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Introduction

Learn how to submit a new Underwriting Request to get underwriting authorization for over
Underwriting Limit or High Liability requests, request Closing Protection Letter Modifications, and attach
documents to the request in SoftPro 360®

Accessing and Placing a New Order

Beginning with an Open Order that includes basic order information:

e Y L L)

ProForm ProTrust ProDesign Pro1099 SPImage SPAdmin

1. From the 360 tab 60 O o } Services

Queue | Services |Search || Administration  Login  Log| SCALL‘
2. Select the Services icon in the Transacions searity i
Ribbon

|y Legacy
|| Marketplace
QA
Ll Settlement Services
| ) Tax Services
Title Services
| Underwriter Services

NOTE: The Services window opens with the available service files
. @ Alliant National - Agent Resource Center
dlSpIaYEd - @ ANTIC - Agents National

- @ ATGF - Attorneys Title

w @ CATIC - Jacket/CPLTitle Services
. . . ATIC Title - Jacket/CPL

3. Inthe Underwriter Services folder, double-click FATIC — AgentNet m

(If your folder is collapsed, click the + icon to expand your view) - ® FirstNational -Frsilet Agent Accass

@ FNF - agentTRAX
. @ MATIC - AgentLink
- @ Mational / Investors - ClientCONNECT
- @ ORNTIC - StarsLink
@ Security Title - eSecurityConnect
- @ Stewart - Stewart Access

o=-&-E-E-E-E-E-E

4. Enter your AgentNet credentials g g Resourees - rline Senvices
NOTE: If you are attached to a single office, skip to step 7 @ VFG - Agent services
. . R . . @ Agenthiet - OMIHOO01 20234
5. Inthe Firm Selection window (if applicable):
Tem Selection v First Amerscan Titte
a. Select the firm you want to use PSR e
b. Click Next
In the Underwriter Selection window: © gz - Tiezio004 *
a. Select the office you want to use Underwriter selection NP | FirstAmerican Tile”
. Please select the office and underwriter that you would like to use:
b. Click Next

Office Underwriter

DEMO - ABC Settlement Services/FL/Naples | First American Title Insurance Company

DEMO NextGen Office/FL/Tallahassee First American Title Insurance Company

Selected Office/Underwiter
First American Title Insurance Company
DEMO - ABC Setlement Services/FLINaples
679s. Arcade Boulevard, Suite §
Naples. FL 34102

o o
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7.

8.

In the Title Services
window, click Add Product

¥ AgentNet - TX-2100004

Title Services

% First American Title™
®

Action  Product Type

Insured

Amount

Status Created On

Toadd a product, click the "Add Product” button below.

Available Products

Login to the Agenthlet

© AddProduct || | C

% First American Title™

=y Back Title
Perform a Back Title search

In the Available Products window,
click Underwriter Request

In the Underwriter Request window:

Complete the Est. Closing Date field.

Choose the Transaction Type for your
Order

The Mortgage Modification and the
Multisite fields will be defaulted to No. If
applicable, change the value(s) to Yes.

Select Current Use of Land from the
drop-down arrow.

Change the values, as needed for the
Survey and/or Inspection. These fields
are defaulted to No.

Once either of these selections change to
a Yes, their associated Date fields will
become required.

Click Next

= 0 Protection Letter
Artach 3 CPL

Jacket
Attach a new Jacket

*I

=y Rates and Fees
Calculate premiums andfees

=y Jackets And Rates

Attach a new Jacket & Calculate
premiums

=p SDN Search
Perform a SDN Search

=p Searches and Commitments

Order a Title Search or
Commitment

Policy Image Upload
Upload pelicy image to Aganthet

4

=p Underwriter Request

Underwriter Request / Submit an
Overlimit or Other Underwriter
Request

Close

# pgentNet - Underwriter Request

Underwriter Request

W First American Title”
“oat

Est. Cloging Date:

Max. Liability Amount :

Transaction Type:

Martgage Modification :

Multisite :

Current Use of Land :

Inspection :

Survey
|

Survey Date

[ ]
Inspection Date : l:l

Beck Carece
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10. In the Over Limit/Other Request window:

@-_:-.:'-."_ de ter Request - TX-2100004
a. Select the type(s) of request o,
Over Limit/ Other Request f% First American Title™
b' Enter details to Share With the I Over Underwriting Limit or Considered High Liability I
U nd e rWrite r.s as a pplica ble in the teXt Elfso'l:n?afor:tflr:h \:;:v;s:tﬁ;ne:t:i'rotal Lizbility amount is more than your authority limit, Please specify all relevent

boxes

c. Select Add to ProForm Notes to add
to the file notes that you submitted IDOther Requests (CPL, Modification, MRLA, Special Pricing etc.) I
. Please enter the details of your request below or Upload a document with the details of your request
the Underwriter Request

d. Click Next

[] Add to ProForm Notes
ok Cor

11. The Proposed Policies and Endorsements window contains several areas, which are optional.
However, by completing this window, this will assist the Underwriter to ‘expedite the decisioning
process’.

Note: Should you decide NOT to complete some of the available fields, click Next and skip to
number 12 below.

s AgentNet - Underwriter Request - TX-2100004

Proposed Policies and Endorsements First American Title™
I “while not required, adding proposed policies and endorsements will expedite the decisioning process’ I
Policy Type:  [FLALTA Owners Policy w-FLMod |  Liability Amounts : |Sales Price. $1.100.000.00 |
Name of Insured : |Brand0n S. Brisket and Belinda Loves-Bris| Estatell : o [ Lease [] Other
- s |
Excception deleted from policy fe .
Exception deleted from Ilc'r i %E ention deleted from polic
Select Endorsement Name
Describe:
FL ALTA 5.1-0€ Planned Unit Development
FL ALTA 8.1-06 Environmental Protection Lien
FL ALTA 506 Restrictions, Easements, Minerals
O FL ALTA 5.2-06 Restrictions, Easements, Minerals - Improved Land {Owr]

Add this Policy
Policy Name Amount Estate/Interest -
0K Cancel

Back Cancel

a. Choose the Policy Type from the available Policy in the drop-down arrow;

b. Select the applicable Liability Amounts using the drop-down arrow;

c. The Name of Insured will fill in from your Order, however this field is over-writable;
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12.

The checkboxes in the Estate/Interest field allows you to choose one or several of the available
checkbox options: Fee, Lease and Other. By default, Fee will be checked, should it not apply,
simply uncheck the box.

If you are requesting a Special Exception (if not, skip to step G), click the Exception deleted from
policy blue hyperlink;

i. In the Exception deleted from policy window, describe the deletion for the Underwriter;

ii. Click OK

Select any applicable Endorsement(s) in the scrollable box.

If applicable, and you have entered information for a policy, click Add this Policy. You are able to
add up to 5 different policies. (If you did not fill in the Policy information, skip to Step h below.

Once you are finished adding the information (optional) or did not utilize the Proposed Policies
and Endorsements screen, click Next.

In the Add Documents window to assist in the Underwriter’s review:

a.

b.

Clck Browse button to choose a

document from your computer.

Add Documents " | First American Title”

Click on the:

Document Name Document Type Document Description Browse

OTL Reguest Underwriting Regquest ...
= i l Attachments

Attachments button to pull in

a document from the ReadyDoo
Attachments screen in your Rename
order; or Delete

Total allowed file size is 50ME.
click ReadyDoc to create a

document on the fly. Back Cancel

Select the Document Type by clicking the drop-down arrow. If you select Other, the Document
Description field becomes required.

You can select a newly added Document and use Rename and Delete buttons to the right, if
needed.

Continue adding as many documents as needed by repeating Items A - D.

Click Next once all documents have been gathered and are ready for submission.
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13.

14.

15.

16.

In the Contact And Approver window, [ e o e R AL
your contact information is shown by
default. Should the contact for this
Request be a different individual, :°'1‘Tm o ‘
adjust the Name and Email.

v | First American Title™

Contact And Approver

Last Name : |Burgundy |

Email |Ron@BurgundyBaxterandAssoc.com |

Select the appropriate Underwriting
. Underwriting Approver
Approver to receive the RequeSt' Approver : lFLCeﬂIm\ Underwriting Group VI

NOTE: Selections displayed are based - -
on the property address. The state’s Underwriting Groups are at the top of the list by default, with
National Agency — Commercial and National Agency — Residential; individuals below have authority
for the property address.

Click Submit @ AgentNet - Underwriter Request - TX-2100004

» | First American Title™

NOTE: Progress Status window shows Progress Siatus
progress of submission to AgentNet, which Sending Data to Agentllet...
will build the file, open the Underwriting I

Request, and send it to the Underwriting
Workbench at First American.

The Underwriter or group assigned will receive notification of your new request, process your
information, consider and decision it on the First American side.

The Title Services window shows the status of your request. Click Close

Check Request Status

To open the queue at the bottom of the screen and see the Underwriter Request progress:

On the 360 tab, click 360 Queue

NOTE: If something goes wrong with the request, the Status will display Error or Rejected. Click the
Log icon to open a window and see audit trail details and where the error may have occurred.
NOTE: If you need to call SoftPro for support, reference the Transaction Number on the far right in
the queue:

Response Emails

You don’t get an automated email from the Underwriting Workbench when your request submission
is successful, but you will get an email when the Underwriter makes a request decision. That email
will inform you of what actions you must take and what decision was made.

Transaction details are included in the email body. Request responses can be approved, approved
with conditions, declined or canceled.
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e If your request is declined, you will get an email from the Underwriting Workbench that says
Declined in the subject. The email includes an attached approval form PDF completed noting the
request is declined, signed by Underwriter and asking you to work with your Underwriter to
proceed.

e |f your request is approved, you will get an email from the Underwriting Workbench saying the
request is approved, with attached approval form(s) signed by the Underwriter.

¢ If your request is approved with conditions, review the attached approval form to see what the
conditions are.

In the queue, double-click on the request to open it and see the request decision, and pull the
documents into the Order.

After the request is decided:

In the queue, click Next Step to save the Order and open the Launcher again:
If needed, click Refresh to pull in the decision from the Underwriting Workbench through AgentNet
NOTE: The Request Status in the example screen above is Prep, meaning the decision has not been
pulled through from the Underwriting Workbench. Clicking Refresh pulls back any documents that
have been completed and updates the Request Status in the window. Forms that were attached to
the decision email will pull through and display in the Approval Documents area in the lower part of
the window, along with any documents you sent to the Underwriter.
NOTE: Documents are selected by default.

3. Click Accept to accept approval forms into the Attachments screen
NOTE: Once all the information is imported to the Order, in the queue, the Underwriter Request
Status changes to Completed.




