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

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

IMPORTANT NOTICE — READ CAREFULLY

Use of this software and related materials is provided under the terms of the SoftPro Software License
Agreement. By accepting the License, you acknowledge that the materials and programs furnished are
the exclusive property of SoftPro. You do not become the owner of the program but have the right to use
it only as outlined in the SoftPro Software License Agreement.

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

Date Version Details

09/18/2023 v1.0 User Guide for the Global Release of “Doma — Title Search”
for SoftPro 360

Introduction

Doma Title Insurance is one of America’s most financially sound underwriters with a fast, simple, and
transparent underwriting process. Doma is delighted to partner with agents to offer their customers
powerful protection backed by a company with demonstrated financial strength, attentive service, and
uncompromising standards.
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Accessing

From the 360 ribbon, click the Services
button to open the Services tab.

g\ - (H (@ - )~

ProForm ProTrust Pro103s SPImage SPAdmin 3560

(1 Z @ 0 0

1. Click the Title Services folder to

Queue] |Services | fearch || Administration Login  Logout || Information Help  About
expand
. Transact'on; Security Resources
2. Double-click the Doma - Title @ seices s
Search entry % || submit_About
é' | =L Title Services | A

@ A.5K, Services - Title Production
@ ANTIC - Agents National Title - Title
@ Assodation Online - HOA

@ Aven - Launcher

@ Black Knight - Municipal Lien Search
@ Charles Jones - Property and Tax S

@ FasTrax - Release Tracking
@ FATIC - Bulk Remit
@ FNF - TitleWave

NOTE: When ordering your title search through Doma,

All properties in the order must be in the same state to access this product. If not, an error
message displays requesting the ProForm Order contain properties in the same state.

= The property must be in a state supported SoftPro 360 - DomaSearch - Derm 2
by Doma. If not, an error message displays

Identlfylng the Ssu pported states. The property must be in one of the falicwing States: FL TX,
WA, TH, MM, W

= If Doma is not the underwriter, a message @ SoftPro 360 x

displays informing the user how Doma can Wissing minimurn mandaloey Proform data

e I Please reburn o your PraForm Order bo updale:
help them as an underwriting company.

Imalid underariter. Please nclude Toma’ within the Conlact's
‘Harneg' fiald 2% your Undénwriter

ot an agend of Doma Title Insurance? Comlact us today al
loin@doma com or 800-374-8475 to request an applicalon
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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 DomaSearch - Demo 2

confirmed, click OK.

Welcome Screen

After a ProForm Order is linked, the Welcome
screen displays.

You can check the Skip Welcome Page check
box to skip having the Welcome screen
display each time you log into Doma.

Click the Next button to continue.

DomaSearch - Demo

Selected Order Number:

Concel

<

Welcome d o m q

Doma Title Insurance’s expen Search & Exam team is dedicated 1o maximizing efficiency and mitigating risk
with effective solutions for Doma’s tile agents.

Doma's ilegration with SoftPro 360 provides a seamless search axperience, with features including.
Streamlined delivery of search services
Subrmit and accept order automation

Flexdble workflows to support eperational needs

Website | hiipsfagentconnectdoma.comi

[] Skip Welcome Page Cancel
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The Login screen requires a valid User Name
and Password.

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

Check the Remember Me check box to
automatically log in when launching the
product in future sessions.

Click the Login button to continue to the
Agency/Branch Selection screen.

e Select the appropriate Agent Connect
Agency Name for this order. This is a
required selection.

e Select the appropriate Agent Connect
Branch for this order. This is a
required selection.

e Enter an email address to receive
status notification each time data
and/or documents are ready to be
accepted. This is not a required field.

Click the Back button to return to the log in
screen or Next to launch Property and
Product Selection screen

& Doma Title Search - 230907-005

Login

Please provide your credentials

UserName: [luisainano@softprocorp.com

k] Remember Me

Meed help legging in?

Fassword.

doma

I Login I Cancel

& Doma Title Search - 050924-D5002

Agency/Branch Selection

Agency Name : | —Select—
Branch: —Select—

Enter an email address to receive status notification:

doma

v %

Back

Cancel

7|12




SOFTPRO 360 - DOMA USER GUIDE MAy 2024

Property and Product Selection

The Product and Property Selection screen |&
allows the user to select the Search Type, | pioperty and Product setection d oma
Product Type, Transaction Type, and Buyer /

Property Address:

Seller Contacts. 671 SE 2nd Street, Homestead, FL 33030 ~

Search Type: Product Type:

The user can optionally Add Documents,

—Select— ~v|% | —Select— w

Notes and a Requested Due Date before Buyers/Sellers

Code Mame
submitting a request. |ms  lmemswer [
S Sally Seller 10/24/2023 B

Any item marked with an asterisk is required.

Transaction Type:
—Select— o

Add to Proform Notes

Add Documents Back Submit Cancel

e Property Address: Information for the properties added within the ProForm order populate the
fields.
NOTE: Any needed changes to the property information must be made within the ProForm order.

e Search Type: Select search type to be submitted with request.

e Product Type: Select product type to be submitted with request

e Buyers: Select Buyers to be submitted with request.

e Sellers: Select Sellers to be submitted with request.

e Requested Due Date: Select the date to be submitted with request.

e Transaction Type: Select transaction type to be submitted with request.

e Notes: Add a note to send with the request; the Add to ProForm Notes check box is checked by
default.

Special Rules: If the Product Type is,
e Purchase, at least one Seller is required
o Refinance, at least one Buyer is required

e PIR/ Info Commit, at least one Buyer is required

Once submitted, the 360 Queue is updated to show the Status as In Progress.

[

- B vews owerae o BB Fitery Alvedes T

Created By Created On = Completed On Sent Ta Deserpaon Transacmos Musber
ELMDY Lh5e M |3 St M., |4 00060-70-T08F1- 164,
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Accepting Data & Document(s)

In the 360 Queue the transaction Status is updated to show as Ready when data and documents have
been sent from Traditional Title Search. This indicates a response has been received and is ready to be
reviewed.

With the corresponding transaction highlighted, click the Next step button to review the data and
documents.

o et i B e v e o B Pl M e = M

Preavaly Tt v atan L ¥ e b P By S el By L bl L

350 M- 133855 4

. 3K g,

Review Screen
The Review screen allows the user to view, | ReiewDomaTile - Domasearch - Demo X
. & SelectAll = SelectMone | [ Field Codes
copy, and accept documents from Traditional |5 ¢  ous
. . A F Mame Current Ve Mew Vaiue “~
Title Search into the Select order. Poosty SR P ——
Requrements B Apprased Land Vakee o 123
ﬁ::‘m’ [ Appraised Inprovemerts 0 123
e View: View documents sent from B kianlts Ala i
B ook Block?
Doma - Title Search on screen. B Subdvson b Dson? g v
» Documents
e Copy: Save a copy of the documentto [ & ver cor [retiome PR ——
B A~ 2021 ALTA Commtment (FL) 0 100%

the clipboard.
e Overwrite Requirements/Exceptions:
When this option is checked,

requirements and exceptions saved to

ID Cverwrite Requirements/Exceptions I I © Accept | | @ Relect I Cancel

and only the latest requirements and exceptions will be added to the ProForm order.

the ProForm order will be removed

e Accept: Attach the document(s) to the Select order.

e Reject: Reject the documents once reviewed if information is incorrect or needs changes.

The accepted documents will be saved as Attachments to the ProForm order.

Accepting Multiple Response Sends from Doma

When Doma sends multiple, individual responses for your order (e.g., Doma sends documents one after
another), return to the 360 Queue after accepting the first response of data and documents.

In the 360 Queue, the transaction Status shows as Ready again. This indicates that another response has
been received and is ready to be reviewed. The transaction will continue to show as Ready until you

reviewed all responses.

Page 9112
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Rejecting a Transaction

Upon review of the of the documents, you | & RejectRemittance X
have the ability to Reject the documents if the

information is incorrect or needs any changes. | AeusureyeuwantioReject?

Reject Reason Add to Proform Notes

Enter the Reject Reason (this is a required |

field). Notes are added to the ProForm Notes
by default. &

The transaction status is updated to In

Progress so Doma can re-submit order -

fulfillment.

Bringdown Request

From the 360 Queue users can request a Bringdown for a transaction that has already been Accepted.

Queue
[B) | views: Active Order -\ (3 [3 88 | Fiter; Al Providers |z 5
[ Provider Service P Linked Order Linked Profie Created By Created On v Completed On SentTo Description Transaction Number
[~ loom Tt Seard | Accepted [omasearch-.. foerast | lomumasiasees| | [oes5stmerg.. [410060-70-200631168...
1. H|gh||ght the corresponding & Doma Title Search - 051724-D5-001 X
transaction. Bringdown Request d o m a
2. Click the Next Step button to open
the Bringdown Request screen. DRI A iges
[332 striped Maple Ct, Homestead, FL 33030 |
u Enter neW/ update Search Type : County :
. |T\tle Search | ‘M\am\ Dade ‘
Settlement Date (required).
Product Type : Settlement Date :
* Add Notes and additional [Purcnzss | B-]*
. Transaction Type
documents if needed when = |
SmeIttlng a Brlngdown Notes [] Add to Proform Notes
Request.
3. Click the,
= Submit button; the p— o —

transaction Status updates
to In Progress in the 360 Queue

= Cancel button and you are returned to the 360 Queue without requesting the
bringdown

Page 10112
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Accepting Bringdown Data & Document(s)

In the 360 Queue the transaction Status is updated to show as Ready when Bringdown data and
documents have been sent from Doma. This indicates a response has been received and is ready to be
reviewed. Doma will send the complete search data set and attached documents as part of the Bringdown
response.

With the corresponding transaction highlighted, click the Next step button to review the data and
documents.

et rwp B e s o g M Pl & o = M

il Py g e el I

T Ik Farg, 230 M- 133813

Review Screen for Bringdown Responses

The Review screen allows the user to view, | ReiewDomsTile- Domasearch - Deme B
F SelectAll = Selectbone | I Field Codes

copy, and accept documents from the

H Groups @ Data
Bringdown update into the Select order. Prsesy EA tue e o e .
Toe H Taid 43841260, 434-412:60
Requrements B Apprased Land Vahe [i] 123
. . Exceplioos [ ioprased mprovements 0 123
From the Review screen, you may view the fles B £3441260, 43441260
. . [= -2 Block2
Bringdown data changes by comparing the B Subdvison Sub Divsond i
w D il
Current Value to New Value. —
B1  Vew Copy | Fie Name Fie Size (KB)  Transfemed
%) o~ 2021 ALTA Commitment (FL) i} 100%

Use the check boxes to make your selection of
data and documents, accepting all of the data

and documents or only a select few. The

acceptEd documents are SaVEd as I|:|G‘.'erwnhe Requirements/Exceplions I |JAE€99I i@ Reject | Cancel
Attachments to the ProForm order.

For Bringdown responses limited to updates to the Requirements/Exceptions, select the specific
Requirements and Exceptions fields in the Review screen and check the Overwrite
Requirements/Exceptions check box to override and replace the existing data in the transaction.

e View: View documents sent from Doma - Title Search on screen.

e Copy: Save a copy of the document to the clipboard.

e Overwrite Requirements/Exceptions: When this option is checked, requirements and exceptions
saved to the ProForm order will be removed and only the latest requirements and exceptions will
be added to the ProForm order.

e Accept: Attach the document(s) to the Select order.

e Reject: Reject the documents once reviewed if information is incorrect or needs changes.
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Accepting Multiple Response Sends from Doma

When Doma sends multiple, individual responses for your order (e.g., Doma sends documents one after
another), return to the 360 Queue after accepting the first response of data and documents.

In the 360 Queue, the transaction Status shows as Ready again. This indicates that another response has
been received and is ready to be reviewed. The transaction will continue to show as Ready until you
reviewed all responses.

Canceling a Transaction

The user can click the Cancel option to cancel the transaction within 360 when the transaction is in an In
Progress status.

Prevabed Servioe

Created By Created On = Completed On

BT LnSe e

Drerpdn
| S835 5t Marg...

Triaruit Murser
A UO0EE- - TR T 1- 158

Sarit Ta

2. Highlight the corresponding transaction.

3. Click the Cancel icon on the 360 Queue toolbar.
From the Cancel Request screen,

Cancel Request
clicking the doma

= Yes button, the transaction

status is updated to
Canceled in the 360 Queue.
®= No button returns you to the
360 Queue without
cancelling the request.

Arg you sure you want to cancel this request?
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