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Introduction

This document walks you through ordering a title search in Orders Gateway. Using Orders Gateway, you can order a title
search, and then once the search is prepared, you can:

e Review the Raw Title Search

e Prepare Ancillary Documents

¢ Review the Title Search Report
e Prepare the Commitment
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Logging In

You can log into Orders Gateway by either clicking the link emailed to you when a new order is received or by navigating to
https://ordersgateway.com.

Use your login credentials to log in. Your screen should look like this:

Help | Login

II' St ewart Orders Gateway

Username:

Password: Order Services with
the click of a button.

Login Forgot Password

By logging into this website, you acknowledge
that you have read, understand, and agres to
be bound by the Search Agreement, Terms of
Use and Privacy Statement . If you do not
accept the Terms of Use and Privacy
Statement, do not use this website.

Benefits Features

Orders Gateway is an online order platform, Order and fulfill title searches

powerad by Propertyinfo®, to centralize orders for
our customers. This integrated, click-to-order
system allows you to quickly place and frack your
orders, providing both you and your customers a
better level of service

Expedite the ordering process

Deliver quality search reports from a reputable
network of searchers

Pravide linked title reports

Order other related products such as insurance
Lenders can easily place an order with minimal and foreclosure reports
re-keying

Dashboard to quickly and easily track
Generate real-time reports to review and track customers’ orders
Contact us quotes from existing and new customers
Phone: (866) 464-8179
Fax: (410) 335-6399
Website: properiyinfo.com

il: titlesearch@propertyinfo.com

Ability to drive business through website
Ability to scale operations and search work by integration
leveraging outsourced services

Integration with AIM=2 for seamless integration
Save time and increase efficiencies, with the of arders

elimination of re-entering order information and

title search report information
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https://ordersgateway.com/

Navigating Orders Gateway

Once logged in, you can create new orders or view existing orders to complete the title search. Before using Orders Gateway,
take some time to learn how to navigate through the various tabs and what options are available to you. When you log into
Orders Gateway for the first time, notice three main tabs: Home, Orders and Users.

Using the Home Tab

Use the options within the Home tab to update your profile, company information, view state-specific search standards, access a
coverage map detailing products, services and pricing available by location, and view open orders at-a-glance.

Hello, Demo User | Help | Logout

ll’ Stewart Orders Gateway

File Number v || Search
Create a new order
Home :
Home
Profils Open Orders
Company Info Open Orders

« |n Abstraction (10}

Search Standard
» Discarded (5)

@ 10 - In Abstraction
5 - Discarded

2 —In Closing .
2 — Un Assigned * UnAssigned (3}

1-In Keying » o InKe 1)
1—In Review + In Review (1)
1 - Update Required .
0 - Incomplete » Update Required (1)

» Incomplete (0)

* In Closing (2)

Latest News
Agency Support

Stewarf Insured Closing Letter
Stewart Insured Closing Letter Please use this link to create your Stewart Insured Closing Letter.

Stewart Special Alerts

Technology provided by Propertylnfo Corp., a Stewart Company.
@ 2020 Stewart Title Guaranty Company. All rights reserved.
Privacy Policy | Terms of Use

Trademarks are the property of their respective owners
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Updating Your Profile

Complete these steps to update your profile:

Steps

1. From the Home tab, locate the left menu and click Profile. The Profile screen displays.

M stewart

File Number v | search

Hello, DemoUser

Help | Logout

Orders Gateway

Upload SoftPro Order - Create a new order

Home ]
Profile
Home ‘
» Profile E-mail DemoUser
Company Info Full Name: DemoUser
Activ
Search Standards I5 Active: Yes
AlM+ User ID:
Phone:
Contactus
Phone: User administrator?
Fax

Website: propertyinfo com

o

hange Password  Edit

2. From this screen, you can:
e Click Change Password to edit your password.
o Click Edit to edit any additional profile information.

Updating Company Information
Complete these steps to update your company information:

Steps

1. From the Home tab, locate the left menu and click Company Info. The Company Info screen displays.

Hello, DemoUser Help | Logout

Orders Gateway

File Number v | Search Ex

M stewart

Upload SoftPro Order - Create a new order

Home
Company Info

Home Company Identification

Profl

» Company Info Name: Demo Title
Alias Demo Title

Search Standards Business Role: Customer
Address

Contact us Street 405 Williams Court

Phone: City Middle River
State MD Zip: 21220

Fax
Website: propertyinfo com

Notes & Contact

Contact Name: Demo Title

Gontact Email Gordon.Jordan@DemoTitleCompany.com
s 555- 555 - 5555 ext 12345

Fax 555-555- 5556

Extra notes & comments

©2020 Stewart. All right. | (800) STEWART | stewart.com [11/20] 6

Orders Gateway User Guide



From this screen, you can view and edit company information. To edit, click Edit. The Edit Company Info screen displays.

Home Hello, DemoUser | Help | Logout

M stewart Orders wateway
File Number v h m

Upload SoftPro Order - Create a new order

Home
Company Info
Home Cempany Identification
Profile
s
Search Standards
Address
[405 Willams Gout |
Contact us Strest ]
Phone:
Fax City Widdle River
State: [Maryland v zip: (21220

Notes & Contact

Contact Name: Demo Title
Contact Email ordon.Jordan@DemoTitle.com
Phone: 555 -555 - 5555 Ext

J

Fax

Extra notes & comments

[(Cancel | [ Update Company Detals |

2. Make any necessary changes, and then click Update Company Details to save.

Viewing Search Standards
Complete these steps to view search standards by state:
Steps
1. From the Home tab, locate the left menu and click Search Standards. The State Search Standards screen displays.

Hello, DemoUser | Help | Logout

Ilrstewart Orders Gateway
File Number v m

Home m m

Upload SoftPro Order - Create a new order

Home
State Search Standards
Home
Profile K AL AR AZ T DC DE FL G HI 1A ID IL IN KS KY

MA [MD] ME MI MN MO MP MS MI NC ND NE NH
OK OR PA PR Rl SC SD IN IX UK UT

» Search Standards

Maryland

Please refer to the top of the page for the search product you are being asked to perform. These state requirements are being
Contact us provided for your reference only and are not necessarily the type of search you are being asked to provide
Phone
Fax:

Full Search — Sixty-year search, custom in MD. See Coe v Hayes, 105 Md. App. 778, 785 (1995)
-Extension of this time period may be required if circumstances so indicate. See Dept of Natural Resources v Welsh, 308 Md. 54,
57 (1986) or e.g. restrictive covenants in old subdivision pre-sixty year search

In Maryland, the standard has ahvays been 60 years for a full search. However, our underwriting requirements became more
competitive with other insurers and we have amended this standard to either search from a deed out of a platted subdivision or two
owner search back to a good purchase money (institutional lender) (see Stewart bulletin)

Merchantable Title Act: Maryland does not necessarily recognize a fermal search cut-off date. Atitle searcher should check the
entire chain of title for defects

STG has a 12 year limitations period for regular judgments and although the state’s sovereignty makes all judgments in favor of the
state or its instrumentalities perpetual, STG will permit agents to write over judgments in favor of the state that are older than Jan. 1
1926.
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2. To view search standards for a state, click the state link from the box located at the top of the screen.
State Search Standards

AK AL AR AZ CA CO CT DC DE FL GA GU HI JA ID IL IN KS KY LA

Using the Orders Tab

Use the options within the Orders tab to easily navigate through all orders within a selected category and queue. Selecting a
category displays all orders within the related queue. The number of records within the queue is listed at the bottom of the page.
In addition, the Total record count and Records per page display.

Hello, Demo User | Help | Logout

Ilr Stewart Orders Gateway
File Number v || Search...

Orders
Create a new order
Orders Order Complete -
Categories —State— v || —County— v || File# v || Search by File #, Loan #, Street or City Search
File # Due Date Address City State County
1808823 1893 Oakdale Lane Clearwater FL Pinellas
2015¢ 1900 Oakdale Lane Cleanwater FL Pinellas
»16-1083 3190 Regatta Circle Sarasota FL Sarasota
=16-1013 4526 Narraganset Trail #83a Sarasota FL Sarasota
Closing »16-1027 4901 Bridgehampton Blvd Sarasota FL Sarasota
n Closil
Clos ;ﬁ 16-1095 1211 Gulf Of Mexice Drive Longboat Key FL Manatee
Other - »15-1227 2134 Waldemere Strest Sarasota FL Sarasota
» Order Complete =16-1051 4635 Violet Avenue Sarasota FL Sarasota
Partially Complete 15-1406 7710 Audry Lane Ellenton FL Manatze
Commitment Created 16-1074 7710 Geneva Ln Sarasota FL  Manatee

12345678910..

1314 records

Searching for Orders

Using the available search options, you can search for an order by category, or search all categories at once using the
Advanced Search feature.

Tip: As a best practice, it is recommended that you use the Advanced Search feature to ensure finding the order you are looking for. This
feature searches orders in all categories, queues no matter the status. For example, an order with an In-Review status may not display in the
selected category or queue. The best way to locate an order with this status would be to use Advanced Search.
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By Category

Complete these steps to search for an order by category:

Steps

1. With the Orders tab open, select the category to search. The related queue displays existing orders.

M stewart

Order Complete
Partially Complete
Commitment Created
Un Assigned (3)
Update Required (1)

Advanced Search

Hello, Demo User | Help | Logout

Orders Gateway

File Number v | Search...

Orders
: Create a new order

Orders In Abstraction
Categories & | _State— ~ || —County— ~ | File# ~ | Search by File #, Loan #, Street or Search Clear
Today’s Activity O Fie# Search Ordered Due Date Address State County
Search [ os152020-3 09/15/20 2509 Pine 5T L Hillsborough

= I Absteachon (1) Records per page: | 10 Shay dered [ Need By Date

In Keying (1)

In Review (1)
Closing

1 record

In Closing (2)

Closing Initiated (2)
Other

2. If you know the state, county or file number, use the search feature displayed at the top of the queue to

locate the order you want to find.

MM stewart

File Numbe

Orders
Orders In Abstraction
Categories & | Florida w | Hillshorough ~ | File #
Today's Activity = SEATCIT UTGeTeq DUE Date AUGTess
Search O os152020-3 08/15/20 2508 Fine ST
» In Abstraction (11) Recor 10
In Keying (1)
In Raview (1)
Closing 11
In Closing (2)
Closing Initiated (2)
Other

Order Complete
Partially Complete
Commitment Created
Un Assigned (3}
Update Required (1)
Archived (44)

A

Advanced Search

v 09152020-3

Hello, Demo User | Help | Logout
Orders Gateway

r ¥| Search

Create a new order

Search Clear

STEie COuNy

L Hillsborough

Show Date Ordered (] Need By Date
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Click the drop-down arrow in the first field to select the state.
Click the drop-down in the County field to select the county.
Type the file number in the File Number field to search for a specific file number.

3. When finished, click Go. Search results matching the criteria entered display in the queue.

Note: Click a column header in the queue to sort data in both ascending and descending order.

Using Advanced Search

As a best practice, it is recommended that you use the Advanced

Search feature to ensure finding the order you are looking

for. This feature searches orders in all categories and queues no matter the status. For example, an order with an In-Review
status may not display in the selected category or queue. The best way to locate an order with this status would be to use

Advanced Search.

Complete these steps to search for an order using Advanced Search:

Hello, Demo User | Help | Logout

Orders Gateway

Create a new order

—Flag—-

Steps
1. With the Orders tab open, click the Advanced Search link. Additional search options display.
M stewart
File Number v Search
Orders Advanced Search
Categories Full Search (Residential Sale v | Order Date |from: 10/01/2020 to:  10/12/2020

Today's Activity, Florida v Hillsborough ~ Party

~ || Search by File #, Loan #, Sireet or

Search
n Abstraction (11

A
» Advanced Search

o Date Ordered [ Need By Date

Search Clear

search.

To field.

2.

State—Click the drop-down arrow to display a list of state abbreviations. From the list, select the state you want to

County—Click the drop-down arrow to display a list of counties. From the list, select the county you want to search.
File or Loan #—Type the file or loan number you want to search for.

Status—Search for orders by status; click the drop-down arrow to display a list.

Order Date—Search for orders by date range; type the first date to search in the From field, and the last date in the

Party Name—Search for orders by the name of a party included in the order; type the party name.

When finished, click Search. Search results matching the criteria entered display in the queue.

Note: Click a column header in the queue to sort data in both ascending and descending order.
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Viewing Order Details

Once you have located the order you want to work with, you can view the order details.

Complete these steps to view the order details:

Steps

1. From the queue, click the file number. The Order Details screen displays.

Other
Order Complete
Parfially Complete

Advanced Search

M stewart

File Number
Orders

Orders In Abstraction
Categories ) v || —County—- v || File# v || Search by
Today's Ac C_File # Search Ordered Due Date Address
Search ] oo152020-3 [FRL Jos/15120 2509 Pine 5T

» In Abstraction {11) Records per 10

In Keying (1)

In Revie: )
Closing .

In Closin 1 record

Hello, Demo User | Help | Logout

Orders Gateway

v | Search

Create a new order
File #, Loan #, Street or Search Clear
State County
FL  Hillshorough

Show Ordered () Need By Date

2. Use the options within the screen to view the order details.

Orders  Order Details

« Return to Orders -

QOrders

MM stewart

File Number

- Request Updale - Request Copies - Add Product

Transaction Details

Transaction Type:

File Number:

Order Date

Need by Date.
Last Modified

Order Status:
Sales Price:
Created By

Title Search Report

Product
Order Date:
Status:

Sale - New Customer Sarasota Title Services Inc. (C.P)
HomefTract 3380 Magic Oak Lane SARASOTA FL
Contact: Lill Denham, Janet McGovern, Kyra Johnson

Hello, Demo User | Help | Logout

v~ Search

09152020~
3 Email
. Magdalena.lovacchini@stewart comian richard@stewart com;jessica.charmatz@stewart.com
9/15/2020  Phone: 941-054-8881
11:50:00
AM RPC: Propertylnfo Title Search Services
91612020 Email: Magdalena.lov com
10/13/2020 Phone: 407-026-4579
8:20:21 AM
Complete
£0.00
lan Richard

FL RES Refinance Loan
9/15/2020 11:50:00 AM
Complete

3. When finished, click Return to Orders.
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Using the Users Tab

Use this tab to list all users by company. You can search for a user and view or edit their information.

Complete these steps to view or edit user information:

Steps
From the tab list, click Users. The Users screen displays.

1.

Users.
Users
Show Al 0]
Email
Select DemoUser@stewart.com

1 records

Technology provided by Propertylnfo Corp., a Stewart Company.
© 2020 Stewart Title Guaranty Company. All rights reserved
Privacy Policy | Terms of Use

Trademarks are the property of their respective owners

Hello, Demo User | Help | Logout

Orders Gateway

File Number v | Search

Add a new user

JKL QRST [ Active Only
Full Name Phone Locked Admin
Demo User

You can:
[ ]

Search for a user by name or number. Select a letter or number from the top menu.
Edit user information by clicking Select to the left of the username.

Orders Gateway User Guide
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Creating an Order

When you are ready to order a title search, a new order must be created. Once the order is created, you can submit it to your
designated Regional Production Center (RPC). The RPC performs the initial title search and returns it to you in the form of an
email link.

Note: Most information requested on the New Order screens is optional and not required to complete an order. However, it is best to enter as
much information as possible to return a successful search. To help you distinguish which fields require entry and which do not, required fields
are marked with a red asterisk (*) in this document. Look for these fields as you complete the steps to create a new order.

Complete these steps to create a new order:
Steps
1. Log into Orders Gateway. The Home tab displays.

Hello, Demo User | Help | Logout

II’ Stewart Orders Gateway
File Number v || Search..

e [ R

Creafe a new order

Home
Home
Profile Open Orders
Company Info Open Orders
Search Standards = In Abstraction (10)
® 10 - In Abstraction » Discarded (5)
5 — Discarded » Un Assigned (3)
@ 3-Un Assigned -
2-In Closing ‘ « In Closing (2)
® 1-InKeying ’ .
@® 1-InReview
@® 1-Update Required
® 0-Incomplete .

« [ncomplete (0)

Latest News

Stewart Insured Closing Letter
Stewart Insured Closing Letter Please use this link to create your Stewart Insured Closing Letter.

Stewart Special Aleris

2. With the Home tab open, click Create a new order. The New Order page displays.
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3. Create a new order by completing the requested information. Notice new order information is divided into
various sections. By default, the Transaction Information is requested first. Complete this section.

Transaction Information

Hello, Demo User | Help | Logout
M stewart Orders Gatewey
File Number v || Search
New Qrder

Transaction Information

Transaction Typs |Resale - Contract of Sale v

File Number. 10142020-5
» Transaction Info.

Need by Date 10/30/2020
Loan Info
Address
Legal Desc.
Products
Seller
Buyer
Lender
Remarks
Documents

| Cancel \ | Next » | \ Finish \
Save and continue later |

e Transaction Type—Defaults to Resale-Contract of Sale. If needed, click the drop-down arrow to display a list of other
options.

e File Number *—Type the file number.

¢ Need by Date—Enter the date the search is needed by. You can type the date or click the Calendar icon to display an
electronic calendar. Use the calendar to select a date.
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4. To continue, click Loan Info from the left navigation menu, or Next to enter the loan information.

Loan Information

Hello, Demo User | Help | Logout
Il’ l t Orders Gateway
File Number v || Search..
New OQrder
Loan Information
Loan Number: 101420201
Transaction Info.
Loan Amount: 250000.00
» Loan Info. Sales P
Address 2r5000,00
Legal Desc
Products
Seller
Buyer
Lender
Remarks
Documents
| Cancel || « Prev H Next » | | Finish \
| save and continue later |

e Loan Type—Click the drop-down arrow to select the loan type.
e Loan Number—Type the loan number.

e Loan Amount—Type the loan amount in dollars and cents.

e Sales Price—Type the sales price in dollars and cents.
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5. To continue, click Address from the left navigation menu or Next to enter the address.

Property Address

Hello, Demo User | Help | Logout

M stewart Orders Garemay
File Number  v| Search...
New Order
Property Address
Street # From:| 4408 | To: | Direction: | ~|
Street Name: Humminghbird
Transaction Info.
Street Type: St A Direction:
Loan Info.
chass UniToe S —
Legal Desc city
Products State: Zip'[T7035 | setcouny
Seller County:

Buyer
Lender | Verify Address ‘ Address Verified.
Remarks

Documents

| Cancel || « Prev || Nexts | | Finish |

| Save and continue later |

Street #/From/To—Define the number range to search for street number. Type the beginning number in the From field,
and the ending number in the To field.

Direction—If applicable, select the street direction. Click the drop-down arrow to display a list.

Street Name—Type the street name.

Street Type—Select the street type. Click the drop-down arrow to display a list.

Direction—If applicable, select the street direction. Click the drop-down arrow to display a list.

Unit Type—If applicable, select the unit type. Click the drop-down arrow to display a list.

Unit #—If applicable, type the identifying unit number.

City—Type the name of the city where the property is located or type the zip code to automatically populate this field.

State *—This field is required to view a list of available products (on the Products page). Type the name of the state
where the property is located or type the zip code to automatically populate this field.

Zip/Set county—Type the zip code where the property is located, then click Set County to automatically populate the
County based on the zip code or you can select the county name from the County field. Typing the zip code
automatically populates the City and State fields.

County *—This field is required to view a list of available products (on the Products page). Select the county where the
property is located. Click the drop-down arrow to display a list.

Verify Address—Click to verify the address.
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@ Note

It is important to always verify the property address. Make sure to click Verify Address before
continuing to Step 6. Once the address is verified, the Address Verified text displays in green.

Property Address

Street#: From:|4408 | To:|

| Direction: | v

- Strest Name: | Humminghbird
Transaction Info.

Loan Info.

» Address

Legal Desc. City- [Houston

Seller County:
Buyer

Lender
Remarks

Documents

Zip Set county

Address Verified

6. To continue, click Legal Description or Next to enter the property’s legal description.

Legal Description

Hello, Demo User | Help | Legout
M stewart Srders Satensy
File Number v | Search
New Order
Property Legal Description
Property Type | Commercial/industrial ~|
Subdivision [POST 0AK EMBASSY | Lot [ |
Transaction Info.
Tax Parcel # |123 ‘ Block: ‘2 |
Loan Info
e Map Baok |455 \ Section: \789 |
» Legal Desc. Map Page: |2 |Pnase:  [3 |
Products Square [ Juber |3 |
Seller Folio [256 |Aces | |
Buyer Froperty FIN [ | Building: | |
Lender Town/Tax Autharity: [Houston |
Remarks Township # | ‘ Range # ‘ |
Documents Instrument # | ‘ Absiract # ‘ |
Recording Date: | ‘ Quarter: ‘ 10 |

0 Note

Notice the Subdivision name defaults based on the address information entered.
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e Property Type—Select the property type. Click the drop-down arrow to display a list.

e Subdivision/Lot—Notice the subdivision name automatically displays based on the address information entered in the
previous Address section. If applicable, type the identifying lot number.

e Tax Parcel #/Block—Type the parcel and block numbers where this property is located.

e Map Book/Section—Type the map book and section numbers where this property is located.

e Map Page/Phase—Type the map page and phase numbers where this property is located.

e Square/Liber—Type the square and liber numbers where this property is located.

e Folio/Acres—Type the identifying folio name or number, as well as, the number of acreage this property may occupy.

e Town/Tax Authority—Type the name of the town or tax authority who governs taxes in the area where the property is
located.
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7. To continue, click Products from the left navigation menu or Next if you want to purchase additional
products along with the order. Since products are listed by state, the property’s state and county must be
selected on the Address page to view a list of available products.

Products

Hello, Demo User | Help | Logout

Il’ Stewart Orders Gateway
File Number ~ | Search.

New Order

Required Products

Title Evidence Products 2 Owner Search (Residenti
| Commercial - Call for Pricing
Transaction Info B 2 Owner Search (Residential)
Loan Info [ Refinance (Residential C/O}
Address
Legal Desc.
to change*
» Products
Seller
Buyer

Lender
Remarks

Documents

| cancel || « Prev || Mext» | | Finish |

| save and continue later |

@ Note

Hover your mouse over any product to view a detailed product description. Notice the description
displays in the space to the right of the product list.
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8. To continue, click Seller from the left navigation menu or Next if you want to enter the seller’s information.

Seller
Home: Hello, Demo User | HED | Logout
; Orders Gateway
M stewart
File Number ~ | Search -Sean:h

New Order

Seller(s)/Property Owner(s)

First Middle Last
Seller 1 |Sam HM HJcnes ||Jr. ~| CBusiness/Trust
Transaction Info. _
Loan Info. Seller 2: [Sally |[K |[Jones Il ~ | [Business/Trust
Address Seller 3 | | I | OlBusiness/rust
Legal Desc Seller 4 | H H || ~ | [ BusinessiTrust

Products

» Seller Add Seller
Buyer
Lender
Remarks

Documents

| Cancel || « Prev || Next» | | Finish |

| Save and continue later |

e Seller 1 through Seller 4—Type the seller’s full name; including their first name, middle initial and last name. Select any
applicable suffix; for example, Jr., Sr., CPA or Ph.D.

e Is Business— If the seller is a business, then select the Is Business check box. Selecting this option removes the first,
middle and last name fields and replaces them with a single field used to type the business name.

e Add Seller—If more than four sellers exist, click Add Seller to display additional fields. Use these fields to type any
additional seller names.
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9. To continue, click Buyer from the left navigation menu or Next if you want to enter the buyer’s

information.

Buyer

M stewart

New Order

Transaction Info.
Loan Info.
Address

Legal Desc.
Products

Seller

» Buyer
Lender
Remarks

Documents

Buyer/Borrower(s)

File Number v

Search

Orders Gateway

Buyer 1: |J0hﬂ

~| [ BusinessTrust

First Middle Last
| Jacabs |
A |[dacabs |[cPa

Buyer 2: |Jessica

~| [ BusinessTrust

Eu‘,-er3.|

~ | [ BusinessTrust

Buyer 4: |

~| [ BusinessTrust

Add Buyer

TENG, Demo User | 0efp | Logour |

[ Cancel || « Prev || Next» | [ Finish |

| Save and continue later |

e Buyer 1 through Buyer 4—Type the buyer’s full name; including their first name, middle initial and last name. Select any
applicable suffix; for example, Jr., Sr., CPA or Ph.D.

e Is Business— If the buyer is a business, then select the Is Business check box. Selecting this option removes the first,
middle and last name fields and replaces them with a single field used to type the business name.

o Add Buyer—If more than four buyers exist, click Add Buyer to display additional fields. Use these fields to type any

additional buyer names.
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10. To continue, click Lender from the left navigation menu or Next if you want to enter the lender’s
information.

Lender

Fello, Demo User | Help | Logout

Il’ Stewart Orders Gateway

File Number ~ | Search...
New Order
Lender(s)
Full Name

Lencer 1:[USAA | B Business/Trust
Transaction Info.

Lender 2: ‘ ‘ Business/Trust
Loan Info.
Address Lencer 3: ‘ ‘ Business/Trust
Legal Desc Lender 4 ‘ ‘ Business/Trust

Products
Add Lender
Seller
Buyer
» Lender
Remarks

Documents

[ cancel |[ « Prev || Next= | [ Finish |

| Save and continue later |

e Lender 1 through Lender 4 —Type the lender’s full name. If the lender is an individual, clear the Is Business check box
and type the lender’s full name including their first name, middle initial, and last name. Select any applicable suffix; for
example, Jr., Sr., CPA or Ph.D.

e Is Business—By default, this option is selected. If the lender is not a business, select this check box to clear the option.
Selecting this option adds fields to enter an individual’s first, middle and last names.

¢ Add Lender—If more than four lenders exist, click Add Lender to display additional fields. Use these fields to type any
additional lender names.
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11. To continue, click Remarks from the left navigation menu or Next if you want to enter any additional
remarks or comments about the search.

Remarks

Hello, Demo User | Help | Logout

II’ Stewart Orders Gateway

File Number v Search
New Order
Additional Information
Additienal Motification Emails
Transaction Info. [samjone@abe.com
Loan Info Add any additional instructions that you require for this order

Address
Legal Desc.
Products

Note: Prior policy uploaded.

Seller

Buyer
Lender
» Remarks

Documents

[ Cancel || « Prev |[ Next» | [ Finish |

| Save and continue later |

e Additional Notification Emails—If someone outside of the designated notification recipient should receive notice this
order is completed, type the person’s email address.

e Add any additional instructions that you require for this order—Type any additional notes, or comments regarding
this order. For example, “Wife deceased” or “Uploaded Prior Policy.” Do not add instructions such as “Rush or Urgent.”

12. When complete, click Finish. The order is created and sent to your designated Regional Production Center
(RPC). The RPC completes their work and sends you an email notification with a link to the file in Orders
Gateway.
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Completing the Order

When the Regional Production Center (RPC) completes the title search, an email notification is sent to you with a link to
access the order in Orders Gateway.

From Orders Gateway you can:

Review the Raw Title Search
Prepare Ancillary documents
Review the Title Search Report

Prepare the Commitment

Reviewing the Raw Title Search

To begin, review the Raw Title Search to confirm the evidence found correlates with the information entered.

Complete these steps to review the Raw Title Search:

Steps

1.

M stewart

Help | Login

Orders Gateway

Username:

Password:

Login Forgot Password

By legging into this website, you acknowledge
that you have read, understand, and agree to
be bound by the Search Agreement, Terms of
Use and Privacy Statement _ If you do not
accept the Terms of Use and Privacy
Statement, do not use this website.

Order Services with
the click of a button.

Qrders Gateway is an online order platform,
pawerad by Propertyinfo® to centralize orders for
our customers. This integrated, click-to-order
sysitem allows you to quickly place and track your
orders, providing both you and your customers a
better level of service.

Contact us

Phone: (866) 464-8179

Fax: (410) 335-6399

Website: propertyinfo.com

Email: fitlesearch@propertyinio.com

Benefits

« Expedite the ordering process

» Deliver guality search reports from a reputable
network of searchers

» Lenders can easily place an order with minimal
re-keying

Generate real-time reports to review and frack
quotes from existing and new customers

Ability to scale operations and search work by
leveraging outsourced services

Save time and increase efficiencies, with the
elimination of re-entering order information and
title search report information

Features

« Order and fulfill title searches

» Provide linked fitle reporis

» Order other related products such as insurance

and foreclosure reports

Dashboard to quickly and easily frack
customers’ orders

Ability to drive business through website
integration

Integration with AN+ for seamless integration
of orders

2. Complete these fields:
e Username—Type your username.
e Password—Type your password.

Open the email notification received from the Regional Production Center (RPC) and click the link provided to launch
Orders Gateway. The Log In page displays.
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3. When finished, click Login. The Home tab displays.

Hello, Demo User | Help | Logout

II’ Stewart Orders Gateway

File Number v | Search..

Create a new order

Home
Home
Profile Open Orders
Company Info Open Orders
Search Standards « In Abstraction (10)
@ 10-In Abstraction = Discarded (5)
5 — Discarded « UnAssigned (3)
® 3-Un Assigned
2—1In Closing h_ = In Closing (2)
@ 1-InKeying V o InKeying (1)
@® 1-InReview
@ 1-Update Required *
@ 0-Incomplete « Update Required (1)

Incomplete (0}

Latest News
Agency Support

Stewart Insured Closing Letter
Stewart Insured Closing Letter Please use this link to create your Stewart Insured Closing Letter.

Stewart Special Aleris

4. From the tab list, select Orders. The Orders tab displays.

Hello, Demo User | Help | Logout
M stewart orders Setewey
File Number v|  Search..
Orders
Create a new order
Orders Order Complete
Categories —State— v || —County-- w || File# ~ || Search by File #, Loan #, Street or City Search
Tedsy's Activity File # Due Date Address City State County
Search 09152020-3 2509 Pine 5T Tampa FL Hillsborough
TESTIC1006 1893 Oakdale Lane N Clearwater FL  Pinellas
TEST1009 1200 4th strest Clearwater FL  Pinellas
(1 TEST1009 1200 4th street Cleanwater FL Pinellas
Closing TESTICI234A 1234 Test street Clearwater FL pinellas
In Closing (2)
TEST0923 1000 Test Street Clewarwarter FL Pinellas
Closing Initiated (2)
Ofher TESTS9 1242 Test Strest Clearater FL  Pinellas
» Order Complete 9B7test 1893 Oakdale Lane N Clearwater FL Pinellas
Partially Complete 09152020-19 2367 E Pinhurst ST Pompano Beach FL  Broward
Commitment Created 33021210 519 W Alfred Tampa FL Hillsborough
Incomplete 12345678910
Un Assigned (3)
Update Required (1) Records per page: | 10
Archived (44)
Original Archive (77)
Discarded (5)
Cancelled
Archived
Advanced Search

5. Click the Advanced Search link. Additional search options display.
6. Complete the requested search criteria, and then click Search. Search results display.

©2020 Stewart. All right. | (800) STEWART | stewart.com |11/20| 25 Orders Gateway User Guide



7. From the results, select the order you want to work with by clicking the File #. The Order Details screen
displays.

Hello, Demo User | Help | Logout

MM stewart
File Number  ~|| Search

Orders  Order Details

« Return to Orders - Archive - Request Update - Request Copies - Add Product Create a new order

Transaction Details

Transaction Type: Sale - New Home/Tract £ Title Search Report
File Number: 09152020-3

Order Date /15/2020 11:50:00 AM Add Documents
Need by Date 9/16/2020 Copies Search.pdf
Last Modified: 1011312020 2:20:21 AM Ravi Title Search
Order Status: Complete

Sales Price: 30.00

Title Search Report

Product: FL RES Refinance Loan

Order Date 9/15/2020 11:50:00 AM

Status: Complete

Property Address Loan information
Strest Address: 2509 W Pine ST Loan Type:

City Tampa, FL 33602 Loan Number:
County: Hillsborough Loan Amount: $0.00
Property Legal Description Additional Information
Property Type:

Property PIN

Tax Parcel

Subdivision:

Town oy Lisbozit,

8. Click Raw Title Search to review the documents and confirm the evidence found correlates with the
information entered. Documents display in a separate browser window.

9. When finished, close the browser window to return to the Order Details screen. You have reviewed the Raw Title
Search and are ready to produce ancillary documents.
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Producing Ancillary Documents

For ease of use, ancillary documents required for the order can be produced from Orders Gateway. To produce ancillary
documents, you must be assigned the applicable security permissions.

Complete these steps to produce Ancillary Documents.
Steps

1. From the Order Details screen, click Document Production.

Home: Hello, Demo User | Helo | Logout

MM stewart

File Number || Search

Orders  Order Details

« Returnto Orders - Archive - RequestUpdate - Request Copies - Add Product

Create a new order

Tranzaction Details

Transaction Type: Sale - Mew Home/Tract  Customer: Demo Agent

File Number 091520203

Order Date 9/15/2020 11:50:00 AM Add Documents
Need by Date 91612020 Copies Search.pdf
Last Modified 101132020 8:20:21 AM Raw Title Search
Order Status: Complete

Sales Price: $0.00

Document Production - Title Search Report

Product FL RES Refinance Loan

Order Date: 9/15/2020 11:50:00 AM

Status: Complete

Property Address Loan Information
Street Address 2509 W Pine ST Loan Type:

City Tampa, FL 33602 Loan Number.
County: Hillsborough Loan Amount:  $0.00
Froperty Legal Description ‘Additional Information
Property Type:

Propenty PIN

Tax Parcel

Subdivision:

Town/Tax Authority.

2. From the Document Production screen, scroll through the list of available documents and select the
ones you want to include.

Hello, Demo User | Help | Logout

MM stewart
File Number  ~ || Search

« Return Document User Guide

Document Production

« FLAgent Documents
o B FLTSR with oP

o [J FLTSR Without 0P

Merge Documents »
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3. If multiple documents are selected, click Merge Documents to merge the documents into a single .PDF
file. The merged documents display on a single screen. Notice the document names display on the left and
fields allowing entry display on theright.

Home Hello, Demo User | Help | Logout

M stewart

File Number v Search

= Retum Document User Guide

Document Production

File Number 09152020-3
Customer Name Demo Agent

£ BIBTSR Without Customer Address 3380 Magic Ozk Lane
Customer City SARASOTA
Customer State 58
Customer Zip 34232

Effective Date

1. FL TSR With 0P

Owiner Policy Type

Qwiner Policy Amount

Loan Policy Type

Lender Name

Interest Or Estate

Title Vested In

Legal Description

|
|
|
|
Loan Policy Amount |
|
|
|
|
|

Mortaages

[[] save a copy of each document ‘ Download Documents » | [PDF ~|

4. If needed, you can type entries in any of the blank fields with appropriate data.
5. When finished, click Download Documents. A File Download window displays.

Hello, Demo User | Help | Logout

M stewart

File Number  »  Search..
« Return Document User Guide
Document Production
Customer Zip 34232 a

Effective Date

Owner Policy Type

Owner Policy Amount

Loan Policy Type

Loan Policy Amount

Lender Name

Interest Or Estate

Title vested In

Legal Description

Mortgages

Additional Matters

& documentszip ~

6. Complete the action that best describes what you want to do:
e Click Open to open the documents.
e Click Save to save the .PDF file to a location on your computer.
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7. When finished, click Return to return to the Order Details screen.

M stewart

« Return

Document Production

Customer Zip

Effective Date
Owiner Policy Type
Qwner Policy Amount
Loan Policy Type
Loan Policy Amount
Lender Name
Interest Or Estate
Title Vested In
Legal Description
Mortgages
Additional Matters

Buyer Names

Save a copy of each document

rome | ones | v |

34232

Hello, Demo User | Help | Logout

File Number v || Search..

Document User Guide

Ryan Buyer

| Download Documents » |

[PDF v

You have produced the required documents and are ready to prepare the commitment.
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Preparing the Commitment

With the Raw Title Search confirmed, and ancillary documents produced, you are ready to prepare the commitment. To prepare
a commitment, you must be assigned the applicable security permissions.

Complete these steps to prepare a commitment:
Steps
1. From the Order Details screen, click Title Search Report. The Title Search Report displays.

Hello, Demo User | Help | Logout

MM stewart
File Numper v || Search
[ vome ] owers | uses |

«Return - % Download TSR

TITLE SEARCH REPORT

File # 09152020-3 Associated File # 12533095

Propertylnfo Title Search Services and/cr their agent has searched the Hillsberough County, Florida records

for the period shown relative to title to the real property described below, and provides the following title search
report (TSR] for Demo Agent

Search Type: FL RES Refinance Loan
The search period was to at 08:00 AM.

Property Address: 2509 'W Pine ST, Tampa FL 33602
Seller:

Buyer/Borrower:  Ryan Buyer

2. Review the report for accuracy.

3. When finished, scroll to the bottom of the report and click Merge Search data into Commitment
Preparation Module. A confirmation screen displays.
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4. On the Search Info screen, confirm the search information is correct.

5. Review the terms and click Agree. The Edit Commitment screens display

NOTICE: Included in the "Title Search Report” service is data converted from the Title Search
Report" and from order entry information you provided for the purpose of assisting in completing the
‘Commitment/Policy/Title Documents.

This conversion is intended to be used to facilitate the electronic transmission of certain siandard
information, provided in the order entry information and fitle search process, into a draft form of the
‘Commitment/Policy/Title Documents.

The conversion is to be used solely as a convenience and does not modify, alter or amend
your responsibility as an agent/attorney for Stewart Title ("the Company”) to examine the
"Title Search Report” in accordance with the terms and conditions set forth in the Issuing
Agency Agreement. You must also comply with all requirements of the Real Estate Settlement
Procedures Act ("RESPA™) and all regulations promulgated thereunder. Further, any matters
relevant in determining insurability that become known to you must also be included in these
Policy Documents.

| acknowledge and accept the responsibility to examine the "Title Search Report” in accordance with
the terms and conditions set forth in the Issuing Agency Agreement. | further acknowledge and agree

that | am using this conversion package solely as a convenience in preparing these Policy

Documents.

DISAGREE ]

6. Review all the subsequent screens until the entire commitment is reviewed. You can select an option from
the left menu or click Next to advance to the next screen.

M stewart

Hello, Demo User | Help | Logout

File Number v || Search..
New Commitment
Commitment Information
» Search Info. © File # 091520203
Lenair Underuriter [Stewart Title Guaranty Company ~
Property Address )
Effeciive Date 1011412020
Property Legal
Seller [~INSERT LINK— v|[ Select
Buyer [-AUTO TEXT- ~|[ Select || Next
Lenger Interest or Estate Fee simple
Legal Desc.
Taxes

Requirements

Exceptions
Comments [~INSERT LINK—- v|[ Select
Additional Info [-AUTO TEXT-- ][ Select | Next

Title Vested In:

Instrument No. 99336620, filed 84/88/1999

Preview Commitment
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7. When the entire commitment is reviewed and approved, click Finish. You are returned to the Order Details
screen. Notice the new commitment link display on the right: Commitment. You have created the

commitment.

Orders

Transaction Details

Transaction Type:
File Number:
Order Date:

Meed by Date:
Last Modified:
Order Status:
Sales Price:

Product:
Order Date:
Status:

Property Address

Street Address:

City:

County:

Property Legal Description
Property Type:

Property PIN:

Tax Parcel:

Subdivision:

Orders

Order Details

M stewart

« Return to Orders - Archive - Request Update - Request Copies - Add Product

Sale - New Home/Tract  Customer: Demo Agent
09152020-3

9/15/2020 11:50:00 AM

9M16/2020

1001412020 8:28:19 PM

Complete

50.00

Document Production - Title Search Report - Commitment Prep/History

FL RES Refinance Loan
9/15/2020 11:50:00 AM
Complete

Loan Information
2509 W Pine ST
Tampa, FL 33602
Hillsborough

Loan Type:
Loan Number:
Loan Amount:  $0.00

Additional Information

File Number

w

Hello, Demo User | Help | Logout

Search...

Create a new order

Upload Document

£ Order Invoice
#:Title-Soarch-Rogor

£ Commitment

Commitment Report
Support Documents

Title Search Report
Support Documents

FL TSR With OP.pdf
FL TSR With OP

FL TSR Without OP.pdf
FL TSR Without OP

Copies Search.pdf
Raw Title Search
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