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Agreement. By accepting the License, you acknowledge that the materials and programs furnished are
the exclusive property of SoftPro. You do not become the owner of the program, but have the right to
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The A.S.K. Services Integration with SoftPro 360 allows users to seamlessly place orders for A.S.K. title
products and receive the results of those orders within SoftPro 360. Features offered in the integration
allow users to perform the following:

e Request A.S.K. title products

e Track the status of their requests

e View data returned from A.S.K.

e Preview documents returned from A.S.K.

e Accept and attach documents to their ProForm order

e Perform a bringdown/update on a title search
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Access from the 360 Services Menu

From the 360 = Services menu, double-click A.S.K. cervices
Services - Title Production located under the Title Submit About
Services folder. This will open the Order Linking screen: :: g‘:d'ms

)

Tax Services

I

L
-l
| Settlement Services
L
|, Title Services

I

@ Ameristar - Title Search Platform

@ FNTG - TileWave

@ Mew Jersey Search Experts - Title And Abstract Search|
- @ Property Insight - TilePaint

Order Linking

From the Order Linking screen, select the ProForm order to

be sent to A.S.K.:
Open Order Numbers:

All orders that are currently opened will be listed in the
Open Order Numbers pane. The selected Order Number

field will populate with the current active ProForm order.
You may select an order from any of the open orders, or you
may choose to overwrite the Selected Order Number field

with an order that is not currently open. Once you have Selected Order Number-

confirmed an order to link, click OK to continue to the Login [

screen.

Corce

Logging In

The Login screen requires you to enter a valid A.S.K. user

name and password. Check “Remember Me” to log in Login

SEmvices

automatically when you launch the product in future
sessions. If you do not currently have credentials, you will
need to reach out to A.S.K. to get a user ID and password. “%“”
Contact information can be found by clicking the Contact F:P —
A.S.K. Services link which will take you directly to the H Rk
A.S.K. Services website. Click Login to continue to the

Data Selection screen:
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Specifying Order Data
From the Login screen, navigate to the Data

Selection screen where you will need to specify Data Selection m
information for your order. SERVIEES
e Ship To — Select the appropriate office or Ship To: [Sotpro region 1 v
person who is placing the order. Procuct |2-Owner Search v
Froperty(s):

e Product — Select the title product you are

Address APN/Parcel ID County

requesting from A.S.K. Note that the 1234 Carriage Dr. Ann Arbor MI 48103 980082353 Mecosta
2101 Maple View Dr. Ann Arbor MI 48103 Mecosta

products provided by A.S.K. will vary from

state to state. Notes: Add to ProForm Notes

e Property(s) — Displays information for all

properties in your order.

Add Documents Back Submit Cancel

o The minimum required fields for
each property are: (1) Street Address or APN/Parcel ID, (2) State, (3) County and (4) City or
Zip Code. If any of these values are missing, an error message will display upon login, and

you will need to return to your ProForm order to add this information.

o If the county in your order does not match any names listed in the County dropdown, you
will be required to select one.

o The checkbox next to each property allows you to indicate if it will be included in the order
or not. At least one property must be submitted to A.S.K.

e Notes — Manually add instructions or

comments about your order. Check RNy i SRIm X
”Add to ProForm NOtES" to General Express Order Entry
automatically add these notes to your Onder Information

Status
ProForm order upon submitting your g’“"f“’“‘ .

roperty

Sales Contract & Earnest Money 8
requeSt' Notary & Acknowledgment

¢ Add Documents Link — See the Add . -
Documents section fvolce o o e s
» \(5 11/13/2018 10:... Nory Pollock Product Request: 2-Owner Search
Mote: Test notes
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Adding Documents

Clicking the Add Documents link on the Data
Selection screen will navigate you to the “Add
Documents” screen where you can attach
documents to be sent along with your ProForm
order to A.S.K. You can browse and select the
document from your system, or you may select
any documents already attached to your ProForm
order.

B ASK. Services - SP20181127 X

Add Document(s)
SERVICES

Documents:

Name
(W) ASK_Notes.docx
/=~ Surveypdf

M Testdocx

Browse
Attachment
Ready Docs

Rename

Delete

Close

You can also rename or delete any attachment by selecting the document and performing the desired

action.
© F
Add Document{s) Add Document|s)
SERVICES SERvIcES
Documents: Documents:
- Name Rename Document Browse Name Browse
(W] ASK_Notes.d e (W] AsK_Motes doc e
L Suneypdf Mame B Sunveypar
[ Testdoox Test - Rename| B W] Testdoox Ready Docs
I SoftPro 360 Rename
Close Close
H B ASK. - 5P20181
Once you have added the desired documents to your

order, click Close to return to the “Data Selection”
screen. Then, click Submit to send the order details
to A.S.K. You will see the Order Progress screen
which depicts that the order is being sent to A.S.K.

Sending...
SERVICES

Sending Datato ASK..
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Opening a “Ready” Transaction

Within the SoftPro 360 queue, an In Progress transaction will be created when an order is submitted
successfully to A.S.K. The Linked Order column will display your ProForm order number, and the
Description column will display the property address. If you submitted more than one property in your
order, each one will be reflected in the queue as separate transactions, allowing you to track when data

and documents specific to each property are delivered to 360.

Queue
@ Next Step Views: [Bctive Order - | i LU_J‘ ‘_cl B8 |Filter; Al Providers | & 28|
Provider Service Status Linked Order Category Description Transaction Number
A.5.K, Services Title Production In Progress SP20181127 Title Services 2101 Maple View Dr. Ann Arbor M1 48103 | 410060-40-181206-149851
L] A.5.K. Services Title Production SP20181127 Title Services 1234 Carriage Dr. Ann Arbor MI 43103 410060-40-181206-149850

Once A.S.K. successfully returns title data and documents for a product request, the corresponding
transaction will update to a Ready status. Clicking Next Step or double-clicking the transaction will open
the Review screen where you can review this information and import it into your order.

Queue
2 Next Step views: |ctive Order ~|ir|[Z [ 88 |Fiter: Al Providers -\l & EE |
Praovider Service Status Linked Order Category Description Transaction Mumber

A.5.K, Services Title Production lea SP20181127 Title Services 2101 Maple View Dr. Ann Arbor MI 48103 | 410060-40-181206-149851

@ A.5.K. Services Title Production In Progress SP20181127 Title Services 1234 Carriage Dr. Ann Arbor MI 48103 410060-40-181206-149850

Working in the Review Screen
From the Review screen, you can view the title data B feview - sP20181127
and documents returned by A.S.K. and specify those 7 =]

that you want to include in your ProForm order. [
Exceptions.
Tile

Name Cument Value  New Value

Exceptions [24)/ Description Rights of way for drainage thes, ditches.... m
Exceptions [25)/ Description Ajudgment search has been made inth
Exceptions [26)/ Description

The Groups section of the screen displays the data s —
tree. Selecting a branch of the tree will display only Hew Vel

3a Do(umen:sl rmnscfwayfu dramage lies, diches, feeders, Iaterals, and swales, f any

the data relevant to that branch. The Data section of view ch

. .. =
the screen displays the name/description of each ’ o e
data item, the Current Value if it exists in the order, 5O ez P
: = QUIT CLAIM DEED QUIT CLAIM DEED 100%
and the New Value sent by A.S.K. The Edit icon = ] Overwrite Requiremests/Exceptions © necept] | Cancel

to the right of each line allows the user to open the New Value and edit it before importing it into the

order.
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The Documents section of the Review screen displays the documents that may already be attached to

your order’s Attachments. The View icon <= allows you to open and review the document prior to

importing it into the order, and the Copy icon allows you to copy and paste the document to your
desktop.

By default, all documents and data are selected for import into the order. Any unchecked item will not
be imported and will no longer be available for importing after the user clicks Accept. Clicking the
Accept button sends the selected documents to your order’s Attachments, and for any selected data,
overwrites the Current Value with the New Value. Once the import is complete, the Review screen
closes and the transaction status in the 360 Queue changes to Accepted.

Note that if “Overwrite Requirements/Exceptions” is unchecked, the requirements and exceptions that
are returned by A.S.K. will append to those that are already in the order. If it is checked, all the
requirements and exceptions in the order will be overwritten.

If you choose to not accept any of the data and documents, click the Cancel button, and the Review
screen will close. The transaction status will remain as Ready, which will allow you to return to the
Review screen at a later time.

Note: : When a Restrictive Covenant data is received and accepted for Texas properties, it will appear
under the Title group on Review screen and saved in the proform order under Title- Commitment
Schedule A, within the custom field.

& Review - ASKTesting X
|§ Groups [5 Current Value
= Groups Data
A Name Curent Value New Value
Requirements -
A 4237 Edeh 6 W Highland A
e Property 1 Address deiweiss Dr 656 W Highland Avenue
Property 1 State IN ™
Notes Propety 1Cey Plainfield Ravenna
Property 1 2p 46168 44266
Property 1 Parcel ID 32-10-33-121-005.00...  31-360-04-00-043-000
Property 1 Legal Lot 46in The Ovedoo... Stuated inthe Cy of Ravenna, Cou

Effective Date 8/27/2018 8:00:00 AM  02/27/2024

Property 1 County Hendricks Portage

Vesting Paragraph Pute Homes of India... Jean Mclat. Jukia Z Winfree and Lu
Ownershipinterest Fee Smple:LeaseHold  Fee Simple

RN RRARARERJRRQE|,

Restnctive Covenant 24 MONTH CHAIN OF TITLE Centh

[[] Overwrite Requirements/Exceptions  smartView Folder: None © Accept | Cancel




SOFTPRO 360 - A.S.K. SERVICES USER GUIDE

10/1/2024

When a hyperlink URL is received and accepted in the requirements/exception, it will appear under
Title- Commitment B1,B2 and users will have the ability to click on these hyperlinks to access the linked

content directly.

Palicy - Schedules B1, 82
Endersements
Addtional TitleCharges

TR

Recording informaton of Restrictive Cavenants:

Standby fees, taves and assessments for vear(s}:

] Rude P-2 apphes {Amendment of Exception 1o Aree and Boundares)?

Tawes paid up to.and inciuing the year:

ta * Q) Commitment - S{ e Requiementor Excepicn o X e beed P [ et Regarement o xceppcn A
Hida Commitment - Schedules
e 7] | =] Dese | P " QPP Commtmont - S e T
— segn Reaureners v =
& The Company requres end) : | Tipe: [Broster ) Showendocumert (2 incde on oan pokcy
B SbmttoteCompany the. G v v L X AW A= Nal) Coce: 9] Show wthrumbemng (7] inchade onomecrpoley | € P 0
& Affidowt from Jean Mclat, | Bl Affidevit from Jean McLat, thet the ded satshed

Commitment - Schedule A

CIAE N s 20 =

¥ wtvesoteedraces B2 1 e
W oo j—

jevors oprov

» B TI0E 15, 370 easements in, any portion|
Final Tle Opinion. @ sitbe Rinbhad B Nolabity is assumed by the Company
v3 pedarotant e
Policy - Schedules BL, 82 H Besgredbyaimer Bl The search dd not dsdoss any open sy
Endorsements @ Sesgredbyamen 5] 24 MONTH CHAIN OF TITLE:
AdétonTeCuges L3 Tedmimiriend TS o i, e, s,
G Wemustbe funshed s Policy - Schedule A B Rohsor dams ofprtesin
Escrow/Closing v & B Wemustbe funehed 3 v edules 1, 82 £l Essements, or dems of essements, ref v
p— ooy
T —|ag] § ineeisied
Status UrkedOrder  Lrked  Created Sy ton Numbed Escrow/Closing ¥ b = e e e x
oK Hebp 3 Help
Ready ASKTesting Defaut  NishaSora 9/30/2024 1:34PM Title Services 656 W Highlan. TX -Rasidential Reft 410060-70-240930-}
Viewing the Transaction Log
To view a transaction’s history, highlight the Quese
X . . Next Steg v.gws; Active Order v |3 3 #A |Fiter: AllProv
transaction and click the Log icon ¥ from the e e o e
360 Queue. The Log will open and list a ASK Servies | Tite Producton __ |Rejcted

sequential record of all the transaction’s
activity beginning with the time you submitted
your order to A.S.K. The most current activity
will display at the top of the list.

If your transaction has a Rejected status, the

A.S.K. Services Title Production Rejected ASK120718-01 Title Servi

Created On Created By

12/11/2018 11:46:06 AM SYSTEM

12/11/2018 11:46:06 AM nory pollock @softprocor com

Enmor in submitting transaction to AS.
Operation Submit requested

Error in submitting transaction to ASK orderid ASK120718-01, Error. Requested product cannot
be fulfilled in that county at this time.

OK

log will also provide the reason this transaction was rejected by A.S.K.

10
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Bringdown

This integration also offers the ability to perform an update to your order. Specifically, a bringdown can
be performed on a transaction that has a status of Accepted by highlighting the transaction and clicking
the Next Step button.

Queue
() Next 5tep @ views: Bctive Order =72 [53 88 |Fiter: Al Providers ~|lg 2 |LF
Provider Service Status Linked Order Category Description Transaction Number

_ A5 K, Services Title Production 2101 Maple View Dr. Ann Arbor MI 48103 | 410060-40-181206-145851

@ A5 K, Services Title Production In Progress SP20181127 Title Services 1234 Carriage Dr. Ann Arbor MI 43103 410060-40-151206-145350

Accepted SP20181127

When you click Next Step, you will be prompted to

provide your login credentials on the login screen. _— m

However, if you had checked the “Remember Me” SERVRSLS
checkbox during order creation, you will automatically

be logged in and taken directly to the Bringdown

Please provide your credentials

Request screen. UserID

Remember me

On the Bringdown Request screen, you can include A ASK Services - 5P20181127
specific instructions as well as documents and Bringdown Request m

SERVICES

attachments (see Add Documents section) with your
request to A.S.K. The “Add to ProForm Notes” option
will also write the notes you include here to your Notes: %) Add 1o ProForm Notes

Please send updated search b}'12!134‘1&|

ProForm order. The Submit button will send your
bringdown request to A.S.K. For further details on how

to track the status of your transaction, please go to the

“Tracking an Order After Submission” section of this
document.

Add Documents Back Submit Cancel

11



