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The SoftPro 360 integration with TitlePort provides the ability to receive Title and Escrow order requests
from, and to send information and documents back to, TitlePort customers. In addition to accepting
order requests, a new order can be created with data seamlessly flowing into ProForm increasing
productivity, efficiency and removing data re-entry.

The vendor exists in the 360 Services menu, however, the user will get the following message if they
attempt to use the launcher: "This is not a valid operation. Please open from Transaction Queue."

New orders sent from TitlePort will appear in the SoftPro 360 queue under the ‘New Transactions’
‘View’ as a single transaction. The Service column will reflect ‘TitlePort’, and the ‘Status’ column will
reflect ‘New’. The ‘Description’ column will indicate the Borrower’s Name and Property Address.

To review a new transaction, highlight the transaction, then click the @Next Step button at the top left
of the Queue toolbar. The ‘Review” screen (sample shown below) will be presented.

Provider Service Status Linked Order Linked Profile: Created By Created On Completed On Description Transaction Number
* Smartyiew Order |CDmD\EtEd ‘2012110194 Default divya.s5@fnf.com 12/14/20225:28 AM [ 12/14/2022 5:23 AM | <SMARTORDER ><RESPONSE REACTION="0K" MESSAGE="" CRDER _ID="33529852" [>> < /SMARTORDER > 410080-60-221214-424844
B |TitePort TitiePort New 1234567891011 | Default titleportservice 12/13/2022 3: 28 PM Mary Homeowner; 1533 Maine Street, Oxford AP, 38685 410060-60-221213-424831
TitiePort TitlePort titleportservice 12/13/20223:27PM Cucumber Gherkin; 1533 Maine Street, Oxford AP, 38685 410060-60-221213-424830
L4 TitlePort TitiePort Canceled titleportservice 12/13/2022 3:25PM Cucumber Gherkin; 1533 Maine Street, Oxford AP, 38685 410060-60-221213-424829
% |Titeport TitlePort Processing titleportservice 12/13/2022 3:11PM 410080-60-221213-424828
% [TitiePort TitlePort New titleportservice 12/13/2022 3:09 PM Cucumber Gherkn; 1533 Maine Street, Oxford AP, 38685 410060-60-221213-424827

The ‘Review’ screen will display all the data,

. & Review- p 4
nOtes' and documents Sent from Tltleport to & SelecdlAll = SelectNone BB Field Codes New Order < Order Search  Linked To.
SoftPro 360. The data should be reviewed = Groups O oats
carefully before acceptance. T - oot Vs bocdi B .
&;2 E Cy Bethany
. . . Other B e OK
All data with a checkmark in the check box in Naes 2 2 s
front of the data field name will be accepted EJ e Odbhord
M yers[ 1)/ FrstName Amy
into a ProForm order. By default all check TE aeniyrane sesess1212
boxes are checked. The incoming data sent e R
from TitlePort will be displayed under the ‘New e Rainll e =L
E4  Buyen1)Cay Jethany
Value’ column. The ‘Current Value’ column B aesityoue oK
. . . . B BueslyZp 73008
displays data that is currently in the order —if £ Frocess st Name £ Sartamara
the transaction has already been linked to an LT Ed Sartamara
. /] Processor EMal essrtamaria@loandepot com v
order. The check box in front of the ‘Name’
. . . (9 Accept (D Reject Cancel
column header will, if checked, check all fields

in the listing; if unchecked, all fields below will be unchecked. The ‘Select All’ and ‘Select None’ buttons,
at the top of the screen, under the ‘Review’ banner, have the same affect.
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The incoming values are also broken down into ‘Groups’. The ‘Groups’ are & Review-
listed in a tree-view on the left side of the screen. A specific ‘Group’, such
as ‘Buyers’, can be expanded (by clicking on it) so that only the new o SelectAll
incoming values for that group are viewed. The default ‘Group’ selection
is ‘All’, which will present all the data being presented for the order.

i Groups

A
Propery
g.-‘_rl‘.ﬂ-
e
(kher
Motes

If the new order has a document attached to it, an indication to that effect will appear at the bottom
portion of the screen. To view a document, click the ‘PDF’ icon in the ‘View’ column. To copy a
document to the clip board, click the ‘Copy’ icon in the ‘Copy’ column. The document(s) will be pushed
to the Attachments/Document History for Select.

Vi Cafy  Deeboriphen il M Flsr Size Traraferred

) LpelatellF Flagert Beaahd FIE0LTI 1323 0PH pE  EI04E

There are three options to attach the data into a ProForm order: Create a New Order, Search for an
order, or Linking To an order that is currently opened in ProForm.

¢ Click the ‘New Order’ button to open the ‘ProForm New Order’ screen. Once the New Order
information (Prefix, Suffix, Order Number, Trust account and template) has been entered click
‘OK’. Clicking ‘OK’ will place the new order number into the ‘Linked To’ field on the ‘Review’
screen.

e Click the ‘Order Search’ button to open the ‘ProForm Order Search’ screen. Highlight and
double click the desired order number. The chosen order number will be placed into the ‘Linked
To’ field on the ‘Review’ screen.

e If the ProForm order that the data should be entered into is already open, click the ‘Linked To’
drop down and select the ProForm order number.
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Select &)l S5 Select Mone | [ Field Codes

l Groups J Data

Mew Order < Qeder Search | Linked Tee

Once the ProForm order number has
been selected and is displayed in the
‘Linked To’ field of the Review screen,
the user will see any existing data
presented in the ‘Current Value’ column.
The user should review the ‘Current
Value’ and ‘New Value’ entries before
accepting the order. Should a change
need to be made to a ‘New Value’,
before acceptance, the ‘Edit’ icon to the
right of each data line can be clicked to
open the ‘Edit New Value’ screen.

After reviewing the data, and editing as
needed, the user can click on the ‘@
Accept’ button, at the bottom of the
screen, to pull the ‘New Value’ data into
the linked order. Once accepted, the
transaction status in SoftPro 360 will
update to ‘In Progress’.

NOTE: The order can be rejected by clicking the ‘= Reject’ button at the bottom of the ‘Review’ screen.
Transactions that are rejected will be displayed in the SoftPro 360 queue as ‘Rejected’ with no further
action being available to the transaction. TitlePort and the lender will be notified that the order was

rejected.
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Updating a TitlePort Transaction

To access the ‘In Progress’ transaction to send a communication, change the SoftPro queue ‘View’ to
‘Active Order’ (if the linked order is open in the user’s SoftPro Select) or ‘In Progress’ and highlight the
order to be worked. To update the transaction, highlight it and click the ‘@ Next Step’ button.

) hext Step Ql” Hctive Order I A Ld M8 Fiter: TidePort |2l

Provider Service  Status  LnkedOrder v UnkedProfie  CreatedBy  CreatedOn  CompletedOn  Provider Reference Number Description Transaction Number

TitiePort TitePort  |InProgress) XOMTR-22-2331 Defalt\TFLY... |TitlePortServce :UlE/)JZZ & 5956 Amy Amesica; 123 TEST ST, Bethany OK, 73008 ‘910’)196)-224)11}3&'.!0

The ‘Summary’ screen will be displayed. This @ TalePor -XOMTR 222301 x
screen will show all the events that have occurred Summary TitlePort
for the transaction. In the screen shot below, the =
receipt of the order is the sole event presented. In — ——— —
the event you had more than more order, the [ Nwciomngonder |

‘Summary’ screen is separated into two sections:
“Title Order” and “Closing/Escrow Order”.

(O Title Order (@) Closing/Escrow Drder

>
-

Click the ‘Add Event’ button to open the
‘Communication’ screen (shown below). The user
can type a message. Below

«J Add Event Agent Details

To select a document: Ciose

1. Click the ‘Browse’ button to retrieve documents from the user’s local computer

2. Click the “Attachments” button to retrieve documents from the user’s SmartView Document
Attachments

3. Click the “Documents” button retrieve documents from the user’s SoftPro Order documents

The user can “Delete” (i.e delete from this list of

X i & TitlePort - XOMTR-22-2331 %
documents being sent to TitlePort) or “Rename” the vy
files as desired by clicking on the respectively named i o
buttons Message [ Seve to ProForm Notes

I
File Name File Type Flie Size
Browse Attachments Documents
Back
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The column to the right of the ‘File Name’ is used to
select the type of document being sent. By clicking on
the down arrow, the user is presented a list of
document types, from which the appropriate selection
should be made. This is a required field, as indicated
by the red asterisk.

The document description will default to the name of
the communication selected but can be modified — by
clicking on the ‘Rename’ button. If the wrong
document was selected, it can be removed by clicking
on the ‘Delete’ button.

If the file type Title Commitment is selected, the Title
Data screen is displayed. The data elements on this
screen are required if they are selected. Data elements
not selected will not be sent with the title
commitment request.

The data elements on the Title Data screen are
sourced from the linked order but can be updated
manually by clicking the Edit button on the
appropriate row. Data edits on this screen will not be
carried back to the order.

Data elements are mapped as follows:

¢ Commitment Effective Date

& TitlePort - XOMTR-22-2331

Communication

TitlePort

Message

This is my message Lo the lender

[ Save to ProForm Notes

File Name

File Type

<Select>

Select>

nvoice
Cosing Protection Letter
Weing Instructions
2 Other

Surveys
Attschments | Tax Cetéicate
T

Browse Rerame
Warrarty Deed
|Cther - Ttle Documents
|Gearto Cose Certficate pek
{Grant Deed
e
Title Data TitlePort
.,
Data Values Edit
Commément Effective Date /23/2024 2:37:32 PM
Vesting Mary Homeowner and Cucumber Gher.
APN 112233445566 B
Legal Description Comer of Hawthome and Main | = |

Send Cancel

Title / Commitment — Schedule A / Effective Date/Time

e Vesting

Title / Commitment — Schedule A / Ownership Interest / “interest in the land described...”

e APN

General / Property / APN/Parcel ID
e Legal Description

Property / Escrow Legal

Select and edit data elements as necessary, then press Send.
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There will be a yellow awareness icon (") next to
the button “Agent Details” indicating those details
need to be sent over. Clicking on the ‘Agent
Details” button will display the ‘Agent Details’
screen with all related data from the SoftPro
ProForm Select Order.

The user can click the down arrow next to
‘Settlement Agent’ to select ‘Title Company’ or
‘Escrow Company’ as needed and the user can click
the down arrow next to ‘Escrow Officer’ to select
‘Escrow Assistant’ or ‘Title Officer’ as needed. Only
one option can be selected respectively.

Users can add or edit text as needed next to each
item by clicking in the respective field second
column. Any data added or edited will not map
back to the user’s ProForm Select Order.

Any field that is required will have a red asterisk on
the further right hand column to indicate it needs
to be filled in before the ‘Send’ button will enable

Once ‘Send’ is clicked, the user will be routed back
to ‘Summary’ screen with the event “Agent Details

”n

listed and the yellow awareness icon ( *) will no
longer display.

@ TitlePort - XOMTR-22-2331

Agent Details

ﬂtIePo;t

Settlement Agert
Sate License
Address1
Address2

Cy

Sate [ ;
Escrow Officer
State License
Phone Number
Ex

Email Address

+ | Fideity National Ttle of Rorida, Inc

11423 N. Dale Mabry Highway
Tampa

FL

33617

Hark Vam

8042678683

Hank Vamn@SoftProcom com

Cancel

(@ TitlePort - XOMTR-22-2331

Agent Details

Tt’b‘ePo;f

Order Number

Rate Licernse

HOMTR-22-2331

| Escrow Compars|

~ | Hark Varn

B42678683

Hank Vann @3oft Procom.com

[ 4= [¥]

Cancel

& TitlePort - XOMTR-22-2331

Summary

TitleF;o;i

O Ttte Order @ Closing/Escrow Order

v
"  AgentDetails L

o Message
«  Upload File

Doc Name

test 123

Doc Type Completed On
11302022 419:42 PM
11372022 4:19:14 PM
11372022 4:16:18 PM

Title Commitm...  1/13/2022 4:16:16 PM

Created By
Blaif Conley
Elair Conley
Elair Conley
Elair Conlay

& Add Event

Agent Datails

Close
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If no further communications is to be sent with the order at this time, click on the ‘Close’ button which
will navigate the user back to the ‘360 Transaction Queue’ The order will reflect a ‘Status’ of
‘Completed’ in the 360 Queue.

Quewe g x
[ |views: Acte Order 38 R TRt o u

wed Profie Created By Created On Completed On Provider Reference Number SentTo Category Descrption Provider Reference Name Event Contact Product Sub Product Transacton Numb

*  futlTVFLFTEsorow-Training TitePortService  1/12/2022 7., 3595636 987654 Setlement Servkes Amy Amenca; 123 TEST ST, Bethany OK, 73008 New Closing Order 9100196022011

fault\TFL T \Escrow-Training |Blar Conley

Once ‘Agent Details’ is sent, when adding a new © TitlePort - XOMTR-22-2331 X
event via the same above process, the user will have Comuniaiog TitlePort
the ability to include ‘Closing Order Actions’. If
. . , Closing Order Actions:
settings are greyed out, it is based on the user’s O hene
Notary Details

organization settings.

Pre-Closing Package
Confirm Closing (Signing) od '
Vendor Audit (Executed Loan Docs 1o Lender): [N ® Complete

Message £4 Save to ProForm Notes
Sgned package has been sent via delivery service

Flle Name File Type File Size
Browse Attachments Documents 17
Back " Submit
‘Notary Details’ will be a hyperlink that upon clicking & - xome
will display different contact details from your Ciamuniaion TitlePort
ProForm order such as ‘Escrow Officer’, ‘Escrow ~
. , . , P Closing Order Actions:
Assistant’, ‘Notary Screen’, and ‘Other Contact- None.
Notary’. st :
y o ; Notary Details h X
Confirm Cldsi{ sedod
Vendor Audt (| Escrow Officer || Hank vann |
e Phone | 8042678683 | b com Noes
— Email Hank Vann@SoftProcorp.c. 3
| |
| [k ] |‘
File Namelt r
Browse Attachments Documents [
Back Submit
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If any of the contact details are not completed, a
red asterisk (*)will display next to the details

(@ TitlePort - XOM

Communication

indicating it is a required field and the user can
click into the field and type in the information to
resolve accordingly.

Closing Order Actions:
O None
@ MNotary Details
'@. Notary Details

Pre-Closing P

Confiom Closi

Vendor fudit{ | Other Contact-Motary  ~
Measnnge Phone |
, Email

File Name IO

Lastly, if the order was a ‘Title Order’, the actions
when interacting with the order would include
‘None’, ‘Title Complete (Product Ready for Lender
Review)’, and ‘Title Clear to Close’. You would be
able to navigate to this screen by clicking the ‘Add
Event’ button on the ‘Summary’ screen while the
‘Title Order’ radio-button is checked.

Completing a TitlePort Transaction

Once the user clicks ‘Submit’, the user will be
navigated back to the ‘Summary’ screen. Here, the
user can decide to ‘Complete’ a transaction by
clicking ‘Complete Transaction’. Once clicked, a
pop-up window will display confirming you want
to move the transaction status to ‘Complete’,
therefore preventing any further actions to be
taken on the order.

Browse Attachments Docurments
Back Submit
@ TitlePort - XOMTR-22-2331 X
%y
Communication TitlePort
L
Title Order Actions:
@ None
(O Title Complete iPnﬂﬁMbi Lender Review)
O Title Clear to Close
Message: [ Add to ProForm Notes
File Name File Type File Size
Browse | Aatachments Documents [3ele
Back STt
@ TitlePort
PR ]
Summary Titl_ePorf
Fpp
| O it Order @ Closing/Escrow Order
Action  Event Doc Name Doc Type Completed On Created By
+  Message 1H32022 425:32PM Blair Conley
¥ VendorAudit Cd g opr, 360 PM  Blair Conley
+  AgentDetalls PM  Blair Conley
' Agent Details 11 you check this order ss Complete, you will no longerbe M Blair Conley
Message |\, ableto cpen it in the 360 Queue. BM  BtairConley
«  Upload File Do you want to change this Order to Complete ? M Blair Conley
b [ |
i
|
| | &) Add Event Agent Details Il Complete Transaction I 2
Close
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The ‘Order Complete’ event will send that notice to TitlePort and no further communications can be
sent on the order. The order will reflect a ‘Status’ of ‘Completed’ in the 360 Queue.

Queue
Onextswp o . [ |views: Active Order

T L0 M Fiter: TieePort

Provider Service

Status

TitlePort

TR -

XOMTR-22-2332  Default\TVL

Created By

TVLFTEscow-Tranng | TitkePortServic

¥TEscow-Training Blar Conley

If you decide to click “Reject” when the inbound order comes, the ‘Order Rejected’ event will send that
notice to TitlePort and no further communications can be sent on the order. The order will reflect a

‘Status’ of ‘Rejected’ in the 360 Queue.

* LG 8 Fiter: TidePort

Uinked Order

TR

XOMTR-22-2332 Default\I'FLF T Escow-Training Blar Conley

Created By

tePor tSes

v LUinked Profie

Defaust\T FLFT Esaow-Trarmmng
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