data. The user can also Rename a document in this screen.

& eRecording - 2017120002 =]

SrtieBoemepee simplifile’

Select the documents for submission.

Documents in this package:
Document N| & Re

E

!

Type a new name for the document.

Mortgage-1st| [ ReadyDoc ]

And the Delete button removes the selected document from the grid.
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The following sections explain the workflow to set up each document for recording.

Selecting Document Types
Adding a document opens the document type selection window. In this window, the user selects the

county document type and the ProForm document type. The document file name will be displayed in the
header to show to which document these selections will apply.

-

@ eRecording - 20017120094 @

Current Document

s simplifile

Select from the availa I::IEIDDu nty document tyrpes.l
[Abandnnmerrt - ]

Choose the corresponding{ProForm document typelfor saving
recording information to your order.

[N/A -

Next || Skip
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County Document Type

The first combo box lists all the document types that the county supports for e-recording. This list is
managed by Simplifile. Clicking on the box opens the list of document types. Clicking on it again closes

the list. With the box open, the user can scroll through the list and click on the desired document type to
select it.

& eRecording - 2017120094 (=25l

Current Document

st simplifile’

Select from the available county document types.

‘Bargain and Sale Deed vl
Bargain and Sale Deed -
Bill of Sale i
Birth Certificate [
Bond

Bond Release

Boundary Line Adjust

Boundary Line Adjustment Revocation/Rescission

Boundarv Line Resolution i

Next | [ Skip

User Tip: If you know the county document type name, you can tab to or click on the box and type the
first few letters of the name to quickly navigate to the desired document type.

ProForm Document Type

In Select

The second combo box lists the documents in ProForm where recording information can be saved when

the recorded document is returned. At minimum, this box will display the following choices: N/A, Deed 1,
Release 1, Assignment 1 and Security Agreement 1.

& eRecording - 2017110089 23]

Current Document

st simplifile’

Select from the available county document types.
[Bargain and Sale Deed v]

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

N/A

Deed 1
Release 1

Assignment 1
Securty Instrument 1 - ($0.00)

[ Next ][ Skip ]
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In Select, if there are more than one of the ProForm document types with data entered, then the list will
display all possible ProForm document types in the Order that could receive recording data. For example,

if there are data in the Order for two deeds, two security instruments, two assignments and two existing
mortgage liens, like this:

Screen Shot 1: Two Deeds

O U Deed

Deeds (2)
==
Instrumert Type Grantor Grartes
1 Warmarty Deed Best Builders, LLC Boh T B |
2 Wamanty Deed Cther Interested Party, Inc. Bob T.B..

Screen Shot 2: Two Security Instruments

0 W Security Instruments

Loan: 1 i:l Happy Financdial Services, Inc, ($150,000,00)
Principal Amount Lender Mame Loan Mumber
§150,000.00 Happy Financial Services, Inc, 123654
Instrume 3 $15,000.00 Friendly Financial Services, L..

MERS registTratom =. |

Borrower Names for Hote and Security Instrument
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Screen Shot: 1: Two Assignments

0 O Security Instruments

Riders

Assignments

+--

Assignor Name Assignee Name
Happy Financial Services, Inc. Real Lending, Inc.

Bob T. Bomower, Jr. and Betty H. Bomower, husband and ...  Happy Financial Services, Inc.

Screen Shot 4: Two Existing Liens

0 O Existing Liens

Existing Liens (2)
+- -~
Priority Bomower/Mortgagor Lender/Mortgagee Document Type Bxisting Loan #
1 Best Builders, LLC Wells Fargo Bank Mortgage 98765843
2 Best Builders, LLC Construstion Lender, Inc. Mortgage
Instrument type: |Mortgage | - |
MERS registration #: | |
Mo rilo

Lien Release Recording Information

Dated:

T N

Recarded i | | | [ | I |
Place recorded: | |
Place rerecorded: |
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Then the ProForm documents type combo box will list those document types as:

& eRecording - 2017120094

Simph =
w cRecording - 2017120094

Seleg ]'
cromoen simplifile?

Select from the available county document types.

| Bargain and Sale Deed -

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

Deed 1
Deci 2 & Deed
_EEZ:E B‘ Existing Lien Release

Assignment 1 . -
Assignment 2 Assignment (under Security Instruments)

Security Instrument 1 - Happy Financial Services, Inc. (3150,000.00)
Securty Instrumert 2 - Fiendly Financial Services, Inc (315.000.00)

L

i
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The user would select Deed 1 if the user wants the recording information to be imported to the
recording fields for Deed 1.

Deeds (2)
T—
Instrument Type Grantor Grartee
i1 Wamanty Deed Best Builders, LLC Bob T.B.. |
2 Wamanty Deed (Other Interested Party, Inc. Bob T.E...
Instrument type: |';I1.|'arrar1ty-I Deed | - |
Instrument date: 12/07/2017 |~ Date/Time recorded: |(jone) | = |
Recorded at/i: | | | | | | | || |
Flace recorded: | |
& eRecording - 2017120094

Current Document

o simplifile’

Select from the available county document types.
[Bargain and Sale Deed v]

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

[eed 1 R

ack et ] ’ Skip

Select the ProForm document type that corresponds to the document being recorded so that the
recording information (recording date and time, book, page and/or instrument number) will be returned
and imported into the Order in the correct recording data fields.
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In Standard and Enterprise

Because of how ProForm works in the Standard and Enterprise versions, SoftPro 360 is unable to
determine how many loans, assignments and releases are in an Order. As a result, the ProForm document
type combo box lists all possible document types for an Order.

-

& eRecording - 2017120003 [==]

T g e e
simplifile’

Deed. pdf
Docun

Docl  gelect from the available county document types.
| Deed Record v

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

fowse ]
—
Lioes |
NAA - E
|
.
Cancel

Deed 1

Release 1
__ Release 2 P

Felomse 3 Listin Stand_ard and
Release 4 Enterprise
Felease 5
Assignment 1
Assignment 2
Assignment 3
Security Instrument 1
Securty Instrumert 2
Securty Instrumert 3

Therefore, it is important that the user select a ProForm document type that is available in the Order so
that the recording data is imported correctly. For example, if there is only one Security Instrument in the
Order (only an Order opened as a HUD type can have up to three loans/security instruments), selecting
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Security Instrument 1 to record a mortgage would allow the recording data to be imported to the
recording fields for the Security Instrument in ProForm:

18) Security Instruments, Trustee & Riders (2017120002.PFD)

»

Security Instrument

Document: @) Mortgage ) Deed of Trust ) Other
Security Instrument & Note Dated: 12/07/2017 Date Recorded: / / a: M |
MERS Registration Number:
Recorded At/In: Book Page Document Mumber I

Place Recorded:

Place Re-Recorded:

st Loan - Assignments

If Security Instrument 2 was selected, importing the recording data, when Accepting the recorded
instrument, and the Order was a CD order, the data would have no place to go. A message would be
displayed saying that the data could not be imported.

Recording data for Assignments would be imported to the 1% Loan — Assignments.

18) Security Instruments, Trustee & Riders (2017120002.PFD) =

= Assignments (2017120002.PFD} =
| Security Instrument I

Assignment 1

Document: @) Mortgage (©) Deed of Tr|

— Assignor Full Legal Name: First Ever Savings & Loan Association of North Carolina -
Security Instrumert & Note Dated: 12/07/2017 Dete Re m

Address:  P. 0. Box 90012 + Lenderville. NC 23457

MERS Registration Number.
Orgarized Underthe Laws of: State of North Carolina
Recorded At/In: Book Page
Assignes Ful Legal Name: -
Place Recorded: =
Address: .

Place Re-Recorded:
Organized Under the Laws of

15t Loan - Assignments

Consideration Amount:
Trustee Information

Trustes Name: Interest from Date: / /

Recorded At/In: Book Page

Documert Dated: | / / Date Recorded: / / at: oM

Document Number

Address Place Recorded:

Place Re-Recorded:
Second Trustee Name:

of: Assignment 2

Assignor Full Legal Name:

S

Trustes’s Fee Percentags: Mirimurk Comi Assignee Full Legal Name:
Document Dated: / / Date Recorded: / / at: M
FNMA, FHA & VA Riders
Recorded A/In: Back P Document Numb
Securty Instrument Riders:[] AR~ [] Condo [ Tt oarded A/in: [Lac age ocument Number
[] Bi-Weskly [£] Balloon Place Recorded:

[C] Other: \ Place Re-Recorded:
FHA/VA Riders & Allonges:[7] ARA [ GPA  [[] GEA
[E] Other:
[ Other:

ssignment 3

Assignor Full Legal Name:

VA Mig/DT Riders:[7] Assumption

Assignes Ful Legal Name

Document Dated: / /
Existing Liens and/or A ption, ifi on, Co

Recorded At/In: Book
Document: ) Assumption s
i Flace Recorded:
) Consolidation, Extension & Modi

Place Re-Recorded
Document Dated: / / Date Re|

Date Recorded: / /

Page

at oM

Document Number

|4

Becanded Ao Book Paoy
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Recording other document types using “N/A”

ProForm doesn’t have recording data fields for document types like powers of attorney, leases, and UCC
Financing Statements. For these document types, the user may select N/A in the ProForm document type
list. When N/fA is selected, only the recorded document and recording fees will be returned for importing
into the Order

County Requested Information

Some counties require data to be sent with a document for the document to be recorded. Based on the
County document type selected (see County Document Type, above), Simplifile communicates with
SoftPro 360 to tell the user what data from an Order is required.

Party Information: Grantors and Grantees

A grantor and grantee window opens when the county requires the names and addresses of the parties
to a document. All Buyer, Seller and Lender contacts from the Order will be listed as Grantors and
Grantees. If the ProForm document type selected is a Deed, then by default, the Seller contacts will be
checked as Grantors and the Buyer contacts will be checked as Grantees.

& eRecording - 2017120093 (3]
Current Document - i ] i ]
ecs o hlllp J11€.
[ Add Grantor [ Add Grantee ]
D Bob Buyer Bab Buyer
D Betty Buyer Eetty Buyer
Seller Organization, |... |:| Seller Organization, ...
D Bank of Trust |:| Bank of Trust
D Ficus Bank D Ficus Bank
|:| ScftPro Bank |:| SoftPro Bank
« n b 't 10 3
Back ] l Mext ] [ Cancel
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If the ProForm document type selected is a Security Instrument, then by default, the Borrower/Buyer
contacts will be checked as Grantors and the Lender contact associated with that Security Instrument will
be selected as the Grantee.

& eRecording - 2017120093 (=5

Current Document S 1mp] iﬁ]e1

Mortgage. pdf

Select from the available county document types.

[Morlgage v]

Recording - 2017120093
Choose the corresponding ProForm document type f g’ ehecarding @I

recording information to your order. Current Document . ] . ] ) |
-
[Securi'r)' Instrument 1 - Bank of Trust ($150,000.00) Martgage pdf E’ lmp 1ﬁ e »

Bob Buyer |:| Bob Buyer
Hext Betty Buyer |:| Betty Buyer
[] | Seller Organization, |.. [] | Seller Organization, |..
[] | Bankeof Trust Bank of Trust
D Ficus Bank D Ficus Bank
D SoftPro Bank D SoftPro Bank
4 1 3 4 1 3

For Releases, Assignments and N/A, no contacts will be checked by default so that the user can select the
correct contacts to send to the county.

Adding Grantors and Grantees

If a Grantor or Grantee is entered in the Order as a Buyer, Seller or Lender, the contact will not be
displayed in the grids. Click on the Add Grantor or Add Grantee buttons opens the Add Grantor or Add
Grantee windows. By default, these windows open with the Individual party type selected.

@ Add Grantor @ Q. Add Grantor @
@ Individual () Organization () Individual @ Organization
First Name * Mame *®
Middle Mame: Middle Name:
Last Name: Last Name:
Suffix: Suffix:
Street Address: Street Address:
City/State/Zip: E _ City/State/Zip: E [ —
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Only a first name or business name is required by SoftPro 360 to add a contact to the grid. Depending on
the county, a full name or address may be required to submit a document for recording.

Grantor and Grantee name and address details

Clicking on a contact name opens the contact details window, displaying the first name, middle name, last
name and suffix for Individual contacts and the business name for Organization contacts, as well as the
contact’s current address from the Order.

& eRecording - 2017120093 =]
Current Document . -l . ]
.
Martgage. pdf h 1 m p ]‘ﬁ e
| AddGrantor | [ AddGrantee |
Bob Buyer | | [1 | BobBuyer |
Bob B
Bety B, | = 00 BT =
l:‘ Seller Drganizatic\ -
[] | Benkof Trust First Mame: Bob
[] | Ficus Bank Middle Name:
|:| SoftPro Bank Last Mame: Buyer
Suffix:
1 1 Street Address: | 123 Any St
City/State/Zip:  |Raleigh NC ITREDO-
py from T1He Legal

The data in the details window will be sent to Simplifile if required for recording.

These fields are not editable. If the user wants to add or change a name or address, the user can either
(1) return to the Order to edit these fields as necessary, (2) use the Add Grantor or Add Grantee buttons
to add a party to the grid with the added or changed data, or (3) proceed to the next screen and make
any changes when reviewing the document on the Simplifile website.

Requested Information

Some counties require additional information to be sent with a document for recording.! Based on the
selected county and the selected county document type, Simplifile will communicate with SoftPro 360
and SoftPro 360 will display the additional required information in a grid.

LA list of the fields supported by SoftPro 360 for Simplifile is in Appendix A.
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For example, this grid is displayed for a Bargain and Sale Deed in Pierce County, WA:

Select a County

Select a county for e-recording.

Please select 3 county v

Add counties or update a4

Name

Value

Property Address:

123 Any St.

Personal Property Amount:

200.00

For a Deed in Orange County, FL, this grid is displayed:

Selecta County

Select a county for e-recording.

Flease select a county]

Plesse select a Boatod —tiect from the
Deed

st Advantage Abstrad
Choose
recording i

Add counties or updatd | peed 1

Property City: Tacoma
Execution Date: 1040472017
Gross Selling Price: 300.000.00 L
Legal Descriptions: Prelim legal 1
Froperty Zip Code: 58412
Property State: WA -
Personal Property Description: Household appliances and lighting fodures L 4
Parcel Id: 785-985525-26 -
Back || MNext || Cancel
e |

- 1 of 1 ‘

simplifile’
5|

simpliﬁl

_——
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Some counties do not require any additional information to record certain county document types. In
that case, no grid will open, and the user will be taken to the next screen in the Simplifile recording wizard.

Adding Helper Documents

If a county requires an additional document to be recorded with the main document, a window will open
with the name of the required supporting document. A combo box to the right opens to a list of options
for browsing to or attaching the supporting document to the recording package.

& eRecording - 2017120093 (23]

Current Document Simp]i‘ﬁ]e

The county requires additional documents for the document type you selected:

Deed pdf

REETA [ ~|

Browse
Aftachment
ReadyDoc

Back ] [ Mext ] l Cancel

When a supporting document has been successfully added, the file name will appear with a green
checkmark.

& eRecording - 2017120093 (23]

Current Document Simp]i‘ﬁle

The county requires additional documents for the document type you selected:

Desd pdf

==

Back ] [ Mext ] [ Cancel

Clicking Next will return the user to the Document Delivery screen.
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Submitting Document Package

After the user has added the documents to the package, selecting Next on the Document Delivery screen
opens the Ready to Submit screen. This screen gives the user the option to receive an email notification
when the recorded documents are returned to the Order. The user also has a choice to submit the
document package to Simplifile for reviewing on its websites before it is sent to the county or to send it
directly to the county without review.

€& eRecording - 2017120002 (=25

Ready to Submit S] mp]iﬁ]e i

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

The document package is ready for submission.

[ |lizanne healey-smith@scftprocomp.com

| understand that | am responsible for the information | submit to the county. The county
MY 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.

Back ][ Submit ][ Cancel

Email Notification

The user has the option to have get an email notification when the recorded package has been returned
to the Order and the transaction status in the 360 Queue has changed from In Progress to Ready. By
default, the email address that the user enters to sign into SoftPro 360 is entered for the notice. Also, by
default, this option is unchecked. Checking the checkbox, activates the email notification option and
allows the user to change the email address for notification.

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

sue jones@softprocomp.com

The changed email address is saved so that it will appear in this field the next time the user opens the
Simplifile service in SoftPro 360.
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The email will message will be similar to this:

To

IMPORTANT NOTICE - This message sourced from an external mail server outside of the Company.

Thu 12/14/2017 4:34 PM

noreply@demo.softprohg.com

Your Simplifile package is READY

Lizanne. Jenkins

Action Items

Thank you

The status of vour Simplifile package for Order #2017120004 has changed to READY .

Please check your 360 Queue to review and accept the recorded document[s] into the Order.

+ Get more apps

Reviewing Package in Simplifile
By default, the option to review the package on Simplifile’s website before submitting it to the county for
recorded is selected. Selecting Submit will open the user’s default browser to Simplifile with the package

available to be reviewed before submitting for recording.

Sending Package Directly to County

This option is available only when the user has entered data into all the required fields, if any, for all

documents in the package

. If any field is empty, this option will be disabled.

€&, eRecording - 2017120002

X5

cimnlifila

MName Value
Property Street Address: 987 New St., Tacoma,
Property Address: 987 New St.
Personal Property Amount:
Property City: Tacoma
Execution Date: 12/07/°2017
Gross Selling Price: 250,000.00
Legal Descriptions: gznﬁrsrucfe:jg;fg 9
Property Jip Code: 98765
Property State: WA

Back

€. eRecording - 2017120002
Ready to Submit

simplifi

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

The document package is ready for submission.

lizanne healey-smith@softprocorp .com

| understand that | am responsible for the information | submit to the county. The cour
MA&Y CHARGE A FEE FOR REJECTED SUEMISSIONS. Simplifile strongly suggests
go through the document review process.

\ @ Review the document package on Simplifile’s website.

This option is not available either because of the county you selected
ar the answers to previous questions.

Please note that this option should be used very carefully. It is intended for advanced users who know
the county requirements and whether all those requirements have been met in the recording package,
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and no further data would need to be added on the Simplifile website for the package to be “Ready” to
Submit.

When a package has been successfully sent without review, a message will let be displayed. The user
selects Finish to close the service.

& eRecording - 2017120002 (=)

Package Delivery Complete S i m p] iﬁ ] €.

The document package was successfully delivered

The document package will be sent to the county recorder without further review. Please
click the ‘Finish’ button to close.
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Completing Required Information

Submitting a package with the review option opens the user’s default web browser to the Simplifile
website with the documents attached and ready for review.

PaCkag e Deta”s Select Select at  Organization J

Order #is Package Name

Package Name

Recipient
2017120002 # Pierce County, WA
5 minutes - 1 hour estimated recording time
/\ Package Status
Cost center selected
Package Created Under ) in SoftPro 360
1st Advantage Abstract LLC

Draft status

Clicking on the file

indicates that
name opens the datais é" S @
review screen. required before Download Print  Discard
package can
0 be submitted.

Fees Status

History Download/Print

Bargain and Sale Deed

$74.00 Thu 12A44A47 3:01PM EST D History & =

[0 | Mortgage paf Mortgage 1 $75.00 Thu 12/14/17 3:01 PM EST D | History =Y

- Choose a Document Type - Add Document

Recording Fees: $149.00 from /lnvaoice

Submission Fee:  $10.00 from /nvoice

If a document has a Draft status, the user needs to open the document by clicking on the document’s file
name. Required data is marked with a red asterisk.
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Submitting Package for Recording

Once the required data has been entered the document status will turn to Ready and the Submit button

is displayed.

Select Select at  Organization J Sign Out

Package Details

=

Package Name Recipient
2017120002 # Pierce County, WA
5 minutes - 1 hour estimated recording time

[\ Package Status
Ready

Package Created Under

1st Advantage Abstract LLC

2 8 WO

Download Print Discard | Submit

Status History Download/Print
] Deed.pdf Bargain and Sale Deed 1 $74.00| Ready Thu 12/14/17 3:01 PM EST o] History & =
] Mortgage pdf Mortgage 1 $75.00| Ready Thu 12/14/17 3:01 PM EST 1] History E =1
- Choose a Document Type - Add Document

Recording Fees: $149.00 from /nvoice

Submission Fee:  $10.00 from /nvoice

Clicking the Submit button sends the package to the county for recording.
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Importing a Recorded Package

Opening a “Ready” Transaction
When a package has been has been successfully recorded, the transaction status will change to Ready.

' g [@ | Views: |Active Order

|| & d8  Filter
Provider Linked Order Linked Profile
Simplifile eRecordin... | Ready 2017120004 “Default

@ Next Step

Service

Clicking on the Next Step icon or double clicking on the transaction will open the Review screen.

Select All =% Select None | 8 Field Codes | Linked To: | 2017120004 hd |
Groups & Data
Al Name Cument Value New Value o
i~ Recording F
Dee:.p:fg = Recording Fee Recording Fee: 10.00Tr... | I8
Recorded Date 12/14/2017 43418 PN | [ (2
Book Mumber =
Book Number Label Book Book Number [
Page Number =
Page Number Label Page Page Number E -
53 Documents
View Copy File Name File Size  Transfemed
M =| Deedpdf 1786 100%
M= = TransactionReport pdf 10274 100%
STDorENT = Select All = Select None | 8 Field Codes | Linked To: | 2017110086 - .
= Groups @ Data
Al Name Curmrent Value MNew Value i
i Recording Fi
o Recording Fee =4
Transfer Tax 0 2800.00 FRE
Submission Fee 0 500 [
Recorded Date 12/15/2017 85249 AM [
Book Number E
Book Number Label Book Number B~
53 Documents
View Copy File Name File Size  Transfermed
S ~|  Deedpdf 1786 100%
s =|  TransactionReport.pdf 10277 100%
Select
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Working in the Review Screen

The Groups section of the screen displays the data tree. Selecting on a branch of the tree will display only
the data relevant to that branch. The Data section of the screen displays a description of each data item,
the Current Value if on exists in the Order, and the New Value sent by Simplfile.

Selecting the Field Codes button opens a column in the Data section that displays the field codes for the
fields into which the New Values will be imported.

& Select All = Select None ||# Field Codes || Linked To: |201T120004 -
£ Groups @ Data \
Al MName Current Value - Field Code Mew Value =
Eﬁﬂ'&g Fe= Recorded Date DEEDRECO 12714201743 [
Book Number DEEDRWEK =
Book Number La.. DEEDLBBK Book Number | [ [\
Page Mumber DEEDRWPG [
Page Mumber La... Page DEEDLEPG Page Mumber L‘j
Instrument Number DEEDRWDO 3287138314 B |-
Recording fees are sent to the Notes section of the Order.
2) File Mo., Settlement Dates, Motes (2017120004.PFD)
Firm File Mumber:| 2017120004
Transaction Type: @ Purchass ) Refinance ) Equity
Cash Sale: [ Construction: [  Revemse Mortgage: B
Settlement Date: / / ProScheduler
Include Saturday in Rescission Period: =
Disbursemert Date: / / Proration Date:  / /
Title Examiner: Closer:
Escrower: Escrower Title:
Order Motes: Recording Fee:10.00
Transfer Tzx:1750.00 o y
Submission Fee:5.00 STD or ENT
Motes (1)
Select
+=-
—
Cu Created Last Modified Mote
Initial Recording Fee: $10.00
[ 2 12/15/2017 09:07 AM Lizanne Healey-Smith Initial Transfer Tax: $2800.00
Initial Submission Fee; £5.00
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The Edit icon to the right of each line allows the user to open the New Value and edit it before importing
it into the Order.

| Select All = Select Mone | # Field Codes | Linked To: | 2017120004 <
Groups @ Data
o Al MName Current Value Mew Value ta
Recording Fee |
Deed pof . Recorded Date 121472017 43418 PM k_}
Book Mumber
Ea e e—
Page Number
Pagy
\ Edit Mew Value : Book Number Label E
st
€n evert ercase OWErCase d Propercase | = Tnm 2 Copy y Cut aste
Append | ¥) R 1 Upp L Aa Prop = Tri Copy C =P
53 Documents Bock Mumber i
View Copy File Namd
M- Deed pdf
[ e Transacti

USER TIP: If you are unsure whether to accept the data or not, you can use the Edit feature and
select Append in the Edit New Value screen. This will add the Current Value to the New Value.
As long as the field has sufficient space to hold both the Current Value and the New Value, after
clicking Accept, they will both be in the field so that you can decide on which data to keep when
you are back in the Order.

The Documents section of the Review screen displays the documents that may be attached to the Order’s
Attachments or SPImage. The View icon allows the user to open the document prior to importing it into
the Order. The Copy icon allows the user to copy and paste an image of the document into another
document.

By default all documents and data are selected to be imported into the Order. Any item unchecked will
not be imported and will not be available for importing after the user clicks Accept. After the user has
reviewed the data and documents and made any changes, clicking the Accept button sends the
documents to Attachments or SPImage and the data to the appropriate fields in the Order. Once the
importing is done, the Review screen closes and the transaction status in the 360 Queue changes to
Completed.

360 Queue
Mext Step [P Views: [ﬁncti'u'e Order v]:l.‘__]' [ & | Filter: [|

Prowvider Service Status Linked Order Linked Profile
eRecordin... Completed 2017120004
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The user can also select the Close button to close out of the Review screen without importing the data
and documents the order. The transaction status will remain as Ready so that the user can open it later
to review and import the data and documents.

Canceling a Package Submitted to Simplifile

Once and order has been submitted to Simplifile, it can be canceled in the 360 Queue only if the
package is in Draft status on the Simplifile website and was not sent to the county for recording, or if the
transaction has been rejected and has an Updated status. A Ready transaction cannot be canceled.

To cancel a package, select the Simplifile transaction and the Void icon in the 360 Queue toolbar.

Queue
@ Next step| @ |2 Views: Active Order - | B i
Provider Service Status Linked Order Linked Profile

eRecording (Mew) |In Progress | 2017110086 Default

This opens the Cancel screen. Checking the | Agree checkbox, enables the Next button.

& eRecording - 2017110086

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?

| Agree

A
Next | | Cancel |

Clicking on the Next button sends the cancelation request to Simplifile. When the cancelation submission
is complete a window will open to let the user know that the recording package has been canceled. The
user can select the Finish button to close the service.
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In the 360 Queue, the transaction will have a Canceled status and cannot be opened again.

Jueue
) Next Step () =] |'u’|».=_'w5: Bctive Order

Provider

Service Status Linked Qrder

eRecording (Mew] |Canceled | 2017110086

Handling Rejected Packages

If a package has been rejected by the county, Simplifile will send a notification to SoftPro 360. In the 360
Queue the transaction status will be Updated.

- @ NedStep @ [ [ | Views: |Active Order v]EE‘f '3 &8 | Filter

Provider Service atus Linked Order Linked Profile

Simplifile eRecordin... Updated |2017120004 “WDefault

1 of 1 results at 4:04 PM

The file name of the document rejected and the reason for rejection will be in the transaction log. Clicking

on the Transaction Log icon opens the transaction log. Hovering over the message will display the full
rejection explanation.

| © Neticp © 03] ]| Views: fevoOrter. <] | 5 53 8 | it
Linked Order Linked Profile
Updated | 2017 “WDefault

Status

Created By

Message

12/14/2017 4.00:45 PM lizanne healey-smith @softprocorp.com | Operation Submit requested
_] 12/14/2017 4:02:38 FM simplifileservice Operation Remit requested
| 121442017 4:02:38 PM Simplfile REJECTED 'Deed pdf': Randomly =...

[ REJECTED 'Deed.pdf: Randomly selected rejection reason. }
|
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Clicking on the Next Step icon or double-clicking on the transaction in the 360 Queue will open the
Simplifile service.

© Next Step | @ [l [@ | Views: | Active Order

']EIIE‘ o B8R | Filter
Linked Order
2017120004

Status
Updated

Provider Service Linked Praofile

Simplifile eRecordin...

Click Next Step or double-click on the transaction to open.

1 of 1 results at 4:04 PM

If there was an issue with the document, the user can Delete the document from the Document Delivery
screen and attach the corrected document. If there was an issue with indexing, the user can keep the
attached document and click the Modify button to open information screens and review the corrections
to besent with the document package.

Once in the Simplifile website, the user can open the document to address any required data issues and
submit the package again for recording. The transaction status in the 360 Queue will return to In Progress.

ONetsep © L B views fivotuier [ ] 3 (3 | Fer (Bovoen =] & 33

Provider Service Linked Order Linked Profile Created By Created On Completed On Description Transaction Number
Simplifile eRecordin... |In Progress 2017120004 “WDefault Lizanne Heal... | 12/14/2017 4:00 PM 410060-20-171214-016701
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CDF Page 2: Actual Charges

For all ProForm users, recording charges and fees are sent to the Order Notes when imported with the
recorded documents and data (see Working in the Review Screen, above). For Select users (version 4.2.2
and higher) these fees and charges are also sent to the Actual Charges dialog in CDF Section E and HUD
Section 1200.

Q) CDFPage2

E. Taxes and Other Government Fees

I
<Click hereto add a row> Charges for Line 01
C. Services Bormower Did Shop For
— Bomower-Paid  Bomower-Paid Seller-Pa
D i
eseripten Description Re To At Closing  Before Closing At Closi
b 01 Title -Lender's Title Insurance b 1 Recording Fees |G | 21000 |
02
= Actual Charges (3]
04
05 Initial Re-Recorded Bill Code
26 Fees | Detals | Payors | Payees| R ‘ |Rec_ [+]
07 Fee Schedule Type P Transfer taxes \ [[Fmx__ [=]
08 »  Reconding | Recording service charges: ‘ | ‘MIS |v‘
<Click hereto add a row= N
D.TOTAL TS Pai [T Recording service charges are not ligible for reimbursement {omit from totals)
Description Total charged: $2.810.00
»  Loan Costs Subtotals (A +B +C) , Total actual $2.815.00
Other Costs Overage (+)/ - -$5.00]
E. Taxes and Other Gor Fees
[7] Reconcile complete
Descriptis
p| 01 rding Fees
02 ﬂTransﬁar Fees
<Click hereto add a row=
F_ Prepaids
der -l | = MR Fiter: 4

Actual Charges

Linked Order Linked Profile Creaty

The fees and charges for the first recorded package in the Order are sent to the Initial column. The fees
and charges for additional recorded packages are sent to the Re-Recorded column.

Actual Charges
Intial Re-Recorded Bil Code
Recording fees [ 51000 sinnoffrRec |+
Transfer taxes [ sa2s00ffRTx [=]
Recording service charges | ssoolfmisl =]

[F] Recording service charges are not eligible for reimbursement {omit from totals)

Total chargec:
Total actual ct $3.655.00
Overage (+)/Shortage (-): -$845.00

] Reconcile complete
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If more than one additional package has been recorded, the Re-Recorded column will display the

cumulative total of the additional fees and charges.

Actual Charges @
Initial Re-Recorded Bill Code
Recording fees: £10.00 £20.00| |REC |v
Transfer taxes: £2.800.00 §825.00( |RTX |v
Recording service charges: £5.00 510,00/ [Mig] | -

] Recording service charges are not eligible for reimbursement {omit from totals)

Tetal chamged: $3.655.00
Total actual charges: $3.670.00
Overage (+)/Shortage (-): -$15.00

[[] Reconcile complete

Cloze

The cumulative total for the fees and charges for subsequent recorded packages will also be sent to the

Order Notes for each recorded package.

Motes (3)
|
= = F=l
T Created Last Modified Mote
i Re-Recorded Recording Fee: $20.00
3 12/15/2017 10:36 AM Lizanne Healey-Smith Re-Recorded Transfer Tax: $525.00
il | Re-Recorded Submission Fee: £10.00
Re-Recorded Recording Fee: $10.00
12{15/2017 10:00 AM Lizanne Healey-Smith Re-Recorded Transfer Tax: $825.00
Re-Recorded Submission Fee: §5.00
Initial Recording Fee: $10.00
12/15/2017 09:07 AM Lizanne Healey-Smith Initial Transfer Tax: $2800.00
Initial Submission Fee: £5.00

These notes reflect the fees for the third recording package (the second Re-Recorded package to be a
Recording fee of $10, Transfer Tax of SO and a Submission Fee of $5.

For more information on Actual Charges, click use F1 Help when in the Actual Charges dialog.
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Workflow Automation is available to Select users on Select version 4.3.2 (4.2.41028.5) or higher.
Automation for Simplifile transactions can be enabled to submit a new recording package and handle
packages returned to 360. Only users with SPAdmin access can create an automation process.
Automation processes are created is SPAdmin by clicking on the Processes subfolder under Automation
and clicking on New Process Setup in the Processes ribbon, or right clicking on the Processes subfolder

and clicking on New Processes.?

e #l -l@ - )= Processes
ProForm  ProTrust  ProDesign  Prol0S9  SPImage  SPAdmin 360 Procasses
e Process
SEDJDt
(5] StrtPage | Order 2017110086 Management Console X
fle = 8= - | Fiter by: &
§ [ serfer thttp://spro4300079:8080/) Haereare

4 [ leneral settings
Archives Name
Drop-down Lists “smplifle: Accept 360

] office Hours

Trust Accounting

There are multiple automation processes that can be set up for Simplifile. One example is to set up a
process to accept recorded packages. In the Automation Process Wizard, for When, select (1) 360

transaction is updated and (2) the specific link to select Simplifile — eRecording.

Automation Process Wizard =

@ A v ¥
‘When // If Then

Start this process when

Orderis saved
*) Document is sttached When ==
) Specic day and time oceurs
) Task is added or updated SEEEiEiaE:

@ 360 transaction is updated l'\

Simplifile - eRecording
Skye Closings - Signing Service
SoftPro - Appaintments
|| SoftPro - CDF MISMO XML Export
Here‘syaurmlgﬂ( SoftPra - COF MISMO XML Import

When a specific 360 transaction is updated SoftPro - Live

SoftPro - MismoProduct
SoftPro - Patriot Search
SoftPro - PatriotSearch Service

£40cn_DYT Ieanat:

2 A full explanation of the Automation process is beyond the scope of this User Guide. For more
information, access the Processes subfolder in the Management Console of SPAdmin, and click the F1
key to open the online F1 Help guide for Select Automation.
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For If, check 360 transaction status is and a specific value of Ready.

Automation Process Wizard @

€]

® > v > [}
‘when I 4 Then

And ff these conditions are met hid
[ 360 transaction field is specific valus
[] 360 transaction product contains speciic value 360 transaction status is
[T 36Dtransaction provider reference name contains ] Mew
[T 3801transaction provider reference number contain Ready
[T 380transaction sent to contains specific valus [[] Completed
360 transaction status is specific value ] Rejected
[ 360transaction sub product contains specific valu [F] Canceled
[ Order has the fallowing criteria [ Emor
Here's your rule so far: [T InProgress
When a Simplfile - eRecording (New) 360 transaction i [T Updated
and 360 transaction status is specific value [0 Accepted
[] Suspended
[[] Sending
Mext > Cancsl

For Then, check Perform a specific 360 action and a Service Action of Simplifile Accept, Accept Data of
Overwrite Data, and Accept Documents as Accept Documents.

Automation Process Wizard @

€}

=<

& 2

Then do the following:

i

[ Perform specific actions on the order

Perform a specific 360 action iz g il sdin @
[ Run code snippet

Service Simplifile - eRecording (New)
Service Action |5lq:|liﬁle Accept
AcceptData Overwrite Data -
AcceptDocuments Accept Dy
Here's your rule so far:

When a Simplifie - eRecording (Mew) 360 transaction is updatd
and 360 transaction status is ‘Ready’
then do the following:
perform a Simpliile - eRecording (Mew) 360 action

Click Finish on the Automation Process Wizard and enter a Name for the process in the next screen.

Checking the Enable this process checkbox will enable the process for In Progress and new recording
transactions.
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