SOFTPRO @

Managing National TaxNet Standard Coverage
Transactions in SoftPro 360

How to submit a transaction to National TaxNet
National TaxNet Standard Coverage can be found under the service Tax Searches. Double click

on NTN Standard Coverage, or highlight and click the Submit button to submit a transaction to this
vendor.

Products - 1

Submit About | Service =

[=l- eRecording
Simplifile eRecording
=1- MarketPlace
- Checks and Forms for SoftPro
- SoftPro Checks
-|- Release Tracking
FasTrax Release Tracking
- reQuire Release Tracking
|- Tax Searches
- NTN Bxtended Coverage
NTN Standard Coverage
Property Tax Direct
- Title Services
" RDC Title Services

[l

]

[1]

If you already have ProForm order(s) open, they will be listed in the Order Linking dialog. The
current active order will be highlighted and entered in the Selected Order Number field. You can
select any of these orders, or you can type your ProForm Order number that is not currently open in
the Selected Order Number field. Click OK to continue to the next screen.

Order Linking

Open Order Numbers:

Selected Order Number:

.IEIED‘I 101006

0K I Cancel
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The Welcome screen provides basic information for National TaxNet. Click Next to continue to the
next screen.

@ NTN Standard Coverage - JB2011010063 ['X|

Welcome to National TaxNet

Mational TaxMet™ is a unique web-based real property
NATI UNAL tax product that allows professionals in the Texas real

]’Ax N E'I' estate industry to obtain tax and property information
quickly and easily.
Our seasoned professional staff provides a friendly
and efficient contact to guide you through the most
difficult tax issues you may encounter.
Key components of our product and services are:

= Comprehensive tax reporting on any real
property in Texas

= Rapid responses on manual HOA requests
= Extraordinary customer service

= Management has over 80 years of combined
experience

Mext Cancel

Enter your Username and Password and Closer Branch if applicable. Click Next to continue.

* NTN Standard Coverage - JB2011010063 [Z\

NATION
NTN Login TAX

Please provide your National TaxMet account information.

o]
>
—

P
rm
—

Usemname; |s|:|ﬂ:|:||-|:.1 |
Password: |========== |
Closer Branch: | |{Dptiona|}

MNew Account Set Up:
To set up a new account with National TaxNet please contact
customer service at (972) 812-6950 or Email at ntnsoftpro@lpsves.com

Back Next Cancel
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The Property Details screen will populate the fields based on the data entered into your ProForm
order. National TaxNet requires that a valid Account Number (Parcel ID) and Agency (County) or a
valid Property Address and Agency (County) be provided to submit the transaction. You may edit or
add additional information on the screen if necessary. Click Next to continue to the next screen.

“ NTN Standard Coverage - JB2011010063 &\

NATIONAL
ropaty s TAXNET

Enter a property address and agency or an account number and agency.

Address: [3309 Sundew Court |
Addressz: | |
City, State, Zip: [Plano || ][7s093 |
Agency (County): |COLLIN j|
Account Mo. (Parcel ID): |R2691I:|DAI315I:|1 |
Borrower Name: |Sam Seller |
Closer: | |

Settlement Date: 11/15/2010 > | Transaction Type:

v Include Full Legal Description

Back Next Cancel ‘

D Tip: Any field that contains a red triangle in the top right corner as shown here is a
required field and must be filled-in to be able to continue submitting the order.
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National TaxNet requires either the Closer and Settlement Agent or the Examiner and Title
Company be entered in order to submit a transaction. Click Submit to continue.

@ NTN Standard Coverage - JB2011010063 D__<|
NATIONAL
Settlement Agent and Title Company Details T AX N ET
Enter Settlement Agent or Title Company details.
Settlement Agent Title Company
Closer:  [sally Closer] || Examiner: | |
Company: |Best Ever Title Agency, Inc. | Company: |Best'|'|ﬂe Company |
Address: |llBestEver Lane | Address: |15 Best Ever Lane |
Address2: | || Address.. | |
City,St,Zip: Ralsigh |Ne flzzsos | city, st zip: [Raleigh ||2:r'6|:|9 |

Back Submit | Cancel |

The Confirmation dialog will appear once the transaction has been successfully submitted to
National TaxNet. Click Finish.

* NTN Standard Coverage - JB2011010063 rz|

NATION
Order Status TAX
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Your order has successfully been submitted to National TaxNet.

| Finish |
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Transaction confirmation

Your National TaxNet transaction will appear in your SoftPro 360 queue with a status of In
Progress to indicate that your transaction has been received and is being processed.

360 Queue
© Review @  Views: [Al Transactions _:]D 1 |'d #8  Filter: |Al Vendors ]
Transaction Number Vendor Product Status Linked Order Created By
@ 360364-20-110110-001708 LPS Propedy Tax... NTN In Progress JB2011010063  Jacky Bell

Note:

If the property information is not located immediately through the automated search process,
National TaxNet will conduct a manual search to locate the property. The transaction status remains
In Progress and the transaction will be processed as usual once the property is located.

A message icon will appear in your SoftPro 360 queue to notify you of this occurrence.

Queue

) Review Deliver Yiews: My ReadyTransactions -

| | Transaction Nurmber | Yendor Product
«® 210019-10-100802-000943  Mational TaxMet Mational TaxMet ...
#TL019-10-100730-000908 Mational TaxMek Mational TaxMet ...

910019-10-100716-000664 | Mational TaxMet Mational TaxMet ...
L] 910019-10-100716-000662  Mational TaxMet Mational TaxMet ...
@ 910019-00-100527-000414  Propetty Tax Dir... Property Tax Dir...
4 o10019-00-100512-000217  Property Tax Dir... Properky Tax Dir,..

Highlight the transaction in your queue and click the Log button to view this message.

Queue

(&) Review Dieliver Views: My ReadyTransactions -
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The Log Viewer will show you messages and the history for this transaction. Click OK to close the
Log Viewer.

Log Viewer: 360363-10-100730-000906
i || Messages | (D Events |||=] Al | s s essage

Type | Created On Created By Message Read By Read On
Property was n.. | hschultz@soft

B |7/30/2010 8:2.. Heidi Schultz Operation Sub

Property was not located during search, a manual request has been submitted to
TN

Reviewing and accepting your transaction

Your National TaxNet transaction will appear in your Queue with a Status of Ready to indicate that
your transaction has been processed and is ready for your review. Double click on the transaction or

highlight and click Review from the queue.

360 Queus
@ Review [ Deliver 151 Views: |Al Transactions ;IE‘LE' % #8 | Filter: |Al Vendors -

| Linked Order | Created By
|JB2011010063 | Jacky Bel

| Status

| Transaction Number | “endor | Product
| 360364-20-110113001718 | LPS Property Tax... [NTN Standard C... |Ready

To view the Document(s) returned by the Vendor, click on the View button under the View Document
column.

4 X

é @ 36!]384—2!]—"!]"3—00]?]8]
New Order < Order Search | Linked To: IUE&IHIIIIE? ;I © Accept Feject | & Select All = Select None | ## Field Codes

| Replacement Yalue | View Document

""" | Cument Value

Once you have reviewed the document, click Accept.

Linked To: [JB2011010063  _~|| @ Accept @ Reject
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Once you choose to Accept the document, the following message will appear. Selecting Yes will add
the document to your ProForm order, selecting No will take you back to the review screen.

SoftPro 360

\.‘f) You have chosen to attach documents within ProForm order 'J82011010063". Do you want to continue?

Yes

Mo

If you select Yes, you will receive the following confirmation. Click Ok.

SoftPro 360

\l,.) Successfully accepted data from transaction '360364-20-110113-001718" in to the order 'JB2011010063".

oK

The status of your transaction in the queue will update to Accepted and the Description column will
show Certificate Received and the received date. This will allow you to order an updated Tax

Certificate for this transaction.
Note:

Enterprise/Standard Users:

The document(s) will be available to you from within your ProForm order via the SPImage icon

located on the ProForm menu bar.

Select Users:

The document(s) will be available to you from within your ProForm order via the Documents tab under
the Attachments and Document History hyperlink.
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Requesting an updated tax certificate

To request an updated Tax Certificate, highlight the transaction in your SoftPro 360 queue and click
the Update icon. Select ‘Order an updated tax Certificate’ and click the Submit button.

* NTN Standard Coverage - J62011010063 @
NATIONAL
Order Update or Close Transaction T Ax N ET

Please provide your Mational TaxMet account information.

Username: softproi]

Password: | ========== |

Update or Close
¢ Order an updated tax certificate

" Close this transaction

[Updated tax certificates can MOT be ordered from a
closed transaction.)

| Submit | Cancel

If you request an update for a transaction when you have not yet received an initial tax certificate,
you will receive the following message. You will need to contact National TaxNet directly to process
an update during this time period.

X

Please wait 24 hours to update your order subrnission to National
TaxMet. If you have questions about your account, please contact
Mational TaxMNet at (972) 812-6950.

*® Order In Progress - JB2011010063
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Closing the National TaxNet transaction
To mark a transaction as Completed in your SoftPro 360 queue, highlight the transaction and click on

the Update button. Select the Close this transaction option and click Submit.

“® NTN Standard Coverage - JB2011010063 &|

NATIONAL
Order Update or Close Transaction T Ax N ET

Please provide your National TaxMet account information.

Usemame: [softprol |

Password: | “““““ |

Update or Close
" Order an updated tax cerificate

* Close this transaction

(Updated tax certificates can NOT be ordered from a
closed transaction.)

| Submit | Cancel

An Order Status dialog confirming the status change to Completed will appear. Your status for this
transaction in your queue will be changed to Completed.

“® NTN Standard Coverage - J62011010063 &|

NATIONAL
e TAXNET

Your transaction status has been updated to Completed.

| Finish |
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Additional information

Note: The ProForm “Closer” field will show in the Sent To column. This provides you with the ability
to sort your SoftPro 360 Queue by the Sent To field to see transactions that were submitted on behalf
of a specific closer. You may also create a custom view for the SoftPro 360 queue to show the

National TaxNet transactions for a closer as well. To add this Sent To field to your 360 Queue, click
on the Queue Column icon and select Sent To.

B | views: I;’-‘u:’tive Order 'ILJ [ #8 | Filter: INI Vendors vI

Queue Columns

Transaction Mumber
Vendor

Product

Status

Linked Order
Created By

Created On
Completed On

[ Provider Transaction Number
(5t T

| | Categony

Diescription
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