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SOFTPRO 360 - DOMA CPL USER GUIDE NOVEMBER 2023

The Doma integration with SoftPro 360 allows ordering of Doma products using the data within
ProForm. SoftPro 360 creates a Doma file corresponding to information in the ProForm order and
enable ordering Policy Jackets along with CPLs through Doma. Additionally, users can update and void
existing CPLs and Jackets. All available without having to leave the SoftPro workspace, helping to
facilitate a more efficient workflow by reducing or eliminating the duplication of data.
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SOFTPRO 360 - DOMA CPL USER GUIDE NOVEMBER 2023
Accessing Doma
From the 360 ribbon, click the Services button to open the Services tab.
1. Click the Underwriter Services folder to expand
2. Double-click the Doma — AgentLink entry
(D ProForm Standard Edition - WESTCOR112057.PFD - [SoftPro 360 Consd o B-/a-)=
@ File Reports View Tooly Services |Support Window Help ProForm  ProTrust  ProDesign  FProl099  SPimage  SPAdmin
SoftPro 360 Console
o L D00 2 . @ 00O
Queue Services Search | Administration Login  Logout Information Help About || Publsh
e
i Transactions Sequrity Resources
Legout P
Services 3 X swrtPage Order 20220302 X
Help Submit About
About ® J_, General - |
- |, Developmant 5
Add-Ins y -1, Legacy Senvi p BExpress Order Entry
@ QA Order Information
Development 2 B |, SetBement Services Status
: | Legacy Services > 651t Tax Senvces Order Contacts
@ ANTIC - Agents National - [J, Title Services =
- @ ATGF - Attomeys Tile 2o -1l Tools S
4 . = J_‘mh,,m &5 Contract & Eamest Money
@ CATIC - Jacket/CPL/Titl Settlement Services Notary & Acknowledgment
— @ CATIC Title "":d"d"cpl" Tax Services @ ATGF - Attorneys Tide Deed
@ Doma - Link - = @ CATIC - Jacket/CPL Title Services fhid
i~ @ FATIC - AgentNet S @ CATIC Titl - Jacket/CPL[Title Services|| 1102vE
" @ First National - FirstNet A{ Undenwriter Services pvaice
@ FNF - agent TRAX ® FATIC - Agenthiet
L. @ NATIC - AgentLink :x’m’“'w‘“” Loan -
@ National / Investors - ClientCONNECT @ NATIC - Agentiink
- @ ORNTIC - StarsLink @ National [ Investors - ClentCONNECT Title v
@ Security Title - e SecurtyConnect @ ORNTIC - StarsLink
i @ Stewart - Stewart Access @ Security Tithe - eSecurityConnect Escrow[Closing -
- @ Title Resources - Oniine Services ® Stewart - Stewart Access
@ Westcor - eWestcor :Kﬁ“‘:ﬁs&“m
— @ Westcor - eWestcor Rewrite @ Westcor - eWestcor Rewrite
Select a ProForm Order for Title Search
Each Search request must be linked to a ProForm Order. If a ProForm | order Linking X
order is already open and active, the active order is automatically
linked to the request. If no active order is open, enter the order Open Order Numbers:

number in the Selected Order Number field. Once the order is

confirmed, click OK.

DomaSearch - Demo
DomaSearch - Demo 2

Selected Order Number:
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Welcome Screen

After a ProForm Order is linked, © Doma - 20220302 X
the Welcome screen displays. welcome doma
You can check the Skip Welcome Doma is one of America's most financially sound underwriters. At Doma, our primary goal is to make our agents’

. . lives easier and find ways to increase their profitability. We have done that with a new and improved version of
Page check box to skip having the SoftPro 360.

Welcome screen display each IR

. ) * Order your Closing Protection Letter directly from Doma.
time you Iog into Doma.

* Your Closing Protection Letter is delivered directly into your order.
* Order your Policy Jacket directly from Doma.

CI|Ck the NeXt bUtton to Continue- *Your Policy Jacket is delivered directly into your order.

* Policy Jacket numbers are received directly into your order

760 N.W. 107th Avenue, Suite 401,
Miami, FL 33172

hitps:iwww.doma.com

[ Skip Welcome Fage

Logging into Doma

The Login screen requires a valid User | @ pems Tie search - 230907-005 X

Cog doma

Name and Password.

NOTE: If needed, use the Need Help
Logging In link to send an email
requesting assistance with login
credentials.

Please provide your credentials

User Mame ]msalmanu@sumpmcolp com ]
Check the Remember Me check box to Passworg: [+ |
. . . IMREmember Ma I
automatically log in when launching Need help logging in?
the product in future sessions.
Click the Login button to continue to
the Agency/Branch Selection screen. . I_lt”“‘” f—
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SOFTPRO 360 - DoMA CPL USER GUIDE NOVEMBER 2023
Agency/Underwriter Selection Screen
Select the applicable, ¢
e Agency Name for this order
e Branch for this order e e doma
e Underwriter for this order
All are required fields and once Agency Name : | States Tile Agency. Inc. v
selected, the Next button is enabled. Branch: [ B o
Underwriter - North American Title insurance Company v
Click the Back button to return to the
log in screen or Next to launch Title
Services screen
Core
Title Service Screen
From the Title Services screen, the following features are available:
e View a list of the CPLs that & Doma
have been ordered
e servie doma
e OrderaCPL
° Update an issued product Action Product Type Insured Amount Status Created On
e Void anissued product
e \iew order data that has
been sent to Doma
% File Information &
Back

Page 71|15
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A table displays the products ordered from Doma and provides the following information for each CPL:

Action:

Review <2 Re¥eW | htton: 360 has received the CPL from Doma (Status = Ready) and it is
ready for the user to review and accept. Clicking the Review button displays the Review
screen, where the user can review and accept the product.

Red Exclamation ¥ icon: The request submitted to Doma encountered an error and no
product was created. Hover over the exclamation mark or double-click it to view a

description of the error.

Product: The type of product requested from Doma. For CPLs, the value will always be Closing

Protection Letter.

Type: Displays the type of product ordered. If CPL is requested, it will display the covered party

(Lender, Buyer/Borrower, or Seller).

Insured: Insured party

Amount: Liability amount is shown for the policy jackets only.

Status:

Ready: 360 has received the remitted document from Doma and is ready for review and
accept (attach to the order).

Completed: The remitted product was accepted and attached to the order.

Rejected: An error occurred with the submission of the request.

Canceled: The product was voided.

Created On: Date and time stamp of when the product was generated.

The table data ca be sorted by clicking the column heading. Click once to sort in ascending order,

click again to sort in descending order.

The Add Product button is available to order a CPL
To update an issued product, highlight a transaction that is in Completed status and click the Update

button.

To cancel an issued product, highlight a transaction that is in Completed status and click the Void

button.

To view the order data being sent to Doma, click the File Information link.

The File Information screen displays populating the Agency Name, Branch, and Underwriter selected on

the Agency/Underwriter Selection screen. These fields are not editable.

8| 15
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The user must select the
e Transaction Type (required
selection)
e Property Type (required
selection)
e Property Address
o Defaults to the first
address listed in the
ProForm order.
o Address 1, Address
2, City, State, and
Zip populate with
the Property
Address selection
for review.

e County (required selection)

€ Doma - 20220302

File Information

Agency Name

Branch :

Underwriler

Property Type !
Property Address
Address 1
Address 2:
County :

City

Transaction Type :

X
States Title Agency, Inc
Aizona Sales Aemis
North Amencan Title Insurance Company
- Select ~ v|%
- Select - | %
155 W Johnston S, Rock hil, NC, 29730 v
155 W Johnston &t
- Select - v %
Rock hil State: |NC Zip: |29730-___

] o=

Click the Save button to send this information to Doma or the Cancel button to return to the File

Information screen without submitting.

Available Products Screen

e Select Closing
Protection Letter to
navigate you to the CPL
Information screen.

e Click the Close button
to continue

& Available Products X

=y Closing Protection Letter
Attach a new Closing Protection Letter to your ProForm Order.

=y Policy Jacket
Aftach a new Jacket to your ProForm Order.

Page 9] 15
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When the Closing Protection Letter is selected, the Covered Party/Attorney/Settlement Selection
screen opens. From this screen the user must select the,

e Covered Party — check the © Doma - 20220302 X

Correspondlng CheCk bOX fOr Covered Party/Attorney/Settlement Selection d o m a

the covered party of the CPL
to send to Doma; by default, Covered Paty
Lender

loan 1 v

Lender is selected.

e Loan drop-down — by =
uyer Tower

default, the first loan in the

order is selected. :
Attomey/Settlement Company Selection

e Approved Attorney — lists soprored tome, | BEEEER

Approved Attorneys

Settlement Office

returned from Doma, if
applicable.
e Settlement Office — lists =

Settlement Offices returned

from Doma, if applicable.
Click Next to enter information for the Covered Party selected here or click Cancel to exit the CPL

screen.

The Covered Party Information screen opens depending upon the selection made on the prior screen
Covered Party/Attorney/Settlement Selection screen: Lender, Buyer/Borrower or Seller for further
inputs.

The information for the Covered Party populates with the data entered in the ProForm order. Each
screen allows the user to enter additional notes to be submitted with the request.

NOTE: If information is changed on the Information Screens, it does NOT write back to the ProForm
order.

10 | 15
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Lender Information Screen

If Lender was selected as a covered party, the Lender Information screen opens with information

populated based on the loan chosen on the Covered Party/Attorney/Settlement Selection screen.

The following fields pull data from the ProForm order.

Loan Number
Buyer/Borrower — this
displays all buyer/borrower
names concatenated with an
“and” (i.e., John Smith and
Suzy Smith)

Lender name (required field)
Address 1(required field)
Address 2

City (required field)

State (required field)

Zip (required field)

Lender Clause/Successor
Language — pulls from the
Lender Contact screen

& Doma - 20220302

Lender Information

Loan Number : 123
Buyer/Borrower : | John Smith
Lender Name : [Bark Name
Address 1: | 123 main strest

Address 2 : |sute 203

City - |wamen State: - |MI

Conlact

Lender Clause./Successor Language
|lest cause

Notes

doma

Zip : | 48035

Back Next Cancel

Notes field is an optional field where the user can enter notes to send with the request to Doma

Click the Next button to send the data to Doma, click the Back button to return to the Covered

Party/Attorney/Settlement Selection screen or Cancel button to return to the Title Services screen.

Buyer/Borrower Information Screen

If the Buyer/Borrower is selected as a covered party, the Buyer/Borrower Information screen opens with

information populated from the ProForm order.

11| 15
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Buyer/Borrower displays all
buyer/borrowers entered in
the order.

Name (required field)
Address 1 (required field)
Address 2

City (required field)

State (required field)

Zip (required field)

Notes field is an optional
field where the user can
enter notes to send with the
request to Doma

L 3

Buyer/Borrower Information d O m c
Buyer/Borrower | Buyer w
Name : [John Smih
Address 1: | 155 W Johnston St
Address 2
City : | Roek hill State : |NC Jip: |29730___ |
Notes
Back Submit Cancel

Click the Next button to send the data to Doma, click the Back button to return to the Covered
Party/Attorney/Settlement Selection screen or Cancel button to return to the Title Services screen.

Seller Information Screen

If Seller was selected as a covered party, The Seller Information screen will display. The following fields

will pull from the ProForm order.

e Seller drop-down displays all
buyer/borrowers entered in

the order.
e Name (required field)
e Address 1 (required field)
e Address 2
e City (required field)
e State (required field)
e Zip (required field)

¢ Notes field is an optional field

where the user can enter
notes to send with the
request to Doma

& Doma - MC-Mismo-Test

Seller Information

Seller :
Name :
Address 1:
Address 2
City :

Notes

x
l
doma

Seller
Seller Last |
90 W broad st |

|
columbus State : W Zip: (43215

Back Submit Cancel

Click the Next button to send the data to Doma, click the Back button to return to the Covered
Party/Attorney/Settlement Selection screen or Cancel button to return to the Title Services screen.

12 | 15
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Reviewing Received Products from Doma

The Title Services screen provides a list of the products that have been ordered to include those that are

ready for review and acceptance into the ProForm order (Status = Ready).

Open the Review screen by clicking

the Action icon for the

corresponding entry.

To approve the document and data, if
any, writing back to the ProForm
order, click Accept to import the data
and documents into the
corresponding order.

€ Doma - 202202010 X
e Serwce doma
Action  Product Type Insured Amount Status Created On
cPL LENDER Chase VY2022 4:45 PM
Jacket Owner First Last 300000.00 Completed  3/3/2022 4:45 FPM
, CPL LENDER Chase Ready V32022 444 PM
CPL LENDER Chase Completed  3/372022 9:56 AM
» CPL LENDER Chasze Ready 32022 951 AM
CPL LENDER Chase Completed V32022 948 AM
CPL LENDER Chase Completed 3372022 9:39 AM
cPL LENDER New Lender $52.000.00 Canceled 332022 9:37 AM
© AddProduct. i Update : @ Void File Information | =
Back Cancel
c Review Doma - 202202010
& SelectAll = SelectNone | 8§ Field Codes
= Groups © Data
Al B MName Current Value New Value
- Owners Policy .
£ Lo Py & | Owners Poicy 0X12016346 20220201001 B
B4 | Loan Palicy L¥13122521 20220201002 =2

% Documents

[ View Copy File Name

File Size (KB)  Transfemad

M Owners-202202010-01 475 100%
M Lenders-202202010-02 450 100%
(& Accept Cancel

Page 13|15
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Editing a CPL

From the Title Services screen, you can edit a CPL that you previously created from the Order.

e Highlight the CPL transaction  |@ pema- 202202010 x

Title Service d O m a

you wish to edit.
e Click the Update button. You

then have the opportunity to Adlion  Product Type Insured Amount Status  Created On
I Jacker Lender Chase 250000.00 Ready 3/3/2022 4:45 PM
Update the data for the Jacket Owrver Frst Last 300000.00 Completed V32022 4:45 PM [
request. il CPL LENDER Chase Ready V2022 444 FM
. coL LENDER Chase Completed  3/3/2022 9:56 AM
e  Click Submit to generate the [ cr LENDER Chase Ready 332022 9:51 AM
cPL LENDER Chase Completed  3/3/2022 9:48 AM
Updated letter. oL LENDER Chaze Completed  3/3/2022 9:39 AM
LENDER Canceled  3/3/20229:37 AM

-——-_

& Add Product @ Void File Information | 2

Voiding a CPL

From the Title Services screen, you can void a CPL that was previously created from the Order.

e Highlight the CPL transaction

@ Doma - 202202010 x
you wish to void.
. . Title Service d o m a
e Click the Void button
Action  Produet Type Insured Amount Statis Created On |
I Jacket Lender Chase 250000.00 Ready 3372022 4:45 PM [
Jacket Owner Furst Last 300000.00 Completed 332022 445 FM
[ oA LENDER Chase Ready WI2022 4:44 PM
CPL LENDER Chase Completed 3372022 9:56 AM
j. CPL LENDER Chase Ready 3372022 951 AM
CPL LENDER Chase Completed 3372022 5:48 AM
CcPL LENDER Chasa Completed 332022 9:39 AM
LENDER New Lender $52.000.00 Canceled 32022 9.37 AM
I o I T S ) i S

& Add Froduct| | ) Update File Information =,
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e Select a Void Reason for the
request (required).

e C(lick Void to send the
request to Doma.

€ Doma - 202202010

Void

Product Name:

Covered Party:

Date:

Void Reason:

doma

CPL - LENDER

Chase

3272022

Transaction Cancelled
Changed Underwriter
Changed Lender
Issued an Wrong File
Other

Cancel

Page 15|15




	Introduction
	Accessing Doma
	Select a ProForm Order for Title Search
	Welcome Screen
	Logging into Doma
	Agency/Underwriter Selection Screen
	Title Service Screen
	File Information Screen
	Available Products Screen
	Requesting a CPL
	Covered Party Information Screens
	Lender Information Screen
	Buyer/Borrower Information Screen
	Seller Information Screen

	Reviewing Received Products from Doma
	Editing a CPL
	Voiding a CPL

