SOFTPRO @

July, 2020

4800 Falls of Neuse Road, Suite 600 | Raleigh, NC 27609

p (800) 848-0143 | f (919) 755-8350 | www.softprocorp.com



http://www.softprocorp.com/

Copyright © 1987-2020 by SoftPro, Raleigh, North Carolina.

No part of this publication may be reproduced in any form without prior written permission of SoftPro.
For additional information, contact SoftPro, 4800 Falls of Neuse Road, Raleigh, NC 27609, or contact your
authorized dealer.

Microsoft, Windows, and MS—DOS are registered trademarks of Microsoft Corporation in the United
States and/or other countries. WordPerfect is a registered trademark of Corel Corporation. Crystal
Reports is a registered trademark of SAP AG. HP LaserlJet is a registered trademark of Hewlett Packard
Development Company, L.P. GreatDocs is a registered trademark of Harland Financial Solutions
Incorporated. RealEC Technologies, Inc. is majority owned by Lender Processing Services. All other brand

and product names are trademarks or registered trademarks of their respective companies.
IMPORTANT NOTICE — READ CAREFULLY

Use of this software and related materials is provided under the terms of the SoftPro Software License
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 use
it only as outlined in the SoftPro Software License Agreement.

All SoftPro software products are designed to ASSIST in maintaining data and/or producing documents
and reports based upon information provided by the user and logic, rules, and principles that are
incorporated within the program(s). Accordingly, the documents and/or reports produced may or may
not be valid, adequate, or sufficient under various circumstances at the time of production. UNDER NO
CIRCUMSTANCES SHOULD ANY DOCUMENTS AND/OR REPORTS PRODUCED BE USED FOR ANY PURPOSE
UNTIL THEY HAVE BEEN REVIEWED FOR VALIDITY, ADEQUACY AND SUFFICIENCY, AND REVISED WHERE
APPROPRIATE, BY A COMPETENT PROFESSIONAL.



INEFOTUCTION 1.ttt ettt sttt e st e e e s eabe e e sea bt e e sabaeessabaeesssbaeesnabaeesnnsaeesansees
Accessing New orders in the SOftPro 360 QUEUE ........ccccuviieieeiiiiiiieee ettt aee e e e e e e neaeeas
Linking the Transaction t0 @ ProFOIM Order .......coccuuiiieeiiiciieeee ettt et e e e s esrree e e e s s sarraeeeeeeennees

Updating a ClosingCorp TranSACLION .....cciiccuiiiiieeicciiieeee e e ettt ee e e e eettre e e e e e esttreeeeseesabtaeeeessssnsaneeeessannnes



SOFTPRO 360 — CLOSINGCORP USER GUIDE Jury, 2020

Introduction

The SoftPro 360 integration with ClosingCorp provides the ability to receive Title and Escrow order
requests from, and to send information and documents back to, ClosingCorp customers. In addition to
accepting order requests, a new order can be created with data seamlessly flowing into ProForm
increasing productivity, efficiency and removing data re-entry.

The vendor does not exist in the list of services menu and can only be accessed in the 360 queue once
an order is received.

Accessing New orders in the SoftPro 360 Queue

New orders sent from ClosingCorp will appear in the SoftPro 360 queue under the ‘New Transactions’
‘View’ as a single transaction. The Service column will reflect ‘ClosingCorp’, and the ‘Status’ column will
reflect ‘New’. The ‘Description’ column will indicate the Borrower’s Name and Property Address.

To review a new transaction, highlight the transaction, then click the @Next Step button at the top left
of the Queue toolbar. The ‘Review” screen (sample shown below) will be presented.

Queue

(@ Mext Step [5 |views: New Transactions -| iy [ (& 8 |Filter: [ClosingCorp -l [
Provider Status Linked Order Linked Profile Created By Created On Completed On Description Transaction Mumber
= ClosingCorp  Exchange sysadmin 7/22/2020 2:48 PM 410060-70-200722-332642
= ClosingCorp | Exchange MNew sysadmin 7/21/2020 1:23PM Doe, John, 19 Coral Cove Way, DANA POINT, CA, 2 410060-70-200721-332632
® ClosingCorp  Exchange  Mew sysadmin 7/21/2020 1:26 PM 410060-70-200721-332631
|~ [oosiccorp [Bxchunce New | | lowdnn |72/ u2sem | Kemey,Keib, Caver, e, new ocd,Phoeis, WA, Ston.. | 10060 70 200725 352630
® ClosingCorp  Exchange  Mew sysadmin 7/14/2020 3:24 AM 410060-70-200714-332570
= ClosingCorp  Exchange Dew admin 7/14/2020 3:04 AM 410060-70-200714-332567

The ‘Review’ screen will display all the data, notes, and documents sent from ClosingCorp to SoftPro
360. The data should be reviewed carefully before acceptance.

= | Select All =) Select None | # Field Codes | + Mew Order « Order Search | Linked To: -
= Groups @ Data
Al Mame Current Value New Value [l
(- General ]
d
2 Contacts Transaction Type Refinance Q_J
(- Buyers Loan Amount 550000.00 35
Loan Number LoanMumMew1 =
Loan Type Conventionallnsured ]
Lender Name Hedaes Mortgage LLC = v
Add to ProForm Motes
Name Walue
Product Type Standard
Commert akash udpated notes 0520-03
53 Documents
View Copy Description File Name File Size Transfered
- Update02 Report Akash8_2020-07-21_13-23-20-PMpdf 82246 100%

O ot © s
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All data with a checkmark in the check box in front of the data field name will be accepted into a
ProForm order. By default all check boxes are checked. The incoming data sent from ClosingCorp will be
displayed under the ‘New Value’ column. The ‘Current Value’ column displays data that is currently in
the order —if the transaction has already been linked to an order. The check box in front of the ‘Name’
column header will, if checked, check all fields in the listing; if unchecked, all fields below will be
unchecked. The ‘Select All’ and ‘Select None’ buttons, at the top of the screen, under the ‘Review’
banner, have the same affect.

=F Select All = Select Mone | #E Field Codes i Mew Order #« Order Search | Linked To: -
£ Groups & Data

Al Mame Cument Value Mew Value &

+- General

: | i i

31 Contacts Transaction Type Refinance =

4 Buyers Loan Amournt 550000.00 =
Loan Mumber LoanMumMNew1 )
Loan Type Conventionallnsured |
Lender Name Hedges Mortgage LLC =

The incoming values are also broken down into ‘Groups’. The ‘Groups’ are listed in a tree-view on the
left side of the screen. A specific ‘Group’, such as ‘Buyers’, can be expanded (by clicking on it) so that
only the new incoming values for that group are viewed. The default ‘Group’ selection is ‘All’, which will
present all of the data being presented for the order.

o

= Select All = Select

E Groups

o Al

+- General
1) Contacts
5] Buyers

If the new order has any notes or comments attached, the ‘Add To ProForm Notes’ will be checked by
default and the information will be added to the Notes section of the ProForm order.

T=]  Loan Type Convernmanannsuren A
Lender Name Hedges Martgage LLC 2 |,
ﬁ Add to ProForm Motes
Mame Walue
Product Type Standard

5] 10
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If the new order has a document attached to it, an indication to that effect will appear at the bottom
portion of the screen. To view a document, click the ‘PDF’ icon in the ‘View’ column. To copy a
document to the clip board, click the ‘Copy’ icon in the ‘Copy’ column. The document(s) will be pushed
to the Attachments/Document History for Select.

oo AT T IO T T
52 Documents
“iew Copy Description File Name File Size  Transfemed
s Update02 Report Akash8_2020-07-21_13-23-20-PMpdf | 82246 100%
™ © ces] @ e

There are three options to attach the data into a ProForm order: Create a New Order, Search for an
order, or Linking To an order that is currently opened in ProForm.

e Click the ‘New Order’ button to open the ‘ProForm New Order’ screen. Once the New Order
information (Prefix, Suffix, Order Number, Trust account and template) has been entered click
‘OK’. Clicking ‘OK’ will place the new order number into the ‘Linked To’ field on the ‘Review’
screen.

e Click the ‘Order Search’ button to open the ‘ProForm Order Search’ screen. Highlight and
double click the desired order number. The chosen order number will be placed into the ‘Linked
To’ field on the ‘Review’ screen.

e If the ProForm order that the data should be entered into is already open, click the ‘Linked To’
drop down and select the ProForm order number.

= Select All =g Select None | #iiE Field Codes || © Mew Order < Order Search | Linked To: -I
= Groups @ Data
| Al || A MName Curent Value New Value () |

Once the ProForm order number has been selected and is displayed in the ‘Linked To’ field of the
Review screen, the user will see any existing data presented in the ‘Current Value’ column. The user
should review the ‘Current Value’ and ‘New Value’ entries before accepting the order. Should a change
need to be made to a ‘New Value’, before acceptance, the ‘Edit’ icon to the right of each data line can
be clicked to open up the ‘Edit New Value’ screen.

5 Select All = Select None | 4 Field Codes | ) New Order < Order Search | Linked To B
= Groups © Data
Al Name Curert Value New Value L 1P
- General
=
- Contacts Transaction Type Refinance =
- Buers Loan Amount 550000.00 ]
Loan Number LoanNumNew1 =
Loan Type Conventionallnsured =
Lender Name Hedges Mortgage LLC = |,
Add to ProForm Notes
Name Value
Product Type Standard
Commert akash udpated notes 0520-03
53 Documents
View Copy Description File Name Fle Sze  Transfered
J= Update02 Report AkashB_20200721_13:23:20-PMpdf |82246 [ T00%
© Accept| | @ Reject
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After reviewing the data, and editing as needed, the user can click on the @ Accept’ button, at the
bottom of the screen, to pull the ‘New Value’ data into the linked order. Once accepted, the transaction
status in SoftPro 360 will update to ‘In Progress’.

<

& Select All =) Select None | #f Field Codes
© Dats

= Groups

 Mew Order # Order Search | Linked To:

Al
General
Cortacts
Buyers

Name
Transaction Type
Loan Amourt
Loan Number
Loan Type

HREEAR

Lender Name

Current Value New Value
Refinance
550000.00
LoanNumNew1

Conventionallnsured

Hedges Mortgage LLC

D

v

Add to Proform Notes

Name
Product Type

Comment

Value
Standard
akash udpated notes 0520-03

53 Documents

View Copy Description
s UpdateD2 Report

File Name File Size
Akash8_2020-07-21_13-23-20-PMpdf 82246

Transfered
100%

(O Accert| [© Reject

NOTE: The order can be rejected by clicking the ‘= Reject’ button at the bottom of the ‘Review’ screen.
Transactions that are rejected will be displayed in the SoftPro 360 queue as ‘Rejected’ with no further
action being available to the transaction. ClosingCorp and the lender will be notified that the order was

rejected.

Updating a ClosingCorp Transaction

To access the ‘In Progress’ transaction to send a communication, change the SoftPro queue ‘View’ to
‘Active Order’ (if the order is open on your desktop) or ‘In Progress’ and highlight the order to be

worked. To update the transaction, highlight it and click the ‘@ Next Step’ button.

You can also send an update if the transaction is in an ‘Accepted’ status.

NOTE:

Queue

© Next StEDI

7]

lV\Ews: Active Order -] 7| [ #A |Fiter: AlProviders

Provider

Service

Status Linked Order Linked Profile Created By

<| = 28 L

Created On Completed On Description

|  |ClosingCorp [Exchange [ Progress | cDF20-00660-WA [DefaultiProductionNorth Caroina 7/21/2020 1:23PM | [Kemey, Keith, Cleaver, Julle, new add, Phoenix, WA, Standard 410060-70-200721-332630

Transaction Number

The ‘Order Summary’ screen will be displayed. This screen will show all the events that have occurred
for the transaction. In the screen shot below, the receipt of the order is the sole event presented.
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@ Closing Corp - COF20-00660-WA

Order Summary

L CLOSINGCORF

Order Management

Agtion  Communication Tie

' Order Received

Sent/Received On Created By

07/21/2020 1:23:20 PM Closing Corp Service

(& Add Event I

Close

Click the ‘Add Event’ button to open the ‘Select Event’ screen (shown below). The full listing of events
available for use is displayed here. Multiple events of the same type may be sent to ClosingCorp —
except for the ‘Title Complete’ and ‘Title Cancelled’ events.

The ‘Select Event’ screen allows for event notifications or documents to be sent to the ClosingCorp user
(lender). There is not an event that provides for the submission of a general comment. Select the
desired event to communicate to ClosingCorp and click on the ‘Next’ button.

@ Closing Corp - COR20-00680-WA

Order Summary

*
(, cLosinecoRe

Order Management

< x

( cLosINGCORP

Order Management

"0 Add Event

Titie Disbursement Ladger - nisal

A sample ‘Document’ event is detailed here. The user would select the ‘Document’ event on the ‘Select
Event’ screen and click on ‘Next’. The ‘Event Information’ screen will then be presented, with the event
type indicated in the upper left of the screen —in this instance ‘Document’ was the event selected.

<

X

Event Information

( cLosiNGooRP

Order Management

Document

Browse
Aftachment

ReadyDoc

MNotes

Back Next Close
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Click the ‘Browse’ button to browse out a file/folder location; click ‘Attachment’ to attach a document
from Attachments & Document History in Select; or, click the ‘ReadyDoc’ button to open and attach a
ReadyDoc from the ReadyDocs tree.

In the sample below, ‘Sample Document’ was selected to be sent to ClosingCorp. The column to the
right of the name is used to select the type of document being sent. By clicking on the down arrow the
user is presented a list of document types, from which the appropriate selection should be made. This is
a required field, as indicated by the red asterisk.

[>-7] x

‘ CLOSINGCORP
c Order Management

Event Information

Document

Sample Document pdf [1003 A Browse
[E
[ALTA Seftiement Statement Aftachment
Auth Release
Borrower Docs
Borrower |d
Cancel File
Commitment
L

ReadyDoc
Rename

Delete

Credit

Deed

Additional Notes can be listeq Disbursement Ledger - FINAL
Disbursement Ledger - Initial
FedEx Label

HOI Decl Page

HOI Invoice

HUD
Wortgage Stmt
Other

Payoff Report [Mext Close
Plat Map

PreHUD

Signed Docs

Signed Docs - PreQC
Tax Cert

Title 10

Unsigned Docs

Wire Instructions

Notes

The document description will default to the name of the communication selected but can be modified
— by clicking on the ‘Rename’ button. If the wrong document was selected, it can be removed by
clicking on the ‘Delete’ button.

The ‘Deliver Title Commitment’ event is similar to the ‘Document’ event, in that the same options for
identifying and attaching the document are presented. Once the user has attached the commitment,
the document type will be defaulted as ‘Commitment’. When the user clicks on ‘Next’, the ‘Event
Information’ screen is presented. Typically, this screen would be more fully completed than the sample
shown here. The information should be reviewed and any missing data should be completed if it is
needed. Once the data is completed, the user would click on the ‘Submit’ button to send the
commitment and data to ClosingCorp.

<
@ CLOSINGCORF
e — Order Management
Deliver Title Commitment
Name Value ~
Vesting Keith Kerney and Julie Cleaver
Legal Description
APN
ABA
Address new add , Phoenix,WA 85040
Property Type Single Family
Account Number
Order Date
Commitment Completed Date
Renart Effective Nate 072119020 &
Back Submit Close

9| 10




SOFTPRO 360 — CLOSINGCORP USER GUIDE Jury, 2020

The ‘Deliver Settlement Agent Information’ event brings up a screen into which information about the
settlement agent is entered —some or all of information may be pre-populated, but should be reviewed
for accuracy before clicking on the ‘Submit’ button. To enter or edit information in the ‘Value’ column,
simply click on the field to be entered/edited and type in the value.

& X
c CLOSINGCORP

COrder Management

Event Information

Deliver Settlement Agent Information

Name Value @
Address 4800 Falls of Neuse

City Raleigh

State NC

Zip 27809

NMLS D

State License ID 57529572

Name SoftPro Setlement Agency

Contact NMLS ID

Contact State License ID

Email lauran acam cam hd

Back Close

NOTE:

This product will allow you to send and receive communications from ClosingCorp
until you send a ‘Title Complete’ or ‘Title Canceled’ event.

The ‘Title Complete’ event will send that notice to ClosingCorp and no further communications can be
sent on the order. The order will reflect a ‘Status’ of ‘Completed’ in the 360 Queue.

Queue
(@ Next Step [E |views: Active Order -| |2 [El 8B Fiter: AlProviders -llg ==
Provider Service Status Linked Order Linked Profile Created By Created On Completed On Description Transaction Number
® ClosingCorp  Exchange  |Completed JCDF20-00660-Wa Default\Production\North Carolina sysadmin 7/21/2020 1:23PM | 7/23/2020 11:34 AM Kerney, Keith, Cleaver, Julie, new add, Phoenix, WA, Standard 410060-70-200721-332630

The ‘Title Cancelled’ event will send that notice to ClosingCorp and no further communications can be
sent on the order. The order will reflect a ‘Status’ of ‘Rejected’ in the 360 Queue.

Queue
lext Step [& |views: Active Order || [ [ ## |Fiter: ClosingCorp == o
Provider Service Linked Order Linked Profile Created By Created On Completed On Description Transaction Number
_ Exchange  Rejected | CDF20-00862-... |DefaultiProduct... 7/21/2020 1:28 PM _ Doe, John, 19 Coral Cove Way, DANA POINT, CA, 2 410060-70-200721-332632
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