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History
Date Version Details
07/2016 1.0 Initial User Guide
01/2019 2.0 New functionality to capture documents published to Live in Order Notes
08/2019 3.0 Hyperlinked Documents
09/2019 4.0 - Updated screenshot of Order Details for viewing an Order
- Messages written to Order Notes will have SPLive category checked if the category
exists in SPAdmin
02/2021 5.0 Milestone Tasks and Okta Authentication
01/2022 Enhancement to send messages to the order Officer
New product registration/notification column
New Read Receipt to quickly identify if your message was read
03/2022 Permissions added at the Contact Person level
10/2022 Public Documents functionality
11/2022 Documents inheriting Message permissions when attached.
12/2022 New functionality to select and download multiple documents at one time
01/2023 This release provides the ability to,
grant/deny product templates permissions
view Attachments folder structure in SPLive
grant permissions for documents by folder
display/hide Order Officers on the web
03/2023 Functionality to generate self-service invitation
05/2023 Application Name Change
New Mobile App
07/2023 New functionality
e Send notifications to customers to complete a task (upload / complete a form).
e Allow the customer to fill in the form online and submit electronically.
09/2023 New (Submitter and Company) name fields added to the Web Order Entry form.
Field data written to Order Notes when imported.
02/2024 7.0 This release includes
e New order processor
e Replaced the ability to filter/search individual columns shown on the Live Web
with ability to enter search criteria in the Find Orders field and the application
filtering corresponding fields on screen.
07/2024 New functionality added for SMS Text Alerts.
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Welcome to ClosingsLIVE

Introduction

ClosingsLIVE is a secure portal used by all parties associated with a real estate transaction. From the Selling Agent
to the Listing Agent, users can log into ClosingsLIVE on the web or using the mobile application to view the status
of a file, order messages, and contact information of each person that plays a role in the sale of a home.

ProForm users control access to ClosingsLIVE by using the ClosingsLIVE Administrative Tool. Here you can upload
contact information, documents, and the status of each order’s tasks to ClosingsLIVE quickly and easily. All this is
done directly from the order within ProForm eliminating the need to rekey any data. Create a personalized
experience by setting up automatic email notifications for each contact and change the permissions for who can
see who. Using the ClosingsLIVE Administrative Tool allows you to give an insight into the order without the need
to email a contact anytime something changes.

Key Features

*  Provide all appropriate parties involved in the Real Estate transaction (buyer, seller, real estate agent,
settlement agent, lender, etc.) with access to a secure portal via the web or mobile application. They can then
check the real-time file status of a transaction(s) at any given time.

*  Permissions on each setting allows you to customize access for each user.

*  Quickly and securely upload documents for everyone to download and view via the web portal or mobile app
(the ability to download a document is only available via the web portal at this time).

*  Keep your customers updated with e-mail notifications regarding the order status.

*  Allow your customers to communicate securely with you via the email address configured during setup as well
as the Escrow Officer, Title Officer or Escrow Assistant entered in the order and have messages and documents
flow back to your ProForm Order. Refer to Messages — Sending/Receiving a Message to the Order Officer for
details.

About This Guide

We hope this guide helps you utilize ClosingsLIVE to the fullest. Here you discover how to use the ClosingsLIVE
Administrative tool and setup templates to apply permission settings quickly. In addition, we demonstrate the
ClosingsLIVE portal and the ClosingsLIVE Mobile app, tools that give insight to the order to your customers.
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The Basics

Who Uses What?

Your customers access ClosingsLIVE by opening an internet browser and entering the URL provided during
implementation. The user can log in and view information regarding any order they have been granted permission
to view. Your customers can also access order information via the ClosingsLIVE Mobile application. Refer to the
ClosingsLIVE Mobile Application section for more information.
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As a ProForm user, you manage your customer’s access to ClosingsLIVE by using the ClosingsLIVE Administrative
Tool. The tool allows you to quickly see who has registered, customize who can see who, upload a document, add
a message, or view the activities associated with an order.

@ ClosingsLIVE - 2022010006 X

Order Documents Contacts Activiies Messages

Templates Post Summary

None | Type Past
purchase (P)| [ Documents R
Refinance (R) | &% Contacts 1

E]  Checkist Tasks
53‘ Requested Tasks

.| Messages 1

£ Permission Summary

U e PG XK

& 1sily Buyer -1 - - - 88 [G
[= ] salvatore Seller -1 0 8@
ELendarUSA Bank -1 - - - M @
(& Realtor, tnc - - - -1 8 e [HL®
[557] Attorneys, Inc - - - -1 e 8 M®
County Title Company, Inc. [ (0]

Applied: Purchase

L |Ld] [43] |3 Apply

Post Cancel
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The following section describes the ClosingsLIVE Administrative Tool. For more information on the ClosingsLIVE
Portal or Mobile Application used by your customers, go to the section entitled Your Customers' View to Order

Information.

Overview of Your Dashboard
When you first open the ClosingsLIVE Administrative Tool, the dashboard provides a visual overview of the number
of documents, tasks, and messages associated with a single order, view contact permissions, and use a template to
apply specific rules and settings for an order allowing you to spend less time setting up an order and more time

servicing your clients.

Order Number

Know what order you are working with.

Apply a template

Post faster by auto-
applying a template
to your order.

Navigate

Choose a tab to make changes to a particular area.

Post Summary

Number of items for

&. ClosingsLIVE - 2022010006

Order Documents Contacts Activities M C

Templates

None

Post Summary
Type

a particular order
available on the
ClosingsLIVE Portal
after posting.

Purchase (Y] Eg\ Documents -
Refinance (R) | &* Contacts 1
Ej Checdist Tasks -
Ej Requested Tasks c -
.| Messages 1
25 Permission Summary
Name #&q9 &0
Billy Buyer . o &
Salvatore Seller 1 - [
[ Jtender UsA Bank 1 -
Rea\mr.[nc - 1 % @
O Attorneys, Inc 1 0 @
County Title Company, Inc. [ i See what they see
The Permission
Summary gives you
Applied: Purchase a single pIace to
I . g
Lé - fen confirm everyone is
set up properly.
Post Cancel p p p Y

Ready to apply your changes?

Press this button to post your
changes to the ClosingsLIVE
Portal.
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Post Summary

The Post Summary shows you the
number of documents, contacts,
tasks, and messages available on the
ClosingsLIVE Portal after posting. It
includes items that may have already
posted to the site and those that will
be available after clicking the Post
button.

Permission Summary

Check the Permission Summary to
confirm each contact’s permissions
have been applied and set properly.
This overview combines all the
permissions set on each tab in a single
place, so you can quickly scan each
contact.

o =] @ 1)

P IE

-1 - -

ety 1k Compsar, e

This column shows the number of documents each contact can view.
This column shows the number of contacts each contact can view.
This column shows the number of checklist tasks each contact can view.

This column shows the number of requested tasks each contact can view.
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This column shows the number of messages each contact can view.

This column shows the registration status of all people associated with the contact and whether
they have been given View permission to at least one item.

@  Contact has been granted View permission to at least one item and all people associated
with this contact have registered.

@  Contact has been granted View permission to at least one item but no people associated
with this contact have registered. Click the Information icon to view details.

Contact has been granted View permission to at least one item but at least one person
associated with this contact has not registered. Click the Information icon to view details.

& View permission has not been granted for this contact.

W This column shows the status of receiving notifications for the people associated with this contact
and whether they have been given Notify permission to at least one item.

] All people associated with this contact will receive notifications when the notify checkbox
is checked.

@  All people associated with this contact have opted out of receiving notifications in their
Preferences settings.

Some people associated with this contact have opted out of receiving notifications in their
Preferences settings.

&  Notify permission has not been granted for this contact.

l;| The Envelope icon indicates the contact has been granted at least one permission to receive email
updates.
(i) The Information icon allows you to view the specific details of documents, contacts, tasks, and

messages a contact can view.

More about the Information Icon

From each tab in ClosingsLIVE, the Information icon appears to the right of a contact inside the permission
summary grid. By clicking the icon, you may change the view and email settings from the User Details screen of all
documents, contacts, activities, and messages for a single contact or contact person currently given to the user.

&5 Permission Summary

tome PYXICIER
EI Home Buyer Org. 11 - - - =
[[5 ] sellerBank usa o1 - L ®
Green Homes Realty Inc. - 1 -,
Sotheby's International Realty 1 )
®

E SoftPro Man Title LLC
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The selected contact shows the Registration and Notification status at the top (refer to above for the full list of the
icons and the corresponding definition) and the various permissions shown below.

In the examples below, Cindy Sanders has been granted View and Notify permission to at least one item and has
registered and opted to receive notifications. If Cindy Sanders logs in with the mobile app, push notifications would

also be received when Notify permission is granted. The Registration and Notification columns show the green
icon.

The Lender USA Bank contact shows two contacts where Lisa Lender has been granted View and Notify permission

to at least one item and has registered (green

o

icon) but has turned off the notification preference setting (red

icon). Larry Lender was granted View and Notify permission, has not registered (red o icon) but has opted to

receive notifications (green icon).

NOTE: Permissions can be set at the Contact (i.e., Lender) or Contact Person level (i.e., Lender employees) on the
Documents, Contacts, Activities and Messages tabs. Refer to Share a Document section to learn how.

Lhar Drtaits

!I'II Cindy Sanders

Credy Sanden

£ Perm
« Codlac B
BB st & farnin and Bty Barmen ¥
W cidy Sanderr ¥
| a Daawment i
b Dder Summary With Nabes L

b Mame At Dever) () L.
y

o

¥

¥

Registration and
notification status
shown here.

&
£

E
F

- M ANt [Beved)
. Meme AMdwat [Sellar]

A FUDsl, Padd 1< aad ARkl

TEHESRRE =

A Commapmapa (Sohasdele B - Secien 0

User Details
Lender USA Bank
| &3 " ~

Lisa Lender @  lisalender@email.com

=~ E

Larry Lender [x] % larrylender@emall.com

£ Permissions

4 Contact [ view Notify
n Billy Buyer and Betty Buyer s
a4 Document [ view [] Notify
M Legalp t + Grfl
egalDescription El il “ Permissions for the
a4 ChecklistTask [+] view Notify
£] EamestMoney Deposited € selected contact :shown
here. When multiple
4 RegquestedTask [] View [] Notify . .
& Tite Ordered & people are associated with
2 Hessage Clview [nosty a Contact, you can select
Gl message1 [l each person to see their
k] Message2 D

permission summary.
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Getting Started

Open the ClosingsLIVE Administrative Tool

You can access the ClosingsLIVE Administrative Tool in one of two ways:

Select users
Option 1.

Option 2.

From the 360 ribbon click the Publish button. If the order is already open, the ClosingsLIVE
Administrative Tool opens the order directly. If no orders are open a dialog box launches where
you enter the order number of the order you would like to post to the ClosingsLIVE portal.

NOTE: New users must register an account with SoftPro 360. Follow the steps from the login
prompt to setup a new account. Existing users may be required to re-login if their previous
session expired.

From the 360 ribbon click Services. The Services menu opens on the left. Double-click the Closings

Live entry. A dialog box opens, allowing you to select an order already opened in the background

or enter the number of another order you wish to post to the ClosingsLIVE portal.

ProForm ProTrust Pro1099 SPImage SPAdmin 360

Q0 2 ®@ Q0 90

Queuel| Services } Search |~ Administration Login  Logout  Information Help About
Security Resources
Services B X StatPage  Order2015-0526-171 X
SuDmit
= General )\ Express Order Entry
[ ftPro - Appoin s p Express Order Entry
i Order Information [ Rush order
= Status
: Order Contacts [7] Exdude order from IRS submission
.- | Development - 360 Order Model Property 7] Auto-publish to SoftPro Live Sof
b Development - CreateSmartVIEWOrder Sales Contract & Earnest Money
i @ SoffPro - TestQueryPath Notary & Acknowledgment Trareachon type ] Commerdal Ord
=L ff Settlement Services @ Purchase 7 ]
ME ol acdac e Deed [7] Construction
i Affidavit ) Refinance ] Cash sole Prof
8 Invoice @) Equity [7] out of county Poll

Enterprise and Standard Users

Option 1.
Option 2.

Click the 360 g icon to launch the SoftPro 360 Console.

Click the Services menu and then click the SoftPro 360 Console.

File Reports View Tools Window  Help

0| =] S|E
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Apply a Template

Setting up templates in advance saves time when publishing an order to ClosingsLIVE. Depending on the type
of order, you can automatically have a template applied so you don’t have to remember which template to add.

When the user permission is granted, the Template toolbar in the lower left of the Order dashboard is enabled
and template changes are permitted. Discover how to set up rules and edit templates here: More about

Templates.

WARNING: Editing a template or deleting a template affects all orders currently associated with the template.

This could result in removing all permission settings to every order for every user using ClosingsLIVE in your
company. Be very careful when changing a template. You cannot recover a template once deleted and must re-

apply the template individually to every order used to make changes to a template without starting from

scratch.

Applied: Sampie Tempiate

E E B E

Creates a new template
Edit template settings

Copy the selected template

) &) & )

Delete the selected template

5

Apply

New templates contain no preset data.

Change the name, create/edit a rule, or change the order type
of a selected template.

Copy the selected template.

Delete the selected template. Orders associated to the
deleted template default to NONE.

After selecting a template, click to set the template and
settings to the order.
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Share a Document

The Documents tab provides a central place to manage all the documents that are posted to the ClosingsLIVE Portal.
Here you find all ProForm order documents that have been uploaded and are available to share with your contacts,
or if you choose to only share with specific contacts, you may make those changes as well. You can also upload new
documents securely from the ClosingsLIVE Administrative Tool. Once you post to the order, any new documents

are added back to your ProForm order.

Post a New Document and Share with Your Contacts
1. From the Documents tab, click the Browse link (bottom left) and navigate to your document.
2. Select the document to add; documents are shown in the list of documents on the left or check the Folder
View check box to view the same folder view as in your SoftPro order
3. Any rules set in a template are automatically applied to the new document.
With the document highlighted,

4. Set a document as a Public Document. When the user permission is granted, the document can be set to
be a Public Document.

This allows a hyperlinked document to be shared with a customer, who then may forward it to a person in
their office who is not a contact on the ClosingsLIVE order giving them the ability to view the linked
documents without having to authenticate in ClosingsLIVE.

Order Documents Contacts Activities Messages
Checking the Public Documents

+# Documents [ Folder View
E“F‘:""F* Live File Name &~ Commitment (Schedule B) check box allows hyperlinked
/- Commiment (Sche  Commiment (Sche Source: Attachments\Commitmant (Schedule 8)pof / documents to be viewed
A~ Mt (Crodt in_ Mt [Credt Lin . o 0.1M8 . L.
) Ovner MBSV O A £ i without authentication.
A O Mot Cramar Mfidava o
A~ HOA Afidavt HOM At ) Pukbiic Dacument )
& Permissions
Buyer [Bofrower W View W Nobify
|t [=] SobBuyer i
EI Lender LISA Bank ]
b [ usA nsuremce i
5] satly seller 4]
L,

Title Campany i

Ceunty Tithe Company, Inc. b

I_j Clars Jones i

Add new document Erowss
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When marked as public, the Public Document o icon is displayed in the permissions column of the

document. /

L L

Do Ditwmmsity  Cosumems Taska Meshsges

o Doogmenis
1'-"' s [ Al Th Oy Palicy (&1 Dq.|
o BT Oy Pl L TR s P

AL TA Laae Puboy AL TR s Py
g T A Sy b, T B, Cammlioy |

[ I S pea— ﬁ

& Permissionm

Lo borer Bt

] et of b

] ety mestomis "o e
Silrr

o] = e

| R L

Once the order is published, the Public Documents o icon changes to green o to indicate the
document was published as a Public document. If the public document is not permissioned, it is still shared

with Live Web so it can be utilized in the Hyperlink Tool.

NOTE:

Y There are no changes to permission functionality. Instead of the check icon, the public documents

icon is displayed in the permission column.

Y Marking a document as a Public Document can only be done manually by a 360 user.

Y This change does not affect product templates or select automation.

5. View the Permissions grid to change the settings applied from the template.

Permissions can be set by selecting a specific document or check the Folder View check box to permission an

entire folder of documents.

& CeniegsUVE. SEEI0ZINI0003

. Ovder Dotuovadll Costacts Tasks Mu“al;rls
From Folder View select,

» Attachments folder t0 =——
Attachments

set the same m« Cdar Form Souree: Aackmarky
permission for all mrart el
folders and the
documents contained
within each. / I ALTA Lows Pl (61206
o - Homwzwreer 1 Potey -
» A specific Folder to set L T4 Hemmeowrers Palicy (-1 | &0 Permissions

af e Dlocumers;
permissions for all > Dyt

documents only within
the selected folder.

» Document to set 7
permissions for only
the selected document.

b LT Sngle Trassacson lsgemnt) ] trer Bt
L] Bank of Armgrics
[ ) #ravidescs Tain and fumam

Set permissions once the
document or folder(s)
selection is made.

10
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=  Permissions can be set at the Contact level (i.e., Lender, Buyer, etc.) or the Contact Person level
(i.e., people associated with the Lender).
=  Setting at the Contact level (i.e., the Lender), sets the permission for all People associated with

the Contact. Click the Expand icon next to the Contact name to access the View and Notify
check boxes for the Contact Person and set the permissions individually.

a) To overwrite a permission setting applied from the template,
Y Contact Level - check the,
»  View check box to change the view of the document for all people associated with
the Contact.
»  Notify check box to receive email notifications, push notifications via the mobile app,
or SMS text notifications when the document is edited for all people associated with
the Contact.

Order Documents Contscts Activiies Messages

& Documents [ Folder Yigw
g Live Fis Hame /- Commitment (Schedule B) v
/-~ Commiment (Sche... Commitment (Sche.., Sounge: Attachments\Commitment (Schedule B)l.pdf
/= Afdet Credi Lin... Afidnd iCredt Lin.. «F 0.IMB
A=) Crorosr Mo (1) Crwvrosr Mficlandt () [enam
A= Crarar Afficdave Crwmor Affidart v
A= HOA Afdavt HOA At

& Permissions

¥ View M5 Mobify

E Bob Buyer

» 5] Lender U Bank / @
s [Tu 1 1158 tneursess 1 {4

£ Permissions

Buyer/Borrower View Notify

4| B |Billy Buyer
billybuyer@email.com

O|E|=E
OE=
$
o

[ Lender USA Bank

Or-

Y Contact person level - click the Expand icon next to the Contact name and check the,
»  View check box to change the view of the document for each person.
»  Email check box to receive email notifications when the document is edited for each
person.
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NOTE: The View or Notify check box is shown with a black square when permission is not
granted for all people associated with the Contact. \

25 Permissions \
Buyer/Borrower A View [ Motify
4 Billy Buyer # @
billybuyer@email.com L .7
o Lender USA Bank m % @
larrylender@email.com e
lisalender@email.com O J &

b) Repeat for each document as needed.

Changing a Document
Rename - Select a document from the list on the left and click the Rename hyperlink in the summary window. A
dialog box opens allowing you to change the name of a document.

Remove - Select a document from the list on the left and click the remove hyperlink in the summary window. The
document is removed from the website and cannot be accessed by any contact until it has been reposted.
NOTE: Renaming or removing a document only applies to the ClosingsLIVE website. It does not rename

or remove the document in your ProForm order.

Repost - Once a document has been removed you have the option to repost it.

NOTE: After reposting a document, only the template settings are applied. If you made any changes to
the permission settings outside of the template, you must reapply those settings to the reposted
document.
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Order Documents Contacts Activiies Messages

[, Documents

‘ Elr:;g"" File Live Fils Name = Commitment (Schedule B)

E‘ Commitment (Sche... Commitment (Sche... Source: Attachments\Commitment (Schedule B).pdf
| Affidavit (Credt Lin... Affidavit (Credit Uin... +° 0.IMB

/=] Owrer Affidavit (2)  Owner Affidavit (2)

A= Owner Affidavit Owner Affidavit «

/= HOA Affidavit HOA Affidavit

£ Permissions

Buyer/Borrower View MNotify
[ Bob Buyer @
|3 Lender USA Bank [} 0 @®
b m USA Insurance 0 [ [©)
[> E Sally Seller 0 0 @
[» E Title Company 1 ] @
[» County Title Campany, Inc. D D @
> [[o_] claraJones [l = (6]
Add new document: Browse
Post Cancel

Published Documents Written to Order Notes
Documents shared with contacts are captured in the Notes section of the Order with the following information:

0 L Order Notes

+ = L § View
All(8) Integration {8) SPLive (3)

Type Linked From Created Last Madified Note Cateqory )

Document(s) sent to Closings Ve
Owner Affidavit.pdf : michelle.leonard @sottprocorp.com
HOA Affidavit. pdf : michelle.leonard @softprocorp. com

Integration

3 ‘ ‘ 01/21/2019 04:07 PM Michelle Leonard

*  Created - Date and time document was published from ProForm to SPLive.

* Last Modified - Name of user that published the document.

*  Note - Name of each document and email address for each recipient of the document.
*  Category - Integration category is automatically checked for all 360 related notes.

NOTE: If a ClosingsLIVE category exists in SPAdmin, then the ClosingsLIVE category is also checked.

*Standard/Enterprise versions do not incorporate categories for Notes.
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Set Up Who Can See Who

With the ClosingsLIVE Administrative Tool you can easily define which contacts can view other contacts by clicking
the Contacts tab. A list of all the contacts associated with an order are listed on the left. Follow these steps to
change who can view a contact.

1. Select a contact from the list on | SNERSHE I —

the left. The panel on the r|ght Order Documents Contacts Activities Messages Check the Contact check
& Contacts
changes based on the contact Do, % oot o box to set all permissions —
selected. EEEUT Suyersonone for the Contact or expand
. A saly Seler o People
2. View e e the Contact to set at the

individual level.

<

[ Aiamo Titls Compary

»  Check the check box for [ e Compary

[ Fals County Title Company, Inc

each contact that may [EEH County Title Company. Inc ¥ & UsegAhat can see the contact above
. . E Aamo Tl nsurance g -.yer/Borrower View Email
have permission to “gSA‘J”S”'E”“ M

view the information of
the selected contact.

»  Uncheck the check box
for each contact that

[ % | Title Company t @

Caunty Title Company, Inc. f ©
| 5] ClaraJones L @

(v = ~

should not view the

selected contact.

For example, it may be

unnecessary for the insurance agent to view the contact information of the listing agent. Select
the listing agent from the list on the left, go to the permission settings, and uncheck the view
option to the right of the insurance agent’s name.

3. Notify - Check the check box for each contact that should receive a notification (email or push notification
via the mobile app) when specific contact’s information has changed. For example, if you want the sellers
to receive an email when the listing agent’s contact information changes, select the listing agent from the
list on the left and check the notify check box to the right of the seller’s name in the permission grid.

Other Tips:

* Removing a contact. When a contact is selected, click the remove link in the top right to remove their
contact information and name from the ClosingsLIVE Portal. This removes all access for each user from
viewing the contact in an order.

NOTE: The contact is not removed from the ProForm order.

*  Buyer/Seller contact information. The buyer and seller’s contact information are always protected and
hidden from all contacts on the ClosingsLIVE portal. Only the buyer’s and seller’'s names appear when
viewing an order.
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Share a Task

Use the Activities tab to share the activities associated with an order to the order’s contacts on the ClosingsLIVE

Portal.

Checklist Tasks are activities
that must be completed for
the order to be complete.
Requested Tasks are
activities outside of your
office  that must be
completed by third parties
associated to the order.

Grant permission settings here for
assigning a task to be completed, who

can view a task or receive a

notification when a task has changed.

NOTE: When granting Assign

permissions, the View and
Notify permissions are
automatically granted to
assure the contact has
permission to receive the
notification and view the
task.

Order Documents Contacts Activities Messages

Activities

(@ Checklist Tasks

Cancel Prior Mtg/DT
Flood Insurance Policy
Hazard Insurance Policy
Mail Payoffs

Mail Policy

Order First Mortgage Payoff
QOrder Second Mortgage Payoff
Prepare Commitmert
Prepare Deed

Prepare Final Policies
Prepare Loan Package
Prepare Power of Attomey
Real Estate Contract

o A

inked Documents

) Flood Insurance Policy

Contact or expand the
Contact to set at the
individual level.

Link documents Jrder Attachment Browse

£ Permissions

Buyer/Borrower

> | 82 | Bob Buyer

[ vz ] UsA Insurance

3 Lender USA Bank

W Assign m View [ Notify

(J":ﬂ Requested Tasks

) 1 [Hs_] sally seller

Deed Preparation
Loan Package
Payoff 1st Mortgage
Payoff 2nd Mortgage:
Pest Inspection
Survey

Title Exam

> § a | Title Company

= | o | ClaraJones

3 County Title Company, Inc.

\ [ ] J®

=

NOTE: You can set permissions at the Contact level or for each person
associated with the Contact.

Need to associate a document to a task?

Documents can be attached to a task and made available for your contacts to view. Follow the steps below to attach
a document:

1.
2.

From the Activities tab, select a task from the list on the left.

Attach a document, use the,

»  Order Attachment link to attach a document already posted to the order.

»  Browse link to navigate to the file on your computer.

Documents display in the Linked Documents grid once linked to a task.

15
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Need to associate an action to a task?

Tasks can be assigned to a contact to complete an action, (i.e., upload a form or complete and submit an online

form). When the permission is granted, and the order published, a notification is sent to the recipient requesting
the form be uploaded or completed.

To assign task permissions:

1. Select a task from the list on the left; can be a Checklist Task and/or a Requested Task.

2. Check the Assign check box for each party you wish to complete the task; multiple parties can be assigned
to the same task.

As noted above, when the Assign permission check box is checked, the View and Notify permission check boxes are
automatically checked and disabled. The only way to make a change is to uncheck the Assign check box.

Once a task is assigned, a check mark is shown next to the Task identifying it as being assigned.

\
@ Softpro Live - 2022100117 X
Order Documents Contacts \25ks Messages
Tasks
& Checklist Tasks \ Buyer Information remcye

= Linked Documents

Assigning a task
automatically assigns
View and Notify
permissions.

Link document Order Alimchment Browse

Select from Checklist & Permissions
Tasks and/or Buyer/Borrower

Requested Tasks. 4 [[57] Bab Buyer and Bettie Buyer
Bob Buyer - huffncB120@gmail.com

(0]

Bettie Buyer - agencyuser@fnf.com

b [ Lender Bank

®
Requested Tasks I Huffman & Huffman LLP . .
. - -— - T e Multiple parties can
Upload Masiage 3 e >EEsmwsRu= i
be assigned to the
b [5_] som seller B =] same task.
b Boxell, Wright and Ridgeway, LLC [} B (&l T
W Assion W View [l Motify
b [ coldwell Banker USA [=] =] 7 @
b [ settiement Incomorated A B B @
[Pet ] Concal
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Other Tips

¢ Use the Linked Documents toolbar icons to,

» El Unlink a document

» E Rename a document

Ig .. - . .
» View or change permission settings of a document linked to a task

*  Removing a task. When a task is selected, you can click the remove link in the top right to remove the task.
The task is removed from the ClosingsLIVE portal and cannot be accessed by any contact until it has been
reposted.

NOTE: The task is not removed from the ProForm order.

*  Changing permissions. With the task highlighted, view the Permissions grid to change the settings applied
from the template.

REMEMBER: If a document is attached to the task, permissions are also changed on the document.

To overwrite a permission setting applied from the template for the corresponding contact,
a) To overwrite a permission setting applied from the template,
) Contact Level - check the,

»  Assign check box to grant permission for all people associated with the Contact to
complete an action for that task.
REMEMBER: Assign permission automatically grants View and Notify permissions.

»  View check box to change the view of the task for all people associated with the
Contact.

»  Notify check box to receive email notifications, push notifications via the mobile app,
or SMS text notifications when the task is edited for all people associated with the
Contact.

-Or-

Y Contact person level - click the Expand icon next to the Contact name and check the,

»  Assign check box to grant permission for all people associated with the Contact to
complete an action for that task.
REMEMBER: Assign permission automatically grants View and Notify permissions.

»  View check box to change the view of the task for each person.

»  Notify check box to receive email notifications, push notifications via the mobile app,
or SMS text notifications when the task is edited for each person.

NOTE: The View or Notify check box is shown with a black square when permission is not
granted for all people associated with the Contact.
b) Repeat for each task as needed.

*  Milestone Tasks. Checklist or requested tasks designated as a Milestone do not show in the Activities tab
of the ClosingsLIVE Administrative Tool.
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Milestone tasks are shared with users based on the Permission Summary. When a user is granted
permission to view documents, contacts, activities or messages in the order, the user can see the order
milestones. Refer to More about Milestones for more information on milestones.

NOTE: The Milestone Task feature is included in Select v4.3.28 and above.

Send Messages

Message can be sent to contacts in the ProForm Order from the Messages tab. From this tab a message can be
added or removed, permissions can be changed for who can view a message or receive an email when a message
is modified. Messages can be viewed via the web portal and, if registered, via the mobile app as well.

Order Documents Contacts Activites Messages

-l Messages

e ¥ Sample Message remove
Linked Documents
/= Owner Affidavit 3p 4 B

Link documen QOrder Attachment Browse

£ Permissions

Buyer/Borrower [ |
3 Bob Buyer B (] @
» [[C] Lender Usa Bank [} B @®
» [B2] usa Insurance ] B ®
» [5_] sally Seller @
O view [ Email
» [[&] Title Company @
b EI County Title Company, Inc. ¥ @
> [2] clara Jones (] B ®
Add new message...
s

Add a Message
To add a message to the ClosingsLIVE website,

1. Click the Add new message link (bottom left).
2. Enter your message when prompted; press OK

The message is added and any permission settings from the template are automatically applied. Posting the order
to the ClosingsLIVE Portal, adds your message to your ProForm order Notes. If the ClosingsLIVE category exists in
SPAdmin then the Message Note defaults the ClosingsLIVE category as checked.
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Read Receipt
When a message is sent, and read by your customer, a transaction is sent back to the 360 Queue. Upon accepting
the transaction, the read receipt is appended to the original message in Order Notes.

NOTE: This transaction can be automatically accepted into the order in SoftPro Select using Select Automation rules.
This feature is disabled by default but can be enabled on a customer level in ClosingsLIVE.

Need to associate a document to a message?
Documents can be attached to a message and made available for your contacts to view. To associate a document
to a message,

1. From the Messages tab, select a message from the list.

2. Attach a document, use the,
»  Order Attachment link to attach a document already posted to the order.
»  Browse link to navigate to the file on your computer.

Documents display in the Linked Documents grid once linked to a message.

Order Documents Contacts Activiies Messages
.. Messages
@’“’"W )" Sample Messag

Linked Documents
/=~ Owner Affidavit 35’3: s &

remove

Link documeq Order Attachment Browse )

£ Permissions

Buyer/Borrower W Notify
b Bob Buyer B a ®
b |II Lender USA Bank ] F @®
B E USA Insurance | ] ®
]

b [5] sally seller  @®

> [[A] Title Company
> County Title Company, Inc. € @
B

M ®

b [[o_] Clara Jones B ®

Add new message...

T

When attaching a document to a message, the document inherits the permissions granted on the message. If the
message has View and Notify permissions granted, the attached document would then have View and Notify

permissions granted.
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The permissions on the Document may be manually changed without changing the Message permissions. However,
if the permissions are changed on the Message, the attached Document once again inherits the Message
permissions.

Other Tips

¢ Use the Linked Documents toolbar icons to,

» Unlink a document
» E Rename a document

Ig .. - . .
» View or change permission settings of a document linked to a message

* Removing a message. When a message is selected, you can click the remove link in the top right to remove
the message. The message is removed from the ClosingsLIVE portal and cannot be accessed by any contact
until it has been reposted.

NOTE: The message is not removed from the ProForm order.

*  Changing permissions. With the message highlighted, view the Permissions grid to change the settings
applied from the template.

c) To overwrite a permission setting applied from the template,
Y Contact Level - check the,
»  View check box to change the view of the message for all people associated with the
Contact.
»  Notify check box to receive notifications when the message is edited for all people
associated with the Contact.
-Or-

) Contact person level - click the Expand icon next to the Contact name and check the,
»  View check box to change the view of the message for each person.
»  Notify check box to receive email notifications when the message is edited for each
person.
NOTE: The View or Notify check box is shown with a black square when permission is not
granted for all people associated with the Contact.
d) Repeat for each task as needed.

*  Enterprise and Standard users only. Messages do not prepopulate from ProForm to the ClosingsLIVE
Administrative Tool. If you would like to share messages, the message must be added separately using the
tool. Any message added is added to your ProForm order after posting to ClosingsLIVE.
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Ready to Post?

Once the template is applied and the view and email permissions set for all the contacts associated to the order, it
is time to Post.

Click the Post button to apply the settings and publish the Order on the ClosingsLIVE Portal for your customers.

C=) o=

When the order is posted to ClosingsLIVE, the name and email address of the Escrow Officer/Closer, Title Officer and
Escrow Assistant are also published if the information is entered in the SoftPro order.

Refer to Messages —
Sending/Receiving a Message to the Order Officer for details.

Customers can then log into ClosingsLIVE via the web or mobile app to view the order and you can feel confident

the permission settings established in the ClosingsLIVE Administrative Tool grant or restrict your contacts’ access to
the order information.

More about setting up a ClosingsLIVE account and accessing the portal can be found in the following sections.
Other Tips

Notifications. Once posted, an email notification, push notification and SMS text, if registered, are sent to
each contact in the order with a valid email address and permission to view all or part of the order.

A contact has a valid email address if the Email |:| icon shows on the Order tab in the Permission

Summary section or click the Information icon.
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Order Documents Contacts Activiies Messages

Templates Post Summary

None Type Post
Purchase (r) |-8 Documents

Refinance [R) | &* Contacts 5

EJ  Checkiist Tasks
E:B‘ Requested Tasks

.| Messages

£ Permission Summary

None P ICIC I XY
Bob Buyer -1 - - - &=
=] sally seller 1 -
Lender USA Bank -1 - -
Realbor, Inc. - - - - 1 ®m0
M‘b:lrneys, Inc - - - - 1 Qo=
County Title Company, Inc. B ]

*  New Users. New users receive an email invitation to create an account in the ClosingsLIVE Portal after the
order has been posted to ClosingsLIVE. They must create an account to log into ClosingsLIVE and view the
order information. They can download the mobile app and log in to view order information there as well.
The ClosingsLive Mobile App uses the same login credentials as the ClosingsLive Portal.

Additional Information You Should Know

More about Templates

Templates are used to automatically apply permission settings for similar orders. This saves time by limiting the
amount of setup work involved in posting an order to the ClosingsLIVE Portal. For each template you can set up
rules unique to the template based on several variables including the type of transaction, the type of contacts
associated to an order, the type of documents uploaded to ClosingsLIVE, or default contact permissions for specific

documents and/or folders.

The ability for users to create, edit, copy or delete templates is set through enabling/disabling product template
permissions. Contact SoftPro Support for further details.

Create a New Template
The following steps highlight creating a new template or adding rules to existing templates.

1. From the Order tab of the ClosingsLIVE Administrative Tool, click the New Template icon in the bottom

left of the window.
2. The Template Editor window opens. From this window you can name the template and choose an order

type to automatically apply the template to.

NOTE: Only one template can be automatically applied to an order type. For example, only one template
can be set as the default for Purchase Orders.
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To create a new template that should be automatically applied to a specific order type, open the
template that is currently applied to the order type and select None from the Automatically Apply
to drop-down. The previously defaulted order type is now available for selection in the new
template.

3. Continue to Create a Template Rule if you wish to setup a rule for your new template.

Create a Template Rule
Rules are used to individually define the settings that should be applied to an order when posting to ClosingsLIVE.

The Template Editor window shows five tabs | & cicsingstive- Tempiate Editor

corresponding to the types of records viewable Mame: New Template

in the ClosingsLIVE Administrative Tool: (Ws [Contacts | Checidet Tasks | Requested Tasks | Notes )
Documents, Contacts, Checklist Tasks, Las e T

Requested Tasks, and Messages.

1. Click the tab for the type of record you would like to apply a rule.
2. Click the link directly below the tabs to add a rule.
For example, when viewing the Documents tab, click the,

»  Add Document Rule link to create rules for a specific document. This option allows each document
to have different rules applied.

» Add Folder Rule link to create rules for specific folders. This option allows the rule to be
automatically applied to any documents within the folder.

NOTE: Document and Folder rules can be manually changed once applied.

3. Anewrowis added in the rule pane. The rule pane lists all the rules associated with the record type for the
template.

4. With the new entry highlighted, complete the rule setup using the options to the right.

Click Save to keep your changes and close the Template Editor.

23



Y o
CLOSINGSLIVE),
“~

=

& Clos ingsLIVE - Template Editor X
Name: |Folder Template| Autematically apply to: | Hone ~

Documents U,)m Checklist Tasks Requested Tasks  Messages
Add Document Rule (2 Eglder Ryl
When a folder name Contains Tommitment’, grant View & Notify to usercodes: B L. T e

Operation | Contains )
Query |Can'mlmﬂ1
Permission ] View [ Netify

Users
B4 =] Buyers A
O[] seters

(4 ] Lenders

[0 =] Maortgage Brokers

[ [£2] Listing Agent Brokers

[ [52] sefing Agent Brokess

[ [E5] Buyer Atomeys
DS&efMomeﬁ

[ [E55] Other Attomeys

[0 2] settlement Agents

B4 7] Tale Comparies

[ 7] Paycff Lenders

O [5=] buiders

O [=] Loan Servicers
FD'IIESWMS

il T TP

Q) (s

Remove a Template Rule

1. From the Template Editor, click |@ ciosingsLive - Template Editor
the tab to view all the rules for | Hame Genersl Puchsse Tempiste o

the record type Documents Checklist Tasks Requested Tasks Messages
EEE‘?P: 24 Folder Rle

2. Highlight the rule you wish to -
When a document name Starts With Order Summary’. grart View & Emal to user codes: B.S.LB.SB — | SECECE]

When a documert name Cortains Welcome', grant View to user codes: B, S. L. M. LB, SB. B-AT, S-AT,
O-AT,A T,P,BD, LS, E. U, HOA HMC, Q. 0, AB, AP, GC, G. HZ, HI, P1, SC, SU

remove.

Permussior

3. Click the Delete IE icon.

Example: Adding a Document Rule
“l want every document that starts with Order Summary to be viewed by the buyer, seller, and their agents. In
addition, if I change a document, an email will be sent to them as a notification that something has changed.”
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From the Documents tab

1. Click the Add Document
Rule link

With the new entry highlighted,

2. From the Operation drop-
down, select Starts With

3. In the Query field, enter the
name of the document (i.e.,
Order Summary)

4. Check the View and Email
check boxes so the contacts
can view the document and
receive a notification when it
is changed or is added.

5. Check the corresponding
check box for each user that

should be given access to view the document and receive the notification.

6. Click Save

Checkhst Tashs  Requested Tasks  Messages
2l Foldar Ruls

When a document name Starts With Urder Summany”, grant View & Emal to user codes: B, 5. LB, 58

Sasomacally spply b | None =)

Opersson [ Stats Weh -
Coery Order Summary

Permegsion [ View  [] Emad

Users
7 ] e 3| |
¥ 5] seten
] Landers
EH&%mbﬁtn
¥ (] st Agert Brokans
¥ (5] seng Agent Brokcens
[E5T] Buyer Aomens
=] seter fecmens
[E52] Ottrer Acmens
[5] setemert Agerts
[ e Comparses
[0 Pyt Lerdens
=] budden
5] Loan Senvicens
] Escrow Companies

=" -
Coe ) o)

NOTE: The above steps may also be followed when using the Add Folder Rule. The rule is then automatically

applied to any document or subfolder within the corresponding folder.

Example: Adding a Contacts Rule

“I want both the buyers and sellers to be able to view the contact information for the Listing Agent and receive an
email when the agent’s contact information is changed.”

From the Contacts tab,

1. Click the Add Contacts Rule
link

2. From the Contact drop-down,
select the Listing Agent
Brokers

3. Check the View and Email
check boxes so the contacts
can view the document and
receive a notification when it is
changed or is added.

4. Check the corresponding check
box for each user (i.e., Buyers
and Sellers) that should be
given access to view the
contact and receive the
notifications.

[ Nome: Ganers Purchase Tenciate
Documents | Contacts | Checkist Tasks | Requested Tasks | Notes

ror a8 Listing Agert troker cortact dala. grant View o user codes: B, 5

il Contact | Listing Agent Brokers },

Automasically apply to: [Nane -]

Permission [] View Eenasil

Users that can see the above Contact
¥ [Zeuen -
VI [E] seten
[ tendens
] Mortgage Brokers
[257] Listing Agent Brokers
=] elirg Agert Brokers L
[557] Buyer Atomeys
[E=T] Onher Atomeys
5] Settiemert Agerts
[0 e Comparses
[F] Payek Lenders
=] euiden
mmm
m.‘_wowc«mm

] Underwrtens J
N [Fos] HoAs
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5. Click Save

Example: Adding a Task Rule
“When | add a Requested Task that contains the word Payoff, | want an email notification to be sent to the Payoff

Lender.”
From the Requested Tasks tab, € ClosingsLIVE - Template Editor %
. Name: |Purchase Automatically apply to: Purchase v
1. Click the Add Requested Task | | i s e
Rule link. (204 Creckiist Task Ruse.. ) _ =
When a task name Equals ", grant View to user codes Operation | Contains v
2. From the Operation drOp- When a task name Contains Task’, grant View, Notify & Assign to user codes: B =] Query
. Permission [] Assign [] View [] Notify
down, select Contains.
Users
3. In the Query field enter the E‘x 2
name of the task (i.e., Payoff). O] tendens
[ ] Mortgage Brokers
4. Check the, View and Notify gmmmw
5 | Selling Agent Brokers
check boxes so the contacts (1 (=551 Buyer Aomeys
. . DSeie(Anomeya
can view the task and receive O ] Oter Atcemers
a notification when it is g::'z“mw’
=
changed or is added. 1] Payof Lendiers
O [=] Buiders
-Or- C1=] Losn Servicses
If a Task requires a document e e A
O t i Save Cancel
be uploaded or a form porsion [ v | ( )
. . Q f Lo
completed online, check the Assign check box o S il
. . . . Py i A Jiew Nobfy
which automatically grants View and Notify (?"“'5510“ [ Assign i loify )

permissions.

5. Check the corresponding check box for each user that should be given access to view the document and
receive the notification.
6. Click Save

More about Milestones

Permission to view a Checklist Task or Requested Task designated as a Milestone cannot be set by checking the View
or Email check box as is done with record types (i.e., Documents, Contacts, Activities or Messages). Milestones are
shared with any user who has been granted permission to any record type (Documents, Contacts, Activities or
Messages). Milestones are pushed to the Mobile App when two or more tasks are identified as milestones.

From the Orders tab, users see basic transaction information and Milestones are part of this information. When a
user is granted permission to receive a notification to any record type, the user is notified of a Milestone when the
task status is marked Completed or Received and the order is posted to ClosingsLIVE.
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As an example, a Checklist Task | & permission Summary

designated as a Milestone is marked |  Neme FPYCIC N %
. : L - 00 i
Completed or Received and the order L= o nesicrg ik ;
[ JsellerBank usa 1 = 1 © © f
posted to ClosingsLIVE. Based on the |[Ti]creentomesReaty Inc. 1 - © 0 b)
Permission Summary, the Buyer and |[Esothebrsimiematondeaty = e @
[E]softPro Man Title LLC e © ®

Seller would receive an Order Update

notification, but the Listing Agent and Selling Agent would not. They can only see the updated Milestone the next
time they log into ClosingsLIVE to view the order.

Troubleshooting

Duplicate Message. You cannot create a duplicate message SoftPro 360 5]
in the ClosingsLIVE Administrative Tool.

!X This note already exists, and cannot be added again

Blank Message. You cannot create an empty message in the
ClosingsLIVE Administrative Tool.

SoftPro 360 =5

! h You must provide the note text or cancel adding the note

Duplicate Document Name. You cannot rename a document | sofpo3so

with the same name of a document that already exists.

A document with this name already exists in the order. Please choose a
& l\i different document name. |

27



B
CLOSI NGSLIV
“

T

Duplicate Template Name. You cannot rename a template
with the same name of a template that already exists.

Deleting a Template. Deleting a template affects all orders
associated to the template. Removing it defaults all orders
associated to the template to None. Any user-applied settings
are erased.

Template Not Found. If a user opens an order that had a

template applied that was deleted, the user receives a warning

message alerting them that the template is not found.

Reset Manual Permissions. When the user applies a template
to an order with manually modified permissions, the user
receives a message to reset manually set permissions before
applying the template. Clicking Yes, all manually set
permissions are removed; No, all manually set permissions
are saved.

File Type Not Supported. Only supported file types can be
uploaded to ClosingsLIVE.

ey

SoftPro Live - Template Editor

The template ‘Sawyer User Guide Template' already exists. Please
' % choose a different name.

Delete Template Confirmation

S

Deleting a template may affect permissions for other orders on the next
l % post. Do you wish to proceed?

Template not found

The template previously applied to this order could not be found. The
' % 'None' template has been automatically applied to the order.

Reset Manual Permssions7 W (e |

Some permissions in this order have been manually set. Would you like

{ | to reset these permissions before applying the template?

e [ ™

(S

-
SoftPro 360

' \ The selected document type is not supported.

File type extensions of documents supported in ClosingsLIVE.
.asc .bmp .doc .docx .dotx .docm .dotm .eps fnm
.gif .ics .jp2 .jpe .jpeg .jpg .pct .pdf .pic
.pict .png .ppt .pptx .potx .ppsx .ppam pptm .potm
.ppsm .ps rtf rtx tif tiff Ar xt xht
Xls xml Xlsx Xxltx Xlsm Xltm Xlam Xlsb .XpS
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Your Customers View to Order Information

Once you have posted an order to the ClosingsLIVE Portal, each contact with a valid email address receives an email
notifying them to log into ClosingsLIVE either via a web browser or the mobile application to view the order.

To access the ClosingsLIVE Portal, the contact can click the link in the email or open an Internet Browser and enter
https://ClosingsLive.com in the URL address. Customers may also download the mobile application from the
AppStore.

First Time Users
New customers who have not previously used ClosingsLIVE receive an email invitation to create their own account.

The email provides a link to create an account with a password. Once created, they are immediately logged into
ClosingsLIVE.

NOTE: Passwords are case sensitive.

107-5ee Has Been Updated In SoftPro LIVE - Message

File Message Help Q Tell me what you want to do

m - B E‘Lj' S % = [tﬁ Share to Teams = 71 Mark Unread Ha- Ftl - E' p Find | §
F]

You Have Been Invited to Join ClesingsLIVE

e Sheryl's Title and Closing <donotrespond@fnf.coms

To @ seenevasan.c@fnf.com

L4 2
CLOSINGSLIVE )]
O 4

You have been invited by Sheryl's Title and Closing to join ClosingsLIVE

ClosingsLIVE is a web based tool that streamlines communications with your closing
and title professionals, making the closing process faster, easier, and more cost
effective.

By using ClosingsLIVE you will be able to:
«  View all of your transactions conveniently in one location
s Access specific transaclions from an easy Lo navigale list
» Receive updates when activity happens on your orders directhy in your Inbox
= Review documents securely through the ClosingsLIVE web interface

= Send and Recelve secure messages via the ClosingsLIVE web interface
# Place orders security with Sharyl’s Title and Closing

NOTE: Thig invitation link is valid 3 business days from Issue, After that time, please

contact Sheryl's Title and Closing to oblain a new link.
Click Here To Log In

[T £
SoftPro @ 1-B00-848-0143

Click hars to uraubacrie from thess smaily
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The link provided in the invitation email only remains active for 72 hours. If the expiration time has elapsed, the
customer can renew the invitation by clicking the Click Here To Sign Up button. Instead of proceeding to account
setup, they are directed to enter the email address the invitation was sent to and click the Renew button.

There are up to three opportunities to enter the invitation email address. After the third attempt, the customer is
directed to contact the Title, Escrow or Settlement Agent office to obtain a new link.

Your invitation to join Sheryl&#x27:s Title and Closing has expired. If you wish to
renew your invitation, please enter the email address where you received the
invitation and click the "Renew" button below:

Invitation Email:

Renew

This initiates an email with a six-digit verification code and a message is displayed indicating the code was sent.
Once the code is entered, they are then directed to verify and proceed with setup.

(CLOSINGSLIVE

Welcome to ClosingsLIVE!

ClosingsLIVE is a web based tool that streamlines communications with your
closing and title professionals, making the closing process faster, easier, and
more cost effective.

(+1 XXX-XXX-1320)

Enter Code

Sign Out
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The verification code expires five minutes after being issued. There are up to three opportunities for verification.
After the third attempt, the customer is directed to contact the Title, Escrow or Settlement Agent office to obtain a
new link.

To send the email to first time users: Set up the contact in ProForm with a valid email address and use the
ClosingsLIVE Administrative Tool to give the contact access to the appropriate areas of ClosingsLIVE. When posted
in the ClosingsLIVE Administrative Tool, an email is automatically sent to instruct the user how to set up an account
and access the portal.

When they click the Click Here To Log In button in the email, they are prompted to enter information to create their
account.

Wed 2/24/2021 9:21 AM

SoftPro (410060) <noreply@l1.softprohg.com> Welcome to SoftPro
Order 202102009611 Has Been Added To ClosingsLIVE ) - ;

. Create your SoftPro account
o rogerrealtor @email.com

, 14
CLOSINGSLI\I
S 4

o Enter new password

SoftPro (410060) added the following order to ClosingsLIVE: Password requirements

Order #2021020096lq1 has been added to ClosingsLIVE

* At least 8 characters
Order Number:  2021020096lq1

* Alowercase letter

Address: 3810 Lee Road
Transaction Type: Purchase * An uppercase letter
Status: InProcess * A number

A symbol

To view this order click the "log in" button below or visit the following location: o o s DEy Bl iSername

https://lq1.softprohg.c« i itations/f70c7d9a-c476-eb11-810a- .
005056b215be * Does not include your first name
If you are a new user, this link will allow you to register for up to 72 hours. After « Does not include your last name

that time, you will need to contact SoftPro (410060) to receive a new link.

' Click Here To Log In :

* Your password cannot be any of your last 10 passwords

Repeat new password

v

,,,,,,,,, @ hitp://www softprocorp.com
Softpro 1-800-848-0143

Click her

ioe from thess ems.

G Add a phone number for resetting your password or unlocking your
account using SMS

@ Add Phone Number

@ Add a phone number for resetting your password or unlocking your
account using Voice Call f

© Add Phone Number

Create My Account
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NOTE: If your website is configured to use the Multi-Factor Authentication (MFA) when logging in, refer to the

section, Setting Up Multi-Factor Authentication (MFA), for instructions on setting up verification
options.

Existing Users

Customers who already have a ClosingsLIVE account receive an email notification, a push notification via the mobile
app, and a SMS text, if registered, when an order has been posted or updated. The link provided opens an internet
browser and prompts the user to log into ClosingsLIVE.

- 14
CLOSINGSLIV L .
Y Please sign in using your account
. Email
Order #20210200961q1 has been added to ClosingsLIVE
charlottesmith@email.corm
SoftPro (410060) added the following order to ClosingsLIVE:

Password
Order Number: ~ 2021020096lq1

Address: 3810 Lee Road
Transaction Type: Purchase
Status: InProcess

[] Remember me
To view this order click the "log in" butten below or visit the following location:

https://lg1.softprohg.com/Apiv2/invitations/f70c7d9a-c476-eb11-810a-
005056b315be
If you are a new user, this link will allow you to register for up to 72 hours. After /
that time, you will need to contact SoftPro (410060) to receive a new link.
Need help signing in?

Forgot password?
Click Here To Log In

Help

[e—r @ hitp://www.softprocorp.co P |
SoftPro 1-800-848-0143

okia
Click here to unsubscribs from these smails.

Users who forgot their password may click the Forgot password link on the Log In screen.

Users who forgot their username may use the email address associated to the contact record in the
ProForm Order to log into ClosingsLIVE.

NOTE: If your website is configured to use the Multi-Factor Authentication (MFA) when logging in, refer to the
section, Setting Up Multi-Factor Authentication (MFA), for instructions on setting up verification options.

Viewing Orders on ClosingsLIVE

Once a user is registered with ClosingsLIVE, they have the option of viewing orders by logging into the ClosingsLIVE
Portal or the ClosingsLIVE Mobile Application. The following provides an overview of each method.
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ClosingsLIVE Portal

After a user logs into the ClosingsLIVE Portal, they have access to all the orders associated with their email address
and have been granted permission to view.

If a customer works with another user or company that also utilizes SoftPro ProForm, these orders are listed on the
site as well. Each order is shown with their Brand logo and color based on the client setup.

(4
CLOSI NGSLIV Orders susan rivera-stoli@softprocorp.com ~
L Y,

y Oroers

Operation A v | File Find Orders Search

SMS Text. If SMS Text Alerts have been enabled for the user’s company, the SMS text is now available. Click Here
to subscribe or Do not show again message is displayed in the banner. The user can opt to register by clicking the
Click Here link or no longer display the message by clicking Do not show again link.

’..
L Y

My Orders Requests Place Order

Find Orders Search Clear

Brand Recent Order No. Order Date Property Address Trans. Type Status

V' |

Registering for SMS Text Notifications. A user has two options to register for text alert messages. They can register
via the Click Here option in the displayed message cited above or by accessing their Account Settings and selecting
the Preference tab.

>

Orders Ruser@fnf.corro

Account Settings
SEEZ2024050040

Log Out
y Address Trans. Type Status Buyer/Borrower Seller Project Seft. Date Loan Number

brtfinid D Cuarmbhnns InDrnnnnn Db Donenr N9 AT iAo 4 Ann4nodns
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e Using the Click Here link immediately opens the Register for SMS alert window. Enter the pertinent
information. The Subscribe Now button becomes active once the required information (Phone) is entered
and the user agrees to the Terms of Service and Privacy Policy. Click the Subscribe Now button to
complete the registration.

[ A
CLOSINGSLI
-
Register for SMS alert %
My Orders
SMS text messages are now available. Sign up to receive them
by providing your cell phone number and name below.
. PHONE *
Find Orders ; )
Brand Re| Property Address Trans. Type St

m LAST NAME

1 agree to receive automated SMS messages. | also agree to
the Terms of Service and Privacy Policy.

This agreement isn't a condition of any purchase. Recurring
alerts regarding document, message, or milestone updates
may occur. Message and data rates may apply. You can cancel
the SMS service at any time.

&2

e Using the Account Settings > Preference tab. From this screen, the user can,

Orders  Ruser@nf cono

Account Settings
2024050040

Log Out

dress Trans. Type Status Buyer/Borrower Seller Project Sett. Date Loan Number

Id Dona Chicmbnen InDrnsane Dok Ouoene nonTmnn 4nnanasng

o Select the Customer (f they receive notifications for more than one company) to set their notification

preference for that customer.
Opt out of alerts — this disables all notifications (email or text)

o Select which notifications are received by type, (Text Message and/or Email) and by Transactions
(New Order and/or Order Update) by checking the corresponding check boxes.

NOTE: Text Messages can only be set for customers that have enabled the feature. If the feature is
not active, the check boxes are not enabled.
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Crders Ruser@fnf.com ~
Account Settings
50040
Log Out
My Account
My Information Password & Security Date Loan Number
7 innn 4 Ann4nn4n
Notification Delivery Preferences
0111103 Customer v D
Manage My Photo Text Message Email
Transactions Register for SMS alert X
New Order
Order Update SMS tE}i-:t .messages are now available. Sign up to receive them
by providing your cell phone number and name below.
PHONE *
_ LAST NAME
% — Denotes a required field

| agree to receive automated SMS messages. | also agree to
the Terms of Service and Privacy Policy.

If a user has not yet registered for Text Messages, once a check

box is selected (for either New Order or Order Update), the This agreement isn't a condition of any purchase. Recurring

. . alerts regarding document, message, or milestone updates
Register for SMS alert window opens. The user can then enter may accur. Message and data rates may apply. You can cancel
the pertinent information and click the Subscribe Now button the SMS service at any time.

to complete their registration. e

Once registered, when an order is added, updated or documents sent, a text message is sent _
to the phone number entered in the Account Settings indicating the action occurred citing R

the company name, the property address and providing a link to the web portal. 1:53

Sent from your Twilio trial account -
SoftPro Man Title has shared a

document for 4800 Falls of Neuse Rd. m ;
Click here https://qa- SOFTPRO |
future.live.softprohqg.com/ to view. To

opt out of future SMS messages,

503501 naw\
Sent from your Twilio trial account - SaftPro
Man Title has shared a document for 4800 Falls

of Neuse Rd. Click here hitps://qa-
future.live.oftproha.com to view, To 9pt out... )
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Working in ClosingsLIVE

Searching for Orders. When search criteria is entered in the Find Orders field, the application searches across all

columns on the screen. If the search criteria is found, the orders are filtered to show only those that match the
criteria. Clicking the Clear button returns the full list.

View an Order. Click View to open an Order in a new tab. Here they can view all the information about the order

including the address, order date, names of the buyer, seller, escrow officer/closer, title officer and escrow assistant
as well as milestones if the feature is in use.

View of orders with no tasks set as milestones.

Orders

{4
CLOS\NGSLIV
LV

susan.rivera-stoli@softprocorp.com »

Recent Orders: 2021060107 || 2021060106

Order #09172020 — Holding Village, Wake Forest, NC 27587

@  Order Opened

g Holding Village

Eamest Money Received
Title Report Complete
Ciosing Scheduled

Final Palicy Complete

0-0-0-0-0

Customer Survey Sent

Messages Tasks Contacts Documents

View of an order with tasks set as milestones.

r
CLOS\NGSLIV
SV

Orders susan.rivera-stoll@softprocorp.com ~

Recent Orders; ~ 2021060107 || 2021060106

VT |

Order #09172020 — Holding Village, Wake Forest, NC 27587

Messages Tasks Contacts

Documents

@  Order Opened Transaction Type  Purchase
Order Status  InProcess g Holding Village
Q Eamest Money Received i R i
@  Tite Report Complete Settlement Date  07/30/2021  (Estimated)
Settlement Time  TBD

@  ciosing Scheduled Buyer(s)/Borrower(s) Indiv Buyer

c Seller(s) —
o FAEL PORY ampley 'EBCTOW OfficeriCloser Emily £ Escrow
©  Customer Survey Sent Title Officer  Tommy T Titie

Escrow Assistant —
Disbursement Date 07/30/2021

Miag Dana. | Termsiof Use  Regorta map siror
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View Messages. Users can view messages associated with an order from the tab section below the Google Map
view of the property’s address. Click View to open and view the message; unread messages appear in bold font.
y 4

Messages
m Sent # New Message
Subject Message Created By Date
D sw Test1 Test2 410060Customer 08/30/2017
D suw2 Testt Test2 410060Customer 08/30/2017
( D Dpemo 7i23/21 410060 Customer 07/23/2021 )

Contacts may only view an activity in which they have been granted View access from the ClosingsLIVE
Administrative Tool.

View Tasks. Users can view Tasks associated to an order from the tab section below the Google Map view of the
property’s address. Click View to open any documents associated to the tasks. Contacts may only view an activity
in which they have been granted View access from the ClosingsLIVE Administrative Tool.

Tasks
Task Name Status Requested Completed
(T  cancel Prior Mig/DT None — —
CD  wai Payofis Completed — 01/21/2019
(Y | Prepare Loan Package Completed — 01/21/2019
€D  Deed Preparation Requested 01212019 | —
CI) | Title Exam None — —

If an action was assigned to a task, upload a form or complete an online form, the Tasks tab shows a Task badge @
with the number of items awaiting action.

Aessages 'as@ Contacts Documents

Task Name Action Status Completed
b = : Click an Action s

m Upad i tetcale button to complete 48 @ Lipload Regqured -

m Complete Buyer Information Sheet Complete Form Required -

Click the Action button, Upload a form or Complete Form, associated with the Task to complete.
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If the Action is,

Y Upload, the program opens to the Messages window. This allows you to attach a file to upload and respond
via email. The message is addressed to the party that sent you the message by default.

Click the Select files button to navigate out to the folder where the document is stored. Double-click the
document (or highlight and select Open to select the document).

Messages — Order No. SEE2023050025
New Message
To: Attachments:
Test User ~
Select fies. Larger documents may require extra
time
Subject:
= %
Message:
4+ & » ThisPC » Downloads - & Search Dewnlosds
Organice » Mo folder - ™ @
@ Onelrive - Ficelt, =
ALTA W Earier this year (4
Appiiction mapg B ML Reconsng mps
Attachenents W Mershanlink update to decusments tecti
Cadidate letervia B Cuck tourmpd
coE & Neew Live Mobibe App and Fillable Forma-
Desktop A long time ago (34]
Documents 5 Fllabile Forma benge
Mestings ) New Progect 1bempe
Mecrosoft Teams
Mcrosot Teams
Notsbocks ) Breskoown Sheet pf
Otfice Lens 5 ALTA Comenitment (5-17-08) (T)pef
#fline Downloa ) ALTA Loan Pobicy (5-17-06) pef
Peronal [ ALTA Cormenitenant (5-17-06) pat
Racindiin G 0026710808125 -befe- 003 deedl o e
o ActivePresenter v3.00 setup.exe
2 &) ALTA Single Transaction |
i I PublicDoc- AFXTestlog 0 - 2002-09-04T2
o &5 public documents sxenanos.docr
L] 05 Freld mapping.ates
O ThisPC 34 Landing 0 Mexck ups and Requirements.
) G rpernE A1 SR C S CFL IA Dieprilpp ML
R - - - - - o
e R T R e S S Ao = ol .
e

Once the document is uploaded, continue to enter your message. The recipient defaults to the party that
sent the message to you. Click the Submit button to send.
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Messages — Order No. SEE2023050025

New Message
To:

Test User

Subject:

Marriage Certificate

Message:

Please find the attached marriage certificate.

Attachments:

Larger documents may require extra
lime

(—5 SSA Marriage Certificate.pat )

Select files

Close/Cancel

)  Online Form, the program opens the
associated online form in the default
browser window allowing the recipient
to enter the necessary information. Click
the Next button to continue through the
form.

NOTE: No fields are set as required by
default.

Forms vary in length, so continue to click
the Next button until the Submit button
is shown (on the last page). Once the
information is entered, click the Submit
button to send the completed form.

(2
CLDS!NGSLIV
-

Buyer Information Sheet

Property and Buyer Information Section

Order No.:
SEE2023050025

Property Address

Please Select v

*NOTE: All drop down values need to be cleared before changing your selection!

Buyer Form:

Individual Organizatior
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Once the form is submitted, the Thank You
message is displayed confirming submission.

The Tasks tab no longer displays the badge icon and the Action status has changed to Submitted.

Messages Tasks Contacts Documents

Task Name Action Status Completed
(D  Upload Marriage Centificate

Submitted Required — -

View Contacts. Users can view contacts associated to an order from the tab section below the Google Map view of
the property’s address. Expand the contact or click View to view additional information about the contact for this

order. Contacts may only view other contact information in which they have been granted View access from the
ClosingsLIVE Administrative Tool.

Contacts

Name Phone Main Contact

Lender USA Bank

I3  vsAinsurance

(234)098-0349 Michelle Leonard -

(800)292-5320

View documents. Users can view documents associated to an order from the tab section below the Google Map
view of the property’s address.

Messages Tasks Contacts Documents

File Name

SoftProlivelUserGuide.pd

Enhanced Sereens Training Workbook - Gelting Started and Order Creation.pal

Click an individual
document to View

111712022

1M T2022
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Check the corresponding check(es) of the document(s) you wish to download to the local computer. You can also
check the All documents check box to download all documents at one time. Once the documents are selected, click
the Download button to proceed.

When an individual document is downloaded, the file is saved as the original file type (i.e., pdf, doc, etc.). When
multiple documents are downloaded, the file is saved as a zipped file.

Contacts may only view documents in which they have been granted View access from the ClosingsLIVE
Administrative Tool.

Created

Check to select all
documents for download
or
check individual check box
for specific documents

o2

11172022

1nz022

ClosingsLIVE Mobile App

Once a user logs into the ClosingsLIVE Mobile App, they have access to all the orders associated with their email
address and have been granted permission to view. They can view property information, messages, documents
shared with them, and closing dates. Users can quickly see when the order status has changed, or items have been
shared by enabling push notifications.

If a customer works with another company that also utilizes SoftPro ProForm, these orders are listed on the app as
well. Like the Web Portal, each order can be shown with the corresponding Brand logo and color based on the

client setup.

Logging into the Mobile App

The user logs into the app using the ClosingsLIVE credentials and Multi-Factor Authentication (MFA) method (Okta
Verify, SMA Authentication, or Voice Call Authentication).

41



o
CLOSINGSLIV
“

‘T

e -

7 ng
CLOSINGSLIVE))
LV

7
[

Sign in to your account

i 4 -,
CLOSINGSLIVE)
e 4

Email Address

SA

Multifactor Authentication

Password Your company requires multifactor authentication to

add an additional layer of security when signing in to
your Okta account

Enter a single-use code sent to
Forgot password? your mobile phone.

By using Closingslive, you must agree to our
user terms and privacy policy

Use Face ID

Click the Use Face ID toggle to activate

SMS Verification
thls feature bypaSSIng haVIng to enter A verification code was sent to '+1 XXX-XXX-8784".
credentials in the future. Enter the code below.
- 843799

VERIFY

Requires one minute between requests.

a 4

Sign in to your account

Email Address

Password

Face ID
By using e to our
er terms and privacy polic

Use Face ID [ @)

Once logged into the application, the session remains active for 30 minutes. If actively using the application, the
session can remain active for up to four hours. The user can return to the application without having to log back
during this time. If, however, the active session time has elapsed (no use for any given 30 minutes), the user is
required to log in utilizing the steps outlined above.

During an active session, clicking a push notification opens the order without having to step through the log in
process.
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=8 Order Created for 222 Main Street now
Order Shared

222 Main Stree

« R 4
Fernandina

4
|
Tide Vi
oPrewr‘vn:o
ATLANTIC BLVD ATUANTIC BL
ey aay
®Maps Leoal
LAST COMPLETED @
Earnest Money Received
—
2 of 6 milestones complete
Attorney Buyer Escrow Co, Seller
:@ i Bua : @ e
Boxell, Wright a.. Bob Escrows R Us Sam
Buyer Seller
Q Search Latest View All
°
4/s/23 @ 4fs/23
Document Added Order Shared
Deed of Trust 202210017
@
Transactions Feed sag
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Transaction (Home) Screen

Once logged in, the Transaction screen shows a list of the transactions the user has been granted permission to
view.

Click the Change link to
modify your view for the

Search allows you to

search on Property
current option. Address or Order
3:29 wal LTE @) number.
CIle the Menu icon to CLOSiNﬁSLIVE; _D_&
access links to Quick o el n.C. Home screen shows the
lewing: e nge A o
Tour, Terms & s = Transactions in a card
Conditions, Privacy for 1500 Orange Avenue Sam Seller €9 view, allowing easy
Coronado, CA 92118 Bob Buyer €13 o -
CA, and to Log out. access to importan
(= R information such as
/ A -
y property address, last
1 8 Gloristta .
shLT SN Bay milestone completed,
®Maps Coronado Legal buyer/seller names (if
LAST COMPLETED permissioned) and closing
Earnest Money Received date
= o
100 Main Street Integration Agency User £33
New York, NY 11101 Integration Agency User2 £13 View Options
& Click here to view,
1 ,\\," .
S— s ¢ - Transactions list
reris & Conciions - Feed shows most
®Maps s Leoal recent events &
LAST COMPLETED messages received
Earnest Money Received __| Messages received
= -

for all orders

222 Main Street Sandy Seller €8 - Profile settings
Fernandina Beach, FL 32034 gennie Buyer £

Badges shown here,
identify the number of

‘ unread events/messages
Transactions

received across all orders.
Log out
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From the Home screen the user can view the orders their emails are
associated with and have been granted access to view. This view can

be modified by clicking the Change link.

Users can,
e show a list of orders with a property
map (default setting) or without a
property map (compact setting)
e include and sort ascending or
descending by,
Open Date
Closing Date
Milestone
Buyer
Seller
Address
Status — Open,

and/or Closed

o O 0O O O O

Canceled

From either view setting, to see an order’s
details, click an entry on the Home screen.

Viewing: Ope

3:29

CLOSINGSLIVE

1500 Orange Avenue

w0 LTE @)
~ o
L=

sam Seller €9

3:29

- (€l csmr;s'uvsg

Viewing: Open Change

=

1600 Orange Avenue
Coronado, CA 92118

& Coronada
Central Beachy

®Maps

LAST COMPLETED

Coronado

Earnest Money Received

\—

Coronado, CA 92118 Bob Buyer £13
Coronado
Golf Cour:
Coronado
Central Beach/ii
Glorietta
Bay
ol LTE )
4:46 wil T W
‘Sam Seller|
BobBUYer  \fiewing: Open Change
68

100 Maple Street
Raleigh, NC 27513

LAST COMPLETED

all
L]

L

100 Main Street
New York, NY Ol

100 Main Street
New York, NY 11101

®Maps
LAST COMPLETED
Earnest Money Rec

e
222 Main Street

to

Transactions

A
8,
“,
()

9 Coronado.
Central Beach

®Maps
LAST COMPLETED

2 of 6 milestones complate

Integration Agency User
Integration Agency User2|

Stake/ "
Chophouse & Bar

Earnest Money Received

LAST COMPLETED

Sheryfs Test Account 53

firal ciosing
5/15/23

negroton Agency User £
integration Agency User2 £

(

F= 1500 Orange avenue

1500 Orange Avenue
Coronado, CA 92118

2

o Z,
©) yummy Coronado

N 4
(Ee..
lerwater

BLVD

{'}Omeéw

chm_nado
Municipal Beach(\ “iGlorietta

Bay/Marina

Coronado

& Farnnada Charae

final closing G)
4/28/23

Sam Seller (3
= Coronado, CA 9218 Bob Buyer £13
LAST COMPLETED

)k—
=g 222 Main Street
‘ ; Sondy Seller (33
EEa) Femanding Beach, FL32034 searse suyer 3
finol closing
4/28f23
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The order detail screen shows the,
- Property address
- Property map
- Milestones — there must be at least two milestones set in the order to appear in the mobile app. Click the

Information @ icon to view a list of all milestones.

- Closing Date — shows Estimated Closing if the Estimated date/time is checked in the ProForm order or Final
Closing if the Estimated date/time is unchecked.

- Information icon opens the Information window which shows the order number, Escrow Office and a list of
milestones.

- Items from the Feed relating to this order, and any documents that have been shared.

Badges shown in the
Order Details identifies
the number of
unviewed messages for
this transaction only.

1500 Orange Avenue
Coronado, CA 92118

A 3
) 2
thy Stake g
Chophouse & Bar
Coronado v
© Contral Beach o

&) Yummy Coronado g
QOR\Eg
lerwater
B (e Beach 1o
gy hiarna

Milestones — shows the &Maps Cgronado = Information icon shows
number of milestones, the the Escrow Number
’ LAST COMPLETED ._ i !
most recent completed Earnest Money Received Escrow Office and the list

milestone and how many have
been completed.

Parties granted access — click a

recipient to view contact
information entered for the
selected contact (phone

numbers, email address).

2 of 6 milestones complete

Attorney

e ¢

Bob
Buyer

Buyer

'. Boxell, Wright a...

Latest

@)

Order Shared
2022100117

[
4/5/23

Escrow Co. Seller

o Q

Sam
Seller

Escrows R Us

View All

afs5(23

Document Added

Order Information

46

of Milestones identifying
their status.

Latest events — shows the

most  current  events
occurring for this
transaction. Click the

View All link to see all
events for this

transaction.
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The Last Completed section identifies the recently completed milestone

along with the total number of milestones and the number completed.
INFORMATION

To see the list of all milestones, click the Information @ icon to view Escrow Number
. . . . . $H2023040013

the Escrow Number, Escrow Office and the list of Milestones with their

status. There must be at least two milestones set in the order to appear

in the mobile app.

Escrow Office

MILESTONES
0 of 6 milestones complete

®  PENDING
Order Received

PENDING
Earmnest Money Deposit Received

PENDING
Title Search Complete

PENDING
Commitment Ready

PENDING
Signing Scheduled

PENDING
Closing

The Contacts shown are the parties granted access. To view their entered
contact information (i.e., phone numbers, email address), click the
corresponding contact. The contact’s email address is a link which opens
the email software on the phone providing the ability to compose and
send a message to that contact.

Boxell, Wright and Ridgeway, LLC

Attorney

Email Address

The Latest section shows the most current events (i.e., order
shared, documents recently added, etc.) for the transaction. Click Lo
View All to see all events for this transaction. ° e —

@ 4/5/23 a[5/23

Order Shared Document Added

Clicking the event takes the user to the corresponding screen (i.e., o e e

Order Shared opens the Order Details, Document Added opens

the specific document) providing all the available functionality of the screen, like sharing a document, sending a
message, etc.
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Scrolling down in the app allows the user to see the

Documents

Documents section. From here the user can click
the most recently received document or click the

21lLawson_Sell...

View All link to view all shared documents.

Documents can be viewed on screen or click the o

T
Share icon (upper right corner of document)

2llLawson_Sellerinfo

onal Title Company

1of4

Excrem Oesr:

to use the devices options for sending the
document via email, save to files, etc.

Feed Screen

Pracesar Aavistant

Seures of Busivess

OPEN ORDER SHEET
(ORDER SUMMARY) WITH NOTES

CHEQTOOLIS 3

*SEE ORDER NOTES®

The user can click the Feed option to view a list of all
events (i.e., orders shared, messages received,
milestone tasks, etc.) as soon as they are published.

The Badge identifies the number of unviewed events

Feed

across all orders.

The information is listed by property address, milestones and closing
dates. Like the Transaction screen, the view can be modified by
clicking the Change link. The information can be sorted by Newest
first (default setting) or Oldest first as well as the Time Range (Today,
One Week, One Month, or All ltems).

48

Sort Order

Newest first

Oldest First

Time Range

Today

One Week

One Month

All ltems
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Indicator icons identify whether the event has been viewed (colored

dots) and the type of event (event icons). 3:29 il TEED
@
Order Shared = (‘.LDSINﬁS.LIVE; E
® Document Added
Viewing: All itern
® Milestone Updated
Order Shared
e (O Message Added ® ()] 222 main street ajs(23
- SH2023040013
. . . o . | Document Added
Click an entry to view in more detail (i.e., open a document or read a ° 1500 Orange Avenue afs[23

Deed of Trust
message as well as reply to the message).

Order Shared
1500 Orange Avenue 4/5[23
2022100117

Q)

Thank you for

® () |yourbusiness 3/30/23
100 Maple Street

I expect to have the updated doc...

F] Earnest Money Received 3/27/23
100 Main Street
Transaction Started
® 3/27/23
. I::l 100 Main Street 1271

Messages Screen

Click the Messages option to view the latest messages ° Q')
sent or received. '

ransactions F v Messages

This option shows the date and time the message was sent, along with the subject and a short preview of the
€ )
message. Clicking an entry on the screen opens the message and provides access to the Message h- "4 icon to

create and send a reply. Once the message is entered, click Send to submit.
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3:30

= 1500 Orange Avenue
& Coronado, CA

4/5[23,2:36 PM
Hello Rhonda

information for the HOA.

Emily Escrow

3:30

1500 Orange Avenue
Coronado, CA

4/5/23, 2:36 PM
Hello Rhenda

Thank you for sending over the contact
information for the HOA.

Thank you for sending over the contact

-

Emily Escrow
®)
You are welcome Emily!
Rhonda m
"Rhonda”
qw e r t y u i o p
a s d f g h j k |
L Z X Vb nm &
123 space return
Y
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3:29 wi LTE )

!‘.LnSINﬁSLIUEi

° 222 Main Street
4/5/23, 2:68 PM

Hi Emily

You are welcome! | look forward to working
with you. Lisa

@ 1500 Orange Avenue
4[5/23,2:36 PM
Hello Rhonda

Thank you for sending over the contact
information for the HOA.

o 100 Maple Street
4/4/23, 9:05 AM

Hello

Thank you for sending the new documents!

@ @ @

tion : Messages
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When the client submits a message, it is displayed in the 360 Queue with a Status of Ready and is identified in the
Event column as an IsMessage.

Queue
© Next Step [ | views: Ready Transactions v 0 2 g 8 |Fiter: AllProviders -

Provider

55321-60-230501-440716

% 4 ¥ softPro 2022100117 System Administrator 4/5/2023 3:30 PM IsMessage  555321-60-230405-438039
#47 softPro Live Ready SH2023040013  Default System Administrator 4/5/2023 2:58 PM IsMessage 555321-60-230405-438033
L= ? SoftPro Live Ready NP2023020012  Default\Mobile Testing System Administrator 4/4/2023 9:05 AM IsMessage ' 555321-60-230404-437997
% 47 softPro Live Ready NP2023020012  Default\Mobile Testing System Administrator 4/2/2023 6:52 AM IsMessage 555321-60-230402-437969
(4 ? softPro Live Ready NP2023020016  Default\Mobile Testing System Administrator 3/30/2023 11:53 AM IsMessage  555321-60-230330-437932
% 4% softPro Live Ready NP2023020012  Defauit\Mobile Testing System Administrator  3/30/2023 11:40 AM IsMessage | 555321-60-230330-437929
14 of 14 results at 2:56 PM

) Em:rsandWammgsl@ My Work Items |« Sear:hResuItle, QueKz

Clicking the Next Step
button allows the user to
review and Accept the
message.

c SoftPro Live Message X

<] Message [/] Save to Note

Received: 5/1/2023 2:55:16 PM
From: integrationagencyuser@fnf .com
Subject: Hello Nikki

Thank you for your assistance!Sheryl

=3 Attachments
[0 View Name Size Progress

[[] Post Order Close

Profile Screen

The final option on the toolbar is the Profile option.

ges Profile
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From this screen the user can view the Name, Email and Phone Number associated with the account. The

password is also changed from this screen.

MY PROFILE

Name 1
Integration AgencyUser O

Email Address
integrationagencyuser@fnf.com

Phone Number
(5565) 5566-56565

Last Login
4/5/2023 at 2:39PM EDT

2:56 al LTE @)

CHANGE PASSWORD

®

Transactions Feed Messages Profile

52

Change Password

Current Password
New Password

Confirm Password

Password Requirements

« At least 8 characters

* A lowercase letter

* An uppercase letter

* A number

* A symbol

+ Does not include your first name

» Does not include your last name

+ Confirmed password matches your
new password

Note: Your password cannot be any of your
last 10 passwords
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Updating User Account Settings Online

To update account settings when logged into the web portal, click your email address on the toolbar (upper right)
and select Account Settings.

Orders charlottesmith@email.com ~

Account Setting:

Log Out

My Orders Reguests Place Order

From the My Account window, the user can update profile information, set notification delivery preferences (email
and text messages), and change password and security settings.

My Account

My Information Email Preferences Password & Security

Edit Account Information

Email/lUsername charlottesmith@email.com "
M: My Phot
anage Hy et FirstName  Charlotte *
My Account

- My Information Password & Security

Notification Delivery Preferences

My Account

’ My Information Email Preferences Password & Security
Manage My Photo

Transactions

Change Password
New Order

Order Update Password « Atleast 8 characters.

Requirements « Alowercase and an uppercase letter, a

number and a symbol

No parts of your username.

« Does not include your first name or your last
name.

« Cannot be any of your last 10 passwords.

Manage My Photo

Current Password *

* — Denotes a required field
New Password New Password £
Confirm Password *

Change Login Preferences

To change your user login preferences,
including multi-factor authentication, click
on the link below.

A new browser window will open and log
you in to your profile in Okta.

Okta Account Settings

53



Y o
CLOSINGSLIVE),
“~

-v

NOTE: The Password & Security tab also provides access to the Okta Account Settings. Okta is the account identity
management system used by ClosingsLIVE. The link directs users to their Okta settings where they can
configure and update password and multi-factor authentication options (if required).

If your website is configured to use the Multi-Factor Authentication (MFA) when logging in, refer to the
section, Setting Up Multi-Factor Authentication (MFA), for instructions on setting up verification options.

My Information ~ Email Preferences | Password & Security

Change Password

- Al least 8 characters.
g AL OSSO ™ s st Y. s,

Change Login Preferences

| - - To change your user login preferences,
SOFTPRO # Home  §- L Chaiotl mc\udmggmuy\ti—factor aug]erﬁ\cal\ﬁﬂ, click
on the link below.
Anew browser window will open and log
you in to your profile in Okta.

Account Okta Account Settings
v
L
Z

Passwerd requiremen

Firstname Charionte x
Last name Smith
Okta username charlattesmith@emal cor
Primary email charlattesmith@emal cor
swords
Mobile phone

Current password

[ Securiy Image Edn New password
k0 you

iy b

e that you are Cenfirm new password
raudy

Change Password
[ Forgot Password Text Message

This feature
@ Display Language Edn

Language English

# Add Phone Number

\& Forgot Password Voice Call

. This feature Is usefu

Your default language

# Add Phone Number

v Extra Verification

Extra
Okta

securlty when signing In to

Okta Verify Setup
SMS Authentication setup
Vioice Call Authentication Setup
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Creating Document Hyperlinks and Attachments

By using the Create PDF Hyperlink icon a user can add hyperlinks and/or attachments to any document.
Hyperlinks and Attachments may be added through all rich-text formatting dialogs. This provides the user with the
means to create valuable in-text references.

For example, a hyperlink could be added to Requirements and Exceptions which could point the recipient to a
supporting document on a webpage such as a deed.

Within the Edit Requirement or Exception dialog box, place your cursor in front of the text you want to become a
hyperlink or attachment and add an open bracket ‘[‘. Place your cursor at the end of the text and close the text with
a closed bracket 7'.

In our example, we want the tax parcel verbiage to be hyperlinked. We enter, [Tax Parcel No.: 722509279009].

Edit Requirement or Exception = @
Type: | Requirerent Show on document
Code; | Té Show with nunbering
B 7 U abe 9 s @ vl
|3 L T . * i . O

L

L L L [
Parcel Mo 72-25-08-279-

Taxes for the year 2013 are now due and payab

| »

m

Add open bracket before text
and closed bracket after text.

IMPORTANT: To attach or hyperlink a document, the document must be in the Attachments folder of your order or
posted to ClosingsLIVE. The document name must be the same as the text within the open/closed brackets.

Example:
Text to be hyperlinked: [Tax Parcel No. 722509279009]
Document name: Tax Parcel No. 722509279009

+ y &
I Atkachments Hame Description Type Source
Tax Parcel Mo. 722503273009 Irvoice Adobe Acrob..  Published
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Publish the document containing the hyperlinked reference to the Attachments folder. In this example the

commitment will contain the hyperlinked Tax Bill.

talBe s -

I Attachments Mame Description Type Source
ALTA Commitment for Title Insurance [8-1-16]  Commitment Adobe Acrob.. Publizhed
Taw Parcel Mo 722509273009 Ihwnice Adobe Acrob.. Published

Creating Hyperlinks or Attachments in the Commitment

1. Fromthe Order ribbon, click the
Create PDF Document button. 360 Order

/& E Document Hiskory

¥y Field Code Browser
achments

Documents

Order Tools Order COF-Hyperlink - SoftPro Select - =

9 Apply Template “;_5? @
@ Crverlay Order d
Subrnik: Create Pdf Document | Yiew Transactions

ale Rename Order
Actions Workflow Hyperlinked Transactions

The Select Source Document window opens.
2. Highlight the source document to create the hyperlinks
and/or attachments. If the document is within a folder,
double click the folder to open.

The Source Document is the document you defined with
the open/closed brackets and published to the

Attachments folder.

3. Click Select.

From the Create a Hyperlinked Document window,
4. Inthe Name field, enter the URL or check the applicable
5. Click Create

56

Select Source Document

Select ] ’ Cancel

check box to attach to the commitment



s
CLOSINGSLIV
N

v

In our example the Use

FEate a Myperiinke OCUMEern
Attachment check box is Soues Document WWCDF13.0099\Aitachments\LTA Commiment for Tile Insurance (31-161pdf [ .. |
checked because the Hyperlinked Document Name:  S5COF13-0093AttachmentssHyperlinked Commitment. pdf [:
document being &l from Attachments Al from SoftPro Live Do Mat Create &ny Links
hyperlinked has been saved Mame Usze Attachment Use SoftPro Live AL
to the Attachments folder and b

» Tax Parcel Mo, 72209279009 |

within the order.

” Create " [ Cancel

6. Publish the document to ClosingsLIVE

| #] = -5 Order Toal
=il el [{1] - [ @ - rder Tools  Order COF1
I ProForm I PraTrust ProDesign Prol0gag SPImage SPAdmiIn 360 Order
N 2. 44+ Tramsfer Ledgers -_': @ O
7 P = & _ = | @
134 Check Renumbering
Mew Order = Crder Search Reports | hew Group Deposit = Manager | Calendar | Publish | Website
Crders | Accounting || Workflow | Scheduling || Live |

In ClosingsLIVE,

7. Click the Documents tab

8. Highlight the hyperlinked document

9. Check the corresponding check box for those contacts you want to grant View permission.

10. Check the Public Documents check box (if permission is granted) to allow the document to be shared by

the recipient. For more information on Public Documents, refer to Share a Document (page 9).

11. Click the Post button
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& SoftPro Live - CDF-Hyperfink =2

[ Oruerl Documents IContods [ Activities | Messages

l# Documents

FTOF O F i
Name

L i Source: Attachments\Hyperlinked C 1 pdf

/- Hypetlinked Commit... Hyperinked Commit.. « | 0.1MB
rename

Live File Name /= Hyperlinked Commitment remove

[ Public Document
Please note that a document marked as public will be available to anyone with the link. Use this option with caution.

&% Permissions

Buyer/Borrower View [ Email
3 Bob Buyer D @
> Lender USA Bank @
Seller View [l Emai
b [=] sally Seller 0 «®
Other View [ Emai
> Listing Homes, LLC O «@
s We Sell Homes, Inc a # ®
» [C2] SoftPro Settlement Services £ @

Add new document: Browse

Past

E
g

The Customer can click the hyperlinked text to access the document via URL / WEB address or as an attachment to
the Commitment.

SCHEDULE B, PART |
Requirements

All of the following Requirements must be met:
1. The Proposed Insured must notify the Company in writing of the name of any party not referred to in this

Commitment who will abtain an interest in the Land or who will make a loan on the Land. The Company
may then make additional Requirements or Exceptions.

2. Pay the agreed amount for the estate or interest to be insured.
3 Pay the premiums, fees, and charges for the Policy fo the Company.
4. Documents satisfactory to the Company that convey the Title or create the Mortgage to be insured, or

both, must be properly authorized, executed, delivered, and recorded in the Public Records.

Mortgage from Dan Haven to , securing the principal amount of $0.00.

5 Payment in full of Street assessment. We are advised the amount due is $5,000.00.
6. Pay us the premiums, fees and charges for the policy.

7. Survey Required.

8 Taxes for the year 2019 are now due and payabl(Tax Parcel No. 722092790097 )
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Messages

Sending/Receiving an Order Officer Message

When the SoftPro order is posted to ClosingsLIVE, the name and email address of the Escrow Officer/Closer, Title
Officer and Escrow Assistant are automatically published if the information is entered in the SoftPro Settlement
Agent Contact in the order. The names are then displayed on the Order Details screen in ClosingsLIVE.

Displaying the Order Officers may be enabled/disabled as needed. Contact SoftPro Support for further details.

General |QrderTracking Title lnsurancel LCDF I M Bar Forms

Screens FeadyDocs

{] User ReadyDocs Tree
{] SoftPro ReadyDocs Tree

| Sett. Agent, Title Co., Undenwriter, Offices

4] Buyer;"énrrnwer, Offic: : Sig . . ]
5] Seller, Officers & Signat?&h Marketing Source: Type: v Product:

6] Sales Price, DSPDSiVEa!nBSt% arketing Source Look-up Code: Marketing Source Rep:
7] Property, Legal Description -~

8] Lender ~ Marketing Source: Type of Business:

9] Martgage Braker & Loan Servi \_A

10) Loan, Funding & PraT st -

1) Tomm, Pamart £ A Tie BxamierTommy T.1] Closer [Emily E-Escf )

12] Builder, Contract & Escrow fol . - .
131 Fieal Estate Agents/Brokers Escrower:| Jarie J. Ferl Escrower T'rtle.| j |

14] Buyer's & Seller's Attorneys Underwriter/ Policyf Look -y - *

18] HOA M grt. Company 3
16] Additional Contacts O U Order Status
Who has the file: | ~ |

P e TN e i e, =
Title Status
Title office: —Gﬂe officer Examiner: |Tcn"n"}' T. Title ~ |)
Date/time tite opened: |(r-lone} s | Opened by: | w |

Date/time title completed: |(None} | Completed by: |
Comments: | /

My Orders Requests Place Order Recent Ordlers: 2021 Escrow Status

Escrow office:

Escrow officer/Closer: |En’*i|y Escrow ~

e
b/ ;ﬂ Brand Name

Pre-closer [Escrow assistant: |Jan"ieJ. Ferland w

VEH

Order #2021060106 — 12345 D

Transaction Type  Purchase
Order Status  InProcess
Order Date  06/14/2021
Settlement Date  07/16/2021
Settlement Time TBD
Buyer(s)/Borrower(s) Indiv Buyer1
Seller(s) —
(Escruw Officer/Closer  Emily E. Escrow

emo Ave., Raleigh, N

Meredith College
View larger map

Title Officer  Tommy T. Title
Escrow Assistant  Jamie J Ferland
Disbursement Date  07/16/2021

This allows your customer the opportunity to send or reply to a message and include an Order Officer as a recipient.
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Messages — Order No. 2021060107

New Message

To: Attachments:
Tommy T. Title, Title Officer v Select files | Larger documents may require exira time.

Subject:

| have a question for Tommy Title, Title Officer

Message:

Submit Close/Cancel

If an Order Officer is selected, the message is sent to the Notification Email Address associated with the profile
configured in SPLive as well as the email associated with the Escrow Officer\Closer, Title Officer or Escrow Assistant
listed in these fields in Select.

In our example, Tommy T. Title, Title Erom:

Officer was selected, and the email cant: Monday, line 14, 7071 9478 AR

message sent to the SoftPro Raleigh To: SoftProRabeigh@email.com; mmptitleoflicen@email. com:

Office and Tommy T. Title, Title Subject: & Mew Message Has Been Added to SoftPro UVE Order 2021060107
Officer.

Once the message is received, in Select, the 360 Queue shows the order officer name under the Provider

Reference Name column. \

[§ | vews: Aceve Order | e [ | Fiee M Providers

Frovder  Sevie  Stahs  LekedOrde  LnkedProfic

Conpieted Tos21a Defait Agencyliser S/21/2021 1:23PM 6{21/2021 11230 Settement Servies 111103.60-210621:303%60
Soffra  Live Comgitted  Tes2la Defauit System Admatator 6/21/2021 109PM /2121 1OFPM Woefmit 5 1 Ser o Isessoge ‘agencyuser B com 111103:60-210621-033%
Soffro e Comgleted Tohlla Defait Agencylieer S/252071 LORPM 62172021 10FPM Settement Services 111103-60-210821-303355

-
B
* s U
-
-

If the Provider Reference Name column is not visible, click the Columns icon on the 360 Queue toolbar to
select as an active column. You can also select the Contact name to show the email sender’s name in the 360
Queue. Select users can create a custom 360 view to see only those messages sent to a specific Order officer.

Once the message is accepted, the Order Notes screen is updated with the email message including the recipient.
Receiving Task Submission Messages

When a customer completes an action associated with a task, a message is received identifying the task is
complete and the associated form or data received.
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A New Form Has Been Submitted to ClosingsLIVE Order SEE2023050025

Custom From Email Name <fromemail@fnf.com>
To notifyemail@fnf.com

’ N
CLOSINGSLIVE),
W/

The following Task has been completed on the web for order #SEE2023050025:

Task Name: Complete Buyer Illfotmation Sheet

Submitted By: agencyuser@fnf.com

Form Name: Buyer Information Sheet

The task can be retrieved via the SoftPro 360 Queue and linked to the above

referenced order.

click here to unsubscribe from these emails.

In SoftPro, open the corresponding order. The 360 Queue shows the message with a Status of Ready. Click the
Next Step button to proceed to the Review window to review and accept the data (if a completed online form) or
the submitted message (if an uploaded form) to accept the message and document.

Queue
(&) NextStep | Views: Active Order -\ i3 3 #8 Fiter: All Providers -
— L
Provider Service Status Linked Order Linked Profile Created By Created On Completed On Description Transaction Number
RIS SN | |0 [0S 50
» SoftPro Live Completed  SEE2023050025 Default 5/25/2023 6:47 PM 5/25/2023 6:43 PM 111103-30-230525-342519
4« SoftPro Live Completed SEE2023050025  Default AgencyUser 5/25/2023 6:45PM 5/25/2023 6:45PM 111103-30-230525-342518

Receiving/Accepting an Uploaded Document

If an uploaded document has been received, the ClosingsLIVE Message window opens, displaying the message and

the uploaded document in the Attachments section.
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The full message is a ClosingsLIVE Message
shown in the Message
. > M Save to Note

section. o @ s

Received: 5/25/2023 6:47:21 PM

From: agencyuser@frf.com

Subject: Mamage Certificate I

Click the View icon Please find the attached mamage certfficate.
in the Attachments P
section to open the 55A Maniage Certfiicate pdf
document. Action: Upload Mamage Certificate

23 Attachments

¥ View Name Size Progress

¥ | B | 5SAManiage Certficate pdf

161.06 KB

100%

[C] Post Order

© Accept

Close

Click Accept to import the document to the Attachments screen and the message to the Order Notes screen

within the SoftPro order.

O w Attachments

Action: Upload Marriage Certificate

+ ‘:_O 2 E el Search ©
\J Attachments Name Description Type Source Size Last Moc
@ S5A Maniage Certificate ) SSA Marmiage C Adobe Acrob Attached 161 KB
s
| T
WL Order Notes
Type Q\LS; Linked From Created Il:::éiﬁed Note Category
W ‘ eceived: 5/25/2023 3:32:05 PM
From: agencyuser @fmf.com
‘ Subject: Marriage Certificate
Attached the Marriage Certificate for reference.
k) 05/25/2023 ... |Default Admi.|. Integration
Attachments:
SSA Marriage Certificate.pdf
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Receiving/Accepting a Completed Online Form

The Review screen opens showing the information entered in the online form for each mapped field (not all form
fields are mapped to the SoftPro order). From here the data entered can be reviewed before importing, select
what data is imported, view the form in PDF format or the submission can be rejected completely.

& X
= Select All = Select None | i Field Codes New Order «° Order Search | Linked To: | SEE2023050025 T
= Groups © Data
= Al Name Current Value New Value
> |
B[:D;? Property Address 4500 Falls Neuse Rd 4600 Fals Neuse Rd
- Lender Property Address Doddakananeli =
- Note Property Address Raleigh Raleigh 3
B4  State NC North Carolina =
[  Propery Address 27609 27609 =
M IndOrOrg Individual Individual =
53 Documents
View Copy Decument Name File Name File Size (KB)  Transfemed
- Buyer Information Sheet Buyer Information Sheet pdf 42 100%
© Accept @ Reject Close

Groups Section
In the Groups section, the data from the online form is grouped by category for easier navigation to a desired
field or group of fields. Selecting a group displays only that group’s data in the adjacent Data section. Selecting
Allin the Groups tree displays all data submitted from the online form.

< X
= Select All = Select None | # Field Codes New Order < Order Search | Linked To: | SEE2023050025 X |
‘ = Groups ' © Data

Al Name Curment Value New Value Al
P .
B._r";";? Property Address 4600 Falls Neuse Rd 4600 Fals Neuse Rd 3
‘- Lender Property Address Doddakananeli 2
- Note Property Address Raleigh Raleigh %

1 State NC North Carolina 2

[ Propety Address 27609 27609 =

B indOrOrg Individual Individual 2
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The Note entry shows data for those field that are not mapped to a SoftPro order field. This information is
written to the Order Notes screen within the SoftPro order.

. X
& Select All = Select None | 8 Field Codes New Order #«° Order Search | Linked To: | SEE2023050025 v
= Groups © Data
<Al Name Cument Value New Value
- Property
L Buyer 1 CompletedBy agencyuser@fnf com
i | ande M DateofBith24 05072199 )
B USCitizen27 Yes %]
A | 1iatin ik — c r

\) \ Order Notes

Type Linked From Created Last Modified /mg Category
| | Provider: 900002customer \

Your Role: Lender
Created By: mappinguser0301@fnf. com
Transaction Type: Refinance

Confirmation Mumber: 23003600

3 09/15/2023 02:4... |Default Adminj Integration

Office: Test Agency - California
Submitter First Name: Mark

Submitter Last Name: Smith

Submitter Company Name: Lending Company J

B | nning fnann nna e e P = R T S U= - S PN

The Note entry also records data for the Submitter First Name, Submitter Last Name and Submitter Company
name when the online fields are completed.

Data Section
The Data section displays the data entered in the online form in the New Value column. This data has been
mapped to the fields listed in the Name column. Any data that already exists in the SoftPro order displays in the
Current Value column. By default, all data is selected for importing into the linked order.
e Using the scroll bar on the right side of the Data section allows you to review the data for the group(s)
selected in the Groups section.
e The Name field check box can be unchecked to exclude the New Value from being imported into the
linked order. All data can be included or excluded by selecting the check box in the Data Section header.

e  Click the Edit Q icon to open the Edit New Value window. Here you can change the New Value to be
imported for that field. Hovering your curser over the options at the top of the window opens a
description of each editing feature in this window.
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(-5 ®
& Select All = Select None | # Field Codes New Order # Order Search | Linked To: | SEE2023050025 = |
= Groups
~ Al Name Cument Value New Value
P
B:';':? Property Address 4500 Fals Neuse Rd 4500 Falls Neuse Rd |
i Lender Property Address Doddakananeli
~ Note Property Address Raleigh Raleigh
M sate NC North Carolina
1 Propety Address 27609 27609
M indOrOrg Individual Individual

Documents Section
The customer completed online form submitted is listed in the Documents section of the Review screen. Click

the View icon to open the document for viewing. Click the Copy D icon to copy the image of the
document to the clipboard from there it can be pasted into an external application. By default, all documents
are selected for importing into the linked order.

(—iﬁ Documents )

View Copy Document Name

Buyer Information Sheet

File Size (KB)  Transfered
Buyer Information Sheet pdf 42 100%

File Name

(@ Accept @ Rejeci) Close

Accepting the Data
Click the Accept button in the lower right corner of the Review screen to import the selected values into the
corresponding fields in the linked order. Unmapped fields are written to the Notes section of the order, and
documents are attached to the order and displayed in the Attachments screen. The Review screen closes when
importing is complete, and the transaction status in the Queue changes to Completed.

Rejecting the Data
To reject form data, click the Reject button in the lower right corner of the Review screen. No data, notes or
documents are imported into the linked order and the Review screen closes. The transaction status in the
Queue changes to Rejected.
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Setting Up Multi-Factor Authentication (MFA)

When logging into ClosingsLIVE after migration, you are prompted to setup your Multi-Factor Authentication (MFA)
verification options. Once configured, you are prompted to step through one of the three options available each
time you log into ClosingsLIVE.

The three verification options available are:
» Okta Verify — automatically push a security code via the Okta Verify mobile application.
» SMS Authentication — receive a security code via text message on your mobile device.

» Voice Call Authentication — receive a security code via automated phone call.

BEST PRACTICE: It is recommended all
three options are set up to avoid not having SOFTPR
access if one option is not accessible. Once '
the verification options are created, you
select which option is the default verification
method when you sign into ClosingsLIVE.

‘ot

Set up multifactor authentication

Your company requires multifactor
authentication to add an additional layer of
security when signing in to your Okta account

0 Okta Verify

Use a push notification sent to the
mobile app.

Setup

@ SMS Authentication
Enter a single-use code sent to your
mobile phone.

Setup

@ Voice Call Authentication
Use a phone to authenticate by
following voice instructions

Setup
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1. Loginto ClosingsLIVE

You are immediately prompted to setup your Multi-Factor
Authentication.

REMINDER: Set up all three options to avoid not
having access if one option is not accessible.

Setting Up the Okta Verify Option

2. Click the Okta Verify Setup button

67

(CLOSINGSLIVE

Welcome to ClosingsLIVE

ClosingsLIVE is a web based tool that streamlines communications with your
closing and title professionals, making the closing process faster, easier, and
more cost effective.

Please sign in using your account

Email
integrationagencyuser@fnfcom

Password

| reeeeeen

[ ] Remember me

Forgot password?

SOFTPRO

authenticated by okta

ClosingsLIVE i also available on your Android and

i0S smartphone and tablet devices m

Accessibility

Set up multifactor authentication

Your company requires multifactor
authentication to add an additional layer of
security when signing in to your Okta account

0 Okta Verify
Use a push notification sent to the
mobile app

@ SMS Authentication
Enter a sinale-use code sent to vour
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From the Setup Okta Verify window, check the
applicable mobile device

Once selected, you are prompted to download
the Okta Verify app

Download and install the Okta Verify app on your
phone

Click the Next button

68

Setup Okta Verify

Select your device type

O)iPhone

Android

Back to factor list

SOFTPR'Q

O

Setup Okta Verify

Select your device type

®iF‘-I“C|“r_—‘

Android

0 Download Okta Verify from the App
Store onto your mobile device.

Back to factor list
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7. Open the camera app on your phone

8. From the Setup Okta Verify window, scan the
barcode with your camera to send the app to your
phone

To scan the barcode, hold your phone up to the
monitor so the camera can read the barcode; you
should see a box around the barcode.

You should be prompted to open in Okta Verify.

SOFTPR'Q

O

Setup Okta Verify

Launch Okta Verify
application on your
mobile device and
select Add an account.

9. Click the Open in the Okta Verify message
Once the app launches on your phone,
10. Click the Get Started button

11. Click Next to continue through the introduction messages

69

Can't scan?
Back to factor list
11:23 P
< Camera
®
Welcome to Okta Verify

Securely sign in to your organization's apps.

Get Started
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12. From the Ways to verify message, click the Add an account button

13. From the Allow Push Notifications message, click the Allow button

NOTE: Allowing push notifications avoids you having to open the app to obtain the code and

re-enter when logging into ClosingsLIVE. The code is automatically sent to MFA and
proceeds through the verification process.

14. When you see the Account Added message, click the Done button

< Camera ull T 1:44 AM 81% @) | | ul Verizon & 11:46 AM 81% 11:23

@ 4 Camera "
L @

Allow Push Notifications? Account Added

ugouser@email.com

4
1

Approve or deny requests directly from push
notifications without having to open the Okta

You can now securely sign in to your
Q Verify app. organization's apps.

Return to your organization's instructions to
continue.

Important: Keep this app installed on your device.

. You'll need it to sign in.
Ways to verify

When signing in, enter a code from this app,
tap Yes on a push notification, or tap the
"Sign in using Okta Verify on this device"

button.

13}
\ -
Skip

The program name and your login are shown in the app. You can
now close the app.

okta Verify

~
softpro.oktapreview.com S

charlottesmith@email.com

©o
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On your computer, you are returned to the Set up multifactor
authentication window. ]

The Enrolled factors section displays a checkmark o next to
the Okta Verify option to indicate setup is complete for that
option and an email is sent to confirming your enrollment.

Click the Finish button if you wish to exit or continue to setup
the additional verification options.

Set up multifactor authentication

REMINDER: Set up all three options to avoid not having
access if one option is not accessible.

You can configure any additional optional
factor or click finish

Enrolled factors

Q& oxtaverify @

Additional optional factors

@ SMS Authentication
Enter a single-use code sent to your
mobile phone.

Setup

@ Voice Call Authentication
Use a phone to authenticate by
following voice instructions.

Setup

Setting Up the SMS Authentication Option

1. Click the SMS Authentication > Setup button

Additional optional factors

@ SMS Authentication
Enter a single-use code sent to your
mobile phone.
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2.  When prompted, enter your mobile number
3. Click Send a code

4. Enter the code sent to your phone, click Verify

e | |
SOFTPRO SOFTPRQ
Receive a code via SMS to authenticate Receive a code via SMS to authenticate
United States v United States v
Phone number Phone number
(-1 7172091320 1 M72091320
N
N
\
Back to factor list R
Enter Code
85606 3|
Back to factor list

On your computer, you are returned to the Set up multifactor authentication window.

The Enrolled factors section displays a checkmark @ next to the SMS Authentication option to indicate setup is
complete for that option and an email is sent confirming your enrollment.

Click the Finish button if you wish to exit or continue to setup the additional verification options.
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Setting Up the Voice Call Authentication Option

1. Click the Voice Call Authentication > Setup button

Set up multifactor authentication

You can configure any additional optional SOFTPRQ

factor or click finish

Enrolled factors

0 Okta Verify

@ SMS Authentication . .
Follow phone call instructions to

authenticate

Additional optional factors
United States v

@ Voice Call Authentication

Use a phone to authenticate by
following voice instructions.

___________.._y <1 | 8008480143 2288

Back to factor list

Phone number Extension
ST

When you receive the automated call,
2. Enter the code provided

3. Click Verify

An email is sent confirming your enrollment.

Setup is complete and the ClosingsLIVE program opens.

73



4 3
CLOSI NGSLIV
Y

The next time you log into ClosingsLIVE you are required to step through the MFA. The method of verification
shown is based on the last verification method used.

(CLOSINGSLIVE

SOFTPRO

Welcome to ClosingsLIVE!

ClosingsLIVE is a web based teol that streamlines communications with your ' % -

closing and title professionals, making the closing process faster, easier, and
more cost effective

Eman Voice Call Authentication
maill
sysadmin@softpra360.com - ——— » (+1 200X XK-1320)
-—
AL Enter Code
......... \ ]
l Call

D Remember me

Verify
Sign In

Forgot password?

Changing Verification Options

You can change your verification method from the log in window (if two or more are setup) or from the Account
Settings within ClosingsLIVE.
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» Multiple options setup
From the Login window,
1. Click the down-arrow

2. Select the method you wish to use

This option remains the default method going forward.

» One option setup
1. Log into ClosingsLIVE using the current MFA method
Once logged in,
2. Click your email address on the toolbar

3. Select Account Settings

SOFTPRO

QO

Select an authentication factor

()
=)

@

Okta Verify (IPhone-F4CCC216N72])

SMS Authentication

Voice Call Authentication

3
CLOS\NGSLIV
-/

My Orders Requests Place Order

Orders (5usan,rivera—smll@soﬁpmcorp com v)

Account Settings

Log Out
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4. From the My Account

My Account
screen, click the Password &
Security tab My Information Email Preferences
5. Click the Okta Account Change Password
Settings at the bottom of
Password « Atleast 8 characters.
the screen Requirements - Alowercase and an uppegtase letter, a

number and a symbol.
« No parts of your usernarfie.
+ Does not include your fifst name or your last
name.
« Cannot be any of yourflast 10 passwords.

Manage My Photo

Current Password Password %*
New Password New Password %*
Confirm Password  Confirm Password L]
Update Password

Change Login Preferences

To change your user login preferences,
including multi-factor authentication, click
on the link below.

A new browser window will open and log
you in to your profile in Okta.

Okta Account Settings

From the Account screen, Edit Verification section,
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6. Click the Setup button for the method you wish to setup; options already setup show the Remove

button.
Refer to the SOFTPRQ MHome M- L Charkotte- Admin
corresponding section
above if you have Account
questions on the setup.

A Personal Information Edt
First name Chariott
Last name smitn
itz usemame cnanoe:

Primary email
Mobile phone
Current password
@ Sec =
D Security Image New password
Your secuty Image gh oo & that you are

Confirm new password

Chenge Password

o
B
~"  Extra Verffication
Country us
xtra vertfication Increases your sccount security 'when signing Into ™ Phone number (717) 2081320
Oikta and other applications you use .
# En /> Deere
e e
& Forgot Password Voice Call
Ckta can call you and provide a recovery co
wine
Set uo
SMS Authentication =t oy
Phone number
Extension
\ipdce Call Authentcation Sgtup
h ! 4 Ean / pese

)

Okta Verty

Femave
SMS AUEnentication Setup
Viice Call AUnentication Satu
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