SOFTPRO @

Managing Stewart - Orders Gateway
Transactions in SoftPro 360

How to Submit a Transaction

Stewart - Orders Gateway (PropertyInfo) can be found in the SoftPro 360 Products menu under Title
Services.

=], Title Services

- @ FNTG - TitleWave
@ Froperty Insight - TilePaint

- @ Realty Data Company - Land Records Search

----- @ Signature Information Solutions - Property and Tax &
- @ SoftPro - PXT Importer

‘... @ Stewart - Orders Gateway

If a ProForm order is already open, it will be listed in the Order Linking dialog. The active order will be
highlighted and entered in the Selected Order Number field. Any of the orders listed can be selected
or the Selected Order Number can be overwritten with an order that is not currently open. Click OK to
continue.

Open Order Numbers:

Selected Order Number:
Propertylnfol
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The Welcome screen provides a brief description about Propertylnfo along with PropertyInfo’s support
contact information. This screen may be skipped in the future by clicking on the Skip Welcome Page
option. Click Next to continue.

[ ™
€&, Propertylnfa Search - 2014100095 [

7 ..
Welcome propertyinfo

Propertylnfo delivers fast. affordable and accurate title searches._

Qur title search division provides:

# Superior guality product: Title experience, knowledge and extensive Q/A assures the highest accuracy.
» Competitive pricing: Our products are priced to give you the best service at an optimum cost.
# Comprehensive range of products:

Full title search (Purchase transactions)

Current Owner or 2 Owner search (Refinance transactions)
Default title search reports

Owner and Encumbrance reports

UcC

Lien and judgment information

Custom products available upon reguest.

(=1~ = = I = I = Y =}

For additional information or support, please contact:
Phone: (866) 464-8179
Fau: (410) 3356359

wiebsite: propertyinfo.com
Email: titlesearchi@propertyinfo.com

[¥] Skip Welcome Page et ] [ Cancel

The Login screen requires a User ID and password provided by PropertyInfo. If the Remember me
check box is selected the User ID and Password will be saved the next time the product is launched.
Click Next to continue.
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€& Propertylnfo Search - 2014100095 )

| & - .
Login propertyinfi

Provide your Propertylnfo credentials
User ID:

—————

Passward:

Remember me

Use your Propertylnfo login credentials. f you do not have a
Property|nfo account or need assistance please contact Propertylnfo
at titlesearch@propertyinfo.com or call (266) 464-8179

Back ” MNext ] [ Cancel

The Data Review Screen allows the County, Transaction Type and Due Date to be selected. The County
field will attempt to validate the County from the ProForm Order. If a match can not be made then a

County will need to be selected from the drop down. Once all information is selected click Next to
continue.
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& Propertylnfo Search - 2014090059 (T

pata review propertyinfo

The following information will be sent with the order
County: [Ma'ns vl
Transaction Type: [F{&sale - Short Sale “']

! Due Date: 11/05/2014 B

|

|

|| Eile Information Back || MNext | | CcCancel

Should you wish to view or edit the File Information, select the Blue Hyperlink (File Information) in the
Bottom Left on the Date Review Screen.
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& Propertylnfo Search - 2014090059 ] e
File Information o
propertyinfo

The following information will be sent with your order

Property Type Single Family hd ]:
Address 132 Smith Street

City/ State/ Zip Dallas Wi 02500

Sales Price =

Loan 1 -

| Loan Amount

Lender Name L4

APN/ Parcel ID 202530481500010710

Subdivision Remington - Phase 1 Tract 'F

Lot

Unit

Municipality Dallas =

Note: Edits made here will not update your ProForm Order

0K l [ Cancel

The appropriate information concerning the ProForm Order will be displayed on the File Information
Screen. You may edit or update the values listed on this screen as needed.

NOTE: Edits made on the File Information will not update your ProForm Order.
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From the Data Review Screen, click “"Next” to proceed to the the Product Selection screen. The Product
Selection screen will display the available products based upon the values selected on the Data

Selection screen above.

@ Propertylnfo Search - 2014090059

==

Product(s) Selection

Selectthe product(s) vou would like to arder

& - ..
propertyinfo

Title Evidence Products
[ Full Search {Residential) (£155.00)
[] 2 Owner Search {£80.00)
[ Cument Owner Search {875.00)
[] Test RPC as abstractor {S0.00)
[] Test Keying Completed with Abstractor Can Edit TSR (30.00)
[ TestAutoRouting ($0.00)
[ Smart Pro Document Test (30.00)

Other Services
] Agent Report Linking ($0.00)
Visual Property Reports

[ Visual Property eReport (35.00)
[ Visual Property Report {310.00)

»

m

You may select one or multiple products to order through the PropertyInfo. At least one product

needs to be selected in order to proceed to the next screen.
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Once you have selected the desired products, Click “Next” to proceed to the Party Review screen.

r
& Propertylnfo Search - 2014100095 )

| ” N ..
party Review propertyinfo

The following information will be sent with the order

Party Type Mame
Seller Samantha Seller edit
Seller Sam Seller edi

You can view the relevant parties in the ProForm Order that will be sent to Propertyinfo if the requested
product requires such information. To edit the the names being submitted, click the blue “edit” link to
the right of the name you wish to edit. This will bring up the Party Detail Name dialogue.
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. .
& Propertylnfo Search - 2014100095 _lu

| V. N
Party Name Detail propertym

First Name Middle Name Last Name Suffix
Seller

Mote: Edits made here will not update your ProForm Order

OK ] [ Cancel

NOTE: Edits made on the File Information will not update your ProForm Order.

Click Next to continue to the Add Documents screen.

9.3.2014
SoftPro Proprietary and Confidential



The Add Document(s) screen allows for a document to be attached and submitted. Once the
document(s) is attached click Next to continue.

= .
&, Propertylnfo Search - 2014100095 s

N
Add Document(s) pI'OpBI’tYIﬂfO

Documents

Mame Status

Browse
E Test Document Pending

Attachment

Documents

Rename

Delete

You may add Note(s) relating to the product(s) if you wish, this can be done by clickin “New” on the Add
Note(s) screen.

9.3.2014
SoftPro Proprietary and Confidential 9



.
& Propertylnfo Search - 2014100095

oS

Add Note(s)

Motes

7 ..
propertyinfo

Show ProForm Motes

Status Text

Pending |Motes can be added here. ..

Remove

=

Maote Text:

Add to ProForm Motes

Motes can be added here...

-

][ Submit ] [ Cancel

The notes added will be added to the ProForm Order notes.
ProForm Order, uncheck the “Add to ProForm Notes” checkbox.

Click “Submit” to order the products from Propertylnfo.
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SoftPro 360 Queue

The transaction will appear in the SoftPro 360 Queue with a status of In Progress. The Propertylnfo
product will be reflected in the description field. To update the transaction click Next Step to be taken
to the document attachement screen to attach documents or add notes to the transaction.

Queue
&) Next Step Views: Created on - r |2 2 # |Fiter: Stewart «|| @ ==
| Transaction Mumber Provider Service Status Linked Order Linked Profile Created By Created On Completed On Description
* 410060-10-141021-026126 Stewart Orders Gateway InProgress PI102101 Sijo Baby P 10/21/2014 5:57 AM 2 Owner Search
I e e e e B S P I
& 410060-10-141021-026123 Stewart Orders Gateway  Ready PI102101 Sijo Baby P 10/21/2014 4:14 AM 2 Owner Search
* 410050-10-141021-026122 Stewart Orders Gateway Ready PI101301 Sijo Baby P 10/21/2014 4:06 AM 2 Owner Search

How to Review a Transaction

Once Propertylnfo has completed the transaction the status will change to Ready in the SoftPro 360
Queue. Highlight the transaction and click the Next Step Button or double click on the transaction to

open the review screen.

= Groups | = Current Yalue
£ Groups @ Data
= Title 1 [ | Mame Curent Yalue Mew W alue i
e (] Buyers{1)/ Peopls[1)/ First N One Ore B =
o Lender [ Buyers[1}/ People[1]/ Middl...  Twao Two H_Fj
Eropert}l [ Buyers[1}/ People[1]/ Last ...  Buymare Buymoare Lq__i‘
- Loans =
- Legal o []  Buyers[1}/ People[1]/ Suffis  PHD FHD ,_a,_}
o Interest or Ex o, [ Buyers[1}/ Individual or Org Individual Individual _q_}
£ I | []  Sellers[1]/ People[1)/ First ... Five Five &
53 Documents
YWiew | Copy | Document Mame File Name File Size Transferred
& Title Search Repart Title Search Frepart pdf 22555 00KE  100%
[@ Accept] [ Cancel J
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PropertyInfo will return data and document(s) which will be visable on the Review Screen. The Review
Transaction screen allows document(s) to be viewed by clicking the View icon. Click Accept to add the
data and document(s) to the linked ProForm order. The document(s) will be available from within the
linked ProForm order via the SPImage icon located on the ProForm Menu bar, or for Select users, the
document(s) will be available by clicking on the Attachments & Documents History link located in the
documents tab. If the data and documents should not be accepted, the Cancel button closes the

Review screen and no data or documents will be accepted.

Request an Update:

The transaction will update to an Accepted status after clicking Accept. Although the transaction is in
an Accepted status updates can still be sent and received by highlighting the transaction and either
double clicking or clicking the Next Step icon. Incoming updates will change the status of the
transaction to ‘Ready’ then back to ‘Accepted’ after the updates have been accepted

& o~ ..
propertyinfo

QOrder an update

Frowvide vour Propertylnfo credentials

dzer 1D: | |

Pazzwond: | |

] Remember me

Back ][ et ] [ Cancel
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