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SOFTPRO 360 — STEWART ACCESS — POLICY JACKETS 8/14/2017

The Stewart Access (SA) integration with SoftPro 360 allows you to order Stewart products within ProForm
while helping to eliminate data duplication. SoftPro 360 can create a Stewart file that corresponds with
information in your ProForm order and will allow you to order Policy Jackets along with CPLs through
Stewart. You can freely edit and void these Policy Jackets, if necessary, and of this can be done without

having to leave your SoftPro workspace.

Stewart Access users will be able to:

e Request a Policy Jacket.

e Preview the contents of a Jacket Draft returned from Stewart and make changes before it’s
submitted again for Issue.

e Accept and attach a Jacket to an order.

e Add and edit both standard and post-policy endorsements.

e Associate a jacket with a prior policy

e Include premium and remittance information on endorsements, additional and special charges,
jacket pricing, and CPL pricing.

e Edit anissued Jacket.

e Void an issued Jacket.
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Access From The 360 Services Menu

From the 360 = Services menu, double-click Stewart — Stewart Access located under the Underwriter
Services folder. This will open the Order Linking screen:
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Select a ProForm Order for Your Search

From the Order Linking screen, you can specify the order whose contacts you want to search. All the orders
that are currently opened in your 360 session will be listed in the Open Order Numbers pane. The Selected
Order Number field will automatically populate with the currently active ProForm order.

r ™

Crder Linking

Open Order Numbers:

N 1
|[Z01 7070011
U U

Selected Order Number:

Goi7070011
[ ] [ ]
i oK Cancel
L u >y

1. You may select an order from the list which will automatically display in the Selected Order
Number field or you can manually enter the desired order number.
2. Click OK to navigate to the Welcome screen.
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Welcome Screen

The Welcome screen provides a summary of the product & Stewart’s contact information:

(@ Stewart Access - 2017070011 S5)

Welcome stewart

Ist Stewart, our top priority is helping your business grow and helping you achieve your goals. Whether
it's through our underwriting experise, unbeatable service or innovative technology, we're committed to
your success. We've dedicated more than a century to enhancing the real estate transaction process. So
rest assured, you have an underwriter with the financial strength to handle your largest commercial and
residential deals.

|| SoftPro's integration with Stewart Access provides:
+  Ability to generate approved Closing Protection Letters directly from SoftPro

«  Ability to generate title policy jackets from within SoftPro allowing users to request an electronic
policy jacket without leaving the SoftPro system

+  Elimination of policy inventory - policy numbers are issued on demand

« Keytransaction information is automatically populated into the policy jacket, reducing
keystrokes and overall turn time when generating a policy jacket

For additional information, please contact:

Stewart Title Guaranty Company

1980 Post Oak Blvd. Suite 800, Houston, TX 77056
Phone: 1-800-7258-1900

Eegister an account

II:lSkipWeIcomePage I

e C(Click Next to navigate to the Login screen. You may click the Skip Welcome Screen checkbox to
bypass this screen in future sessions.
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Login Screen

The Login screen requires you to enter your User ID and Password provided by Stewart. The Remember
me checkbox will allow you to automatically log in the next time you launch this product:

© k'
& Stewart Access - 2017070011 S

Logi stewart

T e

Provide vour Stewart Access account information.

User ID: PROUSER1@devpicdeviocal

Password: FREEEEE

I [¥] Remember me I I

Back | MNext Cancel

e Click Next to continue to the Title Services screen.
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The Title Services screen displays a table that lists the products (CPLs and Policy Jackets) that have been
created for an order. It also serves as a launcher from which you can choose to add, edit, or cancel a jacket.

&) Stewart Access - 2017070011 £
L
stewart
Action  Product Type Insured Status Created On
Palicy Jacket Loan MyLender Canceled  7/3/2017 12:50 PM
i Policy Jacket Loan Wells Fargo InProgress 7/3/2017 12:45 PM
3 Palicy Jacket Owners Craig Johnson Ready TI32017 12:40 PM
Closing Protection Letter UT Singl... MyLender Completed 7/3/2017 12:36 PM
&) Add Products B File Information ol
| Back | | Cancel |

Table Details

The columns in the Title Services screen provide the following information:

> Action:

o Paperlcon L¥;

e The PDF of the jacket has not yet been attached to the order (Status = Ready).
Clicking the icon will return you to the Review screen where you will be able to
click Accept to attach it to your order.

e The jacket was submitted to Stewart for a Draft version but has not yet been
submitted for issue (Status = In Progress). Clicking the icon will return you to the

Review screen where you will be able to continue and complete the submission
workflow.

o Noicon displayed:
e Theissued jacket has been voided/canceled (Status = Canceled)
e The issued jacket has been attached to the order (Status = Completed).
o Red Question Mark !: The transaction encountered an error and the transmission could
not be completed (Status = Rejected). You can hover over the question mark or double-
click it to view a description of the error.
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Y

Y

>

Product: The type of product requested in the integration. For CPLs, the value will always be
Closing Protection Letter; for jackets, the value will always be Policy Jackets.
Type: The jacket type requested i.e., Guarantee, Loan, Owners, etc.
Insured: The name of the lender.
Status:
o Ready: The product was successfully generated by Stewart and received by 360 but it has
not been attached to the order.
o Completed: The product was successfully generated Stewart, received by 360, and
attached to the order.
o Rejected: An error occurred during the transmission of the transaction.
o Canceled: The transaction was canceled/voided in Stewart.
Created On: Date and time stamp of when the product was initially generated.

To sort the data in the table by columns, click on a column heading (except for the Action header). Click

once to sort in ascending order and again to sort in descending order.

Buttons

Add Products: Displays the Available Products screen from which you can submit a CPL or Policy
Jacket.

Edit/View: Enables you to update or void an issued jacket or add a post policy endorsement to an
issued jacket.

File Information: Property information from your order that will be included in your request to
Stewart. See the File Information section of this guide for details.

10
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The following is a high level summary of the steps required to create a policy jacket. These steps
areexplained in more detail in the following sections of this document.

Add required information to the File Information screen.

Select the Policy Jacket product option from the Available Products screen.
Add information to the Jacket Information screen.

Add information to the Rates & Charges screen.

vk wn e

Submit the order to Stewart. In the first submission, the jacket will be saved in Draft status and

Stewart will remit a PDF of the draft jacket to 360 for your review.

Click Preview on the Preview Jacket screen to view the PDF of the draft jacket.

Click Edit on the Preview Jacket screen to return to the Jacket Information and Rates & Charges

screens.

Edit the jacket and/or pricing information as necessary.

9. Submit the order to Stewart with or without changes. In the second submission, the jacket will be
issued (and will no longer be in Draft status). Stewart will remit the issued jacket to 360 for your
review.

10. On the Review screen, you may view the PDF of the issued jacket.

11. Click Accept to attach the jacket to your order.

11
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File Information

To create a jacket, you must first ensure the required data is provided in the File Information screen.

-

% Stewart Access - 2

Title Services Information Sent to Stewart Access

ST ==
stewart

Single Family Dwelling

3422 Laurelwood Dr., Salt Lake City, UT, 84101

68
60
200

Action  Product Property 1
FLOETE Primary Property
i Palicy Ja
= _CY Property Type
I Palicy J4 o o
) rope ress
Closing perty
Lot
Block
Section
Subdivision
PIM

45-22-265

Property Brief Legal | jasldkasldkdjas|kdfja; ks dfjl;aksdjflkasdjf,|kajs d;flkajs df;|ka

m

Mote: Edits made here will not update your ProForm Order.

() Add Products

[ oK ] [ Cancel
[ Back | [ cancal |

1. On the Title Services screen, click the File Information button to open the Information Sent to

Stewart Access screen.

2. You must select at least one Primary Property and then a corresponding Property Type.

o Property Type is required only when creating a jacket; it is optional for CPLs.

o NOTE: You will only be able to update Property Type in the File Information screen
outside of the Jacket product.

o The State specified in the Property Address will be the jacket state.

12
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Selecting the Jacket Product

Once you've provided the property information, you can request a jacket from Stewart.

-

& Stewart Access - 2017070011

Tite Sevies stewart

Action  Product Type Insured Status Created On -
Policy Jacket Loan MyLender Canceled 71372017 12:50 PM
[ Policy Jacket

Closing Protectior =
Available Products ewar

=p Closing Protection Letter

Attach a new closing protection letter to your ProForm order.

=p Policy Jacket
/ Attach a new Policy Jacket to your ProForm Order.

() Add Products =

1. Click the Add Products button to open the Available Products screen.
2. Select Policy Jacket to navigate to the Jacket Information screen.

13
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Adding Jacket Information

The Jacket Information screen allows you to enter information needed to create a new jacket or edit a

jacket in Draft status.

& Stewart Jacket - 2017070011

=

Jacket Information

Effective Date : [07/07/2017 lenl

|ELY]

Agency: Northern Title Company -]

Agency Location INorlhern Title Company - 11 We v]

Transaction Type : [Sale - New Home / Tract -

Lender | BuyerSeller | Prior Policy

stewart

Property : [2422 Laurelwood Dr, Salt Lake Cit|

Praperty County - [Salt Lake -

Jacket Type . [Owners v]

Form : [ ALTAOwners Policy 6-17-2006 |

Liability : [$250,000.00 |

Search for a Stewart Lender :

Selection: MylLender
4554 Lakeway Blvd
Salt Lake City, UT, 84101

Mame : City : State Zip .
|we| | |'Sa|t lake city | [UT v] | | f search | =
N
Source Name
ProForm | Wells Fargo Salt Lake City 1l
SA MyLender Salt Lake City

Loan Number
[123458 |

[] Include Successor Language

Search criteria you send to Stewart to
search for lenders in their svstem

Table that displays lenders from your
order and/or from your search results

Email : contact@mylender.com [ v]
Phone : (512) 555-2332
Fax:({512)555-2300

Jacket Data Required for Request
1. Select the Effective Date. You will receive a warning message if the Effective Date is not within 30
days (in the past or in the future) of the current date.
Select the Agency and the Agency Location.
(Optional) Select the Transaction Type.
Property will display the property information that you specified from the File Information screen.
You will not be able to edit this field from this screen.
5. Select the Property County.
Select the Jacket Type and the Jacket Form.
Enter the Liability amount.

e If the Jacket Type selected is Loan and your order has a loan amount associated with the
lender you select, it will display this value in the Liability field.

o If the Jacket Type selected is Owners and your order has a sales price associated with the
property, it will display this value in the Liability field. You will be able to edit this amount.

14
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Lender Tab

The Lender Tab (see above) allows you to specify lender information required for a Loan Jacket Type. A

table will display a list of lenders that you can select from. By default, it displays the lender names in

your order and will label them as ProForm under the Source column.

1. To search for lenders in Stewart’s system, you must enter the ZIP or the City, State and at least the
first 3 letters of the lender name. The search results will display in the table and will be labeled as
SA (Stewart Access).

2. Select the lender you want to include by highlighting a name from the list. The Selection area will
display details of the lender you select from the table.

3. You can optionally enter a Loan Number. This field will display the ID of the loan in your order if
there is loan associated with the lender you select.

4. |If the property state in your order uses Successor Language, you can click the Successor Language
checkbox; you may select one of the options from the drop-down provided.

Buyer/Seller Tab
The Buyer/Seller tab allows you to view only the names and addresses of the buyers and sellers in your
order. You can only edit this information while working in your ProForm order.

& Stewart Jacket - 2017070011 =5
.
stewart
Effective Date : [07/07/2017 53 Property : [3422 Laurelwood Dr, Salt Lake Cif|
Agency: [Northern Title Company =] Propery County: [sait Lake -
Agency Location : [Northern Title Company - 11 We ~| JacketType : |Owners -
Transaction Type : [SalefNewHumerTrac‘l v] Form : [ALTAOwners Policy 6-17-2006 -]
Liability : [$250,000.00 |
Buyer/Seller | Priar Policy
Type Mame Address
Craig Johnson 7899 Copperieaf Rd, Salt Lake City, UT, 84101 f
Buyer  Beth.Johnson 2399 Canyon Rd, Salt Lake City, UT, 84101 il
Seller  JackWilson 3422 Laurelwood Dr, Salt Lake City, UT, 84101

15
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Prior Policy Tab
The Prior Policy tab allows you to link your new policy to an original/prior policy for refinancing or
reissues.
& Stewart Jacket - 2017070011 [
Jacket Information Stewwf
Effective Date : [07/07/2017 || Property : [3422 Laurelwood Dr,, Salt Lake Cit|
Agency : [NorthernTitIe Company v] Property County : [Sa\tLake ']
Agency Location © | Nortnem Title Company - 11 We | Jacket Type - [Loan -
Transaction Type : |Sale - New Home / Tract - Form: |ALTALoan Policy 6-17-2006 = |

Liability - [$750,000.00 |

| Lender | EluyerJSeHer| Prior Policy |

Search for a Prior Policy :

File Number : Agency : Prior Policy Number : E— Search criteria you send to Stewart to
360Te=t100 N .- N | ([searen ] search for original policies in their system
Select or Enter the Prior Policy Information :
Prior Policy [P.‘ease Select v] l Search results displayed as options in drop-
— down

Underwriter |STG ‘ Prior Policy Mumber : I:r . i .

Date - 710872077 = Lisbilty - |:| Information displayed based on selection

- - — from search results or information you
state : [UT | Jacket Type I:L manually enter.

1. To search for a policy, enter the File Number or the Prior Policy Number and click Search.
Agency is a read-only field that displays the agency of the current jacket; it must be the same
agency of the policy you are searching for.
2. If successful, you will be prompted to Please Select from the search results in the Prior Policy drop-
down. Select a policy and the information described in the next step will display.
3. Instead of searching for a policy, you can opt to enter the prior policy information manually:
Underwriter — Select STIC if New York is the jacket state; otherwise select STG.

o Date - Select the effective date of the prior policy.
o State — Displays the property state of the current jacket you are creating as read-only.
o Prior Policy Number — Enter the policy number of the original jacket with which you would

like to associate your (policy?) jacket. (I got confused with the policy/jacket teminology/
Are we associating jackets with jackets?)

Liability — Enter the liability amount.

Jacket Type — Select the jacket type.

16
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Details Tab

The Details tab will display based on the Jacket Form that you select (i.e., Short Form Loan Policies).
The fields that display under the Attribute Name column in this tab correspond with certain
information about your jacket (i.e. Jacket Type, Form, State, etc.).

& Stewart Jacket - 2017070011 [
.
e stewart
Effective Date : [07/07/2017 52 Property : (3422 Laurelwood Dr, Salt Lake Cit|
Agency : [Nortnem Title Company v] FProperty County : [Salt Lake ']
Agency Location : |Northern Title Company - 11 We | Jacket Type * [Loan -
Transaction Type © | Sale - New Home / Tract -] Form : [ALTAShort Form Residential Le - |
Liability : [$750,000.00 |
‘ Lender | Buyer/Seller | PrlorF‘oIl:I| Details I
Aftribute Name Value |
Addendum Attached N
Mortgage Amount $200,000.00
Mortgage Date 07/28/2017
State Statutes 61-2F222
Palicy Time Stamp 2017-06-15 09-00-00

Borrower Mames and Vesting Tom Jones, Mary Jones|

e Enter information in the Value column for each of the Attributes.

Adding Rates and Charges Information

Clicking Next from the Jacket Information screen will take you to the Rates and Charges screenand display
four tabs. These tabs allow you to include pricing information in the transaction that you submit to Stewart.
They include: Endorsements, Additional Charge, Special Charge, and Jacket Pricing.

17
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ra ™
& Stewart Jacket - 2017070016 =5
Ll
stewart
Agency : |StewartAccess TestAgency | Liability : |$750,000.00 |
Property : |3422 Laurelwood Dr., Murfreesboro, TH, 3713I| Total Premium : |$0.00 |
Form : [ALTALoan Policy 6-17-2006 | Total Remittance : [50.00 |

Endorsements ‘Additional Charge | Special Charge | Jacket Pricing | CPL Pricing‘

.

N Action  Endorsement Actual Premium Actual Remittance Trans Code Liz
H

4| i b
(| Proform Endorsement Charge i

LoanPaolicy - ALTAEndorsement 10.1-06 (Assignment/Date Down) $0.00

m

LoanPuolicy - ALTAEndorsement 11.2-06 (Mortgage Modification wi Addition...  $0.00

LoanPuolicy - ALTAEndorsement 12-06 (Aggregation) $0.00 e
| nanPaoliry - Al TAEndarsement 13 1-06f (| easehaold) s0.00 i
I Back ] [ Submit ] [ Cancel
w A

e Agency, Property, Form, and Liability information that you specified in previous screens will be
displayed as read-only fields at the top of the screen.

e Total Premium and Total Remittance will display the total amounts of the premium and remittance
values provided in the Rates and Charges tabs. It will calculate after the jacket has been submitted
to Stewart for Draft.

18
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Endorsements Tab
The Endorsements tab allows you to add standard endorsements to your jacket.The table at the botton
of this tab displays the endorsements and charges that are currently in the ProForm order.

(@ stewart Jacket - 2017070016 Stewart lacket - 2017070016 =]

Rates and Charges Add Endorsement Stewart

Agency : |StewarLAccess TestAgency |

Property : (3422 Laurelwood Dr, Murireesboro, TN, 3713] Endorsement : | ALTA4.1-06 Condominium Rev 10-16-2008 |
Form : [ALTALoan Policy 6-17-2006 | Actual Premium : |$1gg_gg |
/y Actual Remittance : |$50.DD |
Endorsements | Additional Charge Charge | JacketH Trans Code : "][]‘] Endaorsement V]
./ Liability : |$1,500.00
I | || © Add | |
Action  Endorsement Actual Premium Act
i save | [ cancel
|
| a [ G
Proform Endorsement Charge it
LoanPolicy - ALTA Endorsement 10.1-06 (; nment/Date Down) \ Displays the endorsements
LoanPaolicy - ALTA Endorsement 11.2-06 (Mortgage Modification w/ Addition...  $0.00 = in your ProForm order.
||| |LoanPalicy -ALTAEndorsement 12-06 (Aggregation) $0.00 =
I L nanPaolicy - Al TAEndarsement 13 1-0f (1 easehaldy s0.00 i
Back ] [ Submit ] [ Cancel

1. Click Add to display the Add Endorsement pop-up window; use this window to enter endorsement
data.
Select an Endorsement from the list in the drop-down.
Enter the Actual Premium amount for the endorsement.
Enter the Actual Remittance amount for the endorsement. You may leave this field blank prior to
submitting the jacket for Draft, but it is required when you submit the order for issuance.
5. Select a Trans Code.
(Optional) Enter the Liability amount.
Click Save and the endorsement will display as a row in the grid. Click Add again if you want to add

another endorsement.

19
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p
& Stewart Jacket - 2017070016

55)

Rates and Charges

stewart

Agency : |Stewam\ccess TestAgency |

Property : [3422 Laurelwood Dr, Murfreesboro, TN, 3713

Form : |ALTA Loan Policy 6-17-2008 |

Liability : [$750,000.00 |

Total Premiurm : |$0.00 |

Total Remittance : |$0.00 |

Endorsements

Additional Charge | Special Charge

Jacket Pricing

CPL Pricing

Actual Premium

| Action  Endersement
1] ALTA4.1-06 Condominiu... $100.00

%
? ?] ALTA4.1-06 Condominiu... $75.00

Actual Remittance Trans Code Liz

§100.00 Endorsement
$20.00 Endorsement 52,

< T

Proform Endorsement

LoanPolicy - ALTAEndorsement 10.1-06 (Assignment/Date Down) $0.00

LoanPalicy - ALTA Endorsement 11.2-06 (Mortgage Modification w/ Addition...  $0.00

Charge e

LoanPolicy - ALTAEndorsement 12-06 (Aggregation)

$0.00 L

L nanPalicy - Al TAFndarsement 13 1-0F {1 easehold)

£0.00

[ Back || submit | [ cancel |

L

8. Click the

Endorsement screen where you can make changes.

Stewart Jacket - 2017070016

=

Edit Endorsement

stewart

Endorsement : |ALTA4.1-06 Condominium Rev 10-16-2008 ~|

Actual Premium : |$'1UU.UU

Actual Remittance |$50.UD

Trans Code : l10‘1 Endorsement

)

Liability - [$1,500.00

[ save | [ cancel |

icon next to the endorsement you would like to edit. You will navigate to the Edit

9. Click the icon next to the endorsement you would like to delete; this will remove the

endorsement from the grid.
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Additional Charge Tab
If you are working in a State that allows additional charges, you will be able to specify these charges on this

screen:

@ Stewart Jacket - 2017070015 Stewart Jacket - 2017070015 =

Rates and Charges Add Additional Charge Stewaﬂ

Agency : |StewarLAccess TestAgency |

Property : [3422 Laurelwaod Dr., Bristol, CT, 06010 | Total A

Form : [ALTALoan Policy 6-17-2006 | TotalRe

Additional Charge Type : [Search Fee v]

Fee : |50] |

Endorsements | Additional Charge SpeciaICharge|JacketPricmg‘

—

P
Action  Additional Charge Type

Save ] [ Cancel

Back ][ Submit ] [ Cancel

Click Add to display the Add Additional Charge pop-up window.

Select an Additional Charge Type from the list in the drop-down.

Enter the Fee amount.

Click Save and the additional charge will display as a row in the grid. Click Add again if you want to

PwnNPRE

add another charge:

21



SOFTPRO 360 — STEWART ACCESS — POLICY JACKETS 8/14/2017

'S ™
& Stewart Jacket - 2017070015 ===
N
stewart
Agency : [StewartAccess Test Agency | Liability : |$750,000.00 |
Property : |3422LaurelwoodDr.,Eristol, CT, 06010 | Total Premium : ‘$0.00 |
Form : [ALTA Loan Policy 6-17-2006 | Total Remittance : [50.00 |

Endorsements | Additional Charge | Special Charge | Jacket F‘ricing|

Back ][ Submit ] [ Cancel

5. Click the [ icon next to the additional charge you would like to edit. You will navigate to the Edit
Additional Charge screen where you will be able to make changes:

Stewart Jacket - 2017070015 =]

Edit Additional Charge stewart

Additional Charge Type : ’Search Fee v]

Fee |$50.UD |

[ Save ] [ Cancel ]

6. Click the | icon next to the charge you would like to delete; this will remove it from the grid.
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Special Charge Tab

If you are working in a State that allows special charges, you will be able to specify these charges on this

screen:
(@ stewart Jacket - 2017070017 Stewart Jacket - 2017070017 =
Rates and Charges Add Special Charge Stewart
Agency |StewarLAccessTestAgenc:y |
Property : [3422 Laurelwaod Dr, Austin, TX, 37133 | Tot
Form |T—2 Loan Policy of Title Insurance 1-3-2014 | Total Trans Code : [0050 Credit for Commitment Premium vl
Actual Premium : |$120-UU |
‘Endorsements |Additi0nal Charge | Special Charge | JacketPricin Actual Remittance : [$30.00 |
—
Action  Trans Code Actual Premium Actual Ry
save | | Cancel
Back ] [ Submit ] [ Cancel
1. Click Add to display the Add Special Charge pop-up window.
2. Select a Trans Code.
3. Enter the Actual Premium.
4. Enter the Actual Remittance.
5. Click Save and the charge will display as a row in the grid. Click Add again if you want to add

another special charge.
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r ™y
@ Stewart Jacket - 2017070017 [
a
stewart
Agency |StewarLAccess TestAgency | Liability : |$750,000.00 |
Property : |3422 Laurelwood Dr, Austin, TX, 37133 | Total Premium : |$0.00 |
Form : |T—2 Loan Palicy of Title Insurance 1-3-2014 | Total Remittance : |$0.00 |

‘Endorsements |Additi0nal Charge | Special Charge ‘JacketPricmg‘

@ Add
Action  Trans Code Actual Premium Actual Remittance Calculated Remittance
0050 Creditfor Commit.. $120.00 $30.00
|[# Joo20 Foreclosure Credit.  $75.00 $12.00
Back ] [ Submit ] [ Cancel
b =

6. Click the [ icon next to the additional charge you would like to edit. You will navigate to the Edit
Special Charge screen where you will be able to make changes:

Stewart Jacket - 2017070013 =)

Edit Special Charge Stewart

Trans Code : ’0050 Credit for Commitment Premium v]

Actual Premium |$‘IUEI.EIEI |

Actual Remittance : |$‘IUEI.EIEI |

Save ] [ Cancel

7. Click the | icon next to the charge you would like to delete. This will remove it from the grid.
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Jacket Pricing Tab

In order to create a jacket, you will be required to enter jacket pricing information.

& Stewart Jacket - 2017070017 2 [

Rates and Charges

Agency |Stewarb’-'\ccess TestAgency |
Property : |3422 Laurelwood Dr., Austin, TX, 37133 | Totd

Form : |T—2 Loan Policy of Title Insurance 1-3-2014 | Total R

Stewart Jacket - 2017070017 =

Add Jacket Pricing stewart

Trans Code : [3000 Single Issue v]

Actual Premium : |$250.UU |

Actual Remittance : | |

‘ Endorsements |Additional Charge | Special Charge

Jacket Pricing

Ll

Trans Cogde Actual Premium  Actual Remittancy

save | | cancal

L} 2

Back | [ submit | [ cancel

Click the [ icon to display the Add Jacket Pricing pop-up window.
Select a Trans Code.
Enter the Actual Premium.

o To submit for Draft, you will not be required to enter this information. However, when you

submit for Issue, the Actual Premium and the Actual Remittance will both be required.
For Actual Remittance:

o If you leave Actual Remittance blank and the Actual Premium is populated and then
submit for Draft, Stewart will calculate this value based on the (Agent’s) contract set up in
their system. You will then see this calculated amount displayed in the Actual Remittance
field when you are in Edit mode of the Draft. You will also be able to edit this value.

o If you populate Actual Remittance (whether or not Actual Premium is populated) and then
submit for Draft, Stewart will save this amount but will not overwrite it with a calculated

value.

5. Click Save and the charge will display as a row in the grid:
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7 My
€ Stewart Jacket - 2017070017 ==
>
stewart
Agency : [StewartAccess TestAgency | Liability : [$750,000.00 |
Property : [3422 Laurelwood Dr., Murfreesbora, TN, 3713] Total Premium : [50.00 |
Form : [ALTALoan Palicy 6-17-2006 | Total Remittance : [$0.00 |
i
i | Endorsements |Addltmna\ Charge | Special Charge | Jacket Pricing
I
i

Trans Code Actual Premium  Actual Remittance Serial Number Calculated Remittar
300 Construction loan p... $100.00

Back | [ submit | [ cancel |

= — ——— = — v,

Submitting Your Order for Draft

1. Once you've provided jacket and pricing information, click Submit from the Rates and Charges
screen. This will send the order information to Stewart. They will save it in their system and create
a jacket in Draft status. They will remit the draft jacket to the Preview Jacket screen in 360:

& Stewart Jacket - 2017070020 e
E]
Preview Jacket Stewart
| Document Name File Name File Size (in Kb} Transferred
Jacket-1-5LQ5TH Jacket1-5LQSTHpdf | 32938 100%

2. Click Preview. This will display the PDF of the jacket for you to review. It will also enable the Edit
button.
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3. Click Edit to return to the same Jacket Information and Rates and Charges screens where you will
be able to walk through the screens and tabs to make changes before you submit a final time to
issue the jacket.

4. Update any information as necessary.

Updated Jacket Pricing

In the Jacket Pricing tab, if the Actual Premium was left blank when it was submitted for Draft and there is
a contract set up in Stewart, then the Actual Premium and Calculated Remittance values will appear in the
grid. The Serial Number will also be populated with a value that Stewart assigns:

Additional Charge | Special Charge | Jacket Pricing | CPL Pricing

Endorsements

Trans Code Actual Premium | Actual Remittance Serial Number j§Calculated Remitta

$100.00 $10.00 0030393 $10.00

300 Construction loan p...

|I
|

CPL Pricing Tab

If there are one or more CPLs that have been issued in your order, a CPL Pricing tab will display in the Rates
and Charges screen after you’ve submitted the order to Stewart for a Draft jacket. Each issued CPL will be
displayed as a row in a grid and you will be able to update the pricing information for each.
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.
@ Stewart Jacket - 2017070020 -
»
stewart
Agency |StEW8I‘U\CCESS TestAgency | Liability : |$750,D[][] 00 |
Property : |3422 Laurelwood Dr., Murfreesboro, TH, 3?12£| Total Premium : |$100_00 |
Form : [ALTALoan Policy 5-17-2005 | Total Remittance : [50.00 |
Endorsements | Additional Charge | Special Charge | Jacket Pricing | CPL Pricing Stewart Jacket - 2017070020 =]

Actual Premium - Actual Remittance  Serial Number Calculated Premium  Calculatg

$6.00 $50.00 $6.00

Actual Premium : |$50.00 |

Actual Remittance : |$E.UD |

Save Cancel
] m

Back ][ Submit ] [ Cancel ] H

1. Click the [ icon next to the issued CPL to display the Edit CPL Pricing pop-up window, and you
will be able to edit the Actual Premium and Actual Remittance.
2. Click Save and your changes will display in the grid.
o NOTE: You will not be able to void CPLs from this screen. You must close out of the Jacket
product and go to the CPL product in the integration to do so.

Submitting Your Order for Issue
1. One you have completed editing the Draft version of your jacket, click Submit. Stewart will issue
the jacket and remit the PDF of the issued jacket to 360.

2. You will be taken to the Review screen where you will be able to view the jacket as well as have the
ability to copy it to your desktop:
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e k'
& Stewart Jacket - 2017070020 [

a2
stewart

Document Name File Name File Size (in Kb) Transferred
Jacket-1-5LQSTH Jacket-1-5LQ5TH.pdf 329.02 100%

@ Accept ] [ Close

P

3. Click Accept to attach it to your order.

Return to your ProForm order and click Attachments under the Order tab. You will see the PDF of
the jacket you accepted displayed in the attachment list:

Order Tools Order 201707002088 SoftPro Seled
Pro1099 SPImage SPAdmin 360 I Order I
& My Screens ) /ﬁ =] Document History % Apply Template @
< QOrder History 4 d & Field Code Browser | “E) Overlay Order
Documents | Jittachments Submit View Transactions
ale Rename Order
Documents Actions Workflow Transactions
he 4
—
u \ Attachments
+ = A [ Eé; B Ga (& Search i
. Attachments Mame Description Type Source Size Last Modffied On Last Modffied By
=L CPLA-5LI7PL CPL-1-5LJ7PL Adobe Acrob...  Aftached TAKB 7, 206PM  Admin
Sk 1.5 Adobe Acroh Atzched J29 KB Admin
Jacket-1-5LQ5T... _Adobe Acrob...  Attached 329 KB __7/12/2017 2:02 PM__Admin i
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Editing an Issued Jacket

You can edit a jacket once it has been issued and has a 360 status of Completed.

1. From the Title Services screen, highlight the jacket you would like to edit and click Edit/View:

& Stewart Access - 2017070020 =5
»
stewart
Action  Product Type Insured Status Created On
Policy Jacket Loan MyLender Completed 7M2/2017 1:55 PM
Policy Jacket Loan MyLender Completed 7H2/2017 1:47 PM
Paolicy Jacket Loan MyLender Completed 7/M10/2017 5:07 PM
Closing Protection Letter Single Tr.. MyLender Completed 7/10/2017 2:03 PM

(3 Add Products ] L_j Edit / View File Information o

[ Back ] [ Cancel]

2. You will be taken to a Jacket Summary screen where you will be able to view data for the selected
jacket:

%, Stewart Jacket-2017070020

stewart

Jacket File Number: 2017070020 -
Jacket Serial Number: 338818983

Status: Issued

Effective Date: Jul 14, 2017

Transaction Type: Loan Only/Refi - HELOC

Primary Property:

Property Type: Single Family Dwelling

Property Address: 3422 Laurelwood Dr., Murfreesboro, TH, 37122
Property County: Carter

Lot: 68

Block: 60

Section: 200

PIN: 45-22-265

m

Liability Amount: $750,000.00

Issuing Agency: StewartAccess Test Agency

Issuing Location: StewartAccess Test Agency Inc - 1980 Post Oak, Suite 800, Houston, TX, 77056
Jacket Form: ALTA Loan Policy 6-17-2006

Jacket Type: Loan

Primary Lender:
Lender Name: MyLender -
Lender Address: 4554 Lakeway Blvd., Austin, TX, 78730

Sellers:
Seller Name: Jack Wilson
Seller Address: 3422 Laurelwood Dr., Murfreesboro, TN, 37122

BuyerBorrowers:
Buyer Name: Craig Johnson
Buyer Address: 7899 Copperleaf Rd, Austin, TX, 78734 -

PPE |[ Edt |[ woid | [ Cancel
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3. Click Edit and you will be taken to the same screens used to create the jacket. However, you will
only be able to edit certain information:
e Property County (Jacket Information screen).
e Prior Policy Tab — All fields except for Agency and State (Jacket Information screen).
e Jacket Pricing Tab — Actual Premium & Actual Remittance (Rates and Charges screen).
4. Follow steps in outlined in the previous section, Submitting Your Order for Issue.

You can choose to add endorsements to a jacket after it has been issued and has a 360 status of
Completed.

1. From the Title Services screen, highlight the jacket you would like to add a PPE(s) and click

Edit/View.
& Stewart Access - 2017070020 [
»
stewart
Action Product Type Insured Status Created On
Policy Jacket Loan MyLender Completed 7M2/2017 1.55 PM
Policy Jacket Loan MyLender Completed 7M2/2017 1:47 PM
Palicy Jacket Loan MyLender Completed 7/10/2017 5:07 PM
Closing Protection Letter Single Tr..  MyLender Completed 7HM0/2017 203 PM

(=) Add Products I l._. Edit/ View File Information =

[ Back I I Cancel]

2. You will be taken to a Jacket Summary screen where you can view data for the selected jacket:
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& Stewart Jacket-2017070020

stewart

Jacket File Number: 2017070020 -
Jacket Serial Number: 338818983

Status: Issued

Effective Date: Jul 14, 2017

Transaction Type: Loan Only/Refi - HELOC

Primary Property:

Property Type: Single Family Dwelling

Property Address: 3422 Laurelwood Dr., Murfreesboro, TN, 37122
Property County: Carter

Lot: 68

Block: G0

Section: 200

PIN: 45-22-265

m

Liability Amount: $750,000.00

Issuing Agency: StewartAccess Test Agency

Issuing Location: StewartAccess Test Agency Inc - 1980 Post Oak, Suite 800, Houston, TX, 77056
Jacket Form: ALTA Loan Policy 6-17-2006

Jacket Type: Loan

Primary Lender:
Lender Name: Myl ender
Lender Address: 4554 Lakeway Blvd , Austin, TX, 78730

Sellers:
Seller Name: Jack Wilson
Seller Address: 3422 Laurelwood Dr., Murfreesboro, TH, 37122

BuyerBorrowers:
Buyer Name: Craig Johnson
Buyer Address: 7899 Copperleaf Rd, Austin, TX, 78734 -

PPE |[ Edt |[ wveid | [ cancel

3. Click PPE and you will be taken to the Post Policy Endorsements tab (the only tab displayed within
the Post Policy screen). The read-only fields displayed at the top are the same as what is displayed
in the Rates and Charges screen. This tab also displays a table that allows you to view the
endorsements and their charges that are currently in your ProForm order:
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fa ™
@ StewartJacket-2017070020 —— =5
'
stewart
Agency : |Stewart*\ccess TestAgency | Liability : |$?50.UUU.UU |
Property : |3422 Laurelwood Dr, Murfreesbora, | Total Premium : |$1UU.UU |
Form : |.‘\LT‘\L08I'1 Policy 6-17-2006 | Total Remittance : |$U.UU |
Post Policy Endorsements H
@ Add
| Action | Date Location Endorsement Actual Premium Actual Remittance Trans Coc
4 3
Proform Endorsement Charge i
LoanPolicy ! 2Nt 10.1 gnment/Date Down) $0.00
LoanPuolicy - ALTA Endorsement 11.2-06 (Mortgage Modification w/ Additional... $0.00
LoanPaolicy - ALTA Endorsement 12-06 (Aggregation) $0.00 —
Flease wait, creating policy container.. Close
L A
s | ]
@ Stewart Jacket-2017070020 Pr— Stewart Jacket-2017070020 @

Post Policy Add Post Policy Endorsement Stewart

Agency : |StewartAccess TestAgency
| | Date : 07/14/2017 E~
Property : |3422 Laurelwood Dr., Murfreesboro, | Tot :
Location : lStewarMccess TestAgency Inc- 1980 Pos v]
F : |ALTA Loan Policy 6-17-2006 Total
orm: | 2 | ot Endorsement : IAJ_TA f-06 Variable Rate Mortgage Rev 10- v]

Fast Policy Endorsements

/ Actual Premium ; |$100.00 |
|

Actual Remittance : |

@ Add Trans Code : l1{]1 Endorsement ']
| Action | Date Location Endorsement A Liability ; | |
Save ] [ Cancel ]
4 3
Proform Endorsement Charge i Displays list of
LoanPolicy ! ment 10.1-06 nment/Date Down) $0.00 endorsements in
LoanPaolicy - ALTAEndorsement 11.2-06 (Mortgage Modification wi Additional... $0.00 your ProForm
LoanPolicy - ALTAEndorsement 12-06 (Aggregation) $0.00 — order.

Flease wait, creating policy container.. Close
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L 0 N !

10.
11.
12.

13.

Click Add to display the Add Post Policy Endorsement pop-up window where you will be able to
enter endorsement data.

Select a Date.

Select a Location.

Select an Endorsement.

Enter the Actual Premium amount for the endorsement.

(Optional) Enter the Actual Remittance amount for the endorsement. You may leave this field
blank prior to submitting the jacket for Draft, but it is required when you submit the order for
issuance.

Select a Trans Code.

(Optional) Enter the Liability amount.

Click Save and the endorsement will display as a row in the grid. Click Add again if you want to add
another endorsement:

-
& Stewart Jacket-2017070020 =5
]
stewart
Agency : |StEW8I‘U\ECESS TestAgency | Liability : |$?5[],[][][] 00 ‘
Property : |3422 Laurelwood Dr., Murrreesboro,'| Total Premium : |$100_00 ‘
Form : [ALTALoan Policy 6-17-2006 | Total Remittance : [50.00 ‘

Post Policy Endorsements

Location Endorsement Actual Premium Actual Remitiance

$35.00

Trans C
StewartAcc... ALTAB-06 Variab... $100.00

StewartAcc...

ALTA14.3-06 Fut.. $75.00 505 End¢

Proform Endorsement Charge i

LoanPolicy ! nment/Date Down) $0.00 ‘ ‘
LoanPolicy - ALTAEndorsement 11.2-06 (Mortgage Modification wi Additional... $0.00
LoanPolicy - ALTAEndorsement 12-06 (Aggregation) $0.00

Close

Click the [ icon next to the endorsement you would like to edit. You will navigate to the Edit
Post Policy Endorsement screen where you will be able to make changes:
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Stewart Jacket-2017070020 @
Edit Post Policy Endorsement Stewart
Date : 07142017 B~

Location IStewartAccess TestAgency Inc - 1980 Pos v]

Endorsement ; [ALTA 6-06 Variable Rate Mortgage Rev 10- v]

Actual Premium : |$1EID.DE| |

Actual Remittance |$35.DU |

Trans Code : [101 Endorsement ']

Liability : | |

[ Save ] [ Cancel ]

14. Click the | icon next to the endorsement you would like to delete. This will remove the
endorsement from the grid:

15. For PPEs, you will submit each endorsement to Stewart directly from this grid. Click the icon
next to the endorsement you want to send to Stewart. Once it’s submitted, it will be issued and the

icon will become disabled. Once an endorsement is issue, you will only be able to edit [ or

cancel | it.

Post Policy Endarsements

Action Date Location Endorsement Actual Premium Actual Remittance Trans C

8| 07/14/2017 StewartAcc.. ALTAB-06 Variab... $100.00 $35.00

07/14/2017 StewartAcc.. ALTA414.3-06 Fut.. $75.00 $50.00 505 End

16. Click Close to return to the Title Services screen.

Voiding a Jacket

You can choose to void a jacket once it has been issued and has a 360 status of Completed.

1. From the Title Services screen, highlight the jacket you would like to edit and click Edit/View:

35



SOFTPRO 360 — STEWART ACCESS — POLICY JACKETS 8/14/2017

& Stewart Access - 2017070020 =

stewart

Action  Product Type Insured Status Created On
Policy Jacket Loan MyLender Completed 7M2/2017 1.55 PM
I Palicy Jacket Loan MyLender Completed 7M2/2017 1:.47 PM
Palicy Jacket Loan MyLender Completed 7M0/2017 5:07 PM
Closing Protection Letter Single Tr..  MyLender Completed 7HM0/2017 203 PM

3 Add Products l l“j Edit/ View File Information =

[ Back ] [ Cancel]

2. You will be taken to a Jacket Summary screen where you will can view data for the selected jacket:

@ Stewart Jacket-2017070020

stewart

Jacket File Number: 2017070020 -
Jacket Serial Number: 3388128083

Status: lssued

Effective Date: Jul 14, 2017

Transaction Type: Loan Only/Refi - HELOC

Primary Property:

Property Type: Single Family Dwelling

Property Address: 3422 Laurelwood Dr., Murfreesboro, Th, 37122
Property County: Carter

Lot: 68

Block: 60

Section: 200

PIN: 45-22-265

m

Liability Amount: $750,000.00

Issuing Agency: StewartAccess Test Agency

Issuing Location: StewartAccess Test Agency Inc - 1980 Post Oak, Suite 800, Houston, TX, 77056
Jacket Form: ALTA Loan Policy 6-17-2006

Jacket Type: Loan

Primary Lender:
Lender Name: MyLender L.
Lender Address: 4554 Lakeway Blvd., Austin, TX, 78730

Sellers:
Seller Name: Jack Wilson
Seller Address: 3422 Laurelwood Dr., Murfreesboro, TN, 37122

BuyerBorrowers:
Buyer Name: Craig Johnson
Buyer Address: 7899 Copperleaf Rd, Austin, TX, 78734 -

PPE |[ Edt |[ wvoid | [ cancel

3. Click Void and you will navigate to the Void Jacket screen:
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-

&

==

Void Jacket

stewart

Void Reason : |Entered in Error

4. Select a Void Reason and click Void. A message will confirm that the jacket has been voided:

& Stewart Jacket - 2017070020

P

Review Jacket

stewart

Jacket 338818983 voided successfu

Iy

Close

5. Click Close and you will return to the Title Services screen where the jacket you voided will now
have a Canceled status (in 360). You will no longer be able to access this jacket in 360:

& Stewart Access - 2017070020

==

Title Services

stewart

Action  Product Type Insured Status Created On
Bolicy lackat LA Myl ender Completed 74200047 4-22 DL
Policy Jacket Loan MyLender Canceled 7HM2/2017 1:47 PM
Oy JacreT Toan TCenaer L) 13010 M 0P W E
Closing Protection Letter Single Tr. MyLender Completed 7/10/2017 2:03 PM

(&) Add Products

File Information o

[ Back ] [ Cancel]
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