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SOFTPRO 360 — TITLE RESOURCE GROUP - TITLE SEARCH 6/27/2024

Title Resource Group’s Title Search product, allows agents to order Title Search products via SoftPro 360.
The Title Resource Group - Title Search integration with SoftPro 360 provides users with the ability to
seamlessly place orders for Title Resource Group - Title Search’s products and receive the results of those
orders within SoftPro 360. Users will be able to submit an order, track the status of their requests and
receive documents from Title Resource Group - Title Search all from within SoftPro 360.

History
June 27, 2024 1.0 Updated
Features

Title Resource Group - Title Search users can:

e Request Title Resource Group - Title Search products.

e Track the status of their requests.

e Preview documents returned from Title Resource Group - Title Search.
e Accept and attach documents to an order.
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Access From The 360 Services Menu
From the 360 = Services menu, double-click Title Resource
Group - Title Search located under the Title Services folder.
This will open the Order Linking screen:

Select a ProForm Order for Your Search

You must link each transaction to a ProForm Order. If you
already have ProForm order(s) open, they will be listed in the
Order Linking dialog. The current active order will be selected
& appear in the Selected Order Number field. Once you have
confirmed the order, click OK:

1. Selectan order from the list to populate the Selected
Order Number field or manually enter an order
number.

2. Click OK to navigate to the Order Summary screen.
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The Order Summary screen allows the user to select the
Product, add a Due Date, select the contact ordering the
product, select the Property (if multiple properties exist on
the order) and Add Documents, before submitting a
request to Title Resource Group.

e Product: Select to add product to be submitted
with request.

e Due Date: User can add a due date to submit with
the request; however, this information is not
required.

e Settlement Agent, Title Company, Escrow
Company, Other: Information added for the
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selected contact within the ProForm order will populate into the fields; however, if the user selects
‘other’, the user can enter information for that contact on this screen.

o Ordered by, Phone: This information is required to submit a request and an asterisk will
show that required information is missing. The user will not be able to submit the request

until required information is completed.

e Property(s): Information for the properties added within the ProForm order will populate into the
fields. The user can send a request for all properties or choose the property(s) to be submitted

with the request.

o Changes to the property information will have to be done within the ProForm order.

e Commercial: For Select users, this box will be checked if the ProForm order is marked as a
commercial order. For Classic users, the user will check this box if the ProForm orderis a

commercial order.

e Add Documents: Click this link to add documents to be included in your request to Title Resource
Group - Title Search. See the Adding Documents section of this guide for more detail.
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The Add Document(s) screen allows the user to attach documents before submitting the request to Title

Resource Group. After selecting documents, click Close:

c Title Resource Group - 2024040013 X
e Browse: Browse to find documents to Ju
TITLE
. Add Document{s) RESOURCES
Su bm't. A GROUP
e Attachments: Attach documents from the A
ProForm order. Name Browse
. . . Attachment
e Documents: This button is not applicable to ——
ocuments
Title Resource Group - Title Search Rename

Delete

transactions at this time.

e Rename: Rename the documents before
submitting.

e Delete: Delete documents from the list of

Close

documents before submitting.

In the 360 queue the transaction status will show as ‘ready’ when data and documents have been sent
from Title Resource Group - Title Search. The transaction status will be ‘READY’ which indicates a response
has been received and is ready to be reviewed. The user will click next step to review the data and
documents. Multiple remits sent by Title Resource Group will queue to ensure all data and documents are

received in the transaction.
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Review Screen
The Review screen allows the user to view, copy, and

. . = Groups | = Current Value | Field Codes
accept documents from Title Resource Group - Title - Cppl e
H Al M Name Cument Value New Value A
SearCh into the SeIeCt Order‘ szs 1 Legal Description UNIT 101, BUILDING 55.B... | (]
Notes [  Sales Price 450000 2500.00 53
Title M Addresst 1234 Main Street Property Address 1, Property. |
e View: View documents sent from Title > A o -
Resource Group - Title Search. — 2 o = = =
e Copy: Save a copy of the document to the e T
. Title Report_Image 1 Title Report_Image 1.PDF 117.00KB | 100%
clipboard.
e Accept: Attach the document(s) to the Select
(o] I’d er. [[] Overwrite Requirements/Exceptions © Accept Cancel

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.

The accepted documents will be saved as attachments section of the ProForm order.

Canceling a Transaction

In the 360 queue the transaction status will show as ‘ready’ © Tie Resource Group - 2024060625 X
i -l

when data and documents have been sent from Title Cancel K¢ égs;%%mgs
Resource Group - Title Search. The transaction status will be
, Ly e s . .
READY WhICh Indlcates a response has been recelved and IS Please contact TRG directly at TitleDesk@titleresources.com to notify them of the cancellation

. . . of the transaction. Cancelling this transaction from within 360 will only remove the transaction
ready tO be rev'ewed. The user Can cllck the CanCEl Optlon tO from your 360 queue, therefore email notification needs to be sent to TRG.
. . . . . . O ree
cancel the transaction within 360 when the transaction is in a e
‘ready’ or ‘in progress’ status. To cancel the transaction with
Title Resource Group, the user will have contact Title

Resource Group to actually cancel the transaction.

Void Cancel
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