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Copyright and Licensing Information

Impact/SQL Version 10.9.842
Copyright © 1992-2016 by USA Digital Solutions, Inc., Phoenix, Arizona.

No part of this publication may be reproduced in any form without prior written permission of USA Digital
Solutions, Inc. For additional information, contact USA Digital Solutions, Inc., 10835 N. 25" Ave.,
Phoenix, AZ 85029, or call 602-866-8199 x 2.

Microsoft, Windows, Office, Word, Excel, and MS-DOS are registered trademarks of Microsoft
Corporation in the United States and/or other countries. Crystal Reports is a registered trademark of SAP
AG. RealEC Technologies, Inc. is a division of Black Knight Financial Services. All other brand and
product names are trademarks or registered trademarks of their respective companies.

IMPORTANT NOTICE — READ CAREFULLY

Use of this software and related materials is provided under the terms of the Impact/SQL License and
Support Agreement. By accepting the License, you acknowledge that the materials and programs
furnished are the exclusive property of USA Digital Solutions, Inc. You do not become the owner of the
program, but have the right to use it only as outlined in the Impact/SQL License and Support Agreement.

All USA Digital Solutions, Inc. products are designed to ASSIST in maintaining data and/or
producing documents and reports based upon information provided by the user and logic, rules,
and principles that are incorporated within the program(s). Accordingly, the documents and/or
reports produced may or may not be valid, adequate, or sufficient under various circumstances
at the time of production. UNDER NO CIRCUMSTANCES SHOULD ANY DOCUMENTS
AND/OR REPORTS PRODUCED BE USED FOR ANY PURPOSE UNTIL THEY HAVE BEEN
REVIEWED FOR VALIDITY, ADEQUACY AND SUFFICIENCY, AND REVISED WHERE
APPROPRIATE, BY A COMPETENT PROFESSIONAL.

Easily locating new functionality

To more easily locate the new functionality in this version of Impact please use the document search
function key combination of “Control + F and enter *NEW in the search window. You will then be
presented with a listing of links to the new functionality. Move from item to item by using “next”.
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Introduction to Impact/SQL Escrow

This manual explains the functionality contained within the Impact Escrow module (Escrow), and
discusses how each tool might be used. As each company functions in its own unique way, there
are some functions that may not be utilized, but users are encouraged to examine and consider
all of them, to ensure they are getting the most out of Impact.

The Escrow module is used to perform all of the traditional functions of Escrow Officers and their
team members. These include the collection and organization of all of the data relating to escrow
transactions; the ordering of work from the Title Department; the generation of documents
involved in each transaction; the logging of the receipt of funds and the generation of
disbursements; and the generation of reports about the work completed through the system.

This manual progresses through the functions in Escrow in the order that they appear on the
menus within the module. This will not be how users will work with the product, as that will
depend on their responsibilities and the structure of each individual business, as well as the
configuration of Impact at each business.

There are a number of configuration options that can affect the functionality of the system. These
variations are discussed in this manual, to the extent that the discussion does not detract from the
explanation of the functions of the complete package.

Note: several functions discussed herein require the Impact Windows Service, introduced with
version 8.0 and documented separately, to be installed and running.

General Information and Helpful Hints

Recent File List

This manual progresses through the functions in Impact Escrow in the order that they appear on
the menus within the module. This is not how users will work with the product, as that will depend
on their responsibilities and the structure of each individual business, as well as the configuration
of Impact at each business. Before discussing the system functionality in detail, there are some
general features that you should be aware of. These are discussed below.

Some formatting conventions used in this manual are:
When you need to press the Enter key, you will see ENTER in this manual.

When you see text displayed on a menu or window such as the words “Edit” or “Cancel”, you will
see Edit or Cancel in this manual.

File > Select File means that you select File from the main menu and then select Select File
from the sub menu.

File | Edit Ticklers Disburse Wires Receij

lew File

Select File

Copy File

Modify File Status
File Status

Tracking
Conversation Log

There is a user option, set via Options > Show Recent File List, that will
provide a listing of the last ten (10) files accessed, at the bottom of the File
menu. This is the Recent File List. You can simply click on a file number, on
the list, to open it up. To access the list you can use ALT+F to display the File
menu.

File Notes

View Escrow History

Publish File
Outside Services

Exit

SHTEST12
00087232
00086517
00109517
00114143
00110675
DSICOTST
SHTEST
DSITEST
SKHTEST

Seller/Last Test

JAngel

/Briton

/Philip Keith Valentine a
/Banico

/Smith

Here/Here
Seller/Christine Ann Mck
Osman/Singh
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Impact Payee Shortcuts — Residential (non-CDF) Files

The following payee shortcuts can be used to ease data entry and ensure data commonality.

L1 Lender 1
L2 Lender 2
‘L3 Lender 3 or Mortgage Broker
:L# John John Doe on HUD as payee; will leave case as entered (upper and
Doe lower)

Allows the fee to be WTH (withheld) on non-GFE files
T Your Company Name
:T Maricopa Your Company Name with amount applied to income, but a
County different payee on Settlement Statement
‘TC Title company shown in Initial Questions (for outside title)
E Your Company Name (if option to use :E is enabled)
:SA All Seller names (used in Create & Print Checks only)
:S1-8 Selected Seller name (used in Create & Print Checks only)
:BA All Buyer names (used in Create & Print Checks only)
'‘B1-8

Selected Buyer name (used in Create & Print Checks only)

File Search

The File Search function, seen in many places in Impact, when a file number is being requested,

permits you to search the entire database, for files that meet search criteria, with differing filters to
limit the search.

ol X
r—
Fiter: | Al but fils numbers 0 ¥ Show Detail

Al bers

| »

ch | Title: Fle Number

Mo records found.

[~ Detais

No Details Availabie
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When first opened, the screen presented is set with broad filter of “All but file numbers” against
which the Search For: field content will be applied.

The File Search screen gives you the ability to search the database broadly or in a more targeted
manner. By entering the beginning of a last name in the Search For: field, for example, and then
clicking on the Search button without changing the search default of All but file numbers, you
will get a listing returned of all files that have names of either the Buyer or the Seller which begin
as you requested. The more sure you are of the item being requested, enter a more complete
description. However, if at first you do not find what you believe you should have, limit the
information you enter in the Search For: field. You may also use the percent sign (%) as a
wildcard in your searches. It can be placed at the beginning, middle or end of your entry to tell
the system to find anything that ends with what you entered, contains anything between your
entry items, or begins with what you entered, respectively. The more targeted search options are
listed below and can be selected from the Filter: dropdown. The default is All but file numbers.

e Sellers and Buyers o Reference Number

e Buyers e Base File Number

e Sellers e Loan Number (Lender’s)
o Property Address o File Number

e Tax Parcel Number e Title File Number

e Subdivision (Name)

Once you click on the Search button, a listing of candidate items will present. The records will
indicate which search criteria they matched up on. Up to the first 1,000 records that meet the
criteria will be presented — you will be prompted to narrow your search if over 1,000 hits are

made.
NEIEY
|Search Far: |3';Bank Search I | Filter: IAII but file numbers ;I ¥ Show Detail
351 Records found.
| Description | FoundBy | File Number | Initials | Branch | Title Fle Number = |+
01 Steep Bank Drive Property Address 000070 0o 000070
10600 Burbank Road Property Address 00048792 HKH 002 00048732 I
10820 Fairbanks Way Property Address 00114150 co 0m 00114150 uﬁ|
10957 Fairbanks Way Property Address 00004033 NT 0m 00004033 uﬁ|
11005 Fairbanks Road Mortheast Property Address 00145803 LT1 002 00145803 uﬁ|
11124 Burbank Boulevard No. 108 Property Address 00075136 oc1 397 00075136 uﬁ|
11124 Burbank Boulevard Mo. 311, North Hollywood Area Property Address 00098047 oc1 557 00058047 uﬁ|
11124 Burbank Boulevard, Apartment 211, North Holtywood Area Property Address 00032735 HKH 002 00032735 uﬁ|
112 Burbank Strest Property Address 00069420 LT 002 00063420 uﬁ|
113 Burbank Strest Property Address 00072313 oc1 397 00072313 uﬁ|
115 Burbank Strest Property Address 00072665 oc1 557 00072665 uﬁ|
11853 Burbank Boulevard unit 103 Property Address 00027261 NT 0m 00027261 &u
—Details For 00007075 (Cancelled on 09/18/2013)
Buyer Name: Christley, Emest Thomas Open Date: 06/12/2012
Seller Name: Close Date:
Property Address: 101 Steep Bank Drive Est. Close Date:
Property Location: Cary, NC 27518 Escrow Officer:  Keary Nash
Title Officer:  National OC
Processor:  EFUSoCal
b
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The quickest path to the Search functionality is via the &4 search icon on the Impact toolbar.

The user should proceed as far as they can before invoking a search, to minimize the effort. For
example, if the plan is to open a file from the search results, use the = Open Existing File
toolbar icon and then click on the 33 Search icon and conduct the search. Double-clicking on a
search result, will then open that file.

In the sample above, “%Bank” was the search criteria, with the All but file numbers filter. The
Found By column indicates how the search criterion relates to the search result. The File
Number column contains that information. The Initials column presents the Escrow Officer’s

initials, and the Branch of the file is presented; along with the Title File Number. Thereis a g
View File Status icon next to each record returned; click on the icon to get more information on
the file that the record relates to.

The Show Detail checkbox, in the top right of the screen, will open a section at the bottom of the
screen presenting some additional information on the highlighted file. This helps the user
determine if the selection is the file they are really looking for.

The search results can be re-ordered by clicking on a column header.

The user can re-size the screen by clicking and dragging on the lower right corner of the screen.

o=
Search For. [Bank Search | Fiter: [ All but fie numbers =1 how Detai
351 Records found
| Description | FoundBy | File Number | Initials | Branch | Title File Number_|__ ~
01 Steep Bank Drive Property Address 000070 {I 00 000070
10600 Burbank Road Property Address | 00048752 HKH 002 00048792 g
10820 Fairbanks Way Property Address | 00114150 co 0ot 00114150 =
10857 Faibanks Way Property Address 00004058 NT om 00004099 o
11005 Faibanks Road MNotheast Property Address 00149803 LT1 002 001459803 o
11124 Burbank Boulevard No. 108 Property Address | 00075136 oc1 997 00075136 =
11124 Burbank Boulevard No. 311, North Hollywood Area Property Address 00058047 oc1 957 00098047 o
11124 Burbank Boulevard, Apatment 211, North Hollywood Area Property Address 00032735 HKH 002 00032735 o
112 Burbank Street Property Address | 00063420 LT1 002 00063420 =
113 Burbank Street Property Address 00072313 oc1 957 00072313 o
115 Burbank Street Property Address | DD072665 oc1 997 00072665 g
| [11853 Burbank Boulevard unit 109 Property Address 00027261 NT 001 00027261 uﬂ;l
— Details For 00007075 (Cancelled on 09/18/2013)
Buyer Name: Christley, Emest Thomas Open Date: 06/12/2012
Seller Name: Close Date:
Property Address: 101 Steep Bank Drive Est_ Close Date:
Property Location: Cary, NC 27518 Escrow Officer:  Keary Nash
Title Officer:  National OC
Processor:  EPUSoCal
vz

If the File Search screen was called up from a screen requesting a file number, double-clicking
on a record in the results screen will select that file number for use.
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Name and Address File (NAF)

The Name and Address File (NAF) or customer list is a very important tool in Impact. Itis used to aid in
consistently filling name and address information into the appropriate fields in Impact. Consistency in
data entry helps ensure that documents properly present information. Management reporting is also
aided by consistent data entry. The Name and Address File (NAF) is displayed in a tiered manner:
Company — Branch — Individual (Top — Middle — Bottom). This provides a good way to show the
relationship between an individual and where he/she works, within the larger organization. The NAF can
be centralized or branch-specific, depending on system configuration. The NAF menu entry, on the main
Escrow desktop, is discussed more fully later in this manual, but the following comments relate to its
routine use.

The NAF is called up, from any Name field that can be filled from the NAF, by clicking on the E’ NAF
icon.

Search criteria are entered at the top of the screen. The first is the Option field. The nine options
presented are the eight categories which can be used to categorize entries by type of firm, as they are
entered/edited, and the All option is used to assist in searching the entire database, regardless of
categorization of the entries.

In addition to the Option field, there are five other fields that are used to refine the Search to include
either Name, ID, City, State and/or County. When more than one character is entered into any of these
fields (three in Name), the Search button will be activated, and the user should click it when all desired
criteria have been entered. You may use the percent sign (%) as a wildcard character. Those records
that have a specific match, and their related records, are displayed in the tree on the lower left of the
screen. In the search results display, the company entries are bolded, branch entries are not bolded and
individuals’ entries are italicized for enhanced readability. Details of the highlighted entry will appear on
the right side of the screen, if the Show Details checkbox is checked (at the bottom of the screen).

Double-click on an entry to Use it, if you are in a field where a NAF entry could be used, when the NAF
was invoked. Alternatively, highlight the entry and then click on the 1 Use icon at the top of the screen,
or right-click on an entry and pick Use from the menu presented.

When a NAF entry is pulled into the file under Parties, Contacts, Source of Business, Bill To Customer,
Title Information, Documents or Payoffs, if the NAF entry is a branch or individual, and the address
information is empty, the parent’s address information is used. The same is true if the Work Number,
Work Extension and Fax Number are blank; the parent’s values will be used.

Name e A il =
ew | Zabori]| T3 e
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Helpful Hints for Entering Information

Dates

For current year, enter dates as two-digit month, two-digit day, for example, “0115” for January
15, 2015 (assuming 2015 is the current year). Do not enter hyphens or slashes when entering
dates into Impact. If not within the current year but the current century enter the date as two-digit
month, two-digit day and two digit year, for example: “062514” for June 25, 2014. If entering a
different century other than the current century, you must enter a four-digit year.

You can also click the = Calendar icon, just to the right of the date entry area, or press the
CTRL+D Quick Key to display the Calendar tool. Select the desired date from the calendar
presented by clicking on the date.

For the Calendar tool, click on this
L:ﬁ B box or use the CTRL+D Quick Key to
display the Calendar tool.

Date Opened: |D1f14f2[!'1 4]
Settlement Date/Close of Escrow Date: [02/26/2015 ]

Proration Date: [02/26/2015 [ | danuary. 2015 > |

22 29 30 31 1 2 3
4 5 B 7 8 9 10
1112 13 4 15 16 17
BTN N 2 23 M
25 26 27 28 29 30 M

1T 2 3 4 5

Teday: 01/19/2015

Dollars

Do not put commas or dollar signs in the dollar amounts. Decimals before pennies are required.

TAB
Use TAB to move forward from one entry field to the next entry field.

Use SHIFT+TAB to move backward from one entry field to the previous entry field.

Execute

When you see a button that has a dark border it has the “focus” and you can press ENTER to
execute that command, rather than clicking on it with the mouse. Press TAB to move the focus to

the other button(s).

Press ENTER to execute “OK”

T oeageTs

Schedule | Cancel QK
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F4

You may use the function key F4 to access a drop down list box, or you may click with the mouse
on the down arrow.

Quick Keys

Quick Keys can quickly accomplish tasks by using keyboard entries instead of using the mouse to
click on selections. Quick Keys are one or more keys you press on the keyboard to complete a
task. Most menu items contain an underlined letter that represents the Quick Key for that menu
item.

For example, press and hold the Alt key and also the F key. This ALT+F key combination opens
the File menu, just as clicking on the File menu at the top left of the Impact Escrow screen opens
the File menu.

Anytime you see a menu selection item on the screen that has a letter in the word underlined, you
can use the Quick Keys alternative to using the mouse, for example, use the ALT+D Quick Keys
to drop down the Disburse menu because the “D” in Disburse is underlined.

ALT+D opens the Disburse

menu
& Impact/sQL Escrow[U%Digita%sDemonstration Systern] = | ==
File Edit Ticklers Disburse  Wires Receipts Documents  Projects Reports  Misc.  Maf  Options  Tools  About
HD WERAPBLUSD% |E+Q @
Info Icons

The @ Info icons are found in various screens throughout the Escrow module. When you click an
@Info icon next to a field, a non-editable pop-up box is displayed, providing additional
information about the field.

Closing Impact/SQL Escrow

As with most Windows applications, you can close Impact/SQL modules by clicking =5 in the
upper-right hand corner of the Escrow desktop. Alternatively, File > Exit can be used.
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Logon

Access to the Impact Escrow module (as to all Impact modules), is controlled by a user-rights
table, administered by a limited set of user ID’s that have sufficient authority granted to them.
This is a very important control, and should be carefully managed. Depending on the nature of
the rights assigned to a user, they will have access to various pieces of the overall Impact suite,
but generally not complete access. This functionality helps reinforce audit controls, and needs to
be considered in conjunction with the network security plan.

The system can be configured to require a logon routine, each time the user opens an Impact
module, or it can be configured to provide for an automatic logon utilizing the NT user name. By
providing for an automatic logon utilizing the NT user name, control over the access to the
application is very flexible: both the system administrator and the rights table within Impact can
control access. The system administrator can control access by disabling the user's NT user
name, a likely event in the case of an employee’s departure. In addition, the user name can be
disabled within Impact Utilities — which will only affect the user’s ability to access Impact modules.
This would be done if the user is still using the rest of the network, but should no longer be
accessing Impact.

There is not an automatic expiration of passwords setting within Impact, so to ensure strong
controls the administrator would have to routinely change all users’ Impact passwords, and inform
the users of them, if the automatic logon based on NT user names is disabled. For this reason,
the use of an automatic logon based on NT user names can be a more effective control —
assuming automatic expiration of passwords is implemented through the NT operating system.
This matter is more fully explained in the Impact Utilities manual.

If the system is configured for NT Authentication, and more than one database is available, a
screen like that shown below will be presented, after the user double-clicks on the Impact Escrow

%4 icon on their desktop. The appropriate database should be selected and OK clicked on. If
only one database is available, the user, if they have permission, will be taken directly into the
module.

S8 Log On bo Tmpact /501 Escrow | x|

USA Digitad Saltions. Inc

IMPAC:
= = Tt
DSLSUPPAT. TS0

sheskin
Version 10.8.0 Build 731

Logon by |[CE IR

concel | oe_ |

Drop down list arrow
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When configured to require a logon step, the user will be identified within the Impact system by
their initials (3 maximum), and will be given a password. A login screen will be presented asking
for the user’s initials and password.

Enter the user initials in the first field, and then TAB to the Password field. Enter the password
and, if the correct database is identified in the Log on to: field, click OK. If the database is not
correct, then TAB to the Log on to: field and select the correct database by clicking on the drop
down list arrow and highlighting a database name; then click OK. Most users will only have one
database available.

Alternatively, if the user does not want to use the mouse to click OK, they can hit the TAB key
until OK is highlighted, and hit ENTER.

NOTE: When they enter their password, it will not display on the screen, but will be
represented by a series of asterisks “****”.

If the user does not want to continue, they should click on Cancel instead. This will cause the
Logon dialogue box to close and the Impact Escrow module will not be opened.

KEEP PASSWORDS PRIVATE. Users should not share their passwords or log on to the system
and then let someone else operate under their session. The initials of the user logged on to the
system will attach to transactions entered, and users will only want to be responsible for their own
activity.

If users forget their password, the administrator of the Impact application must assign a new one.
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The Impact/SQL Escrow Desktop

Impact Escrow Desktop

Impact will display a desktop as shown below when the user signs into the Escrow
module.

The screen, as it initially opens, presents the user with a menu of options across the top
of the screen. Each option has a dropdown menu below it, which will be displayed when
the user clicks on the option name. Once the user has clicked on one option name, and
the menu list below it is presented, they can slide their cursor down the list, with the
mouse, to get to the function they wish to use. If they are not sure under which option
heading the desired function is housed, they can click on any option heading and, once
the menu list is presented, slide their mouse to the left or right, to other option headings,
and the menu lists will present without the user having to click again, and they can then

browse all of the menu chnires availahle tn them, / The Impact Escrow desktop

/ Tool bar icons

. Impact/SQL Escrow [us% gital Solutions Demonstration System v10.5] [=rEE=s
File  Edit  Ticklers /Disburse Wires Receipts Documents Projects Reports Migt. Naf Options Tools  SoftPro360  About

may show your company

bHD REHADB LIS BaB

USA
DIGITAL

- A
[Ready [ e Westrick - (001) Escrow Manager [02715/2016

File " SeIIer & Buyer
Number Names when file

Logged in user’s Current

name and access
The current date should be displayed in the lower right corner of the Impact desktop. If
the current date is not displayed, or is incorrect, the user should notify the system
administrator and NOT continue to enter activity to the system — having the correct dates
on activity is very important. The current date is used for the print date on documents, the
receipt date, check date, and voiding of check date, for example.

The file number and seller and buyer names will appear when a file is opened by the
user. When shown, the file is “locked” by that user and can only be opened in “read only”
mode by others, until closed by the user.
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Escrow Toolbar

If the user has set the option to present the tool bar (Options > Show Toolbar), which
displays under the menu at the top of the Escrow desktop, they will see a row of icons
that can be used to initiate actions without using the menus. Holding the cursor over the
icons will present tooltips identifying each icon’s purpose.

Lep

O WA B L 9D % Es GE

The table below details the tools and their Quick Key alternatives, if the user does not
want to use the mouse.

Button Tool Name Quick Keys
New File ALT+F then N
Save File ALT+F then A

Open Existing File

ALT+F then S

File Status

ALT+F then F

Copy File

ALT+F then C

Search For File

ALT+F then Fthen S

Name and address file (NAF)

ALT+A then A

Conversation Log

ALT+F then L

File Notes

ALT+F then E

View Escrow History

ALT+F then V

Select & Edit Documents

ALT+O then D

Amortization Schedule

ALT+M then Z

11X B¢ &\ Wk

Rate Calculator

ALT+M then R

= Ticklers ALT+l then S
- Tracking ALT+F then T
I@ Deposit Slips ALT+T then S

A Digital Solutions, Inc.
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Switching Profiles

There are some Impact users that have multiple sets of Impact Initials (“profiles”) so that they
might perform a variety of typically unrelated tasks in one module — or to work in different
branches (but not all with a single set of initials). Historically, these users had to log out of Impact
and log back in to be able to select a different “profile” (set of Impact Initials). There is a function
in Impact that permits those with multiple profiles to switch between those that they have which
are applicable to the module they are in, while staying in the module. If a user has multiple
profiles for the particular module they are in, with different permissions or branch assignments,
they will see their Name, Branch Assignment and Access Level, from the profile they are
currently logged into Impact with, in the middle of the bottom of the Impact desktop, in the form of
a link (blue-colored text). Clicking on the link will bring up a screen of the other profiles that they
have available to them related to the module they are in. The user should highlight the desired
profile and click on OK and the user’s access level and/or branch will be altered accordingly.
Should there be a file open on the desktop when this action is triggered, the user will be warned
about that and will be asked if the file should be closed and the switch made or not.

Impact Widget Dashboard

[o1/12/2016

Impact Profiles @
" Please select the profile to use when logging on
to Impact/SQL.
Initials Access Level Branch
MW EscowManager 01
Jw2 Accounting 555
JW3 Order Desk w/Title & Escrow 599
Jwd Lkilities 955
SE1 Sub-Escrow 599
Cancel | QK |

Exit

Users should exit out of Impact when they leave their desks for an extended period, or
are going home for the day. They should use the boxed X =] | in the upper right corner
of the Impact desktop window, to exit. Users should always exit out of Impact at the end
of each day, before logging off of their computers. If users leave their Impact Escrow
session logged on, others will have access to their “rights”, and this could raise security
concerns. Remember that work done under a user’s initials will bear that user’s name.
The menu path to exiting is File > Exit in the Escrow module.

zLog OFff
Fidelity National Financial operations use the ™=t  z| og Off Icon after closing the

Escrow module.
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Impact Widget Dashboard

Impact Widgets were introduced in Impact/SQL version 8.0. They are comprised of, in
this version of the Escrow module, up to six (6) “floating windows”, each presenting
different functional areas, which can be opened (or not) and positioned as the user
wishes on his/her desktop. The functions addressed by most widgets will be discussed
elsewhere in this manual. The widgets are: Held Items Queue, Open Orders (for escrow
officers), Report Schedules, SoftPro 360 (if installed), Ticklers Reminders and User
Attachments. Report Scheduling and User Attachments will be explained in the next

&, Impact/SQL Escrow [USA Digital Solutions Demonstration System] =] =)
File Edit Ticklers Disburse Wires Receipts Documents Projects Reports Misc. MNgzf  Options Tools About
Hd0 WEMADBLUD% E+GE
New Tickler /* Modify ' Delete i Print  Filter: [Pending Ont v
= B | a0y =] Name Last Run Next Run
- Joe Westrick -
B & Joe Westrick
E1-E3 00000665 - B
Lo\ 1072972012 Check for Prelim
13 00000958 - No records found.
P Check for Preiim
Get copy of sales contract
i\ 06/07/2013  Check f inspections are required
i e 07/06/2013 TEST...TEST
13 00000959 -
i ey 06/07/2013  Check for Prelm
-« 06/07/2013  Get copy of sales contract Im
-+ 06/07/2013  Check if inspections are required =
L% 006201y TreT. TEer Fiter By Bark: |03 - Comenica Bank [1234567890] ]
£33 00000960 - - File N Receipt N A L
Number Open Date Est_Close Date Processor
No records found.
wwae | AL
00000651 10/15/2012
00000655 10/24/2012
00000720 12/19/2012
00000805 03/14/2013 =
il [ >
E Add Documnents = & Print Selected /5] Email Selected 53 Remove All
B[ Document Date Added
Held ltems Queus
Open Orders
Report Schedules
No records found. Ticklers Reminders i
« I User Attachments v
I Impact \widget Dashboard
Ready Joe Westrick 10/00/2014

At the bottom of the Impact Escrow desktop window there is a dark band, labeled as the
Impact Widget Dashboard. At the right side are two icons:

Eh This icon is used to order the widget windows which are on the desktop by name

in alpha ascending or descending order, and will tile the windows from the upper left
corner of the Impact desktop. Widgets can be sized and positioned by the user, in typical
Windows fashion.

4}‘ This icon is used to open the widget selection window, as shown above.
5 Highlighting a widget nhame and clicking on it will either open or close the widget,
depending on its current status.

The three icons at the top right of each widget window are used to Q} Refresh the

window content, * Collapse or ¢ Expand the window and X Close the window.
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Report Scheduling

The ability to schedule reports is introduced with Impact/SQL version 8.0. Scheduled
reports will print in the background, freeing up the user to go on and perform other Impact
functions. Reports can be scheduled on a one-time basis or to print on a recurring basis.
The Impact Windows Service must be installed and functioning for report scheduling to
function. Scheduled reports can be tracked on the Report Schedules Widget
(discussed above). If a report
can be scheduled, the user will schegde | Gl | ok |
see a Schedule button on the
report’s option selection screen, like that shown here.

If the Schedule button is present and the user wishes to schedule a report to run in the
background, either once or on a recurring basis, the user should first set the report
options (unique by report type and discussed elsewhere in this manual) and then click on
the Schedule button. A screen like the ones shown here will be presented, on which the
user will manage scheduling options. Two versions are shown below, one indicating the
report is to run one time, and the other is preparing to schedule the report to run on a
recurring basis.

NOTE: only printers available to the Impact Windows Service will be available for
scheduled reports.

This Impact Report Scheduler screen This Impact Report
Scheduler screen
reflects a One Time Schedule Type. reflects a Recurring
Schedule Type.
Impact Report Scheduler @ Impact Report Scheduler @
Report File: ESCLOGBR.RPT —FepoTFEESCIOGERRFT

chedule Name: m
rief Description: |

Schedule Name: |[ESCLOGER

Brief Description: |
Schedule Type: [One Time =] Schedule Type: o
erval lype: |Daily =] It el Tme —Fiaih |

¥e ety —1

W Pt M Email M Pint M Email

Select Printer: |Micr\jsuﬁ PS5 Document Witer j Select Printer: |Micmsoﬂ ¥P5 Document Witsr j

Timer Information Timer Information

Time To Run: |10:17:00 AM == Within Next 24hrs Timer Tme: [12.0000FM ==
Days of Week: 7] Monday
vl T i
| Wednesday
| Thursday
| Friday
| Saturday
| Sunday

Report Date Range

Report Date Range
Range Type: |Cument Day j

Range Type: |Current Day j

I Use Last Posted Date I Use Last Fosted Date

Bc 10/12/1383 To 10/12/1383 Bc  10/12/1983 To 10/12/1983

Cancel Cancel
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The system name of the report is reflected at the top of the screen (*.rpt), next to the
Report File label. The name for the report, to appear on the Report Schedules Widget
screen, is in the Schedule Name field, and the default value can be edited. A Brief
Description field is also available for an additional user comment.

The Schedule Type field is next, and can be set to One Time or Recurring.
If Recurring is selected, the Interval Type can be set to Daily, Weekly or Monthly.

If Daily is selected, the Days of Week entries, in the Timer Information section, are all
checked and cannot be changed...the report will run seven days a week, at the time the
user sets in the Timer Time field.

Alternatively, select Weekly and check those days the report should run (one or more)
each week, and set the time. Check all weekdays for Monday-Friday, for example.

If the user checks Monthly, the Days Timer Information

of Week section of the screen will be Time To Run: ;| 8:06:31 AM =) Within Next 24hrs
replaced with one like that shown to
the right that only asks what time of
the day to run the report. The Report
Date Range section, below, is used to
detail the data range to present.

lgriore month and just select a day

Repart will run on the
same day every month.

31t iz considered end of the manth.

The Report Date Range section of the screen is used to select the date range of data to
be included on the report, whether it is being run once or on a scheduled basis. The
options available are shown in this screen shot. Most are self-explanatory; the Custom
Range option allows for running the report forward or back “x” number of days from the
current date. So, if the user wanted the report to present the last 7 days of activity, each

time it is run, he/she could do that, as shown below (right).

Report Date Range

Range Type: |Cument Day |
Previous Day
Week To Date Report Date Range
Marth Ta Date Range Type: |Custom Range j
Quarterty To Date
Year To Date ™ Use Last Posted Date
Custom Range Curert Date [+ =| |7 Days
Cancel | QK |

Once a report is scheduled, it will
©O® ’
appear on the Report Schedules

Name Last Run Next Run By .

I R A e A I e UM | gt screen. The Report Schedules
widget screen shown to the left reflects
a Log Book report having been
scheduled. The report’s schedule can
be modified, or deleted from this
screen.
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User Attachments

The User Attachments widget provides for a TEMPORARY document file storage area,
by file, from which users can email, print or publish (if so configured) multiple documents
at one time — again, by Impact/SQL file. This provides for the ability to print, email or
publish a group of dissimilar documents at one time (such as a HUD along with other
Word-based documents). When users are generating a document, a HUD, or other
report, they will see an “Attachment” option on the print dialog box, which will generate a
copy of the item and put it in the User Attachments area, organized by file number.
Documents from outside of Impact can also be added to the User Attachments area,

with the EX “Add Documents” icon.

*New functionality has been added in Version 10.8 A new attachment option has been added

to the Attachments Widget to support PNG Files. When the EX “Add Documents” icon is clicked
upon the user will be presented with a variable menu, depending on whether there are already
documents attached for one or more files and whether the system is configured for a document
management system. The user can attach a file (PDF, Word, Excel, JPG, GIF, PNG or TIF) that
is on an accessible drive, using the Add Documents > Select File path. The Add Documents >
Outside System path will let the user attach documents from their document management
system (only smartVIEW at this writing — July, 2014).

Setup Options are available to force deletion of items from the User Attachments area
after “X” number of days. Users will be prompted, if the options are set, upon leaving a
module, if they have attachment files older than the threshold, as to whether they wish
the documents to be deleted. They will also be prompted as to whether the items should

be deleted after they print, email or publish them. They can also :—-‘1 Preview a PDF
version of the item, 4 Rename it or €= Remove it, with the icons provided on each.

. Impact/SQL Escrow [USA Digital Solutions Demonstration System] ===
File Edit Tickles Disburse Wires Receipts Documents Projects Reports  Misc. Maf  Options  Tools  About

2HD RERADBIID% 5 @

E# Add Documents

| Print Selected /5| Email Selected 23 Remove All
[EEEE . [ Document Date Added
B HUD GFE Estimaled 1052014956 B e

I | Allinclusive Demand (BORROWER) 10/9/2014 9:54 AM |afe| @

Impact Widget Dashboard

SLOR319G  |Sullins Jr./Bradford Joe Westrick |1(]_/GQ.:’2(]14
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SoftPro 360

The reader is referred to separate documentation, available from USA Digital Solutions,
Inc., or on our website (USADSI.com), about the SoftPro 360 Widget and its assorted
product offerings.

File Menu

The File Menu’s content can vary depending on system configuration. The full listing of
possible entries is presented below, and all will be explained in this section of the Escrow
manual. The order of the menu entries is not indicative of workflow. These items will be
explained in menu order.

e New File ¢ Impact Online Documents

e Select File (optional)

e Copy File e Impact Express (optional)

. . View Escrow History (optional
e Modify File Status * y (op )

e File Status e Publish File (optional)

e Tracking (optional) e Save File

_ . . ional
«  Conversation Log e Qutside Services (optional)

. Exi
e File Notes ° t

e Invoicing (optional)

The Recent File List, if turned on to be presented (Options > Show Recent File List),
will display below the File Menu. The last 10 opened files will be listed and the user can
open a file from that list by clicking on it.

New File

!ﬁ[mpact;"SQL Escrow [USA Digital Solutions Demonstration Systen v10.8]

File | Edit  Ticklers  Dishurse  ‘Wires  Receipts  Documents  Projects  Reports  Misc,  MWaf Options  Tools  SoftPro 360 About

[2]d 0 RERADBLUSD % Ea8E

The selection of New File from the File dropdown list in the Escrow Menu Bar, or the

selection of the New File L=k icon from the Escrow Tool Bar, will trigger the opening of the
New Escrow File screen shown below. On this screen, the user will identify several key
elements relating to the creation of a new file and may also trigger some file copying
options.

At the top of the screen, the Escrow Branch for the new file is identified.
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Depending on the

user’'s Access Level, -
there may only be one | -1
. . q iderti 003 - Test New Branch for 8.0
branch available (it @ Residertisl € Comerg 37> Depicas Ory
. 956 - Recon Branch
will be shown but  File: Mumbier Options ———{ 337 - Settlement Branch
938 - Training Branch
grayed out and CannOt ' Automatic 939 - Accounting / Administration
be Changed) or a”  Manual File Humber: I Original Setup D ate: I .
branches W|” be  Tract MNumber to Pull: I Escrow Dificer. I Vl
available, and the il Copy Oplions
user will select the Master File Number: |
correct branch for the I HuD Data ! Buyer Hames
. . = Payoffs = Seller Wames
new file via th ’
€ e a t e [ Additional Deposzits I~ | Reverse Names
dropdown arrow to the ™| Fent Schedules I~ Copy Legal Description
”g ht Of the ESCI’OW = Property Infarmation Il Copy Documents
Branch field.

Cancel

The next section of the screen, File Type, is used to determine if the file is to be a
“Residential” or “Commercial” file. While the File Type on a file can be changed, there
will be data lost unless the change is made before data is entered.

E zcrow Branch:

— File Type

% Residential " Commercial

File Type

Prior to version 7.6 of Impact/SQL, all files were of one type, now called “Residential”.
With version 7.6 of Impact, a new file type was introduced, called “Commercial”. The
“‘Commercial” file type is distinguished by the removal of many of the limits that had
been placed on the traditional Impact files, which are now called “Residential” files.
Conceptually, the “Commercial” file type provides for unlimited parties to the file,
including lenders, an unlimited number of loans and an unlimited number of properties.

Listed below are the changes made, from the traditional (pre version 7.6) Impact file
structure, to accommodate commercial transactions. The following outline details file
type characteristics; and, as they differ between Residential and Commercial files, they
will be noted.

e Unlimited parties (buyers, sellers, lenders, attorneys, accommodators, real estate
brokers and other parties) [Non-CDF Residential files are limited to 3 Lenders and
3 real estate brokers; CDF files are like Commercial files in this regard, but are
Residential files.]
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e Unlimited number of contacts may be entered for each party
e Expanded lengths (from pre-v7.6 limits)
- Buyer and Seller names expanded to 8,000 characters
- All other party names expanded to 250
- Buyer and Seller Vesting expanded to 8,000 characters
- Buyer and Seller custom signatures expanded to 8,000 characters
e Ability to copy any party
e Buyer and Seller Notary block information

e Buyer and Seller current address information may be linked to the property or
another party of the same type

e Buyer and Seller current address information forwarding address may be linked to
current address, property or another party of the same type

e Prelim distribution may now be entered at the same time as the party information

e The ability to designate the Source of Business and/or Bill to Customer when
entering a party

¢ Phone numbers expanded for all parties to include home, work & ext, cell and fax

e Loans can be designated for the benefit of the buyer or seller — Commercial files
only.

e Ability to enter an alternate loan description which will override Impact’s default loan
description — Commercial files only.

¢ Notes are available on all parties and contacts
e Support for Foreign addresses on all parties
¢ Unlimited properties [Residential files can have only one (1) property]

e Sales price may be entered for each property or in aggregate — Commercial files
only.

e Notes are available for properties
New settlement item entry that supports the following for Commercial files only:
- Unlimited prorations
- Unlimited Loan charges for each lender
- Unlimited Loan Paid in Advance for each lender
- Unlimited Reserves for each lender
- Unlimited Escrow Charges
- Unlimited Title Charges
- Unlimited Recording Fees

- Unlimited Additional Charges
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- Unlimited number of sub agents per agent
- Unlimited Additional Deposits for the Buyer or Seller
- Unlimited Rent Schedule

- Notes are available for each settlement item; notes will be printed on the
settlement statements.

- Ability to enter Buyer Debit, Buyer Credit, Seller Debit and Seller Credit
for each settlement item.

- Fractional settlement statements (based on percentage of the
transaction)

- Printing a Payoff Schedule

The differences in data entry screens, between Residential and Commercial files, will
be discussed later in this manual.

An important point to consider, when making the File Type selection, is that a HUD-1 or
CDF cannot be created from a Commercial file — only Settlement Statements can be
generated from Commercial files.

Again, while the File Type selection can be changed, on the first screen of Initial
Questions (beginning with version 10 of Impact/SQL), it is likely there will be data lost
when the switch is made. All data except for Parties, Property, Payoffs and Deposit
Information will be lost with a File Type switch. A CDF file switched to another
Residential Type of Closing will lose all Lenders beyond the first two and the Mortgage
Broker, and all Agents beyond the first of each of the three types that may have been
established. The same behavior will occur if a Commercial file is switched to a non-CDF
Residential file. Only the first property on a Commercial file is kept if the file is switched
to a Residential file of any type. The user will be presented with a screen warning of the
data that will be lost before the switch is finalized.

File Number Options

The File Number Options section, on the New Escrow File screen, is used to
determine how the file number will be assigned to the new file. The options include
taking an Automatic number, entering a Manual number, or taking a series of numbers
with the Tract option. Depending on your company’s configuration, Automatic or
Manual numbers may be deactivated (dimmed out).

File Mumber Optians

¢ Automatic

7 Manual File Number: Criginal Setup Date: .

" Tract Mumber to Pull: Escrow Officer: | J

Automatic numbers are numbers assigned by a predetermined setup with numbering by
branch or by database. Automatic numbers may be numeric or a combination of
alphabetic and numeric of up to eight (8) characters. When using Automatic numbers,
Impact will assign the current date as the open date.
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Manual numbers can be all numeric, all alphabetic, or a combination of alphabetic and
numeric of up to eight (8) characters. Manual numbers will require the user to supply an
Original Setup Date for the file. Enter the 2 digit month, 2 digit day, and 2 digit year, for
example, “013115” for January 31, 2015. The year’s digits need not be entered if the
current year is desired. The user can also click on the & Calendar tool just to the right of
the date entry area to select the date, or use the CTRL+D Quick Keys, to pull up the
calendar tool.

Note: Do not enter hyphens or slashes when entering dates into Impact.

The Tract numbering option will allow the user to take multiple automatic numbers at one
time. After selecting Tract, the Number to Pull entry field will activate. Enter the
number of new files to be created (NOT the first file number) in this entry field. For
example, if the user enters the number 3 in the Number
to Pull field, then the next three (3) available automatic
escrow numbers will be assigned to the files that are 3 numbers have been puled.
created. As shown to the right, the file numbers for the e T
first and last file in the Tract range are “links”...click on Ending Number. 00000774
the appropriate file to load either the first or the last in
the range, or click on the ®&38 Close icon to leave the
New File screen without loading either. The files will have been created, either way.

Mew File 3

Impact will not inflate the daily order count by the number of files created via Tract.
When the escrow file whose number was issued via Tract numbering is opened, and
Initial Questions started, then the order will be counted as a new file as of the current
date. Users should check with their company on the policy for Tract file number usage.

File Copy Options

The File Copy Options, on the New Escrow File screen, are used if the user wants to
copy information from an existing file, into the new file being created. For example, the
ability to copy some or all of another file is of use with subdivision sales. The source files
are often called “Master” files. Master files can be set up with much routine data already
entered, and then are copied at each file opening that will utilize that common data.

File Copy Options

Master File Mumber: |DSITEST

¥ HUD Data ¥ Buyer Names

™ Payoffs ¥ Seller Names

r I Reverse Names

r I” Copy Legal Description
¥ Property Information I” Copy Documents

The file number from which data will be copied should be entered in the Master File
Number field. The options available for copying are enabled once a file number is
entered.
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The Copy options available are:

HUD Data (or CDF) Buyer Names

. Seller Names

Payoffs

Additional Deposits Reverse Names

Rent Schedules Copy Legal Description

e Property Information Copy Documents

Detailed descriptions of the options are provided in the Copy File section of this manual.

By default, Impact will have HUD Data, Buyer Names, Seller Names, and Property
Information pre-checked. If the user does not want any or all of these fields copied they
should place their mouse pointer in the box beside the description and click to add or
remove a check mark. The Buyer and Seller information will include the Notary Block
fields, if completed.

In addition, there are options to Copy Documents and/or Copy Legal Description
assigned to the Master File Number. Checking the option to Copy Documents will
copy the existing documents from the Master File Number to the new file. Then, when
the user goes into Documents > Select and Edit Documents > File Document List,
they will see the documents pre-selected. The documents will still need to be opened for
the DDE fields to be refreshed with the new file’s information.

New Escrow File [ |

Eserow Branch:  [007 - IS Digital S olutions. e, Main Office @25th, = |

[ File Type

= Residential ~ Commercial

Once all of the options desired
are selected on the New

— File Mumber Options

i+ Automatic

Escrow File screen, the user
should click on OK if the

information entered is correct

or Cancel to return and edit

| Additional Deposits ™ Reverse Names

I Rent Schedules I Copy Legal Description

¥ Property Information I Copy Documents

= Manual File Murmber: | Original Setup D ats: | ]
 Tract Mumber ta Pull; | Eserow Officer: [D01 - Darel Daves =1
[~ File Copy Options
Master File Mumber. [DSITEST
¥ HUD Data ' Buyer Names
™ Payoffs W iSelier Hames

before a new file is created.

New Escrow File

':9' ‘You have requested a new file

Proceed?

No
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The User will then be presented with a reminder that a New Escrow File has been
requested, do you wish to proceed? If all information is correct the User should select
OK and a new file will be created.

Select File

The Select File option, on the File menu, will present a screen for the user to enter an
existing file number into, in order to open the file for data entry work. The -/ Open
Existing File icon, on the toolbar, can be used to get to the same screen, as can the
ALT-F then S Quick Key shortcut.

Escrow Murnber Entry @
| e New File 54 Search

Enterthe Escrow Number:

|

The L== New File icon, at the top of the screen, will take the user to the New Escrow File
screen discussed earlier in this manual.

The &3 Search icon, at the top of the screen, will take the user to the File Search screen
discussed earlier in this manual.

Entering the file number in the field provided and clicking on OK will open the file for data
entry. If another user has the file open (and thus has a “lock” on the file) a message will
be presented explaining that and ask if the file should be opened in “read-only” mode. In
“read-only” mode, the user will be able to look at the data in the file but not change any of
it. A sample of that message is shown here.

Record Locked

l \  Somy, the record you have requested is cumently in use by tkovach on VM-IMPACT-780 (mpact).
The Lock was obtained at 1/29/2013 3:02:00 FM

Would you like to open this file in a read-only mode?

Yes No

Copy File

The Copy File option, on the File menu, is used to copy data between two existing files
of the same type. This would be done if the user did
not copy information from a master file at initial setup,

Copy Escrow 3]
Copy From Escrow. [DSTEST

but determined later that they wanted to do this. Copy To Escrow. [000000TT
Copying information from one file to another will CFWOF" _____ ,
v {HUD Date ¥ Buyer Names
wipe out the information previously entered in the I Payofis ¥ SelerNames
file, so this should only be done with newly opened : et .
files, before any data entry has been done. The & ¥ Proper bfematin B Gl
Copy File icon, on the toolbar, can be used to open_the —
Copy Escrow screen, as can the ALT-F then C Quick
key shortcut.
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The top of the screen is used to enter the numbers for the Copy From Escrow (source
file) and the Copy To Escrow (target file).

The Copy Options presented are the same as on the New Escrow File screen.

HUD (or CDF) Data - This option copies the entire source file to the target file, except for
accounting (ledger) data and payoffs, plus Additional Deposits and Rent Schedules
entered from the Worksheet style of entry. HUD Data is checked by default. If you do
not want the HUD Data fields to be copied uncheck the box beside the description by
clicking in the box. This option is useful for projects, condos, exchanges, or when a
substantial amount of information was entered into the wrong escrow, and you want to
copy it to the correct escrow file, before deleting it from the erroneous file. CDF charges
will be copied with this option.

Payoffs — if payoffs entered in the original file should be copied, check this box.

Additional Deposits — if available, the option will be enabled, and should be checked if
that data should be copied from the source file.

Rent Schedules - if available, the option will be enabled, and should be checked if that
data should be copied from the source file.

Property Information - This option copies all fields entered in the Property Information
screen from the source escrow number to the target escrow number.

Buyer Names - This option copies the Buyer Names from the source escrow number to
the target escrow number. Buyer Names is checked by default. If the user does not
want the Buyer Names to be copied uncheck the box beside the description by clicking
in the box.

Seller Names - This option copies the Seller Names from the source escrow number to
the target escrow number. Seller Names is checked by default. If the user does not
want the Seller Names to be copied uncheck the box beside the description by clicking in
the box.

Reverse Names - This option is useful for 1031 exchanges or when a customer is selling
and then buying. When Buyer Names, Sellers Names or both are selected to be copied
along with Reverse Names, the designations are reversed. The Buyers are moved to
Sellers, Sellers are moved to Buyers or both, respectively.

Copy Legal Description - This option is useful when there are long legal descriptions
that are common to several files, with parcel numbers being unique to each specific
escrow.

Copy Documents - This option is useful for escrows with the same lenders and multiple
loan documents. Impact will copy all the existing documents from the Copy From
Escrow to the Copy To Escrow. Then, when the user goes into Documents > Select
and Edit Documents > File Document List, they will see the documents pre-selected.
The documents will still need to be opened for the DDE fields to be refreshed with the
new file’s information.
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Modify File Status

The Modify File Status option, on the File menu,

opens the Escrow Number Entry dialogue box. If E;;"S:a':'c”hmbe'E"t"' ==
there is already a file open on the desktop the Enter

The Escrow Number entry field is pre-filled with Enterthe Escron Number

the current open escrow number. The & Search e

icon can be used to search for a file number. Cancel

The Modify Escrow File Status screen has four (4)

s ==l| choices in the Status area, Active (Open), Cancel, Set
EmmoEn: TSNy For Deletion, and Hold. None of the options will prohibit
Escrow Officer- 512 - Shem Lamb-D02-EQ r . . . .

Branch: 998 - Trairing Branch the user from modifying the escrow, receipting in funds,

Status

Reason

@+ Active(Open)  Cancel  SetForDeletion ( Hold

disbursing funds, or creating escrow documents. The
options are status flags only. Any status flag may be
reversed. The escrow status can be utilized in reporting.

Curent: Open

The Active (Open) status reflects an escrow that has not
been flagged Cancel, Set For Deletion, or Hold. Closed
files will reflect Open on the Current Status area of the

Cancel oK . .
—— screen, plus the screen will reflect when the file was

closed with a message: “Closed on mm/dd/yyyy”.

The Cancel status is used on an escrow that was cancelled per the parties involved or a
file was opened in error. The number of cancelled escrows will appear on management
reports. After Cancel is selected the Reason field will be enabled to allow for the entry of
a reason for the file’s cancellation. An automatic Title Order Sheet with “Cancelled”
imprinted on it will be sent to the Title Department, when a file is cancelled.

If one or more 1099-S forms have been issued for the file being cancelled, the user will
be presented with a pop-up message warning that the existing 1099-S’s will be deleted,
and the user must confirm the intent to cancel the file.

The Set For Deletion status is reserved for future use with archiving, but currently there is not an

archiving function in Impact/SOL.

The Hold status is used to identify files that should not be archived (for example, master
condos or projects). An escrow flagged as on Hold will not be archived, when that
functionality is added to Impact/SQL. Again, there is no archiving function at this time.

The Hold status, when turned on will exclude that file’s documents from being deleted by
the Batch Processor/Impact Windows Service document deletion routine.

Click on OK to accept the choice, or on Cancel to quit without saving. If the status was
changed, when the OK button is clicked, the Escrow Status Information screen will be
presented.
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File Status

The File Status menu option, on the File menu, opens the Escrow Number Entry
dialogue box. If there is already a file open on the desktop the Enter The Escrow
Number entry field is pre-filled with the current open escrow number. The & Search
icon can be used to search for a file number. Once a file number is provided, and the OK
button is clicked, the system will present the Escrow Status Information screen, on
which information on the full life cycle of the file will be presented, as shown below.

Escrow Status Information (=)
(5 ChangeFile | & Print
Escrow File #:  DSITEST Branch: 538 - Training Eranch
Seller Name #1:  Seller, Bill 2 Transaction Type: RFP - Residential Purchase
Buyer Name #1:  Buyer, One Date Opened:  02/28/2006
Escrow Officer:  CD - Connie Dusit Date Closed:

Type of Fle: Residential - HUD with GFE

@ Info @ Tracking \ @ Prelims/Commitments | @ Policies \ @ Edemal Systems |
Main Patticipants
Title File Number:  DSITEST Realtor:  Realty Consuttants
Project Name: Title Department:
Manual Date:  08/28/2006 Lender #1 Name:  Wels Fargo Bank
Opened By:  Darel DaVes Marketing Rep: 01 - House Accourt
Est. Close Date:  12/03/2007 Ed. Title Officer:  Lars Titleman Henry
Funding Date: Int. Title Officer:  LH1 - Lars Titleman Henry
Date Recorded: Processor:
Date Entered:  08/28/2006 Escrow Co/Other:  Sample Escrow Company
Last Changed:  05/27/2014 02.57 PM
Date Ordered:  11/29/2007 Test City, CA 88888

Ordered By:  Darel DaVes
IRS Reporting:  NON-REFORTABLE

Tile Status Property
Date Accepted:  12/05/2007 Sales Price:  1.400.000.00
Search Date Search Ints Loan Amount: 400,000 38
Exam Date: Exam Inits:  LH Parcel Number:  574-5967-3323
Into Typing: Address #1: 4321 Property Lane

Address #2:
City, State and Zip:  Phosnix, AZ 85029
County: Maricopa
Lot: 45
Block: 4
Unit: A
Subdivision:

At the top of the screen are two icons. The & Change File icon is used to select another

file for viewing. The %= Print icon is used to generate a printed report of the file
information.

General information about the file is presented at the top of the screen, under the
aforementioned icons.

There are four (5) tabs of information below the general file information: Info, Tracking,

Prelims/Commitments, Policies and External Systems. If there is content on those

tabs, there willbe a * red diamond in front of the tab name. Some general comments

on some of the data presented follows.

The Branch Number, Type of File and Manual Date are determined when a new
escrow file is established.

The Escrow Officer, Project Name, Date Opened, Opened By, Est. Close Date,
Funding Date and Date Entered are pulled from Initial Questions > Dates/Transaction
Info.

If the database is configured to automatically close the file when the revenue check is
cut, then the Date Closed and Date Recorded will be the date the revenue check was
cut. Otherwise, depending on the database configuration, Escrow may enter the Date
Closed and Date Recorded from the Disburse > Close File menu path.
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The Last Changed date and time is updated when a user signs into the escrow file. If
the database configuration is set to Enable File History Log, the user will be able to
produce a listing of who accessed the file and when from File > View Escrow History.

The Date Ordered and Ordered By is updated when the current user signed into the file
sends the file to Title via Edit > Order Title Search or Edit > Initial Questions > Title
Search.

If the database configuration is to Auto Print Title Instructions in the Title Department,
then the Date Accepted is updated when the title instructions print. If the Title
Department is manually printing the title instructions one by one the Date Accepted will
be blank.

The Search Date, Search Inits, Exam Inits, Exam Date, and Into Typing Date, on the
Info tab, are updated when Title inputs the information within the Title module under Edit
> Update Search & Exam Info.

The Typist Inits, Examiner Inits, Type Date, and Released Date are automatically
updated when the Prelim/Commitment is created. This information is on the
Prelims/Commitments tab. This information is on a separate tab to accommodate
Commercial files, which can have a prelim/commitment for each property. The properties
on the Prelims/Commitments tab are listed in the same order as they are presented on
the Property Information screen.

As an additional aid in the communication flow between Title and Escrow, when an
amended Prelim/Commitment is generated, the escrow officer will automatically be
notified via e-mail.

Information on the policy(ies) is displayed on the Policies tab. The Policy tab’s data is
automatically updated when the Title Department creates the policies. The Policy Date
reflects the date the policy(ies) was created, not the "as of” date of the policy.

The IRS Reporting field is updated with “Completed”, if a physical 1099-S was created
under Disburse > 1099S. If the file is flagged as Non-Reportable, that information will
present.

The Buyer #1, Seller #1, Realtor (who is the Listing/Seller Broker), Property
Address, Type of Transaction, Lender #1 Name, Sales Price, Loan Amount,
Marketing Rep, Escrow Co/Other, Title Officer (the name from Initial Questions >
Title Information > Title Officer), Parcel Number, and Processor are updated when the
Escrow user updates the escrow file in Edit > Initial Questions.

The Title Department is updated when Escrow sends a file to Title via Edit > Order Title
Search or Edit > Initial Questions > Title Search.

The date fields, for files created on or after a site went to version 8.1 of Impact/SQL, will
reflect the time as well as the date.

Information on the Tracking tab is explained in the Tracking section of this manual
(next).
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Tracking

The Tracking function, under the File menu, is a customized tool to track items that are
not specifically detailed on Initial Questions or on HUD lines. Tracking may be used to
keep track of some items required by the escrow instructions, for example. Default
Tracking templates can be set up for each transaction type, or for all files, by the System
Administrator, through the Utilities module. It is possible to set individual tracking items
as “Tasks”, which cannot be deleted by the user on individual files. The Tracking screen
allows an unlimited number of separate items to be maintained. Fields within Initial
Questions or HUD/Settlement Statement entry screens will not update Tracking, nor will
Tracking update the HUD/Settlement Statement. Tracking is a useful tool to inform
others in the office of the status of items ordered and completed.

After selecting Tracking from the File menu, if the user has an escrow open on the
desktop the Escrow Number Entry screen will open, pre-filled with the file number. If no
file is open on the desktop, the Escrow Number Entry screen will open and the user
should enter the file number. Click on OK to continue or click on Cancel to exit.

If there are not yet Tracking items set up for the file, a Tracking Template dialogue box
will pop up with a prompt asking if the user would like to use the default tracking

To Add a new entry, click here Type in comments here .
Tracking Entry 3
[ Change File | New Entry lﬁﬁese‘c = Print
Eszcrow Fle #: GFED1 Branch: 001 - USA Digital Solutions, Inc. Mpin Office @25th Ave.
Seller Name #1: Transaction Type: RFP - Residential Purchase
Buyer Name #1: Buyer, Happy H Date Opened: 05/08/2013
Escrow Officer:  5L1 - Shemi Lamb-001-EO Date Closed:
Description Date Ordered Date Received Comments el
Prelim Received W | 07/24/2014 0757 AM ||¥ | 07/24/2014 0757 AM | Shaded items are non-deletable "Tasks"
Loan Docs Received & Signed r r Checkboxes will fill Date fields with Date - Time
Loan Docs Back to Lender r [~
Lender Funds in Escrow r [~
Contract Acceptance r r I
Buyer/Bomower Funds in Escrow r r
Copy of Contract [ 07/23/2014 [ Manually entered dates cannot have time ES
Erokers Demand V| 07/24/2014 0811 AM | Checboxes work on non-Task items, too "

3 CCERs r [~ . Click twice on Date fields for Calendar tool w
Deposit r [~ 4 | July, 2014 | ®
Increase of Deposit - [ w
S1-Owner - M2 30 1 2 3 4 6 K

& 7 8 9% 10 1 12
ShBuyer r Tl 14 15 16 17 18 19 a4
20 21 2 RFB %
Date |ast changed: 27 28 23 33 N 1 2 Cancel QK

D aag ]z _Coesl [ ox ]

\

\ Today: 07/24/2014

\— Date last changed For the Calendar tool, click on

field, then click again or hit
ENTER - on non-Task items

template? Click on Yes to bring in the default set of Tracking entries, or click on No if
only manual entries are desired
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Tracking Template

':9:' Tracking has not been setup on this file. Would you like to use the default tracking template?

Yes No

The Tracking Entry screen presents the Description of the items to be tracked, the
Date Ordered, Date Received, and a column for Comments. “Task” items are shaded
gray, and cannot be deleted.

The checkboxes, in the Date fields, are used to quickly enter the current date and time. They
are the only way to enter dates on “Task” entries. To use the Calendar tool in any of non-Task
item Date fields, click on the field to highlight it, then click again or hit the ENTER key to enable
editing of the date fields.

Click on the last column and enter text to include Comments.

To the right of each non-Task entry, the * Delete icon can be used to remove the entry.
There are icons at the top of the screen to = Change File, add a L5F New Entry and to
%= Print the listing of events for the file.

Tracking may be customized per escrow. Depending on system configuration, the Title
Department may have the ability to add or modify the tracking data. Each entry field has
50 character positions available for comments. You can add items to be tracked, if the
default set does not include a needed item. Adding a new tracking item will add it to the
bottom of the list.

The Cancel button will close the window and abandon any changes, without a warning

The OK button save changes and close the Tracking Entry window.

Conversation Log

The Conversation Log is a utility through which notes of conversations partaken in
during an escrow’s life can be stored. The Conversation Log is used to keep a
chronological order of conversations entered by date, time and user. It can also be used
when someone other than the escrow officer takes a call concerning the escrow.

Entries to the Conversation Log cannot be modified after entry and can therefore be
used as evidence in a dispute. The Log does not spell-check typing.
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There are three icons at the top of the screen that are used to =7 Change File, add a L&-
New Entry and to = Print the Conversation Log entries.

[ Change File | [ & New Entry < Print
Escrow File #:  DSITEST

Escrow Officer- 512 - Shem Lamb-002-E0
Date/Tme | By |

02/12/2013 10:51 AM | Joe Westrick A second test entry in the Conversation Log,

02/12/2013 09:56 AM This is a sample entry into the Conversation Log. I-

Branch: 938 - Training Branch

Description \

There is an @ Info icon to the right of each entry that will open up a window showing the
full text of the entry. Again, entries cannot be edited nor deleted.

The entries are sorted, by default, in descending time order, with the most current on the
top of the list. Clicking on any column header will alter the sort to be by the column
clicked. Re-clicking on the column header will invert the sort (ascending vs. descending).

. A . . .
A custom sort can be done with the % } Sort icon in the upper right corner of the screen.

File Notes

The File Notes function allows the user to enter notes that are not specific to a party or
property on a file, but are, rather, file specific. It also provides a storage facility for
recording data from SoftPro 360 widget integrations which are not fed to specific fields
within Impact/SQL. The File Notes are accessed via the File menu in both the Escrow

and Title modules. They can also be accessed via the | File Notes icon, on the
desktop toolbar, or via the same icon on the data entry wizard toolbar.

When requested, and a file number has been provided, the File Notes screen will be
presented.

Change File Mew Ent Print 2l

Escrow Fle #: 44440566
Escrow Officer:  JWE - John West

The sample on the
right has several
entries recorded by the
SoftPro 360 widget's
RealEC integration and
one item entered
manually.

Branch: 001 - Escrow Branch(ET Mapped) ‘

Date/Time | By |
09/29/2014 08.
09/25/2014 02.
09/25/2014 02.
09/25/2014 01

09/25/2014 01.
09/25/2014 12
09/26/2014 12
09/25/2014 12.

Description
John West

This is @ sample “intemal use only” note

RealEC - 03/26/2014 2:32.19 - Event 270 - Submit
RealEC - 03/25/2014 2.04:17 - Event 220 - Submit
RealEC - 09/25/2014 112.29 - Evert 220 - Submit

John West
John West
John West
John West
John West
John West
John West

Here is the Deed for X000,

RealEC - 03/25/2014 12:38:46 - Evertt 100 - Submit
RealEC - 09/25/2014 12:36:18 - Event 100 - Submit
RealEC - 09/25/2014 12:30:42 - Evertt 100 - Submit

MAIRIRIRIAIRY -
A raEaETIEY
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The & Change File icon, at the top of the screen, is used to switch files for entering File

Notes.

The €= New Entry icon, also at the top of  (Eiae =

the screen, will bring up a blank File Note Fecrom Fle . 44240555 B
Escrow Officer:  JWE - John West

Entry screen, where a manual file note R
can be entered by the user. e 2ol

R-& @ T H 4 r W >80

Entered By: John West on 09/29/2014 08:01 AM Cancel oK
Last Modified By:  John West on 08/25/2014 08:01 AM =

The = Print icon will prepare a report of
all of the File Notes for the selected file. A
sample is shown to the left.

The ¢ Modify icon, to the right of each entry on the File Notes screen, will bring up the
File Note Entry screen, where the user may view previously entered information
(entered either by an integration or manually) and add to it or edit it, as need be.

The Internal use only checkbox is used to flag an entry for exclusion from custom
reporting that might be developed, if so desired.

The  Delete icon, to the right of each entry on the File Notes screen, will remove a File
Note.

Invoicing (optional)

There are two sub-entries on the Invoicing item on the File menu: Add and Modify and
Search.

Add and Modify

There are two types of items that can be worked via the Invoicing function in Impact: Pre-
Bills and Invoices. The document generated by each type will differ in that pre-bills will
indicate they are not a true invoice. These documents are customized by database. Pre-
bill and invoice numbering is automatic and the numbering schemes are database wide.
The default Bill To customer on new items is pulled from the party in the file designated
as the Bill To Customer, but can be changed on each item created. Depending on
system configuration, Escrow may have the ability to generate pre-bills &/or invoices, and
may be able to switch a pre-bill to an invoice. Also, depending on system configuration,
Escrow may not be able to delete an invoice once it has been entered into Impact. The
sample screen below reflects all of these settings as being enabled.

NOTE: There is not an Accounts Receivable function, within Impact, for tracking
invoices, and invoices can be edited at any time after creation — they cannot be locked.
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Selecting Add and Modify from the File menu opens the Escrow Number Entry
dialogue box. If the user has an escrow open on the desktop the Enter the Escrow
Number entry field is pre-filled with the current open escrow number. If no file is open
the entry field is blank and the user should type in a pre-existing escrow number or click

on the &2 Search icon to aid in locating the file number to work with. Click on OK to
proceed with the file number entered.

The Add and Modify Invoices screen is then presented, listing any existing pre-bills or
invoices, as shown below. Note that the one pre-bill on the listing shows a “P” after the
number of the item in the Invoice # column.

dd and Medify Invoices @
[LZ Change File Print Selected 5l Email Selected Publish Selected || &t New Invoice Al
5!1 Hle # DSITEST Branch: 398 - Training Branch

Seller Name #1:  Seller, Bl 2 Transaction Type: RP - Residential Purchase

Buyer Name #1: Buyer, One Date Opened: 08/28/2006

Escrow Officer: CD - Connie Duett Date Closed:

[ Date Invoice Number Bill To Name Ref Number Amount
T2 owe: e Gk

™| 10/04/2011 | 000OOO18 Wells Fargo Bank 1234567890 8.280.00 | /| K
™| 02/12/2013 | 10000012 P Sample Bill To Client 250000 | /| K

*New functionality has been added in Version 10.8 The Invoice screen (File > Invoicing >
add/modify) will now include the display of the user’s initials that created the invoice.

Across the top of the screen are the icons = Change File, = Print Selected, £5 Email Selected,

53 Publish Selected and 4= New Invoice. If an item is checked (checkbox to the left of each
record) the printing, emailing and publishing (if so configured) icons will be activated and will
affect those actions. If the user realizes that the wrong file was selected, or is entering a
number of invoices one file to the next, the Change File icon is a handy way to get to another
file, without leaving the invoicing screen. On the right side of the screen, next to each invoice,
area & Modify icon and a + Delete icon (if configured to allow deletions). The invoice
number cannot be modified on an existing invoice.

The LsF New Invoice icon will take the user to the Invoice Entry screen shown below,
from which either a pre-bill or invoice can be created (if so configured). The date will
default to the current date. No invoice number will be assigned until the invoice is
completed. If a party to the file has been assigned as the Bill To Customer, their

information will complete the name and address fields. The %‘l NAF icon, in the upper
right corner, will activate when the Bill To field has the focus so a customer can be
selected from the NAF.
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Invoice Entry @
NAF
Escrow Number: GFEQ1 Invoice Number:
Customer Id No: 10835
Invoice Date Type of Invoice
Bilto: [USA Digttal Saldtiors, Inc. ] " Regular Invoice
Attention: | e
Address #1: [10835 N. 25th Avenue
Address #2. [Sute 350
City. State and Zip: [Phoenix. AZ 85029
Reference Number: |
Product Code Description Liability Amount =]

» I | e
E &[]
= &
=l &
=l &
=l &
- 2|~

Total: 0.00
Import Tike Charges | _import From Escronw | Cancel

The Type of Invoice box, in the upper right of the screen, is where the user will indicate
if the item being prepared is a Regular Invoice or a Pre-Bill. This is also the control
used to switch a pre-bill to a regular invoice. When a pre-bill is switched to a regular
invoice, the original pre-bill number is retained in the system, allowing for searching
based on the original pre-bill number, even after switching.

Detail lines of the invoice are entered in the lower half of the screen. There is a limit of
30 entries per invoice. The Product Code column presents the items loaded in the
Invoice Description lookup table (maintained by the System Admin via the Utilities
module). The item selected from the dropdown will default a Description, possibly a
Liability Amount (also controlled by the Invoice Description table) and possibly an
Amount (if one is defaulted for the code selected). The Z Clear icon, to the right of
each entry will initiate the removal of the item, and the user will be prompted to confirm
they intend to delete the entry.

*New functionality has been added in Version 10.9, The Import Title Charges button, in the
lower left of the screen, will present if the enhanced Sub Escrow functionality is enabled, under
which Title and Sub-Escrow users can enter title charges. This button will pull charges entered
under that function into the invoice, eliminating the need to re-type them.

The Import From Escrow button, in the lower left of the screen, will pull charges entered
in the Title Charges section of the CDF, HUD or Worksheet styles of entry on
Residential files, or from Title Charges entered through Settlement Items on
Commercial files, eliminating the need to re-type them.

When the invoice detail entry is complete, click on the OK button to save and return to
the Add and Modify Invoices screen. To exit without saving, click on the Cancel
button.
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Search

The Search entry, on the Invoicing menu, is used to search the system for invoices.
The search can be done by Invoice Number, Pre-Bill Number and File Number.

The user should select the search Filter desired, then enter the value to be looked up in
the Search For field.

¢ i Print Selected /5] Email Selected 55 Publish Selected 2l
Search Far: 00000002 Search Fiter: |Invoice Number -
1 Record found.
| Date Invoice Number | File Number Bill To Name | Ref Number | Amount ||

ml 1271142012 | 000DDOD2 E-DSITEST Lender of Choice Special Delivery

Impact Online Documents (Impact Online sites only)

The Impact Online Documents option, on the File menu, will only appear on sites
utilizing Impact Online. Impact Online is used to allow customers to open files via the

Internet, and t0  [rpaowmebenmes =

Iet customers | [F ChangeFile | w Delete Selected

Escrow File #: OR313G Branch: 001 - USA Digtal Solutions. Inc. Main Office @25th Ave.
Vi ew Seller Name #1:  Sulins Jr.. Jefirey H Transaction Type: RP - Residential Purchase
Buyer Name #1:  Bradford, Charles P Date Opened: 03/12/2013
dOCUmentS Escrow Officer=  SL - Sheri Lamb - EM-001 Date Closed: 03/26/2013
published from & pa— Posoa on Posea By | Buper | Sl Lomdor s | Sling | Oter
|mpaCt to I~ | Affidavt - Not Same Person 03/15/2013 02:40:04 PM | Sheri Lamb - DSI v ~ v v ~ ~
I | Buyer Information Form 03/15/2013 03:42:28 PFM | Shem Lamb - DS| 2 I~ I I I I3
i I | Prelim/Commiment 03/18/2013 11:14:23 AM | Shem Lamb - DS| ¥ |~ I I ~ ~
ImpaCt On“ne' I~ | Title Instructions 03/26/201309:58:16 AM | Sheri Lamb - DSI 2 12 2 I W 1
|v | Tracking Entry 03/15/2013 02:18:41 PM | Sheri Lamb - DS| ~ Ir2 Ir2 ~ ~

The option, in
Escrow, is used
to do two
specific
functions:
Delete
documents that
have been published to a file in Impact Online and to alter viewing permissions to parties
to the file on published documents.

The screen above will present after the user identifies the file for which Impact Online-
published documents should be managed.

The = Change File icon, at the top of the screen, is used to switch to a different file’s
published document list.
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The # Delete Selected icon, at the top of the screen, will be enabled once one or more
documents have been selected by entering a checkbox in front of the document
Description. This action will delete the document(s) selected from Impact Online, not
from the Document List for the file, in Escrow.

The checkboxes under the party type headings (Buyer, Seller, Lender, Listing, Selling
and Other) indicate whether those party types have permission to view the specific
published documents. These are set when a document is published, but can be altered
from this screen.

Click on OK to save changes and return to the Escrow desktop.

Impact Express (optional)

The Impact Express function provides for the quick entry of a number of new escrow
files, over a range of available consecutive numbers, with a minimal amount of
information being requested initially. All files created through this method are considered
“Open” as of the date they were created (unlike the Tract approach, which tags files as
new once limited data is entered via Initial Questions.) As an escrow number cannot be
returned to “unused” status, once selected for use, the company may have this function
turned off if it is not expected to be used, to prevent the erroneous use of a large number
of file numbers by accident.

NOTE: Impact Express must be enabled by the System Administrator

Clicking on the Impact Express menu entry, on the File menu, will trigger the presentation
of the Impact Express Order Entry
screen, shown to the right.

Impact Express Order Entry (23]
Depending on the user’s access level, the Branch: [ - |
Branch field may already be defaulted and Strtng Escrowt: [
may be unchangeable. If it is not filled in, Numberof Eserows: |
the user should select the branch the files Fie Type: [Resdertil =]
are to be established in, using the o ]
dropdown branch list. e |[_o

The user must type the first number for the series of escrows to be opened into the
Starting Escrow # field. Automatic numbering does not apply to this screen. The
number entered must have at least four digits next to each other, and cannot be an
existing number.

The user must type the number of escrows that should be opened into the Number of
Escrows field.

The File Type selection is used to designate whether the new files are to be Residential
or Commercial in type.

Once all of the fields are completed, click on OK to proceed, or Cancel to exit without
creating the files.
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Should the Starting Escrow # that was entered be a pre-existing number &/or not have
four digits next to each other, then a message stating that problem will present. Click OK,
to clear the message, and then enter a Starting Escrow # that is not a pre-existing

number and which has four digits next to each other.

The system will present a screen asking the user to confirm that they wish to create
whatever number of files they have requested, like that shown here. The user should
carefully check the count requested and then click on Yes to continue, or No to stop and

correct the count.

Impact Express Order Entry

Yes

'9' Are you sure you want to add 2 orders?

Mo
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The system will present a modified initial data entry screen, as shown below, that reflects
the number of files that have been requested in the header. The first file number
requested will present just below the icons at the top of the screen.

NOTE: If the user does not proceed through the data entry screen for each file, but clicks

on the i= Save & Exit icon at any point before the last file requested has been presented,
the balance of the files requested will not have been created.

The user should proceed to enter data in the data entry fields for the first file. The only
required field on the Impact Express data entry screen is Escrow Officer, regardless of
the system’s mandatory fields settings.

Impact Express (Residential) - File 1 of 2

[ & B 4 v = I
Save & Exit Print Previous Jurmp Mext Clear Send to Title MAF
Escrow Number: 00001000
Order Type: [Erl 5| [l
| J Address: |
Escrow Officer: | JMW - Joe Westrick hd
Chy, State, Zp: | [az ~| |
Title Company: |
County: |Maricopa j
Project Name: |
Sales Price:
Reference Number 1: |
Title Crder Number: | Loan Information
Other Ref Number: | forriE
Processar: | j Type of Financing: |N0ne j
MNeed by Date: .
Parties
Sourcs of Business: | S| 2 Lender #1: |
Bill To Customer: |USA Digital Selutions, Inc. E’ & Attomey #1: |
Seller #1: | Attomey H2: |
Buyer#1: | Other Party: |

The

zﬂ NAF icon can be used to furnish information for the following fields:

Title Company (outside Title Co)
Source of Business

Bill To Customer

Seller #1

Buyer #1

Lender #1

Attorney #1, #2

Other Party

A Digital Sol
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Across the top of the screen are seven icons (other than the NAF icon discussed above), which
are explained below.

Irmpact Express (Residential) - Filel of 2
= & . 3 2 = g
Save & Exit Print Previous Jump Mext Clear Send to Title MNAF
Escrow Number: 00001000
Order Type:  |[SeplE R REZ=GE
Address: |
Escrow Cfficer: ‘JMW - Joe Westrick hd
City. State. Zip: | [az ~| |
Title Company: ‘
County: |Maricupa j
Project Name: |
Sales Price:
Reference Number 1: ‘
Title Order Number: ‘ Loan Information
Other Ref Number: | Amount:
Frocessor: ‘ j Type of Financing: |N0ne j
MNeed by Date: .
Patties
Source of Business: ‘ a & Lender #1: |
Bill To Customer: ‘USA Digtal Solutions, Inc. E}, & Attomey #1: |
Seller #1: | Attomey #2: |
Buyer #1: ‘ Cther Party: |

The |d Save & Exit icon will save the current file and exit the Impact Express routine. If the user
had not proceeded through all of the files requested, they will not all have been created...just
those worked up.

The %= Print icon has a single option under it — Title Instructions. The user can print the Title
Instructions for the file on the screen with this option.

The 4 Previous icon will be grayed out if the user is on the first file requested. If not on the first
file, the icon can be used to move back through the files being worked up, saving changes on the
current file.

When the dropdown arrow to the right of the Qh Jump icon is clicked on, a listing of all of the files

that have been worked up at all (by going to them in order with the ¥ Next icon, so that they
have been created) so the user can “jump” to a file out of order. Again, the dropdown will initially
only present the first file requested, if the user has not moved through each file requested,
thereby creating them.

The * Next icon will save data on the current file and take the user to the next sequentially
numbered file in the set requested. The P Next icon will be grayed out when the user reaches
the last file requested. At this point, once the data entry is completed for the last file, and the file
has been submitted to Title, if so desired, the & Save & Exit icon would be used to get out of the
Impact Express data entry screen.

Clicking on the 2 Clear icon, at the top of the screen, will result in a prompt asking if the entire
screen should be cleared for the current file. If the user replies in the affirmative, all data entered,
including the Order Type and Escrow Officer will be removed from the screen. The 2 Clear
icons in the body of the screen, by the Source of Business and Bill To Customer fields, will
only clear those respective entries.
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The =¥ Send to Title icon is used to submit the file presently on the screen to the Title
Department. The user will be presented with a confirmation prompt and with a prompt asking if
the Title Instructions should be printed for the file.

After the files are opened through Impact Express the user may work the files more completely
through the routine Initial Questions, and other data entry, screens.

View Escrow History (optional)

There are events that occur within Impact/SQL that are tracked and written to a history log file. If
the option is turned on, in Utilities, to allow users to view the history data, users will see the View
Escrow History option on the File menu.

*New functionality has been added in Version 10.8 / 10.9 to track changes in data entry and
Previous and New Values for the following items, Type of Closing, Source of Business name,
Lender Name, Loan amount. Please see screen shot below for details.

The =7 Change File icon, at the top of the screen can be used to pull up the history for another
file.

View File History [ x|
,_} Change File | ;o5 Print
Escrow File #  SH105T Branch: 001 - USA Digital Solutions, Inc. Main Office @25th ...
Seller Name #1:  Seller, Sam A. Transaction Type: RP - Residential Purchase
Buyer Name #1:  Buyer, Bob R. Date Opened: 01/27/2017
Escrow Officer:  5H2 - Shelley Herbin-002-EQ Date Closed:
Changed By | Date Changed | Activity Previous Value | New Value
5SH 01/27/2017 03:42 AM  Source Of Business Changed Apha Real Estate
SH 01/27/2017 09:42 AM | Source Cf Business Changed Wellz Fargo Bank
SH 01/27/2017 09:42 AM | Loan Amount Changed 250,000.00 550,000.00
SH 01/27/2017 09:42 AM | Lender Mame Changed Wells Fargo Bank | Ficus Bank
SH 01/27/2017 09:41 AM | Sales Price Changed 500,000.00 5,000,000.00
SH 01/27/2017 09:41 AM | Change Entry Type 7-CDF & - Commercial

The Table below and on the next page reflects the items tracked and further indicates which
tracked items will reflect a Previous Value and New Value on the View File History screen.

Events Tracked Show Previous and
Current Values
File Initial Opening Yes
Change of File Status Yes
Title Instructions Printed
HUD Printed No
User Opening of File Yes

Copy Base Action taken
NextAce Data Imported into
Commitment/Prelim

Commitment/Prelim is Typed No
Commitment/Prelim is Released No
Policy Typed No
Change of Branch f File Yes
Change of Data Entry type Yes
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File Copy Yes
Fees Imported

Vesting Data Imported

File Publishing to SmartView Yes
Commitment/Prelim Deleted

Sales Price Changed Yes
Transaction Type Changed Yes
Lender Name Changed Yes
Loan Amount Changed Ys
Buyer Name Changed Yes
Seller Name Changed/Deleted Yes
Marketing Rep Changed Yes
Marketing Rep Percentage Changed Yes
Title Charges Status Changed Yes
Ordering of Title Search & Legal Updated Yes
Type of Closing Entity Type Changed Yes
Source of Business Changed Yes

Publish File (optional)

Should the environment be configured with one or more integrations that can accept file data, the
Publish File menu option will appear on the File menu. Clicking on the item will trigger the DSI
Messaging component installed to attempt to publish the file data.

If the publish event is successful, the user will receive a prompt to that affect, with the
corresponding system’s number assigned to the file. If the publish event is unsuccessful, the
user will receive a message explaining why the event was unsuccessful. If, for example, the
problem is missing data, the user would correct the situation and re-publish.

Save File

When a file is opened on the user’s desktop (indicated by the file number being presented in the
lower left corner of the desktop screen), the Save File option will be enabled on the File menu.
This option is used to save any data changes not already saved and will unlock the file and
remove it from the desktop — freeing it up for others to work with. It is highly recommended that
any file be saved out of as soon as it is not being worked on, to make it available for other users
who may need to access it.

The d save File icon, on the tool bar, performs the same function.

Choosing the Select File or New File options will automatically execute the Save File function if
there is a file already open on the desktop.
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Outside Services (optional)

Should the environment be configured with one or more integrations with outside services, such
as with RealEC, the Outside Services menu option will appear on the File menu. This option is
used to gain access to the interfaces of those service providers. Separate documentation on
those integrations should be consulted for further information on functionality. This is not related
to the SoftPro 360 integrations.

Exit

The last entry on the File menu is Exit. This function is the same as clicking on the #3§ Close
icon in the upper right corner of the Impact/SQL Escrow desktop. This will shut down the Escrow
module. Should there be a file open on the desktop, it will be saved before the module is closed.
It is highly recommended that the user exit the application when they leave their desk or go home
for the day so that they do not leave the system accessible under their login — giving others the
opportunity to work in the system as though they were the user.

Edit Menu

The Edit menu is where the data entry screens are located for Escrow files. Order and
settlement information is entered on these screens. The Edit menu is only activated when there
is a file open on the user’s desktop. This means the file is locked to other users, so that there is
not a conflict over data being entered and saved on the file.

There are five entries found on the Edit menu; three are always the same and the second to the
last depends on the type of file selected (Residential or Commercial) and the data entry form
selected (if Residential). The menu will reflect the following items, each of which will be
described in the following pages:

e Initial Questions
e Legal Description
e Order Title Search

e Closing Disclosure Form, HUD, HUD-GFE, Worksheet/Worksheet-GFE, or for Commercial
Files, Settlement Entry.

¢ Recording Information

As indicated earlier in this documentation, when a file is opened initially, the determination is
made at that time whether it is to be a “Residential” file or a “Commercial” file. This distinction is
NOT to be considered the designation of a transaction type or property type, but, rather, is driven
by the nature of the underlying real estate transaction. The reader is referred to the earlier
section of this documentation on New File setup for the explanation of the two types. If
“‘Commercial” was the file type selected at opening, the fourth Edit menu entry will be
“Settlement Entry”. If “Residential” was the file type selected at opening, the fourth Edit menu
entry can be either Closing Disclosure Form, HUD Style Entry or Worksheet Style Entry —
dependent on system settings and the user’s choice of entry style, made on the first screen of
Initial Questions — to be explained further below. And, within the Residential file type, there is a
further distinction for the type of data entry, driven by whether the transaction is governed by the
RESPA 2010 regulations or not.
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The following discussion of the Edit menu’s many facets will discuss all of the aforementioned
data entry types. The differences are most pronounced in the Closing Disclosure Form, HUD,
Worksheet or Settlement Entry area, but there are some differences during the Initial
Questions data entry phase as well. A user is well advised to review and consider all options
before opening a file and making the determination as to which path they will be following. In an
effort to avoid confusion between types, the following discussion will be broken down by type
(Residential vs. Commercial) where relevant.

Initial Questions - Residential

The Initial Questions entry screen listing, under the Edit menu, will present, for Residential
files, between six and eight (6 & 8) items, depending on system configuration (listed below).
These screens are used to enter the data required before submitting an order to Title. Since not
all fields pertain to every escrow, the user must determine which data to enter. Some fields in
Initial Questions can be set to require an entry — they can be made mandatory. Mandatory
fields will have a green background on the data entry screens.

e Dates/Transaction Info e Source of Business/Bill To
o Property Information e Title Information

e Parties e Prelim Distribution List

e Commissions (optional) e Misc Data Entry (optional)

e Recording/Transfer Charges
(optional)

Functional and Navigational Icons on the Initial Questions
Screens

At the top of the Initial Questions screens, there are a set of icons used to perform functional
and navigational tasks.

P = a D] | - i) »

Save & Exit OnEions Print T Title Search | Docs | File Notes | Disburse ~ | Previous Jump Mext

The |d Save & Exit icon is used to get out of the Initial Questions screens. Any data changes
that have been made are saved to the database through use of this icon. There is not a way to
exit without saving changes that have been made to the screens.

The Options icon is used to open the File Options screen, through which defaults can be set
(depending on system configuration, property location and file type) for Prorations, Title Insurance
Premiums and Sales Tax. This icon will appear on GFE, Commercial, and CDF files. The screen
will be discussed in more detail in the appropriate sections of this documentation.

The = Print icon has three options under it: HUD, Settlement Statement & Title Instructions.
The user can print any of the three documents, for the file on the screen, with this option by
clicking on the dropdown arrow and selecting the document to print.

The 24 Title Search icon is used to submit the order to Title. While the user will be prompted as
to whether they wish to submit to Title upon exiting, they can initiate that function with this icon.

The IE Docs icon is used to take the user to the Escrow Documents menu.
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The =! File Notes icon is used to take the user to the File Notes screen, for the selected file.

The = Disburse icon is used to take the user to the Disbursements function.

The 4 Previous icon will be grayed out if the user is on the first screen of Initial Questions. If
not on the first screen, the icon can be used to move back through screens as they are being
worked up.

When the IIhgump icon is clicked on, a listing of all of the Initial Questions screens is
presented so the user can “jump” to a screen out of order. In addition, there is an entry on the
screen listing to jump to the HUD entry screens directly, without having to save and exit.

The ¥ Next icon will take the user to the next screen of Initial Questions, unless the user is on
the last screen, and then the icon will be grayed out.

Some Navigational shortcuts and Icons that are accessible and/or available within IMPACT are:

The i Calendar tool presents next to date fields and can be used to select a date. Alternatively,
the user can simply type in the date in MMDD form (if current year) or MMDDYY if not the current

year.

The F4 function key can be used to open dropdown menus for the fields with them.

The TAB key can be used to move from field to field.

Dates/Transaction Information Screen (Residential)

The first screen of Initial Questions is the Dates/Transaction Information screen, shown

below.

H 3 & £ i)
Save&Ext | oprions | Prnt " TitleSearch | Docs

Order Type

Closing Disclosure Form Entry [00001152] - Dates/Transaction Information

g~

- .
File Motes | Disburse Previous Jump N

Date

Pror

Type of Trans;

272672015 [

Type of Closing: [CDF (Closing Disclosure Fam) -
Escrow Officer: [SL1 - Shen Lamb-001-£0 =l
Title Officer: [None =]
Processor [ ~|
Warketing Rep: [00 - None |
Marketing Rep #2: |00 -None x| Percent: |
Marketing Rep #3: [00- Nene | Percent: [
Marketing Rep #4: [00 - None | Percent: |
Date Opened Cortract Date Funding Date: 0272672015 [
Settlement Date/Close of Escrow Date: [02/26/2015 [ Cortract Number: [ Disburse Date: [02/26/2015 [

Signing Date: [02/26/2015 [

n: [RP - Residential Purchase

x| ¥ IRSRepottable [~ Exchange

Underwter: | th Land THle I ompary =1 @
Premium Rate: 01 -Owner’s Policy ALTA Lender's Paiicy =l
SelesPrice: | 52647600 Estmated TleFee: | | This orderhas a rescission period
bl Degost: [ .| Estmeted Escrow Fee: |
Funds Heldby Broker: | 5000.00 Project Name: [
FundsHeldBy: [Seling Agent =]

Order Type is the first field at the top of the screen, if the system is configured to present it. A
default can also be set for the database. The options are Escrow & Title, Title Only and
Escrow Only. The dropdown list is presented by clicking on the arrow to the right of the field, or
clicking on the F4 function key. The user can also hit the “E” or “T” keys to move through the
options (“E” for the two entries starting with “E”, “T” for Title Only). The primary use of this field is
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for categorization of transactions for management reporting. However, the Escrow Only
selection will eliminate the prompts about submitting the order to Title; the user can still submit
manually — but should not need to. The Title Only selection will cause the file to be marked
“Non-Reportable” (with regard to 1099-S issuance).

Type of Closing is the next field and it is important to understand the options available.

e HUD - used for files that are not confirmed to need to consider the 2010 RESPA
requirements and with which the user wishes to use data entry forms that resemble the HUD
sections, with HUD numbering.

e Worksheet — used for files that are not confirmed to need to consider the 2010 RESPA
requirements, and with which the user wishes to use data entry forms that do not have HUD
numbering and which include extra proration and rent schedule fields

e HUD with GFE — used for files that must comply with the 2010 RESPA regulations that
require a GFE Comparison and Loan Terms schedule, among other things, and with which
the user wishes to use data entry forms that resemble the HUD sections, with HUD
numbering and GFE data entry fields. A HUD-1A cannot be generated with a file of this
selection.

o Worksheet with GFE — used for files that must comply with the 2010 RESPA regulations and
with which the user wishes to use data entry forms that do not include HUD line numbering.
This selection is very infrequently used, as the RESPA regulations direct items to specific line
numbers and not having them available for reference makes data entry difficult. A HUD-1A
cannot be generated with a file of this selection.

e Commercial —this Type of Closing will default if the user selected Commercial as the File
Type when opening the new file...but if Residential had been selected on the New File
screen, and Commercial was what should have been selected, it can be changed here. The
Commercial Type of Closing used to provide the user with the Commercial Settlement
Charges entry screens.

e CDF (Closing Disclosure Form) — used for files that must comply with the CFPB’s
Integrated Mortgage Disclosures regulations effective for files whose applications were
received by lenders on or after 8/1/205.

The default Type of Closing can be set for the database, but the user can always select the
other options (unless the database is set to allow Worksheet styles only — which is very rare due
to the 2010 RESPA requirements, and the CFPB’s Integrated Mortgage Disclosures effective
10/1/2015). The user will be prompted to confirm the change upon tabbing out of the filed or
clicking on Save & Exit. Should the file have additional deposits, the user will receive a warning
that deposit entries will be deleted when the change is made.

As indicated previously, the Type of Closing can be changed, but data loss is likely. The user
will be prompted, when the user tabs out of the field, or clicks on Save & Exit to end data entry,
to confirm the switch is desired, and an indication of possible data loss will be provided to the
user.

Escrow Officer — all files must have an escrow officer assigned to them, even Title Only files.
The user should select an escrow officer from the dropdown list. Only EQ’s assigned to the
branch of the file will be presented. The flagging of a user as an Escrow Officer is done through
the Users function, in the Utilities module, by a System Admin. A Secondary Escrow Officer
field may present if the option to add a second is enabled.
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Title Officer — the dropdown list presented is of internal title officers assigned to title plants
available to the branch of the file. If a TO is selected, the title branch of the TO will be the title
branch the file is submitted to, when submitted to Title. If no TO is selected, and the branch of
the file has multiple title branches available to it, when the user submits the file to Title, they will
be prompted to select a title branch for the submission. The flagging of a user as a Title Officer is
done through the Users function, in the Utilities module, by a System Admin.

Processor (1 or 1-3) — this field is used to identify an escrow secretary or escrow assistant that
will be the primary support person for the file. All users assigned the Processor flag will appear in
the dropdown. The email notification on the release of the prelim/commitment, if so configured,
will go to both the Processor and the Escrow Officer assigned to the file. The flagging of a user
as a Processor is done through the Users function, in the Utilities module, by a System Admin.
There is a system option that can be enabled that will allow up to three processors to be assigned
to every file.

Marketing Rep (1-2, or 1-4) — depending on system configuration, two or four marketing rep
fields will be presented to the user. The appropriate rep(s) should be selected by the user, and if
more than one rep is selected, each (other than the first) should be assigned their “ownership
interest” percentage. The undefined balance will be considered the first rep’s interest. The
percentages can be used in management reporting. The dropdown list of marketing reps is
maintained in the Utilities module, by a System Admin, in the Marketing Reps User Table.

Date Opened - this field is pre-filled with the date the file was created but can be changed by the

user manually or with the i Calendar tool. There is another system-managed date field, that the
user cannot change, that maintains the actual date the file was created — which tends to be the
field used in management reporting.

Contract Date — this field is used to enter the date of the purchase contract, if there is one. This
field is available to be pulled into escrow documents.

Close of Escrow Date — this field is used for the anticipated closing date. It prints as the
Settlement Date on the HUD and
Settlement Statement. If this date field is
changed, after being initiaIIy set, a pop-up I\, You have changed the Close of Escrow date. i is recommended that you verfy the Proration Date
window will remind the user to check on

the Proration Date.

Close of Escrow

This date is also used as the basis for closing projects. A separate Close Date field is
maintained by the system, normally the date that the Fee Check/Fee Slip was generated, which is
most often used for management reporting.

Contract Number — this field is used in conjunction with the Contract Date, as needed.

Proration Date — this field is used to set the Change Prorations =
beginning or ending date on certain prorations. If
the proration date field is changed, the user will
receive a prompt asking which prorations should be

altered by the system — giving the USer control over | ¥ e e e e e o Touilnees
whether existing calculations should be changed. -

If some data has not been entered, not all of the
prompt’s options will be enabled. The user may
check any and all enabled options — with the Cancel [0k ]
Taxes, Assessments and Miscellaneous prorations
option being pre-checked. If that option is not desired, the user must uncheck it.

You have changed your proration date from 02/28/2013to 02/27/2013

Which prorations would you like to change?

-
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Funding Date - this field is used to identify the funding date and will appear on the HUD.

Disburse Date — this field is used to identify the disbursement date of the file and will appear on
the HUD. There is a Setup Option that can be set that will set the Disburse Date to the date of
the fee slip/fee check, when the item is issued.

Signing Date - this field is used to identify the signing date for the transaction and will appear on
the HUD in box “I”.

Type of Transaction — the transaction type is selected from the dropdown list. This field is used
to categorize files for management reporting. This field is often mandatory. The transaction type
lookup table is maintained, through the Utilities module, by a System Admin. Transaction types
can be flagged to enable 1099-S reportability or to prevent it. The selection of the Type of
Transaction that is flagged as a “Refinance” type (in Utilities), on a CDF file, will result in some
changes in the Lender’s Loan Terms and CDF screens. These changes will be discussed in
detail in the applicable sections of this documentation. There are two variations of how the CDF
can be presented for Refinance transactions, and both will be explained later in this
documentation. Should a CDF file’s Transaction Type be changed, after its initial setting, to a
Refinance-flagged type, the user will receive the following warning message, detailing the
changes that will be made to the file.

Transaction Type Changing

':e:' ‘You have changed the transaction type to a Refinance transaction type, any seller parties, Real Estate Agents, Sales Price and funds held will be
deleted and any seller charges entered on the COF will be transfemed to the bomower.
Are you sure you want to continue?

Yes Mo |

IRS Reportable — this checkbox is used to indicate whether the specific file will have 1099-S
reporting done out of it. If the transaction type previously selected is flagged to indicate files of
that type are not subject to 1099-S reporting, this option will be grayed out.

Exchange - this checkbox is used to indicate the transaction is involved in a 1031 Exchange —
so that the corresponding checkbox on any 1099-S produced will be checked. If the transaction
type previously selected is flagged to indicate files of that type are not subject to 1099-S
reporting, this option will be grayed out.

Cash Sale — this checkbox is used to indicate if the transaction is a “cash” transaction. The flag
will be available to Crystal Reports to be used in Custom MIS. Transaction Types flagged as
“‘Refinance” (via the Utilities configuration of Transaction Types) will clear and disable the Cash
Sale field. The Cash Sale flag, when set, will make unavailable, on the Lender(s) screen(s), the
Type of Financing types of “New” and “Refinance”. Should one of those two Types of
Financing already be selected, the Cash Sale flag will not be available, until the Type of
Financing is changed.

Underwriter — this field is filled via the dropdown listing of available underwriters. If only one is
available, it will default. Once the file has been submitted to Title, the underwriter selection
cannot be changed through the Escrow module — only through Title. Underwriters can be set as
inactive, so, should that happen, an underwriter could disappear from the listing the users are
used to.

Premium Rate — the dropdown for this field presents the product sets that have been defined by
the business as those available to their customers. The listing will present the various
combinations of owner’s and lender’s policies and the user should select the description that best
fits the transaction. The listings may differ by underwriter. Should additional information need to
be provided to Title, it can be added in the Comments field on the Title Information screen.
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Sales Price — the purchase price of the property is entered in this field, if a purchase transaction.
The field can be left blank if a refinance transaction. The loan amount, on a refinance
transaction, is not entered here, but on the Lender screen.

Initial Deposit — this field is used to record the earnest money on a purchase transaction. The
first time an amount is entered in this field, an Initial Deposit (receipt entry) screen will present,
letting the user create the earnest money receipt at that time. The Earnest Money receipt type
will default. The user should enter the Payor Name and

Initial Deposit
confirm the other information on the screen is correct. If Eu:-m_em oot~ =
the user is in fact not in receipt of the funds, and does Not | | e - teate serioe0
wish for a receipt to be created, then the Cancel button f:; R o
should be clicked. The user should only click OK, and B TS s e —
continue with the receipt creation, if the funds are in hand. Payor ame: }Emwwv

Escrow Name: |/Ware

In the HUD & CDF styles of data entry, the (...) ellipse Recele [N Eameteney ___[5]
icon next to the Initial Deposit Amount field is used to i e
add additional deposits and provides for the creation of Receipt Amourt: e
additional receipts. This is described in more detail in the e
HUD 200 screen section later in this manual. Gance

In the Worksheet style of data entry, additional deposits will prompt the user to create receipts, if
the system is so configured.

Funds Held by Broker — this field is used to identify the amount, if any, of Buyer funds being
held by one of the agents (Listing, Selling or Other), that will not be placed into escrow and will be
deducted from their earned commission.

Funds Held By — the dropdown list will let the user select which agent (Listing, Selling or Other)
is holding the funds identified in the field above. The system will utilize this information to
manage the funds being disbursed to the appropriate party.

Estimated Fee Information — Title and Escrow — these fields are purely informational and are
used to record anticipated fees on the transaction. Managerial reports can present this
information. These fields are not used on the HUD or Settlement Statement.

This order has a rescission period — this checkbox should be checked if that is the situation
with the file (typically refinance files). CDF transactions with a rescission period must have the
CDF provided to all parties who have the right of rescission, not just the borrower. This
checkbox, when combined with the “Print Buyer/Borrower names” Confirm Receipt checkbox,
on the Loan Calculations and Other Disclosures screen, will override the absence of the
“Show on CDF” checkbox, on the Parties screen, and will print all Buyer/Borrower names on the
receipt confirmation schedule of the CDF.

Project Setup [E5m]
Project Name — this field is used to link escrow files to a Peps LTSI
project or condo master file. The field is used to group Project Tee: |
files with a project for reporting purposes, enabling MesterEsow: [
reporting on an entire project for a developer. The project B | =
name can be up to six (6) characters. Cancel

When the project name is entered, the system will check
to see if there has been a project identified by that name previously established in the database.
If not, a screen will be presented, like that shown here, on which the user should identify the full
Project Title, the number of the Master Escrow (must be a pre-existing file, in the user’s branch;
can be the active file) and the Bank involved (will default to the bank of the Master Escrow).
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That completes the description of the Dates/Transaction Information screen of Initial
Questions.

Property Information Screen (Residential)

The Property Information screen is used to enter information on the property involved with the
transaction. Most of the fields on this screen are available for use in escrow documents and in
reports.

Closing Disclosure Form Entry [00001152] - Properties

@ Personal Property Notes I

Address #1 I Foreign Address

Address #2. |

Gy oo | Swe [ 7] Zecede S
Propety Courty: [Waicopa | Propety Type: | =
Municpalty Typs: [ <] Municipalty Name: [
Subdvision Neme: [ _.| T/SWesks: [
Appraisal Type: [Estmated Propetty Value = Appraised Value: | 600.000.00
Appraisal Description: |
Unt: [ Low Lot: | High Lot: [ Bock: [
Tract: | Map Book: | Map Page: |
qiea3es [ ARBMNumber [
Section: | Township: [ Range: [

Full Legal Brief Legal
Tax Parcel 1D Numbers / Tax Map Keys HFR Numbers

There are four tabs on the Property Information screen: Property, Mobile Homes, Personal

Property and Notes. Should there be data on the respective tabs, there willbea * red
diamond icon next to the tab name. The Notes tab presents a memo field into which comments
may be entered by the user for future reference.

Property Tab

The Property tab is used to detail all the pertinent information about the property, starting with
the address information. There are two lines for the street or box address information (Address
#1 & Address #2) and then City, State and Zip Code fields. The City field has a dropdown list
that can be populated by the business with those cities that they routinely do business with;
selections from that list may populate the County and State fields at the same time.
Alternatively, the user can enter the Zip Code and the City and County fields will be auto-
populated. If the zip code is entered after the City and/or County information, the system will
validate that the City and County entries match the stored values for the Zip Code. The State
field dropdown has all of the states abbreviations listed.

If the Foreignh Address check box is checked, the City, State and Zip Code fields are replaced
with a single Location field that can be used to identify the city, country and postal code (if any)
for the foreign address. This routine is recommended for military addresses as well.

There will be a Search button to the right of the Address #1 line if the system is configured for an
integration with an external property search function, such as that from CoreLogic. This type of
search function is used to qualify the address information and let the user select search results to
populate much of the property information screens. This is not the same as the search function
utilized within Impact to locate files.
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The County field will normally default to the County on the Branch setup screen, but this is
optional.

The Property Type field is populated via the business-maintained dropdown listing of property
types (ie. 1-4 Family Residence). The property types are used to categorize the transactions for
management reporting, but have no other functionality in the system.

The Municipality Type and Municipality Name fields are provided, but are not used in most
states.

The Subdivision Name field can be filled from stored subdivision information via the use of the
button with the ellipse (...) on it, next to the field. The stored subdivision information can fill the
Tract, Book and Page fields as well. If the user does not find the subdivision name they need in
the listing available, they can enter the name manually. The stored subdivision listing is
maintained by the business via the Utilities module.

The T/S Weeks field is used to store the number of weeks of a timeshare unit, should the
transaction involve a timeshare transfer.

The Appraisal Type, Appraised Value and Appraisal Description fields are used, on non-
sale/refinance CDF transactions, to change the label in the Closing Information section at the
top of page 1 of the CDF from “Sales Price” to either “Appraised Prop. Value” or “Estimated
Prop. Value”. And the provide for the presentation of the appraised value rather than a sales
price. The user should select the Appraisal Type from the dropdown, and if "Other” is selected,
the Appraisal Description field will open up for user data entry. The Appraised Value should
be entered into the field of that name.

The Unit, Low Lot, High Lot, Block and Q1Q2Q3Q4 sections of the screen are used to detalil
information related to the plat map of the property. The user would only use the Unit or the
Q10Q2Q3Q4 sections, not both, depending on how the property is described in the land records.

The Brief Legal field will auto-populate from data entered in the Subdivision Name, Tract, Map
Book and Map Page or Section, Township and Range fields (whichever set are used), the first
time the brief legal field is tabbed or clicked into. The user can modify the brief legal that is
presented. The brief legal field is limited to 250 characters. Note: if changes are made to the
individual component fields, the brief legal will not be automatically reconstituted unless it is
deleted and the field is tabbed into again when empty.

Clicking on the L] Full Legal icon will launch MS Word® and let the user enter the full legal
description. The full legal is stored as an MS Word® document by Impact/SQL and, as such, it
can be incorporated into other documents prepared within Impact/SQL. Often, Escrow does not
enter the full legal, but leaves that task to Title. Once an order has been submitted to Title, the
full legal cannot be edited by Escrow unless an override setup option is enabled.

The Tax Parcel ID Numbers / Tax Map Key fields (four) are available for that data and are
available to the Search function in Impact. Hyphens must be included when entering the tax
parcel numbers, as there is not a standard convention.

The HPR Numbers (horizontal property regime) fields are used with property descriptions of
timeshare or condominium units. If needed, these fields could also be used for additional tax
parcel ID numbers or tax map keys. Depending on the system configuration, these fields may be
labeled Property Levy Codes.
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Mobile Homes tab

The Mobile Homes tab, on the Properties screen, is used to detail any number of mobile homes
that may be involved with the transaction. The data entered on this tab is available for use in
escrow documents. When first presented, the screen looks like the sample below.

Clicking on the L== New Mobile Home

icon will create an entry, in the column on
the left side, of “Mobile Home 1” and will

open up the data fields for entry of

HUD with GFE Enery 00051001) - Progetes
= 4 | m w 1 .
Pt " TaleSeach Docs RNt | Diue | Prevous  hmp T Nes

 Froeny Mabie Homes
4 New i Home

Seve 8L

Docal Lemae Humbes Moble Tax Troe Dae s Soki
[ [ [ B

Msrufscue bame Mandsue 04 Traruter To Des

information. The NAF will be enabled for st = ]
the HCD Address information. )

Once one or more mobile homes’ L=
information has been entered, if the user :
determines one should be deleted, it . I
should be highlighted in the column on the e

left and the * Delete Selected icon
should be clicked on. The user will be
prompted to confirm the intent to delete the item selected.

Personal Property tab

The Personal Property tab, on the Properties screen, will appear on both GFE and CDF files.
The CDF does include a line for a value of personal property being included in a sale transaction
(Page 3, Section K, line 2), and the Amount entered on the Personal Property tab will feed the
summary total on that line, if the Show on Statements checkbox is checked. Personal property
being conveyed may also be detailed directly on CDF line K.2, if not detailed here. This
functionality also applies to GFE files (HUD line 102).

Closing Disclosure Form Entry [00001152] - Properties

& 8 M| & = I b T
Save & Exit Print Title Search | Decs | File Notes | Disburse Previous  Jump Next
@ Property | Mobile Homes @ Personal Property Notes
Amount: 1500.00

Show on Statements: I

Description:  |Description of additional personal property being conveyed

The user should enter the Amount of any personal property being conveyed in the transaction.

The Show on Statements checkbox should be checked if the amount on this screen is to be
included on the GFE HUD (line 102) or CDF (K.2) as entered here.

The Description field is used to detail the personal property being conveyed. It will be used on
an addendum to the CDF, but not on line K.2.

Parties (Residential)

Residential files can have an unlimited number of Buyers, Sellers, Attorneys, Accommodators
and Other Parties. Non-CDF files can have three (3) Lenders and three (3) Real Estate Agents
(Listing, Selling and Other — one each) — there is no limit on these party types on CDF files.
Entry and editing of parties is done via the Parties menu item on the Initial Questions sub-
menu. If the user is on the Property Information screen, clicking on the » Next icon, at the top
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of the screen, will take the user to the Parties screen. When first opened, prior to any parties
being entered, the screen is as shown here.

The Buyer tree-view is opened, and the Buyer category header is highlighted in the lower left
corner. The category headers have counts after each to indicate the number of parties of each
type that are already in the file. Clicking on the category you wish to add a party to will bring that
category’s tree-view up on the top left of the window.

Closing Disclosure Form Entry [00001175] - Parties

) 2
Save&bit  Prnt

w 9. ¢« . The only active icon at this point is the L=#

. -
Tie Sgac Docs | FleNotes | Disburse * | Previous  Jump Nest

 Buyer

=< E]) Add Party icon at the top of the screen.
Clicking on it will open a New Buyer (or
Seller or other category heading) screen,
like the New Buyer screen shown below.

Bu

New Buyer ==l
2 NAF
|%wmam@7———————g
S @ Information | Wige Information Vesting | Signature | Confacts Notgs |
Sy — Irv Show On COF NAF ID:
Lender (0) Prefix: | j
Accommaodator (0)
— FrstMame: [ Middie Name: | Last Name: |
Agent (0) Suffix: -
Other (1) Tax ID Type: |SSH -
T [
Reference humber: |
™ Source of Business
I Bill To Customer
. . Current Information | Forwarding Information | Distrbution
The Entity Type field has o 5
the focus when the screen is Addess 1 | ™ Forsign Address
first loaded. However, if the Addess 2. |
aty: | State: | v| ZpCode: [
user sees that the wrong Py ===
Party Type has been Werumoer: | Bt: |
. o Nomber: [
selected for the new entry, it i
can be changed at the top of it |
the screen. Once a party Al

has been created, its party
type cannot be changed.
However, a party entered with the wrong type can be copied to a new party, with the correct type,
with the Copy Erom function (at the bottom of the screen). Then, the original, erroneous, entry
can be deleted.

Add Another |  Copy From Cancel

The Cancel and OK buttons apply to all of the tabs of data together, not just the tab being
viewed.

Information on the various parties’ screens follows.

yers and Sellers

The Buyer and Seller party types have identical screens. The other party types have unique
screens, as will be detailed later in this document.

NOTE: Buyer and Seller names can be 8,000 characters long, while other parties can have
names of up to 250 characters.

The New Buyer screen, shown on the previous page, is quite full. There are six tabs across the
top of CDF and Commercial Files and five tabs across all other types. (Information, Wire
Information (CDF and Commercial only), Vesting, Signature(s), Contacts and Notes) and
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three tabs across the middle of the Information tab (Current Information, Forwarding
Information and Distribution).

The fields on each screen are generally self-explanatory, but some warrant special mention.
Information Tab

The Entity Type field, at the top of the Information tab, has two selections: Individual and
Company.

If Individual is selected, the Prefix, and First, Middle and Last Name and Suffix fields are
presented. The name will be properly managed for presentation on documents and on the
1099’s.

If Company is selected as the Entity Type, the Prefix, and First, Middle and Last Name and
Suffix fields are replaced with a Full Name field. In addition, an Attention To field will be added
so the primary contact at the company can be identified.

The Show on CDF (or HUD — depending on file type) checkbox (available on Buyer Entity Type
only) is used to indicate if the buyer is considered a Qualified Buyer. If unchecked (unqualified),
the buyer’s name will not appear on the CDF (or HUD). The box is checked by default.

Tax ID Type: [SSN =l
TaxID: |[~—6789

New functionality has been added in Version 10.8

The masking of tax ID numbers (SSN, EIN, TIN), on the display and on standard reports and documents
(including the 1099-S), is now an available option in Impact/SQL. The masking will replace the first 5
digits of the number with asterisks (*), and will present the final 4 digits normally.

The Tax ID Type field has three options: TIN, EIN and SSN. Select the appropriate type and
enter the 9 digit value in the Tax ID field — without hyphens — and the value will be presented with
the appropriate hyphenation. If Individual has been selected as the Entity Type, the Tax ID
Type will default to SSN; if Company has been selected as the Entity Type, the Tax ID Type will
default to EIN.

NOTE: if masking of SSN, TIN, & EIN numbers has been enabled, only the last four digits of the
value entered will be visible to the user, after existing the field, unless the user’s setup has the
override applied to unmask the value.

The Reference Number field can be used to enter any party-provided value.

The user should check the Source of Business and/or the Bill To Customer check boxes if the
party is either of those. Only one party can be the Source of Business and only one can be the
Bill To Customer. If the user tries to assign each of those roles to more than one party, they will
be warned about that fact.

The Ownership Percent field, seen on Commercial Buyers and Sellers is not seen on Residential
files.
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Current Information and Forwarding Information Tabs

The Current Information and Forwarding Information tabs, at the bottom half of the
Information tab, are for addresses and contact numbers. The Link To field, on the Current
Information tab, has a dropdown selection of either None (the user will enter the address) or one
of the properties that has been entered can be selected to be used as the current address.
Addresses of the other buyers (if entering a buyer) or sellers (if entering a seller) can be linked to
as well. The same field, on the Forwarding Information tab, will offer the same choices and the
address entered on the Current Info tab.

There is a system option that can be set that will automatically use the buyer’s forwarding
address on his/her refund check, rather than the current address, if available.

The Primary Notification dropdown choices are: Work Number, Home Number, Cell Number,
Email, Fax Number, Mail or None.

Distribution Tab

The Distribution tab is used to identify the number of copies of the Prelim, CC&R’s and
Document Sets should be provided to this party, and the method of delivery. Depending on
system settings, there can be references to the Legal, Vesting and Plotted Easements as well.

Wire Information Tab (CDF and Commercial Only)

The ability to prepare wires in advance, without the need to place them on hold, is available for CDF
and Commercial files. This is accomplished by providing the user with the opportunity to enter wiring
information to affected parties, if applicable, and by permitting specific charges to be flagged to indicate
they will be paid by wire, and wiring information detailed thereon. With that advance work done, when the
Disbursements are prepared, a tab of Pending Wires will be presented to the user for review and the
wire(s) can be released from that screen.

*New functionality has been added in Version 10.9, The Wire Information Tab on the Party Screens has
been updated so that when the ABA number is entered it is cross-referenced to the FED Wire listing and
the corresponding bank name will be auto-populated. This is now consistent with other wire
information entry screens.

There is a Wire Information tab on each Party onto which
wiring information relating to the Party is entered. This
information will pull to the instructions for a specific charge,
should it be flagged to be paid by wire. This information will pull

—
from the NAF if it has been entered there.
Cus. Name/Acct Holder: |
e — NOTE: This functionality enhances the usefulness of storing
N — wiring information in the NAF for entities beyond Payoff

Final Credt To: |

Lenders; any party’s wiring information can be readily utilized in
advanced preparation of wires.

A side note: The Other Wire Reference field, shown near the
top of the Wire Information tab, is also available on the Payoff
Details screen, in the Wire Information section, as Other Reference. It can be used to log information
about the wire that is not recorded elsewhere.

Hotes
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Vesting Tab

The Vesting tab is used to detail how this party will hold title, and will only appear for Party
Types of Buyer and Seller.

New Buyer @

) NAF

Party Type: | Buyer j

Information Vesting | Signature | Contacts | Notes
Hold Title Code

Husband as His Scle and Separate Property
Wife as Her Sole and Separate Property

An Unmamied Man

An Unmamied Woman

A Calfomia Corporation

A Califormia General Partnership

A California Limited Partnership i

The Hold Title Code dropdown list, at the top of the Vesting screen, presents the database
defaults for vesting. One of those can be selected as the entry, and when that is done, it will
appear in the body of the screen. If the user wishes to simply type in the vesting information, in
the body of the screen, they may do so if no selection is made in the Hold Title Code field. If a
Hold Title Code entry is desired as the starting point for a manually edited entry, select the
appropriate code, by clicking on it, then reselect the blank entry at the top of the list...this will
result in the initially selected entry being put in the body, but then let it be edited. This field can
contain 8,000 characters.

Signature(s) Tab

The Signature(s) tab is used to create multiple “custom signatures” per entity as applicable.
Custom signatures allow the user the flexibility to handle information above and below the
signature line in documents. This signature function is useful when dealing with corporations,
partnerships, attorneys, exchanges and trusts, which might require an explanation of the status of
the signer. The text boxes can contain 8,000 characters.

dit Buyer - Buyer, One [ x]

@ Inioimation Wienfomation | @ Vesting Contacts | Notes |
1
I s Add Mew Signature Move Lip Move Dowr

[ Above the Line | Below the Line |

The L=k Add New Signature icon is used to open the Add Custom Signature Box shown below.
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Add Custom Signature

— Mame as it appears above the signature line

5 Insert Mame <2 Clear

— MName as it appears below the signature line

3 Insert Mame <% Clear

Add Ancther | Copy From cancel || ok ]

The =2 Insert Name icon, in each section, is used to insert the party’s name at the cursor’s
location in the box.

The € Clear icon, in each section will remove the entire contents of the box, without a
confirmation prompt.

The User will enter the required signature information in the appropriate location, above or below
the line or in both areas if necessary, when finished clicking “OK” will save the entry and return
the User to the signature tab for the entity. If multiple signatures are to be entered for the entity
click on the Add New Signature icon and repeat the entry process. Clicking OK from the Add
New Signature area will return the User to the Parties Screen.

*New functionality has been added in Version 10.9 on the Custom Signatures entry Tab. Add
Another” and “Copy From” buttons have been added to the Party Screens, custom signatures.
For ease in multiple entry.

Contacts Tab

The Contacts tab is used to enter name and contact information for people that are contacts for
the party being edited. For example, a buyer may want his/her secretary to be their primary
contact on matters relating to the transaction. This screen is used to load one or more contacts
for the party being entered. When first presented for a party with no contacts loaded, the screen
will reflect “No records found.” in the body of the screen. If contacts have been entered, they will
be listed on the screen.

There will be ¢ Modify and # Delete icons next to each record.

The L=k New Contact icon, in the upper left corner of the first screen presented will bring up the
screen below.
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MNew Contact

Role:

Full Name:

Aftention to:

Address #1:
Address #2:
Cty:

Home Number:

Work Number:
Cell Number:

Fax Number:

Email:
Primary Motification:
NMLS/License ID:

Other License 1D:

Other License lssued By

Notes:

;@

Loan Officer
Loan Processor
Secretary

| Transaction Manager

I Foreign Address

State: | Zip Code:

The Roles available for assignment to Contacts are Assistant, Loan Officer, Loan Processor
and Secretary. This list can be expanded, from the Utilities module, by a System Administrator.

The NAF is available when the cursor is in the Name field.

An Attention to: field is provided so that an assistant to the contact, for example, can be

identified.

The Add Another button, at the bottom of the screen, is used to do just that: add another

contact.

The Cancel button is used to exit the New Contact screen without saving changes.

The OK button is used to save data that has been entered and to then exit the New Contact
screen, returning the user to the listing of contacts screen.

Notes Tab

The Notes tab, on the New/Edit Party screen is available to add any comments on the party that
the user wishes. Notes associated with Parties are available for inclusion on the Title
Instructions, under the Prelim Distribution section. The Crystal Reports involved will require
editing to include the Notes.
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Notary Block Icon — Buyers and Sellers Only

At the top of the Parties screen, when either the Buyer or Seller category is selected (by clicking

on it), there is a & Notary Block icon that will present that is used to edit the Notary Block for
either Buyers or Sellers (one is permitted for each category, not for each party in the

category).
Buyer Notary Block ()
Closing Disclosure Form Entry [00001152] - Parties
H & f '
Save & Exit Options Print Title Search
—~

Buyer st

=i > HE Buyer,

- Buyer, Bradley T.

i Applicant, Co Primary N

Dk

When the & Notary Block icon is clicked on, a blank screen will be presented, like that shown to
the right above. The user may enter whatever text they wish to appear in the buyer or seller
signature area detailing the notary verbiage.

Copy Party Icon — Any Party

Next to the & Notary Block icon, and active whenever a specific party is
Closing Disclosure Form Entry 000011 highlighted, is the =2 Copy Party icon. Clicking on the icon will open a new

=~ & | partyscreen, filled with the highlighted party’s information, with the Party
save & Bt | Options | Print Type field available for edit at the top of the New Party screen. So, for
Buyer example, a Buyer can be selected and be copied using the “® Copy Party
- Buyer, Bradley T.

‘... Applicart. Ca icon and the copied party could then be made a Seller party, by changing
the Party Type field to Seller.

An alternative approach is to right-click on a party and select Copy from the menu presented.

Reposition Party

The T Reposition Party icon, above the tree-view when there is more than one party entered in
the category, will present a window in which the user can reorder the parties — this will impact the
number of the party, which can impact documents that have already been prepared based on the
previous ordering.

Closing Disclosure Form Entry [000011) Position ==
H i i I Move Up 2 Move Down I
Save 8¢ Exit Op£i0n5 Print 1] Position Description
BE SRR EE 2 Applicart. Co
Buyer, Bradley T.
i Applicant, Co

The W Move Up and &4 Move Down icons are used to push the selected party in the desired
direction.
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Lenders - (Residential)

Closing Disclosure Form Entry [CDFTEST] - Parties

The Lender party type has a different set of data entry/edit screens.

& 8 [ &l Wi 4 T 4
Save & Exit Print. Title Search  Does | FileNotes | Disburse Previous Jump Next
Lendet C =
e[[Le'd A =] [lender i N u"
Tlor 2] Primary Notification: None Lender #1
[Lender #3] T
Reference Number:
Home Number: Cell Number:
Work Number: Fax Number: Loan &:
Email Loan Amount:  0.00
[[Lender #2]] WL 2R
Primary Notification: None Lender #2
Attn Tc
Reference Numbe
Home Nubs el Number:
Work Numbe Fax Number: Loan #:
Email Loan Amount:  0.00
[[Lender #3]] SRR S
Primary Notification: None Lender #3
e () el Number
Fax Number: Loan &:
Seller (0) Loan Amount: 0,00

Lender (0)

Accommodator (0)

Attorney (0)

Agent (0)
Other (1)

The content of the Information tab is different from that of the Buyer & Seller party type screens,
and will be explained below. Two of the other top-of-the-screen tabs — Contacts and Notes — as
well as the Distribution sub-tab on the Information screen - are common in layout and content
as those on the Buyer & Seller screens, so will not be discussed again here. There are Loan
Terms and Tolerance Adjustment tabs, which do not exist on the Commercial files’ Lenders
screens. Note: the Loan Terms tab will only appear on “with GFE” and “CDF” files (but are
different for each); and, the Tolerance Adjustment tab will only appear on “with GFE” files.
There is also a Proposed Insured tab.

As shown above there are placeholders for each of the three (3) permitted lenders in non CDF
Residential files already established on the Parties screen. Traditionally, Lender #3 is used
for the Mortgage Broker. After highlighting the Lenders category, the user should use the /
Modify icon, on the right side of the lender placeholder they wish to add data to, to bring up the
Edit Lender screen below. They may pick the lender to add by selecting it from the Party Type
listing.

Lender

CDF files do not have the three
lender party limitation and there are
no placeholders presented on the
CDF Lender Parties Screen. Any
lender may be selected as the
Mortgage Broker. Once one is so-
selected, no other can be flagged

Buyer (0)

as such until the original is un-

Seller (0)

Accommodator (0)

selected.

Attomey (0)

Agent (0)

Other (1)
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Information Tab - Lender

The Information tab, on the New/Edit Lender screen, is presented here (the “CDF” version - a
Mortgage Broker has already been selected, so that field, normally below the Source of
Business checkbox, is not shown).

Closing Disclosure Form Entry [CDFTEST] - Parties

| . sy | I R Srates e
Save & Exit Options Print Title Search | Docs | File Notes | Disburse Previous Jump Next
Lender || Ficus Bank w1 27K
+~ Ficus Bank
" Mortgage Brokers R Us Primary MNotification: None Lender #1
Atn To:  Lucy Lender
Reference Mumber:
Home Mumber: Cell Number:
Work Number:  (355) 555-5555 Fax Mumber: loan & 1
Email:  llender@ficus.com Loan Amourt:  111.00
Mortgage Brokers R Us | ] 2 K
Primary MNotification: None Lender #2
Mtn To: Mortgage Broker
Reference Number:
Home Mumber: Cell Number:
Work Number:  (1117) 222-3333 Fax Mumber: Loan &:
Email: Loan Amourt:  0.00
Buyer (0) New Lender =
Seller (0) e
Party Type:  |Lender -
Full Name: NAF ID:
Short Name: [
Attention To: |
The Add Another button, at the bottom T
of the screen, can be used to add another L e
. . . an Amourt: [ o
lender without going back to the main T ——————— —
. Tpeof nancng: [None 1]
Parties screen. e =
Contact Information. | License Information | Distrbution
The Copy From button, at the bottom of Pl I Forigr ks
Address #2: |
the screen, can be used to copy lender e — T R T —
information from one lender to another. S -
When clicked, a screen of all existing
lenders will be presented, and the user et |
Pimay Notfication: [None <]
can select the lender to copy.
Add Arother | Copy From Cancel

The Full Name field can contain 250 characters, and the NAF can be used to load that data,

along with the related Contact Information fields on the Contact sub-tab.

The Short Name field is provided for an abbreviated name (30 characters), for use on the
Contact Information schedule of the CDF, which has limited space. The system will
automatically copy the Full Name to the Short Name when the user TABs out of the Full Name
field (or the Full Name is filled via the NAF As this could lead to an unclear name, the field is
editable by the user. If the Full Name field is modified, the Short Name’s field contents will also
change, and, if it had been edited, may need to be re-edited.

The name of the primary lender contact is entered in the Attention To field.
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The Lender’s Reference Number field is the third field on the screen. There is a Loan Number
field below, so this field would likely be used for some other lender-provided value.

If the Lender entry is the Source of Business, that box should be checked.
If the Lender entry is the Bill To Customer, that box should be checked.

On CDF files, if the Lender entry is the Mortgage Broker, that box should be checked. Only one
lender can be so-flagged, so if the field does not appear, another lender is already flagged as the
Mortgage Broker. No CDF data entry screens will be made available for the Mortgage Broker.

On the Lender #3 screen ONLY, on “with GFE” files, there is a Mortgage Broker checkbox. If
the party being entered on the Lender #3 screens is representing a lender but not making a loan,
then the Mortgage Broker box should be checked and no loan information would be entered. If
this box is checked, the Loan Amount and Type of Financing fields will be disabled.

The Loan Number and Loan Amount fields are next, followed by a field for the Mortgage
Insurance Number.

Once the file has been worke_d up, depending on the charges Loan Changed ==
that have been entered, and if they are set to have been v . .
. alues c:alcu!ated previoushy using this loan may no

calculated by the system based off of the Loan Amount, if the BT IS L HEER e E T N O

. . wish to recalculate based on the new loan values.
Loan Amount is changed, a screen like the one shown here " Loan Oricincii

gination Fee

will pop up, after the Lender screen is asked to be saved and [ Loan Discourt Fee
closed, that will identify areas that would be affected by the I City/Courty & State Tax Stamps
change made and ask if the user wishes to have the figures @ Note: tems that were manually entered will ot

recalculated. The items that might appear are Loan be changed.

Origination Fee, Loan Discount Fee, City/County & State
Tax Stamps, City/County & State Transfer Tax and
Escrow/Title Fees.

Cancel | QK |

The Type of Financing field has ten (10) options available on its dropdown list, and these dictate
the loan type text on the settlement statement (non-CDF), and manage whether interest
prorations can be detailed from this screen.

New Loan — used for most transactions; no interest proration from this screen. The loan will be
applied to the buyer/borrower with prepaid interest calculated in the new loan section. A CDF can
be worked up with this Type of Financing. Unavailable if Cash Sale flag is checked.

Assumption —if a loan is being assumed, interest proration can be done here; will offset the
buyer and seller with interest prorations. A CDF can be worked up on this Type of Financing.

Note & DT — interest proration can be done here; will offset the buyer and seller with interest
prorations. A CDF cannot be worked up on this Type of Financing.

Seller Carryback — Lender Full Name field will populate with “:S1” payee shortcut (Seller One);
interest proration can be done here; will offset the buyer and seller with interest prorations. A
CDF cannot be worked up on this Type of Financing.

Realty Mortgage — interest proration can be done here; will offset the buyer and seller with
interest prorations. A CDF cannot be worked up on this Type of Financing.

Purchase Money — interest proration can be done here; will offset the buyer and seller with
interest prorations. A CDF cannot be worked up on this Type of Financing.

Refinance — no interest proration from this screen. A CDF can be worked up with this Type of
Financing. Unavailable if Cash Sale flag is checked.
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Second Mortgage — interest proration can be done here; will offset the buyer and seller with
interest prorations. A CDF can be worked up with this Type of Financing.

Agreement for Sale — interest proration can be done here; will offset the buyer and seller with
interest prorations. A CDF cannot be worked up on this Type of Financing.

Reverse Mortgage — treatment of the loan follows specific RESPA rules (“with GFE” only)

The Type of Loan field has five (5) options, which mark the appropriate HUD box for loan type on
non-CDF files: FHA, RHS, Conv. Unins., VA and Conv. Ins.

The Type of Loan options on CDF files are: FHA, FHMA, Conv. Unins., VA, and Conv. Ins.
Lender Interest Proration

The Interest Prorate function will be enabled if available for the Type of Financing selected.
The user should click on the checkbox in front of the Prorate label, in the Interest box on the
right side of the Edit Lender screen, to open the Lender Proration screen, shown here.

Interest Proration @

Proration Based On

Proration Type: - € 960 Days
Interest Rate: * 365 Days
Start Date: .
Credit To
" Bomower
End Date: ﬁ
s Seler
Prorated Amount: ’7

| Bemove I | Calculate | Cancel | QK

The Proration Types available by use of the drop down arrow are Interest and Per Diem.

The user should select the appropriate base for the proration (360 or 365 days), if the default is
incorrect.

The Interest Rate should be entered, along with the Start Date and End Date. The
“To/Through” selection is used to determine if the calculation of the proration is “to” the End Date
or “through” the End Date.

The appropriate Credit To party should be selected.
The Calculate button can then be clicked on to compute the Prorated Amount.
Should there be an existing proration that should be removed, the user should click on the

Remove button.

Yield Spread Premium (non-GFE)

The Yield Spread Premium check box will be enabled on non-GFE/non-CDF files. The Yield
Spread Premium (YSP) is reflected as a notation under the loan section of the HUD or Settlement
Statement, again, on non-GFE files. When the checkbox in front of the Yes label is checked, in
the Yield Spread Premium box, on the Edit Lender screen, the Yield Spread Premium Broker
Information screen shown below is presented to the user.
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Yield Spread Premium Broker Information @

B narF

Lender:

Broker Name

3
Address #1: | I™" Foreign Address
Address #2: |
City: | State ’_L| Zip Code ,7
Amourt: ,7
Description: |Y|e|d Spread Premium j
Code: [Over Funded (lssue Check) =
Bemove Cancel

The Lender Payee shortcut (:L3) can be used for the Broker Name, if the broker information has
been entered for Lender #3.

The Description can be selected from the drop down list, or the user can type in their own
description. Yield Spread Premium and Broker Compensation are the available choices in the
dropdown listing.

There are three options for the Code field:

e The WTH option will subtract the Amount entered from the Due From Lender funding amount
that appears on the Lender Summary screen.

e Over Funded (Issue Check) - If the lender funds the YSP then a check will be issued payable to
the Broker Name, and will appear as a negative amount on the Lender Summary screen.

¢ Not Over Funded - this option should be selected if the lender does not include the YSP in the
funding check, and the amount will not appear on the Lender Summary screen..

Contact Information Sub Tab - Lender

The Contact Information sub tab, at the bottom of the Information tab on the Lender party
screen, is used to store information on the primary contact at the lender.

The Primary Notification field dropdown lets the user identify how the contact prefers to be
communicated with. Options are: Work Number, Home Number, Cell Number, Email, Fax
Number, Mail and None.

License Information Sub Tab - Lender

The License Information sub-tab, at the bottom of the Information tab on the Lender party
screen, is used to store information about the lender’s licensing information. This information is
included in the CDF’s Contact Information table (page 5 of the CDF). License information may
also be entered on lender contacts (on the Contacts tab). The licensing information may be
entered into the NAF (by a NAF Administrator), for ease and consistency of data entry on files.

@ Contact Information | @ License Information | | Distribution i
| Company License Information | @nﬁon To License Information |
NMLS/License ID: | NMLS/License ID: |
Other License ID: | Other License ID: |
Cther License lssued By: | g Cther License lssued By: | g
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On the Lender screen, there are two sets of License Information: Company License
Information and Attention To License Information. These fields are used to enter the license
ID(s) for the firm and the specific loan officer. The Nationwide Mortgage Licensing System &
Registry (NMLS) License ID is entered in the first field. If the company or loan officer has a state
or other agency licensing requirement, that information is entered into the next two fields: the
Other License ID goes in the field of that name, and the issuing authority is identified in the
Other License Issued By field.

On the Contacts tab, of the New/Edit Lender screen, additional contacts at the lender can be
entered. On the New/Edit Contact screen, there are three fields for the specific contact’s license
information that mirror those shown above; just for the contact — not the company.

Wire Information

The Lender’'s Wire Information screen is the same as described earlier under Buyers and Sellers.

Loan Terms - GFE

Edit Lender - [Lender #11] =
NAF

Irfomation Loan Tems | Tolerance Adustmerts | Contacts | Proposednsued | Notes |
™ Text Years Initial Interest Rate:
I Text incudes [~ Prncipal | Interest |~ Mortgage insurance

The Loan Terms screen, on “with GFE” files,
is presented here. The information for this
screen should come from a combination of the
lender’s GFE and Lender’s Instructions to
Escrow. The screen starts out looking like the S 7

sample to the right, with many items “grayed Pt
out’. If the response(s) to the questions, on e -
the Ieft Slde Of the SCFeen, are “YeS"’ the Yes o ‘:::‘v:mz:::::\ \n’;r@m and mortgage insurance and any tems checked below:
box is to be checked and the grayed out fields - e
will open up, indicating data can be entered. 2 =l
cayom

In the sample below, all of the responses are Yes, and you can read the screen’s field names
more easily. The user should not check the Yes box unless the category is applicable.
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Edit Lender - [[Lender #1]] @

Information Loan Terms ‘ Tolerance Adjustments | Contacts | Proposed Insured | Notes |
Loan Term: v Ted Years Initial Interest Rate:
Menthly amount owed for principal,
interest, and any mortgage insurance is: ¥ Text includes [ Principal [ Interest [ Mortgage Insurance
Can interest rate rise? ¥ Yes Max® First change wil be on .
Can change every | after | Lﬁ

Increase ordecrease by % [~ Ted
Never be lower than % Newer be higher than %

Can loan balance rise? W Yes Toamadmumof I~ Ted

Can monthly payment rise? ¥ Yes Firstincrease can be on monthly amount to ’7
Mapdmurm it can rise to

Prepayment penalty? ¥ Yes Maximum penalty is

Does loan have a balloon payment? W Yes Balloon payment is

Duein years on .

Total monthly amount owed including W Includes escrow payment of
escrow accourt payments

™ Property Taxes ™ Homeowners Insurance
I Food Insurance r
|
Copy From / Cancel
Note: the Balloon Payment Due in Years field can accept up to 12 decimal places.

Reverse Mortgage - GFE

Special functionality has been added to Impact/SQL for Reverse Mortgages to accommodate
HUD and Loan Terms reporting requirements for with GFE files. To trigger the functionality, the
Type of Financing selected, via the dropdown box, must be Reverse Mortgage.

With Reverse Mortgage selected as the Type of IO T
Financing, on the Loan Terms tab and the entry of any M”f': ]
Initial Draw, in the 200 section of the HUD, the Teotlaan [10AEEET :
appropriate presentation of the loan amount, in the A
description area of line 202 (rather than in the column), is e ]
made, along with the proper presentation of Loan Terms e [EED

on that page.

The Loan Terms tab, in a reverse mortgage situation, needs specific treatment, on specific lines,
as indicated below, in addition to the entry of the initial draw amount, if any, on the 200 section.

Loan Term: check the Text box, and enter lender-provided text (ex: N/A” or “Unknown” or “Not
Applicable”) in the field labeled Years.

Monthly amount owed...: check the Text box, and enter lender-provided text, as above.

Can loan balance rise?: check the Yes box, and check the Text box, and enter lender-provided
text.

Total monthly amount...: check the Includes escrow payment of box, and check the Paid by or
through draws from Principal limit box.
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Enter the description “Initial Draw” and the amount on line 204 or 205 of the HUD, if there is

one.

Edit Lender - [[Lender #1]]

@ Information Loan Tems | Tolerance Adjustments | Contacts | Proposed insured | & Notes |
— Loan Tem ¥ Tex [N/A Years Initial Interest Rate:
—> Monthly amount owed for principal,
interest, and any mortgage insurance is: 1Y Ted  [N/A includes [ Principal [ Interest | Mortgage Insurance
Can interest rate rise? ™ Yes Max% First change will be on
Can change every | after | |
Increase or decrease by % [
Never be lower than % Never be higherthan %
R Can loan balance rise? ¥ Yes Toamadmumof W Text |Lendertext
Can morthly payment rise? [” Yes Firstincrease canbe an . monthly amount to
Maximum it can rise to
Prepayment penalty? [” Yes Maximum penaty is
Does loan have a balloon payment? " Yes Balloon payment is
Due in [ yearson | u
_—> Total morthly amount owed including [/ jncludes escrow paymert of IV Paid by orthrough draws from principal limit
escrow account payments
Initial Morthty Amourt: [~ Ovenide Calc Amount
This includes principal, interest, and mortgage insurance and any items checked below:
™ Property Taxes I~ Homeowners Insurance
I™ Flood Insurance -
| |

Copy From

Loan Terms - CDF

The Lender’s Loan Terms screen is substantially different from GFE files for CDF files. There is
less information on this tab for CDF files than that on GFE files. The selections made here
appear on page 1 of the CDF, under the Loan Information and Loan Terms headings. The
Loan Terms tab will not appear on Mortgage Brokers on CDF files.

There is additional loan information entered through the CDF screens. Those data entry screens

will be discussed later in this documentation.

Edit Lender - Bank of America

| Contacts | Proposed

& Information @ Loan Terms
Loan Tem: ||3D |Years j]
Interest Rate: 45

Pumpose: |Purc:hase

Product: |Fixed Rate

Lef L

Construction Loan Type: |Not Applicable

L

P&l Amourt: |

First Payment Date:

2,125

[=x)

0

[
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The Loan Term is entered via two fields - a number field and a selection box of either “Years” or
“Months”. If the loan term is a whole number of years, that number should be entered and
“Years” selected. Otherwise, the number of months should be entered and “Months” selected.

The Interest Rate entered is the initial interest rate on the loan. The rate should be entered with
a 2 or 3 decimal amount for fractions of a percent. For example, 4.25% would be entered as
“4.25”, not “.0425".

The Purpose field is filled via a selection from the dropdown listing available, or by manually
typing an entry. The choices on the dropdown listing are: Construction, Purchase, Refinance
and Home Equity Loan. The listing of available items cannot be edited, but the field can be
manually filled with other text.

The Product field is also filled via a selection from the dropdown listing. The choices on the
dropdown listing are: Fixed Rate, Adjustable Rate, Step Rate and Other. With the Other
selection, the field below the Product selection box can be filled with a manually typed product
name (if the product involved does not appear on the dropdown’s listing).

The Construction Loan Type field’s options are: Not Applicable, Permanent Construction,
and Temporary Construction. This field is not used on the CDF but is available as a DDE field
for documents. The field is to be utilized in the export of the Uniform Closing Dataset.

The initial principal and interest (P&I) payment amount is entered in the P&l Amount field.

The First Payment Date is entered in the field of that name. This field is not used on the CDF but
is available as a DDE field for documents. The field is to be utilized in the export of the Uniform
Closing Dataset.

On Refinance transactions (Transaction Type selection is classified as Refinance type via
Utilities), there are two variations of the CDF tree-view (and resulting documents) available. The
first will continue to use the full CDF, with only the Borrower's Summaries of Transactions
screens K and L, and a full Calculating Cash to Close section. The other substitutes a Payoffs
and Payments schedule, along with a shorter Calculating Cash To Close section.

The “Use Optional Closing Disclosure forms for transactions not involving a seller”
checkbox option, at the bottom of the Loan Terms screen, will be enabled if a refinance
transaction type is selected. If checked, the CDF tree-view (discussed later in this
documentation) will be altered so that the Summaries of Transactions section of the tree-view
(Summary screen and screens K, L, M & N) are removed and are replaced with a Payoffs and
Payments screen, and the alternative Calculating Cash to Close screen will be presented. If a
refinance transaction type is selected but the “Use Optional Closing Disclosure” checkbox is
not checked, only the Seller Payoffs and Seller’s screens of the Summaries of Transactions
section (M & N) will be removed.

Tolerance Adjustments — GFE Only

The categorization of charges is very important in the 2010 RESPA process. Certain charges
technically should not deviate from the GFE figures (Category 1), others can deviate by no more
than 10% (Category 2) and others can deviate (Category 3). The third tab on the Lender/Loan
Information screen is Tolerance Adjustments. On this tab (displayed below) the user would
enter values, authorized by the lender, that acknowledge that there were deviations from the
tolerance limits for Category 1 (zero tolerance) and Category 2 (10% tolerance limit) charges.
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Quoting from the Federal Register’s Instructions on page 2 of the Good Faith Estimate (HUD-
GFE), the charge categories are (Categories 1, 2 & 3, from left to right):

These charges
cannot increase

at settlement:

The total of these
charges

can increase by up to
10%

at settlement:

These charges
can change

at settlement:

Our origination charge

Your credit or charge
(points) for the
specific interest rate
chosen (after you lock
in your interest rate)

Your adjusted
origination charges
(after you lock in your
interest rate)

Transfer taxes

Required services that
we select

Title services and
lender’s title insurance
(if we select them or
you use companies
we identify)

Owner’s title
insurance (if you use
companies we
identify)

Required services that
you can shop for (if
you use companies
we identify)

Government recording
charges

Required services
that you can shop
for (if you do not
use companies we
identify)

Title services and
lender’s title
insurance (if you
do not use
companies we
identify)

Owner’s title
insurance (if you
do not use
companies we
identify)

Initial deposit for
your escrow
account

Daily interest
charges

Homeowner’s
insurance

So, should there be charges that violate the tolerance limits, the lender and escrow officer must
work together to have those charges authorized, and the net overage would be detailed on this
tab, as a negative number. In the sample shown below, there was an overage of $100 in
Category 1 charges and an overage of $200 in category 2 charges. These adjustments will
display in the Comparison of Good Faith Estimate (GFEC) and HUD-1 Charges section of the
HUD (top of page 3).
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In addition, there is a Show Credit(s) to Buyer on HUD in Section 200 checkbox, and two
Description and Amount fields (which are enabled if the checkbox is checked), that can be used
to detail lender credits on the first page of the HUD.

Edit Lendier - [Lendler <1]] =
NAF

@ ifomaion | @ LoanTems  Tolerance Adjusiments| Contacts | Proposed Insured | @ Notes |

Category 1 Adustment 100.00
Category 2 Adustment -200.00
¥ Show Credi(s)to Buyer on HUD in Section 200

Credis)
Description Amourt

Proposed Insured

The Proposed Insured tab is used to store the verbiage a lender wants to be used to identify
them as the proposed insured. There is a Proposed Insured Clause field in the NAF, for
Lender Entity Type entries, that is to be used to store this information by lender. When the
lender is pulled from the NAF for a particular file, the Proposed Insured Clause on the NAF
entry will populate this field. The contents of this field are available as a DDE field for escrow
documents.

Edit Lender - Wells Fargo Bank, NA =
NAF

@ Information | @ Contacts Proposed Insured Hotes |
[Welk Fargo Bank. NA. s successors and or assigns

ol
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Accommodators

The Accommodator party type’s data screens are similar in some respects to the Buyer/Seller
screens — in that there are Information, Wire Information, Signature, Contacts and Notes tabs
— yet the bottom of the Information screen is patterned after the Lender party type screen, with
the Contact Information and Distribution tabs.

New Accommodator @
B NAF
Party Type: | Accommodator -
Information | Signature Contacts | Motes
I T NAFID:

Full Name:

Attertion To:
Representing: |Nnne j I

Reference Number: |

I Source of Business

I™ Bill To Customer

Contact Information | Distribution

Address #1: | I~ Forsign Address

Address #2: |

Giy: | State «| Zip Code
Home Mumber:

Work Number:

Cell Number:
Fax Humber:

Email:

Primary Notification: ’h‘
Add Another Copy From Cancel

Ect:‘

Only the top half of the Information tab is truly different from either the Buyer/Seller or the
Lender Information screens.

There is still a Reference Number, which can be used to store whatever the party provides as
their “id” for the transaction.

There is a Full Name field, likely to be used for a company name. The NAF will be activated if
the cursor is in the Full Name field.

The Attention To field would be used to identify the primary contact’s name at the company.

The Representing field will present, in the dropdown, all existing Buyers and Sellers (only), and
the user should pick the party that the Accommodator being entered represents.

If the Accommodator being entered is the Source of Business or a Bill To Customer, the
respective check boxes should be checked.

The balance of the Accommodator party screens are common to those discussed previously.

Attorneys

The Attorney party screens are identical to the Accommodator screens except there is not a
Signature tab for an attorney entry, and, attorneys can be flagged as representing any one party
in the file.

A Digital Solutions, Inc. Escrow v10.9.842 Manual
02/08/2017 Page 70 of 361



Agents - Residential

The Agent party type screen is really made up of three sub-party types: Listing (Sellers)
Agents, Selling (Buyers) Agents and Other Agents. Non-CDF Residential files are limited to
one agent of each type, and there are placeholders for each created when the file is established.
There is no limit to the number of Agents that can be entered, and no placeholder entries are
made, on CDF files.

The Agents party screens are nearly identical to the Attorneys screens except there is not a
Representing field for the agents.

The Agents party screens have the same licensing fields that are on the Lender screens. The
Contacts tab of the New/Edit Agent screen also contains licensing information fields for the
contact.

Other Parties

The Other party type screens are identical to the Attorney screens.

There is a Party Type of Escrow Company, to be used to designate outside escrow companies
as parties to the file, distinct from the generic Other Party designation. DDE fields and
SmartTags are available for use in document templates for the Escrow Company party type.

It is possible to add additional Party Types (such as HOA, Pest Inspection, etc.) to the system.
The added Party Types will aggregate in the Other Party section of the Parties listings. A
System Administrator can add Party Types via the Utilities Module. SmartTags can be used to
access the additional party data in documents.

Commissions (non-CDF Residential) (optional)

The Commissions screen may be available on the Initial Questions menu of non-CDF
Residential files, if the system is configured for it to appear there. The Commissions screen is the
HUD 700 Total Real Estate Broker Fees screen.

HUD with GFE Entry [GFEOL] - HUD Form 700. Total Real Estate Broker Fees

N W 4 e I
Save &Exit | Options | Print Docs  File Notes | Disburse ~ Previous  Jump Mext
Price § @ % = Total Commission § Total commission paid at settlement
9 is reduced by $500.00 to reflect
Division of Commission (Line 700) as follows: funds held by broker.
0. T Detaled | | 000 to [
702 I Detaled [ | | 000 to |
I Detsed | S | 000 to |
Paid From Paid From
Bomower's Funds Seller’s Funds
at Settlement at Settlement
POC
703. Commission paid at Settlement r = | 0.00 -500.00

704. [Eamest Money Held to

705. | to

e |

706.

e
+

708.

+

g

3
7. | to
[

oo

The Price $ field should be pre-filled with the number from the Sales Price field on the
Dates/Transaction Information screen. NOTE: If the Price $ value is changed on this screen,
the Sales Price on the Dates/Transaction Information screen will not be changed. Changing
the Sales Price, on the Dates/Transaction Information screen, after this screen has been
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worked up, will result in a prompt asking the user if the Price $ value should be changed — it will
not automatically do so.

The Total Commission $ field can be filled in two ways:

e |f the commission is based on a percentage of the selling price, press TAB to proceed to the %
field and enter a number in the commission percent field (usually between 3% and 8%). Then
click on the TAB key to have Impact calculate the number for the Total Commission $; or,

e Alternatively, if the commission is a set dollar amount, just enter a number in the Total
Commission $ field, and TAB out of the field (bringing the focus to the 701. Detailed label).

Prior to the Division of Commission detail being entered, a warning message will appear below
the lines 701 & 702, stating that “The total of the agent commissions is $xxx.xx less than the total
commission amount.” Below the Total Commission line, at the top of the screen, is a heading of
Division of Commission (Line 700) as follows: and lines 701 & 702 are presented to detail the
agent commissions. The “to” (payee) fields on each line will be pre-filled with the name(s) of the
Listing Broker and Selling Broker if they have been entered. They should be entered as
Parties prior to getting to this screen. Entering them here will not populate the parties screen
with them.

If the “Detailed” label has the focus (is surrounded by dots) the user can hit the SPACE BAR and
open the Broker Information screen (for either line 701 or 702, depending on which label has
the focus). If not, the user can open the Broker Information screens by clicking in the checkbox
next to the line number (if unchecked — meaning no details have been entered) or by clicking on

the = Modify icon if enabled (indicating that details have already been entered). The HUD 701
— Listing Broker Information screen is presented below (the HUD 702 — Selling Broker
Information screen is identical).

HUD 701 - Listing Broker Information ==
NAF

Agent: [ | SaesTaxw: [

Agent Amourt: [ Sales TaxAmount: [

Agert Irformation
Net Amount to Agent:  0.00

Company: [

Salesperson

Address #1 I Foreign Address

Address #2.

[
[

Gy: [ State ~| 2ZpCoce
[

Bt |

Work Number.
CellMumber: [
FaxMumber |

Emai

Reference Number.

SubAgent#1 |  SubAgent#z | SubAgen#d | SubAgem# | SubAgemss |

percent: [

Amourt: [
Company: [
AgertsName: [
Addesset: [
Addesse2 [
Gy Stteand Zp: [

Desription: ‘

There are two possible system configurations for entering Agent % values — the first field on the
Broker Information screens:

e as aPercentage of the Total Commission — if this is the system setting, the user would enter a
split percentage (such as 50%) in each broker’s calculations; or,

A Digital Solutions, Inc. Escrow v10.9.842 Manual
02/08/2017 Page 72 of 361



as a Percentage of the Sales Price — if this is the system setting, the user would enter the
percentage applicable to each agent. For example, if the total commission is 6% of the sales
price and each agent is to receive half of the total, the percentage entered for each agent would
be 3%.

Generally, once an amount has been entered into the Agent % field, and the user TAB’s out of
the field, the Agent Amount will be computed. However, if the Total Commission, on the prior
screen, was not calculated, but simply entered manually into the Total Commission field, the
Agent Amount should be manually entered on this screen — the calculation will not be automatic.

If a New Mexico transaction, the user should enter a number in the Sales Tax % field to have
Impact calculate the sales tax on the broker's commission and populate the Sales Tax Amount
field, or just enter a number in the Sales Tax Amount field.

The Agent Information area will populate with the broker’s information.

The bottom of the Broker Information screen has tabs for up to five (5) Sub Agents’ information
— to be used to distribute some, or all, of the primary agent’s commission total. Impact can show
the Sub Agent information on the stub of the broker’s check (a system configuration setting).
Any amounts paid to a Sub Agent will be deducted from the broker’s check. Sub Agent
information will not be disclosed on the HUD Settlement Statement. Sub Agent information can
be used to create separate checks for the agent and the brokerage firm. The Description field,
at the bottom of each sub-agent screen, is used to enter a description that will carry through to
the sub-agents’ checks and to the itemization of commissions schedule.

To add or modify any of the five (5) Sub Agents’ information, the user will click on the appropriate
tab. A Percent (of the Agent Amount), if the Agent Amount has been calculated, or a set
Amount should be entered into the appropriate field to specify the sub-agent’s split of the agent’s
commission. The rest of the Sub Agent identification and address fields may be filled out
manually but a better choice is to use the NAF.

There is a Setup Option available that provides for a validation test to see if a “Scrivener Fee” has
been added to any of the Listing Agents sub agents (on Residential or Commercial file sales
transactions). The testing is done upon a Save & Exit from Initial Questions, HUD or Worksheet
entry or from the Settlement charges wizard. This is applicable to Colorado only.

Back on the HUD Form 700 screen, the user should check the line 703 Commissions paid at
Settlement POC check box to have the commission reported as Paid Outside Closing (POC).
When first checked the POC screen will present through which the Paid By party can be
identified, and an Alternate Description can be entered by the user if desired.

The Remove button should be used to clear the POC flag. poC ==
By default, Impact will have the commission Paid From RE G AT
Sellers Funds at Settlement, rather than Paid From revee
. Amount 15,000.00
Borrowers Funds at Settlement._ To modify the default, R
place the cursor in these amount fields and make the Alamate |
necessary changes. The total of the Borrower and Seller DESRON. oo bk t0 s defck coscrtion)

columns must match the Total Commission, as is the case Cancel

with the aggregate agent divisions.
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Recording and Transfer Charges (non-CDF Residential) (optional)

The Government Recording and Transfer Charges screen may be available on the Initial
Questions menu of non-CDF Residential files, if the system is configured for it to appear there.
Impact can be configured to calculate recording fees and other government charges. The
System Administrator must configure the fees through the Utilities module. (In the sample below,
tax stamps are reflected in Maricopa County, which is an erroneous example, but it is just a
demonstration.)

HUD Entry [CTCOLN] - 1200 Government Recerding and Transfer Charges
& | lal W I 4 2
Save & Exit | Print Docs | FileNotes | Disburse ~ | Previous  Jump Next | Title Charges MAF
4 Recording/Transfer Charges (1) Recording/ Transfer Charges (2) |
P P Paid From Paid From
P O O | Bomower's Funds Seller's Funds
P 55 >0 % E (é at Seftflement at Settlement
1201. Recoring fees [ 2500 | 84.00 [ 0.00 rrr 84.00 2500
Recording fees payabls to: [Maricopa Courty Recorder g
1202, City/County tax/Stamps: [ 28300 [ 26225 rrr 262.25 26300 g
City/County tax/stamps payable to: |Maricopa County Recorder ag
1203 State tax/stamps: [ e [ =l
State tax/stamps payable to: | o
1204, City Transfer Tax: o | rrr [ =
1205. County Transfer Tax. o | r e [ =
1206. [Agaregate Recording Fse to [T rrr 78.00 15.00
1207, | to | e [

The & Calculator icon, to the right of five lines on the Government Recording and Transfer
Charges screen, is used to pull up screens though which Impact will automatically calculate the
charges for each line, if the system is so configured. Users can fine-tune the charges, as to who
pays them, on those screens. If the calculator has already been used, the data fields will be
grayed out and the user should click on the # Calculator icon to reopen the calculator screen.
The automatic calculation of Recording fees, State tax/stamps, City Transfer Tax, and County
Transfer Tax is based on the city and county of the property.

Recording Fees @
Recording Calculations for "AZ - Maricopa®
# of Pages Total Charge Buyer Amount Seller Amount
Desd: 13 25.00 | | 25.00
Mg: 84.00 | 84.00 |
Rel: 0.00 | |
Bemove Cancel oK

On the Recording Fees screen shown above, the user would enter the number of pages for the
document types being recorded and the system will calculate the charges. The system will put
the charges in the default column(s) set for the system, but the user can move the charges from
Buyer to Seller or vice versa.

The Remove button can be used, after the calculator has been used, to open up the charges on
the main screen for editing by the user, if need be.

The user can enter charges directly, without using the calculators, if he/she wishes. If the City
&/or County involved with the transaction has not had charges pre-configured for them, then the
user would have to enter charges manually.
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In the payee (to) fields, Payee Shortcuts may be currently displayed, or can be entered, for
example, use : T to have the Company Name as the payee. See the Impact Payee Shortcuts
section for more details about these and other shortcuts.

If appropriate, select the appropriate POC check box.
POC is paid outside of closing by the buyer and/or seller
POCL is paid outside of closing by the lender
POCB is paid outside of closing by the mortgage broker

Access to lines 1208 through 1217 is available on the Recording/Transfer Charges (2) tab. The
first field on each line is used for the description of the charge, and the second field is used for
the name (payee) of the service provider.

For Washington state requirements see Appendix A — Washington State.

Source of Business/Bill To

The Source of Business/Bill To screen, for both Residential and Commercial files, is a
combined screen (shown below), assuming the Bill To Customer functionality is configured for in
the database, that reflects the parties assigned to those roles. Typically, the assignation of the
roles is done as the parties are entered via the New/Edit Party screen. NOTE: if either of the
types is set to be mandatory, the user will not be able to leave this screen until there is a party
assigned.

Only one party can be the Source of Business and only one can be the Bill To Customer — but
they need not be the same for both. If the user tries to assign either of the roles to more than one
party, they will be warned about that fact, with a message like that shown below.

Confirm Source of Business Change
'0" [Buyer] Buyer, Cne is already manked as the Source of Business for this fle. Do you wish to continue and change the Source of Business?

Yes Mo |

If the user gets the warning that another party already has the role being requested (by checking
the Source of Business or Bill To Customer checkboxes on the New/Edit Party screen for a
particular party) and they indicate “Yes” to continue, the current party will be given the role and
the previously flagged party will have that flag removed from their record.
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The Source of Business/Bill To screen presents the parties selected for the roles, if any, as

shown here.

=)
Save 8Bt | Options

&

= 9] [~ < .
Print ” TitleSearch | Docs | FileNotes  Dishurse ™ | Previous  Jump

Closing Disclosure Form Entry [00001152] - Seurce of Business/Bil To

3
Next

Source of Business
Mortgage Brokers Unhmited, LLC

e 7K

Lender #3

Home Humber
Work umber
Emal

Hstertion To
Home Mumber
Work umber

Email

S
P

Ktertion To:  Lany Findlone

Cumert Address: 9100 N, Brokers Way
Phosnie. AZ 85026

Bill To Customer
USA Digital Solubons, Inc.

Curent Address: 10835 N 26 Averue
ite 350
oerce, AZ 85029

Cell Humber
Fax Musber

Cell Mumber
Fax Humber

The user can use the icons, at the right of each heading, to create a L=¢ New Party (and give that
new party the role desired), to Ve Modify the party selected (from a list of existing Parties) or #

Remove the designation from the Party (does not remove the Party).

Party Selection ==
Fiter. | 2|
Type Party

Seller Appleton, Bethany P Vi
Seller Appleten, Wayne § Va
Lender Money Word Services Vs
Lender Washington Mutual Vi
Lender Washington Mutual Z
Listing Agent Century 21 - AZ Matro Vi
Seling Agent Century 21 - AZ Metro Z
Other other ra

If the Modify icon is clicked, the Party Selection screen shown here is presented. The Filter
field, at the top of the screen, can be used to search for parties by entering a part of their name or
a party type — should the party listing be very long and not all are visible at one time.
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Title Information

The Title Information screen is used for entering any and all additional information that may be
needed to facilitate the title search. It is also used to identify an Outside Title Company for
Escrow Only orders.

Closing Disclosure Form Entry [00001152] - Title Information
=] : & 4 D | [ 4 W,k
Save&Bit Qptions  Print  TitleSearch Doacs | File Notes | Dishurse | Previous Jump Next NAF
Frromanen
Status: [EEECIM
Base OderNo: | Reference Number 1: [
SubectTo: [ Reference Number2: [
NeedByDate: | [
Requiements (Lstin order)
m [ @ [
@ | @ |
Comments to Tile
Thle Company Iformation
Name: [Test Outside Tile Phone Number: [
Address #1: [Test OT Add 1 Faxhumber: [
Address #2: | Emal: [
Cty, State and Zp: |
Tie Officer: [None |

The top portion of the screen is used to provide information to the Title Department. This
information will be presented on the Title Instructions (Title Order) form.

The Status field is used to indicate the status of the structure, or if one exists, on the property.
The choices are: Exists, Proposed (vacant land), or Under Construction. If Proposed is
selected, this should alert the Title Department that an ALTA inspection is needed.

The Base Order No field is used to identify if there is a starter file that should be used on the
transaction. The number of the starter file should be entered in this field. The Base Order No
field is available to be used in the Search function.

The Subject To field is used to enter “Schedule B” items, if Escrow knows of some that should be
noted.

If the file is for an “escrow only” transaction, the Reference Numbers 1 & 2 fields can be used for
the outside title company’s title file number and any other numbering that needs to be referenced.
If the transaction is being worked by the internal Title Department these fields can be used for
other reference numbers, such as a builder or developer number. The Reference Number 1 and
Reference Number 2 fields are also used in the Search function.

The Need By Date field should be used to enter the date that the Prelim/Commitment is needed.
Click on the £ Calendar tool icon, just to the right of the date entry area, or use the CTRL+D
Quick Keys to pull up the Calendar tool, or enter the date manually in mmddyy form (no
slashes).

The Requirements fields are used to note any requirements that are needed, such as Releases,
or Deeds of Trust.

The Comments to Title field is used to add anything that was unclear in any of the previous
fields or screens. If the user is sending an amended title order, enter “Amended” and notes about
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what was added, deleted, or changed. When a second title order is sent to the Title Department,
it will print “Amended” across the top of the form.

The bottom portion of the screen, labeled Title Company Information, is used to detalil
information on the Outside Title Company if the file is an Escrow Only transaction. The user
should enter the information for the outside title company that is doing the title search. The Title
Company Information may be filled out manually, or if the outside title company is in the NAF

then use the m NAF icon, in the upper left corner of the screen, to speed-fill this information.
The data that is entered into the Title Company Information fields can be made available in
other areas within Impact. For example, the information that is entered here is utilized every time
that the : TC Payee Shortcut is used. See the Impact Payee Shortcuts section for more details
about this and other shortcuts.

The Title Officer field’s dropdown list presents External Title Officer names that have been
entered in the Utilities module>User Tables>External Title Officers. The user may select a
name from the dropdown list or may enter a name manually.

Prelim Distribution List

The Prelim Distribution List is used to manage the delivery methodology, for Prelims, CC&R’s
and other Docs, to the various parties to the transaction. A system setting will add columns for
the Legal, Vesting and Plotted Easements as well. While the data on distribution method and
counts for the noted documents types can be entered on each party’s data entry screen, the data
for all parties can be viewed, and edited, on this screen. There is also an additional record for the
Escrow Branch.

Closing Disclosure Form Entry [00001152] - Prelim Distribution List

& 4 O ad =] 4 Lis]

Save & Exit | Options  Print " TitleSearch | Docs | File Notes Disburse ~  Previous Jump ~  MNedt

Prelim Distribution | &

Type Party Via Prelims | OCRS | Docs | Lol | W&t | PE
1 1 1 1 ©|e

i

4 Buyer Buyer, Bradley T.
Buyer Applicant, Co Deliver
Seller Selerz, Happy Fed Ex
Lender Bank of America Fed Ex
Lender ABC Mortgage Lenders, Inc. Fax
Lender Mortgage Brokers Unlimited, LLC Will Call
Listing Agent | Selling Specialists, Inc Email
Selling Agert | Find My Dream Home, LLC Will Call
QOther USA Digital Solutions, Inc.
Escrow Branch | USA Digital Solutions, Inc. Main Office @25th Ave.

R N Y

®
f

The distribution method (Via column) and counts for each doc type can be edited on this screen,
so the user does not need to go into each party to change this information. Changes made on
this screen are immediately reflected on the party.

The L= New Party icon, at the top right of the screen, can be used to add another party to the file.

The ‘i) Information icon, on each party’s record, will present a brief set of information on the
party, to refresh the user’'s memory if needed.

The € Clear icon, on each party’s record, will erase the distribution method and counts for that
entry.
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Miscellaneous Data Entry

A system configuration option exists that provides for the ability to add data fields for information
that the Company wishes to track that is not provided for elsewhere. A screen will be presented
of whatever fields the Company has established. The setup of the fields for this screen is done in
the Utilities module, by a System Administrator via Utilities > User Tables > Dynamic Data
Fields. This data can be reported on, but cannot be used in documents. Existing fields can be
flagged (in Utilities) as inactive and will not appear for files created after that flagging.

A sample of a Miscellaneous Data Entry screen is shown here.

HUD with GFE Entry [GFEQL] - Miscellaneous Data Entry
= s | & a4 @O & | @ .| ¢« ®

Save & Exit Op£i0n5 Print ~ Title Search | Docs | File Notes | Disburse Previcus Jump N MNext

Date file sent to storage: .
File Storage Box Mumber:

Date received from storage: .

Reason far file req: | j

For sites that are configured to use the Miscellaneous Data Entry screen the option to print data
for the selected file is available on the Print menu. The user should select the Dynamic Data
Entry Report option on the Print menu.

Closing Disclosure Form Entry [00001152] - Miscellanecus Data Entry

= ' & D | Ll W | A W™, b

Save & Exit op£i0n5 Print  |Title Search | Docs | File Notes | Disburse Previous Jump Mext

Clesing Disclosure
Date file sent to storg
Settlement Statement
File Storage Box MNum
g ALTA Settlement Statements

Il inete Title Instructions

Reason for file Balance Statement

| Dynamic Data Entry Report |

This is the end of the Initial Questions menu section description, for Residential files.

Items that are unique, in Initial Questions, for Commercial files, will be discussed in the following
pages.
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Initial Questions - Commercial

The Initial Questions menu, on Commercial files, is identical to that on Residential files with
the exception of the Commissions menu option — the Commissions screen is not applicable to

Commercial files.

File

Edit

Ticklers  Disburse

é‘; Irmpact/SQL Escrow [USA Digital Selutions Demonstration Systemn]

Wires

Receipte  Documents  Projects  Reports  Misc,

L =

Initial Questions

[3

Legal Description
Order Title Search
Settlernent Entry

Dates/Transaction Information

Property Information
Parties

Source Of Business/Bill To

Title Infarmation
Prelim Distribution List

Misc Data Entry

The characteristics of a Commercial file were explained earlier in this documentation, in the New
File > File Type section.
Dates/Transaction Information (Commercial)

The Dates/Transaction Information screen, on a Commercial file, is very similar to that of a
Residential file, but has the following differences:

o Type of Closing is set to Commercial

Commercial Entry [SLCOM2] - Dates/Transaction Information

=] 3 & D] | - I
Save &L Buit | Qptions Print Title Search | Docs | File Motes | Disburse Previous Jump Mext
Order Type: | Escrow & Tile =l

=]

| Type of Closing: |Commercia|

e The Sales Price field will reflect the aggregate of prices entered on each property and will be
grayed out. If prices are not entered on each property, the Sales Price field on the
Dates/Transaction Information screen will be editable...until such time as prices are entered on
New/Edit Property screens. The Sales Price field on the Dates/Transaction Information
screen, and the New/Edit Property screens, will be disabled if the Transaction Type on the file
is flagged as a Refinance type. If there are sales price figures on a file and the transaction type
is switched to a refinance-flagged type, the sales price figures will be eliminated and the fields will
be disabled.

Sales Price: 57.101.756.00 Estimated Title Fee:
Estimated Escrow Fee:

Project Name:

e The Initial Deposit field is not presented.

e The Funds Held by Broker fields are not presented, as they are not applicable to non-RESPA
files.
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Properties (Commercial)

Commercial files are distinguished by the ability to have an unlimited number of properties
added to them. The Property Information menu entry, under the Initial Questions sub-menu,

will initially open with a largely blank window. The Lsr Add Property icon, at the top near-middle
of the window, is used to initiate the entry of information on each property to be added to the file.

Commercial Entry [COMMMSTR] - Properties I

(= > & . B m | &l = 4 M A3
Save & Exit Options Print Title Search | Docs | File Notes | Disburse Previous Jump Mext
Properties 8

S

When the LsrAdd Property icon is clicked a screen will be presented like the one shown below.
The same three tabs are presented as on the Residential property screen: Property, Mobile
Homes and Notes.

New Property ==
Property Mobie Homes Notes
Address #1: | I™ Forsign Address

Address #2: [

o [ | see | < Zpcode [

Property Courty: Propetty Type -
Municipalty Type: - Municipality Name: [
Subdivision Name: /S Weeks
Appraisal Type: [ Nane - Appraised Value
Appraisal Description:
Sales Price:
Unit: | Low Lot: | High Lot: | Block: |
Tract: | Map Book: | Map Page
Q1G20304: ARB Number:
Section Township: Range:
Ful Legal Brief Legal

Tax Parcel ID Numbers / Tax Map Keys HPR Numbers

2dd Ancther | Copy From Cancel

The Commercial New/Edit Property screen is very similar to that in Residential files, with the
following differences:

There is a Sales Price field for each property. Prices entered in this field (on each property) will
aggregate to the Sales Price field on the Dates/Transaction Information screen.

There is an Add Another button at the bottom of the screen that, when clicked, will present
another property entry screen for the next property to be defined.

There is a Copy From button at the bottom of the screen that, when clicked, will present a listing
of the previously entered properties on the file and the user may identify which property to copy to
use as a starting point when entering another new property. Alternatively, when a property is
highlighted, in the Property tree-view (discussed later), the <2 Copy Property icon, at the top
right of the Property tree-view (left side of screen), will copy the highlighted property to a new
property record, where the copy can be edited.
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The reader is referred back to the Property Information Screen (Residential) section of this
manual for explanation of the common fields on this screen. The Mobile Homes and Notes tabs
are identical to those on the Residential Property screen.

The Cancel button applies to all changes made to the active property screens, not just a
particular screen. Hitting Cancel will eliminate all changes made to all screens (Property, Mobile
Homes & Notes).

Once the OK button is used to save changes made to a property entry, the property will be listed
in a tree-view on the left side of the screen — as shown on the next page.

The Properties screen (shown to the o BT e
right), when first presented, will not have
any property highlighted, in the tree-view
on the left side of the screen, and will -

have limited data about all entered e S

1 - 4 ke 3
FileNotes  Disburse ~ | Previous Jurmp - Next

10835 N. 25th. Ave.  "=| IK

Phoanix, AZ 85029 ‘Commercial

Curert Adcress: 10835 N. 25h. Ave
Prosrce, AZ 85023

. . ) 10838 N. 25th. Ave. NNV
properties on the right side of the screen. oA o]
To edit an existing entry in the tree-view, e

. . . . . Sales Pice: 12.696.756.00
the user can either highlight it, in the 10837 N. 251, Ave. =

Phaene:, AZ 85029 Commercial
Curert Adcress: 10837 N. 25h. Ave
Prosrce, AZ 85023

tree-view, and click on the / Edit icon in
the upper right corner of the window, or
right-click on the property and select
Edit from the options presented (# Edit

or © Delete).

The *1 Reposition Property icon, above

Commercial Entry [SLCOMI] - Properties

=]
Save 8Bt Opfions

& 4 |0 &l = .
Print Title Search  Docs ~ File Notes | Disburse Previous Jump Next

Properties
~10835 N. 25th. Ave.. Phoenix, AZ 85023
10838 N. 25th. Ave.. Phoenix. AZ 85029
10837 N. 25th. Ave., Phoenix, AZ 85029

10838 N. 25th. Ave.
Phoenix AZ 85029

J 0%

Commercial

Curert Address: 10838 N. 28h. Ave,
Phoerix, AZ 85029

3 - Commercial

Fropety Courty:  Maricopa
Muricipaity Type:
jame:

Property Type:
Muricipality Name:
Timeshare Weeks:

Appraised Value:  0.00

ype:  Nene
ice:  12,698,756.00

Urit Low Lot Map Book: Blook
Traet High Lot: Map Page:

Q1620304 ARB Number.
Section: Township: Range:

Bricf Legal:  Biief legal for 10838

Tax Parcel Id Numbers/ Tax Map Keys: HPR Numbers.
# #2:

3 :

the tree-view, will present a window in
which the user can reorder the properties
— this will impact the number of the
property, which can impact documents
that have already been prepared based on
the previous ordering.

The @ Copy Property icon, above the
tree-view, will copy the highlighted
property’s information to a new property,
where the differences can be edited.

As shown above, a view-only screen of
each property’s information is shown when
the property is highlighted in the tree-view.

The Notes on any property can be read (but not edited) by clicking on the =| Notes icon in the
upper right corner.

The

| View Detail and

| View Summary icons, also in the right corner, will flip from a

summary listing of all properties to a detailed preview screen for one property or back, depending
on the icon and view that is open. The screen to the right reflects the View Summary
presentation.

The ~ Delete icon (in the icon tray on the right of each property summary section) can be used
to completely remove a property from the file.
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Parties (Commercial)

Commercial files can have unlimited numbers of all Party types, including Lenders and Agents
(which are restricted in number in Residential files). Entry of Party information on Commercial
files is fundamentally the same as it is on Residential files, and the user is referred to the Parties
explanation earlier in this manual for a full discussion of the subject. The following comments will
be limited to differences in Buyers, Sellers and Lender party data entry that are specific with
Commercial files.

Buyers & Sellers (Commercial)

The Buyer and Seller party entry screens, on Commercial files, are identical to those in
Residential files with one addition: Ownership Percentage. The Ownership Percentage
entered on each Buyer and Seller party entry reflects that party’s ownership interest in the entire
transaction. Up to six decimal places may be entered. As an example of an entry, 10 1/8t
percent would be entered as 10.125. The system keeps track of the aggregate percentages
entered and will detail the remaining percentage, if any, to be assigned to the parties that have
been entered on the file, as shown in the screen shot below. If any percentage is entered on any
party, 100% must be assigned, across all parties, before the user can leave the Parties screens.

Edit Buyer - North Twenty-Fifth Ave. Ventures =]
MNAF
@ Information | Wire Information \ Vesting \ Signature | Contacts | @ Notgs |
Entty Type: [Compary v NAF ID
Full Name:  [North Twenrty-Fifth Ave. Ventures
Attention To: |
Tax ID Type: |EIN hd

Tax ID: [55-5395999
Ownership Percent: 75 (0% remaining) |

Reference Number: |

I Source of Business
I Bill To Customer

@ Current Information | Forwarding Irformation | Distribution ‘

The Ownership Percentage is used to enable the generation of “fractional” settlement
statements, by Party, that split up the transaction’s figures by the percentages entered.

In addition to the Ownership Percentage allocation, there can be allocations by property and by
loan, and specific charges can be allocated to parties, properties or loans. This is described in
more detail in the Settlement Items section of this manual.
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Lenders (Commercial)

The Lender party entry screen, on Commercial files, is very similar to those in Residential files
with four changes: The GFE-related Tolerance Adjustments tab does not exist; Interest
Prorations cannot be administered from the Lender screen for the New Loan and Refinance
Types of Financing; the Type of Loan field does not exist; and, an Alternate Loan Description
field has been added to the screen. The Loan Terms tab is like that on CDF files; Construction
Loan Type is available on that tab, and is available for use in documents — the balance of the
Loan Terms screen has no relevance to Commercial files.

Mew Lender ==
) NAF
Paty Type: |lendar -

Information | Wire Information Loan Tems Cortacts | Proposed Insured 4 | ¥
Ful Name: || NAF ID:

Short Name: |

Attention To: |
Benefit Of: |Buyer -

Reference Number.
I™ Source of Businsss
I™" Bill To Customer

I™ Morigage Broker
e T Yield Spread Premium

Loan Amourt — Coves _ sow | O
Mg Ins. #

Type of Financing: [None -| At. Loan Description: | |

Contact Information | License Information | Distribtion |

Address #1: | I™ Foreign Address

Address #2: |
aty: | State: ~| Zip Code:
Home Number.

Work Number:

Cell Number;
Fax Number:

Email: [

Pimary Notfication: [Nore  ~]
Add Another | Copy From Cancel

Bd: |

The Alternate Loan Description field will present as the description of the loan on the
Settlement Statement.

Lenders can be Repositioned, on the main Parties screen, on Commercial files.

Again, all other Party entry is identical to that described earlier in this manual.

Balance of Initial Questions Menu (Commercial)

The balance of the Initial Questions menu entries on Commercial files (Source of
Business/Bill To, Title Information, Prelim Distribution and Misc Data Entry) are identical to
those in Residential files and so will not be discussed here. The reader is referred back to the
discussion of those screens earlier in this manual.
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Legal Description

The second entry on the Edit menu is Legal Description. This function is used, by Escrow, to
edit the Full Legal, if so desired, before the file is submitted to Title. Should the file a user is
working on be an escrow-only file (with title not being worked up in the Impact/SQL system
locally) the user would need to enter the Full Legal in order for it to be available for use in
documents. Once a file is submitted to Title, Escrow users cannot edit the Full Legal (unless a
system override setting is enabled). The Full Legal can still be used in escrow documents after it
is locked. The Legal Description is entered, and stored, as a MS Word ® document in Impact.

The selection of the Legal Description entry, on the Edit menu, will result in the presentation of
the Legal Description screen as shown below. If the file involved is a Residential file, there will
only be one property listed. If the file involved is a Commercial file, all of the entered properties
will be listed. Samples of each are presented here (Residential on the left, Commercial on the

Legal Description (=) Legal Description (=)
% Print Selected /5] Email Selected [} Publish Selected & Print Selected /5] Email Selected [} Publish Selected
Escrow File #: 00001001 Branch: 003 - Test New Branchfor 2.0 Escrow File # SLCOM1 Branch: 001 - USA Digital Solutions, Inc. M...
Title Officer: Escrow Officer: MW - Joe Westrick Title Officer- Escrow Officer:  LH - Lars EO.Heny
Fiter: | 2 Fiter. | 2|
Property Address Last Updated Pmpe‘ty Address Last Updated
2 e b e Ty T Ty
I~ | 10837 N. 25th. Ave... Phoenix, AZ 85023
I~ | 10832 M. 25th. Ave., Phoenix, AZ 85029 /

When first opened, no property will be selected (checkbox in front of the Property Address), but
to utilize the function icons across the top of the screen, the appropriate property(ies) should be

checked. At that point, the Legal Description for the selected property(ies) can be %= Printed,

&5 Emailed or E_-l Published (if so configured). If there is a Date/Time entry in the Last
Updated column, a Full Legal exists for the property. If that column is blank, no Full Legal has
been started for the property.

To enter a new legal description, or edit an existing one, the user should double-click on the
appropriate property on the list or click on the # Edit icon to the right of the property to be
worked.

The default Full Legal master document is very often completely blank. However, it can be
customized if there is default verbiage, or data from the file, that the Company wishes to have
always presented at initial creation, in a standardized format. When a Full Legal is first opened
for a property, the system will copy the default master document and save it tied to the file and
property, and present it to the user inside MS Word ®, ready for editing by the user.

Impact adds a customized tool bar/ribbon to the MS Word ® tool bar/ribbon set that provides for
various custom functions that aid in the entry of the legal description. The Impact/SQL Legal
Tool Bar/Ribbon, from Office 2010 ®, is presented below. There are different Impact/SQL Tool
Bar/Ribbons in the different document types in Impact (Escrow, Title, Prelim & Policy),
customized for the document type.
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ImpacsQL Home Insert Page Layout References Mailings Review Wiew

'?,} _5 -E]]i Degree Aa [ Date to text }?? HEF E o H lﬂﬂ

& Format phone
Mext DDE Clause Change Tools  Print Email Infao Save Save and return
Fill in browser case 7 document document to ImpactSQL

Mavigation Insert Into Document Formatting Tools Actions

There are shortcut Quick Keys for many of the Legal tool bar icons, as detailed below.

Button Tool Name Quick Keys
q.'} CRTL+1 or F11 takes user to the
- Next Fill-in next fill-in field in the document, if
Mext here are an
Fill in there are any.
rht
_Q Insert Field CTRL+2
DDE
-ﬁ"i CTRL+3 to bring up the floatin
Insert Legal Clause . 9 p. g
Clause insert legal clause window
browser
Degree The apostrophe key under the tilde
Insert Degree N P P y
Aa SHIFT+F3 at end of text string will cycle
Change Case through three options: ALL CAPS, all lower
Change case, Upper first letter only.
fase

CTRL+0 will mimic icon.
¥ Date to text

CTRL+9 will generate an alternative
text version (Month ##, ####) vs.
icon’s (## the day of Month, ####)

Date to Text

Enter 7 or 10 digits then hit icon or ALT+2
%y, Format phone

Format Phone Number to add parentheses and hyphen to format
number.
}?f_-b No Quick Key shortcut.
Tooks Open Tools Menu Content of menu varies by Access
> Level.
@ Print Document CTRL+P to print the document
Print
I .
= . CTRL-SHIFT+M to email the
Email Document
Email document
document
o CTRL-SHIFT+A for info on Impact
Info
and the document
Info
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H CTRL+S to save the document
Save Document
Save changes

document

Iﬂﬂ No Quick Key shortcut.

Save and Return to
Save and return Impact Saves the document changes and

to ImpactSL closes the doc.

Order Title Search

Typically, the title search is ordered after the _
- . L. Order Title Search

user finishes with the last screen of Initial .
Questions, and the system will prompt the user Iiol This will send Escrow Number SLCOM 1

. . == tathe Title Department to begin your title seanch.
after they lal Save & Exit from those screen, if
they did not use the Z& Title Search icon within Yes No |
Initial Questions, to order the search, as to
whether the search should be ordered (except for Escrow Only files). The prompt is shown to
the right. If the user wishes to submit the file to Title, they should click on the Yes button; click on
No, if not to be submitted at this time.

Whether submitted or not, there will be an additional

Order Title Search prompt asking the user if they wish to print the Title
o Instructions. Again, Yes or No are the options. If
L |l Your request has not been accepted. . i X .

=" Do you wish to prirt the Title Instructions? Yes is clicked upon, the user will be presented with

the printer control panel where they can Print,
Preview, Email, Publish (if so configured) or send
to Attachments the Title Instructions.

Yes Ne

Once Escrow has submitted the order to Title, the Date Ordered and Ordered By fields, on the
Escrow Status Information screen, will reflect the date submitted and by whom.

When the Title Instructions have been printed in, or emailed to, Title, by the automated routine
for doing so, the Date Accepted, on the Escrow Status Information screen, will reflect the date
printed or transmitted.

If an amended order is submitted to Title, the Amend Date and Amend No fields will update on
the Escrow Status Information screen.

Title Instructions are customizable by site and the order sheets can be customized differently for
when they are printed out by Escrow and when they are printed by Title (manually or via the
automated routine).
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HUD, Worksheet, CDF and Settlement Data Entry

Due to the 2010 RESPA changes, the introduction of Commercial files into Impact/SQL, and
then the CFPB’s Integrated Mortgage Disclosure Rule (effective 8/1/2015) there are now six (6)
distinct data entry paths for settlement data; they are:

¢ HUD — Residential file without 2010 RESPA features on HUD entry screens. Non-GFE HUD
and Settlement Statements can be produced. On non-GFE files, HUD lines 705-708, 809-811,
905 and 1305-1307 will only be printed if they have content, freeing up space for other expansion
entries.

¢ Worksheet — Residential file without 2010 RESPA features on worksheet entry screens. Non-
GFE HUD and Settlement Statements can be produced. On non-GFE files, HUD lines 705-708,
809-811, 905 and 1305-1307 will only be printed if they have content, freeing up space for other
expansion entries.

¢ HUD with GFE — Residential file, with 2010 RESPA features included on HUD entry screens.
HUD and Settlement Statements can be produced; combined or separate by loan.

o Worksheet with GFE — Residential file, with 2010 RESPA features included on worksheet entry
screens. HUD and Settlement Statements can be produced; combined or separate by loan.
Note: the 207/208 & 507/508 lines cannot be accessed via this entry path.

e Closing Disclosure Form — Residential file, with the CFPB’s 8/1/2015 rules. The data entry
screens are accessed via a tree-view. No HUD can be produced from CDF files, however
Settlement Statements and, of course, the Closing Disclosure form can be produced.

e Settlement Entry — Commercial file. Settlement charge entry screens. Multiple properties and
unlimited parties. Combined and proportional Settlement Statements can be produced. No HUD
production.

The non-GFE versions of Residential file data entry will be presented first. The with GFE
versions of Residential data entry will then be explained, followed by the CDF file data entry.
Lastly, information on the Commercial file Settlement Entry process will be presented.

As has been explained earlier in this manual, the choice between Residential and Commercial
is made at the time of file opening, on the New File screen. The Commercial selection will force
the Settlement Entry data entry process — there are no alternatives for Commercial files. The
Residential selection will allow the user, on the Dates/Transaction Information screen of Initial
Questions, to make the determination of the style of data entry HUD or Worksheet, “with” or
“without GFE”, or CDF. NOTE: once a data entry form is selected, if it is changed, there will
likely be data lost (if entered). The user will receive a prompt if that is going to happen, and can
make the determination whether to proceed.
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Common Tools on Data Entry Screens, incl. Payoffs

There are some common tools used across the data entry screens. These [ =
will be described before going into the specific entry styles. 4| Mach 2013 |
The 3 Calendar tool is present on all date fields. Click on it to open a P
i i i 10 11 12 13 14 g5 16
calendar display from which the desired date can be selected. EE
24 25 % 27 2B ¥ 3D
311 2 3 4 5 6
Today: 03/15/2013

The g Edit icon is presented on line items that have sub-screens
associated with them which have already been used to prepare data for the HUD/Worksheet line
— such as Payoffs, Commissions, POC’s or Title Services charge summaries. These will be
explained in detail in the discussion of each section.

On many of the entry screens, there is a checkbox in front of the text “Check”. This is used to
indicate that a check is to be cut for the charge.

110, [Special Charge N 10000 5|

e The &% Payee Name and Address icon is used to detail

Payes Name and Address [=]]| the payee’s information (for use on checks) while data is

Address #1:
Address H2:
City, State and Zip:

Non-GEF Version

Mame: |Payee on Charge ftem

@ || being entered through the HUD/Worksheet screens. It will
bring up the Payee Name and Address screen through
which that information can be entered for a particular entry.
The B NAF can be called on from that screen. The

- |

-
Separate Check: I Separate Check checkbox is used to isolate the specific
Remove Cancel charge from others to the same payee.

There are two versions of the Payee Name and Payee Name and Address ]
Address screen, non-GFE and GFE. The CDF GFE Version D e
uses a Payee Information section, on charge el
screens, much like the GFE version. The GFE — :7 Fayee ame same as Display name
version provides the ability to separate the Display

Name (on the HUD) from the Payee Name on the Addvoss 52 |
check produced for the charge. By default they Ciy. State and Zp: |
are the same name, but the user can uncheck the Separate Check: [
Payee Name same as Display Name checkbox Remove Cancel
and then the names can be altered. This screen is
available on the HUD lines 704-708, 803-831, 902-912, 1109-1132, 1204-1220 & 1302-1339.

Address #1: |

From a functional standpoint, when the user wants a different display name from the payee
name, if the user selects the desired Payee Name from the NAF, while in the “to” field on the
HUD, and then opens the Payee Name and Address screen and unchecks the box they can
then enter the Display Name without disturbing the Payee Name and address information pulled
from the NAF. Selecting the display name from the NAF, while in the “to” field on the HUD is the
wrong approach, as the Payee Name, on the Payee Name and Address screen, cannot be
pulled from the NAF.
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The E Proration/Calculate icon is used to bring up sub-screens on which prorations or charges
are calculated. A sample Proration screen is shown here. The user should enter a Description
of the item being prorated, and the Total to Prorate. The Start and End Dates should be
entered. The “To/Through” selection is used to determine if the calculation of the proration is “to”
the End Date or “through” the End Date.

Proration @
Total to Prorate Based On Proration Based Cn
Total to prorate: * Annual " 360 Days
Start Date: . " Semi-Annual @ 365 Days
T 21 | € Guartery " Days In Period

-

End Date: Morihiy
" Daily

Prorated Amount:

Bemove Calculate | Cancel | oK |

The user should select the appropriate Total to Prorate Based On option (Annual, Semi-
Annual, Quarterly, Monthly or Daily). The user should select the appropriate Proration Based
On option (360 Days, 365 Days or Days in Period). Once the data is entered and options
selected, clicking on the Calculate button will compute the Prorated Amount as will clicking on
OK to return to the screen being worked up. In most situations, the Remove button will break the
link to the calculator and leave the values on the main entry screen in editable form.

File Options @
Proration Defaults
Based On Frequency
County Taxes: |385 Days j ‘Annua\ j
City/Town Taxes: |355 Days j ‘anua\ ﬂ
Assessments: |355 Days j ‘Annua\ ﬂ
Daily Interest:  |365 Days hd
Other: |355 Days j ‘anua\ ﬂ

Defautt Proration Calculation | Ta - Ending Date

Print defaults:
I~ Show to/Thu

The & Options icon, on the data entry wizard toolbar at the top of the entry screens on GFE,
Commercial and CDF files, is used to pull up the File Options screen. The defaults for
prorations for the file can be set there, if the database defaults are not proper for the particular
file. Proration settings may be overridden charge-by-charge.

The user may alter the Default Proration Calculation [To/Through] Ending Date setting to
reflect that the calculation should be up “to” the End Date or “through” the End Date.

In conjunction with the calculation setting, the Print Defaults checkbox is used to alter the default
printing of “to” in proration descriptions to reflect “to” or “through”. The calculation option will print
if the checkbox is checked.
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This separation of the calculation option from the print option is because some lenders read “to”
to mean “through” and want the calculation to be “through” the End Date, but want the description
to indicate “to”. The print control is not available on the prorations entry screen. Therefore, in the
event that selected charges will be calculated as “through” and printed as ‘through”, but others
will be calculated “to” and printed as “to”, the user should set the Default Proration Calculation
option to “To” (and override it on the individual charge screen(s) that will be calculated “through”)
and the Print Default option should be checked so that whatever the calculation setting is on the
individual charge will be used in the description when printing.

The “Credit/Debit” and “Debit/Credit” checkboxes, on the HUD 100, 200, 400 and 500 screens,
provide for single entry points for offsetting buyer & seller items. The checkbox on HUD line 201
is only used if the buyer gives the seller the earnest money directly. In the sample to the right, the
entry on line 206, with the Credit/Debit box checked, will reflect a debit on the seller’s side of the
HUD (line 506). Without the check, only a credit on the buyer’s side would be presented. These
items will have corresponding entries on the HUD 500 section. Entries on the 100 section will
have offsets on the 400 section.

HUD with GFE Entry [GFED1] - HUD Form 200, Amounts Paid by or in Behalf of Borrower

| d = 4 s I 2
Sove & Eiit | Options | Print Docs | File Notes | Disburse | Previous  Jump Next

204,

201,
202
203.

205.
206.
207.

Deposit or eamest money
Principal amount of new loan(s)

Existing loan(s) taken subject to

3 ‘Earnest Money Held by Listing Agent

208. ‘Seller Paid Loan Charges

209. [RPTT

™ Credit/Debit

[~ Credt/Debit
™ Credit/Debit
[¥ Credt/Debit
™ Credit/Debit

150000 __ |

50,000.00
0.00
500.00

500.00

The entry of the primary and other payoffs is common in form in the HUD and Worksheet entry
screens. From the HUD Form 100 and HUD Form 500 screens you can add an unlimited

number of Borrower or Seller payoffs with unlimited itemized charges.

HUD with GFE Entry [GFED1] - HUD Form 100. Gross Amount Due From Borrower
(=] & | @O =] By . b

Save 8 Bxit | Qptions Print Docs | File Motes | Disburse Previous Jump Mext

101. Contract Sales Price ’7
102. Personal Property ’7
103. Settlement charges to bormower (ine 1400) ’W
104, [Payoff #1 W Payoff #1 o [ 15030205
105. | [ Other Payoffs [ —

To add details for the first payoff, click on the Payoff #1 check box, or press the SPACEBAR, if
the Payoff #1 label has the focus, to place a checkmark in the box and open the Payoff Details
screen.

To add additional payoffs, click on the Other Payoffs check box, or press the SPACEBAR, if the
Other Payoffs label has the focus. If you are at the HUD Form 100 screen, then the HUD Form
105. Borrower’s Payoff screen will open. Alternatively, if you are at the HUD Form 500 screen,
then the HUD Form 505. Seller’s Payoff screen will open. From either screen, click on the Ler
New Payoff icon, and then the Payoff Details screen will open.

Both the HUD w/GFE and the non-GFE HUDs will disclose the name of the Payee on HUD lines
104, 105, 504 and 505 when the lines are used for payoffs and the HUD is printed.
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Should the & Modify icon, next to the Payoff labels, be enabled (not grayed out), that is an
indication there is existing payoff information already entered. Clicking on the icon will take the
user to the existing item(s) so they can be edited.

Por— & On the Payoff Details screen make one
st et Pt 1o A | selection from the three choices, at the top of
o S . the screen, as to how the payoff funds are to be
e }‘ handled: Issue Check for Payoff, Issue Wire
Addon 2 | for Payoff, or Net Funding.
Ciy, State and Zp: |
- - If the payoff is made payable to one of the
Pl R lender payee shortcuts (:L1, :L2, or :L3), and
e | =] Issue Check for Payoff is selected, and
T .
R multiple payoffs are to the same lender, the
i s &‘ lender will get a separate check for each payoff.
mteres Dmpsvear [B00ms @] meesSwOas | B o vl memsewome [ G )
| wes [ | If the payoff is made payable to one of the
frryrr—— lender payee shortcuts (:L1, :L2, or :L3), and
E=m = Net Funding is selected, the payoff will be
e deducted from the lender’s proceeds. The
details will be shown on the Lender Summary

Total: 0.00

Calculate ‘ Cancsl ‘ oK screen.

If Issue Wire for Payoff is going to be selected the Wire Information area of the screen is used
to detail a wire. The Wire Information area is available even when the Issue Wire for Payoff
option is not selected, allowing advance data entry about wiring to be done in the future. NOTE: if
Issue Wire for Payoff is selected, and the information is completed and the user clicks on OK,
the outgoing wire form will present, on which the wire can be completed and sent (click OK on the
wire out screen), or put on hold (complete Hold information at the bottom of the wire out screen),
or can be prepared as a Pending Wire to be released via Disbursements (by clicking Cancel on
the wire out screen). The Bank ABA entry will be validated against a table of ABA nhumbers and
an alert will inform the user if the entry is invalid. Using the NAF to populate this section is
advisable, as the ABA and Account Number can be stored there. The ellipse button (...) next to
the Bank Name field can be used to search the ABA table by bank name or ABA number.

The Payoff To fields may be filled out manually but a better choice is to use the Name and
Address File (NAF). See the NAF menu section for more details on using the NAF.

The Principal Balance is entered in the field of that name.

In the Interest Days/Year area of the screen, choose either 360 Days (30 day months) or 365
Days.

The Interest Start Date and Interest End Date should be entered if the Total Interest is to be
calculated, not entered manually. There is a field between the two dates in which the user can
select whether the calculation should be “To” the end date or “Through” the end date. The dates
are optional on manual entry, but will print in payoff detail if provided.

NOTE: Once a payoff wire out has been generated, the system will not recreate the payoff
disbursement item, if the disbursement file is recreated. For example, if the user generated a
wire out for a payoff, and put the item on hold and later decides the item should be deleted and
recreated, it will not be recreated if the disbursement file is recreated. The user will need to
manually create the disbursement.
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There are three options for interest proration and the user’s choice is selected in the Prorate By
field. The options are Interest, Per Diem and Manual.

Selecting the Prorate By Interest option will cause the system to present an Interest Rate %
field that should be filled with the appropriate rate. Then the Calculate button, at the bottom of
the screen should be clicked to calculate the interest. Clicking on OK to close the screen will also
result in the Total Interest field being calculated.

Principal Balance: 150.,000.00

Interest Days/Year: |65 Days | Interest Start Date: [04/01/2013 [ |To | Interest End Date: [04/15/2013 [
Prorate By: | Interest - Interest Rate %: 525 Total Interest: 302.05

Selecting the Prorate by Per Diem option will cause the system to present a Per Diem field that
should be filled with the appropriate daily amount. Then the Calculate button, at the bottom of
the screen, should be clicked to calculate the interest. Clicking on OK to close the screen will
also result in the Total Interest field being calculated.

Principal Balance: 150,000.00

Interest Days/Year: |385 Days v| Interest Start Date: [04/012013 [ [To x| Intersst End Date: [0415/2013 [
Prorate By: | Per Diem - Per Diem: 21.58 Total Interest: 30212

Selecting the Prorate By Manual option will remove the Interest Rate % or Per Diem fields and
the user would enter the Total Interest directly in the field of that name.

Principal Balance: 150,000.00

Interest Days/Year: |365 Days v| Interest Start Date: 04012013 [ [To x| Interest End Date: 047152013 [
Prorate By: |Manual - Total Interest: 302.00

The Additional Charges area of the screen is used to add additional items included in the
payoff. Click on the L+ New Additional Charge icon to add an entry. The down arrow on the
Description field will present pre-established items, to save typing, or the charge can be typed in
manually. The business can maintain the list of pre-defined charges. The Amount field should
be filled with the charge. Repeat the process to add all required charges. To remove any item
click on the = Delete icon to the right of the item.

Additional Charges

| &= Mew Additional Charge

Description Amount
Late Fees 6500 &

, x

4

To view the calculation immediately on the Payoff Details screen, click on the Calculate button
at the bottom of the screen. Clicking on OK will also have the system do the calculation, and
return to the original screen where the Payoff check box was selected. If later, you need to view
or make changes to the fields in the Payoff Details screen, select the = Modify icon to the right
of the Payoff check box.

Press the Cancel button to trigger a return to the main screen without saving the data. A prompt
will ask the user to confirm that changes should or should not be saved.
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All information entered on the Payoff Details screen will appear on the stub of the payoff check
and as a separate page of the HUD Settlement Statement. When a name is used in the Payoff
Details screen, and then the identical name (or Payee Shortcut) is used in a payee field on any
other screen, this will produce two (2) separate payoff checks.

Residential - Non-GFE HUD Data Entry

Earlier in this documentation, it was explained that the file type, Residential vs Commercial, is
established at the time a file is opened and the Type of Closing setting (data entry style) is
established at the top of the first screen of Initial Questions (Dates/Transaction Information). The
following discussion will detail the data entry process for Residential files with the HUD (non-
GFE) Type of Closing (data entry style) setting.

& [p  Initial Questions
[ | Legal Description

Order Title Search

»

1 Impact/SQL Escrow [USA Digital Solutions Demonstration System]

File | Edit | Ticklers Disburse Wires Receipts Documents Projects Reports  Misc.

N B> @@

HUD Style Entry

100 Gross Amt Due From Borrower

200 Amount Paid by or in Behalf of Borrower
210 Adjustments For ltems Unpaid By Seller
400 Gross Amt Due To Seller

500 Reductions In Amt Due To Seller

510 Adjustments For ltems Unpaid By Seller
700 Commissions

800 Items Payable With Loan

900 Iterns Req by Lender

1000 Reserves Deposited With Lender

1100 Title Charges

1200 Gov't Recording / Trans Charges

1300 Add 't Settlement Charges

HUD Summary

Lender Summary

The other alternative, if in
the Initial Questions

screens, is to use the Eﬁ
Jump icon to present the
listing of data entry options
and select HUD and then
the screen desired.

There are two paths to get to the HUD entry screens. From the
Edit menu, select the HUD Style Entry option and drive to the
particular screen desired, or start on the 100 screen and move
through them in sequence.

HUD Entry [CTCOIN] - Dates / Transaction Information

& ] [~ b
Save&Edt | Print  TitleSearch | Docs | File Notes | Disburse | Previous Next
Order Type: Dates/Transaction Information
Type of Closing: [HUD Properties
Escrow Officer: [SL -Shem Lamb-EMQ01 | ot
Tile Officer: [None ¢ _
Recording / Transfer Charges
Processor: [E2 - Diane Speedy U =S —
Marketing Rep: [03-WillamDougias | Tite Information
VatketingRep#2: [00-Nore | prelim Distribution List
Maketing Rep #3: [00-None | Miscellaneous Data Entry
Marketing Rep 4: [0 - None I HUD 5
Date Opened: [05/01/2013 [ ] Cortract Date: | [
Settlement Date/Close of Escrow Date: [07/19/2013 [4] Contract Number: [654231
Proration Date: [07/19/2013 [ 2]
Type of Transaction: [RP - Residential Purchase ~| I IRsH
Underwiter: 1 - Fidelfty National Tile Insurance Company =l
Premium Rate: [03 -Owners Policy, Lender's Folicy |
SalesPrice: [ 52547600 Esimated Tele Fee: [ |
wwaiDepost: [ 525000 _ | Estmated Escrow Fee: | |
FundsHeldby Broker: | 5.000.00 Project Name: | |

Funds Held By

Seling Agert k3

100 Gross Amount Due from Borrower
200 Amounts Paid by or in Behalf of Borrower

210 Adjustments for ltems Unpaid by Seller

400 Gross Amount Due to Seller

500 Reductions in Amount Due to Seller

510 Adjustments for Items unpaid by Seller

700 Commissions

800 ltems payable with loan

900 Items required by lender

1000 Reserves Deposited with Lender

1100 Title Charges

1200 Government Recording and Transfer Charges.
1300 Additional Settlement Charges

HUD Summary

Lender Summary

The following pages will explain these screens in detail.
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At the top of each of the screens are a i save & Exit icon, for returning to the main screen; a
“# Print icon, enabling generation of a HUD, Settlement Statement or Title Instructions; aIE
Docs icon that can be used to get to the Escrow Documents menu; a | File Notes icon to get

to that function; a =’ Disburse icon that can be used to get to the Disbursements function; and,
4 Previous, @ Jump and » Next icons for moving between the screens. The user can jump
back to Initial Questions as well.

At a minimum, each line has a description and an amount field. Some have default descriptions,
others allow for the user to enter a description of their choice. Some amounts are pulled from
other screens or are supported by calculation screens — and these appear grayed-out, indicating
the user cannot edit them in column.

The tools discussed earlier in this documentation are found throughout these data entry screens.

These include the E Proration tool, the 2 Calendar tool and the = Modify screen icon. The
Check checkbox and Debit/Credit (Credit/Debit) checkboxes are also present when relevant.
The @ NAF icon will be enabled when the user is in a field that can accept data from the Name
and Address File.

100 Gross Amount Due from Borrower

This screen includes fields that populate lines 101 through 120 on the HUD form.

HUD Entry [CTCO1N] - 100 Gross Amount Due from Borrower

o D & | @

Save & Exit Docs | File Notes | Disburse ~

g} 3

Jump T

o

Print Previous

101
102,
103.
104.
105.

Cortract Price
Personal Property

Settlement charges to bormower (Line 1400)

[ [ Payoff #1
[ ™ Other Payoffs

Adjustments for ltems paid by Seller in Advance

=
=

525476.00

522264

106.

108.
109.
110.
111.
12
113
114,
115.
120.

City/Town Taxes
County Taxes

Assessments

| Bk

B

[07/19/2m3 [

| B

|HOA Dues 07/19/13-12/31113

|Special Charge

<1 7

Gross Amourt Due From Bomower

[ I R A

Check
Check
Check
Check
Check
Check

B

-
-

™ Debit/Credit
™ Debit/Credit

536.281.33

[

Note the Z Proration icons on the far right that can be used to enter prorated charge data.
Once used to complete the description and amount entry, if re-accessed via the icon, and the

Remove button is clicked in the proration screen, the description and amount will NOT be taken
off the screen, but left in an editable condition.
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200 Amounts Paid by or in Behalf of Borrower

This screen includes fields that populate lines 201 through 209 on the HUD form, Amounts Paid

By or in Behalf of Borrower.

0
202.
203.
204,
205.
206,
207.

208.
209.

Save & Exit print "

HUD Entry [CTCO1N] - 200 Amounts Paid by or in Behalf of Borrower

=] = o] bl [~ . 4 T
Docs | File Motes | Disburse
Deposit or Eamest Money

Principal amournt of new loanis)

Exdsting loan(s) taken subject to

[Funds Heid by Broker

Previcus  Jump M

4
Next

¥ Credit/Debit

I™ Credit/Debit
I Credit/Debit
I~ Credit/Debit
I™ Credit/Debit

525D.D4 I

524,300.00
0.00

5,000.00

e
——
e
——

]

Modify Lenders

The earnest money entry from the first screen of Initial Questions will fill the line 201 Amount
field, by default. Note: if funds were provided directly to the seller from the earnest money, then it
would be appropriate to check the Credit/Debit box on line 201, as shown above. Typically, this

is not the case.

If the Earnest Money Held By field is used, on the first screen of Initial Questions, the
Credit/Debit checkboxes are disabled on lines 206/506 to avoid conflicting usages.

When the borrower brings in funds in addition to the amount in the Deposit or Earnest Money

field, the (...) ellipse icon, next to the 201 Amount field is clicked on and the HUD with GFE Entry
[file number] — Additional Buyer/Borrower Deposits screen will present (as shown below).

Any existing additional deposits will be listed on the screen.

HUD with G

st

| - Additional Buyer/Borrower Deposits

L
Save & Bxit | New Deposit
Description Amount 3rd Party Has Receipt
it gty e T AT
Third deposit 3,000.00 & & PR

The L=F New Deposit icon is used to create an additional deposit, including a receipt if so

desired.

A Description of the deposit
should be entered in the field of
that name.

The Amount of the deposit
should be entered.

Mew Additiona

Benefit of

Description,

Amournt;

| Deposit

Information

. |Euyer/Eurruwer

A
—

W Enter Recsipt

™ 3d Party

If a receipt is desired, the Enter
Receipt checkbox should be
checked. Once OK is clicked
on, the receipt creation screen
will present.

Add Another Cancel

If it is a 3" Party deposit, that checkbox should be checked as well. 3" Party deposits will
appear separately on the HUD, below line 209.
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In the top right of the 200 screen, there is a @i Modify Lenders icon. Clicking on it will bring up a

listing of Lenders 1-3. The user can select the lender to edit and

the lender screen will be pulled

up for editing. This is helpful to confirm the distribution of the dollar amounts aggregated on lines

202 & 203.

The grayed out Funds Held by Broker entry is populated from the first screen of Initial Questions

and data corrections should be made there.

210 Adjustments for Items Unpaid by Seller

This screen includes fields that populate lines 210 through 220 on the HUD form, Adjustments

For Iltems Unpaid By Seller.

HUD Entry [CTCO1N] - 210 Adjustments for Items Unpaid by Seller

d & | @M ] (= I 4 Lo I 4
Save & Exit Print Docs | File Notes | Disburse Previous  Jump Mext

Amounts Paid By or in Behalf of Borower

210, City/Town Taxes [ B o | | =
211, Courty Taxes [ B o | | =
212, Assessments [ B o | | =
23 | I CredtDet | =
214 | I CredtDet | =
215 | I CredtDet | =
216, | I CredtDet | =
27 | I CredtDet | =
23 | I CredtDet | =
219 | I CredtDet | =
220.  Total Paid By/For Borower [ 53455000

400 Gross Amount Due To Seller

This screen includes fields that populate lines 401 through 420 on the HUD form, Gross Amount

Due to Seller.

If Proration and/or Debit/Credit
information is on the 100 Gross

HUD Entry [CTCO1N] - 400 Gross Amount Due to Seller

=] & D] N =

4

Save & Exit Print 7 Docs  FileMotes | Disburse Previous Jump Next
Amount Due From Borrower, 200 | s conme fres T
Amounts Paid By or in Behalf of oz lpm"a”’m”m _
. 403,
Borrower, or 210 Adjustments for | .. | —
Items Unpaid by Seller screens, @ |
. . . N Adjustments for tems paid by Seller in Advance

the correspoindmg information will | p— ‘ = B =
appear pre-fllled on the 400 & 407, Courty Taxes [0771572013 [ w0 [123172013 [ 126575
f : 408, Assessments [ E RN B | =
500 screens. If Informatlon Was 409. |HOADues 07/19/13-12/31/13 I 21695 =Y
not entered on those screens, it s, r — =
can be entered here with the an | [ Ced/Det =
i 412 | I™ Credit/Debit =
same tools and the data will | —
populate the appropriate screens | ** : — 2
. . 415, ;l

with the corresponding data. 420 Gross Amourt Due To Seller 526,858 74
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500 Reductions In Amount Due To Seller

This screen includes fields that populate lines 501 through 509 on the HUD form, Reductions in

Amount Due to Seller.

As noted in the 200 section, if funds were provided directly to the seller from the earnest money,
then the Debit/Credit box on line 501 would be checked, as shown below.

HUD Entry [CTCO1N] - 500 Reductions in Amount Due to Seller
| & (D kl W 4 om0

Save & Exit Print Docs | File Notes | Disburse Previous  Jump Mext

501, Excess Deposit (See Instructions) ¥ Debit/Credt | 525000
502 Settlement charges to seller (Line 1400) ’W
503.  Bdsting loan(s) taken subject to ’7000
504, Payoff of first mortgage loan ¥ Payoff #1 J [ 34069700
505.  Payoff of second mortgage loan ¥ Other Paycffs ﬂ 38.369.36
506.  [GMAC Auto Loan Payoff I Check 54 [ Debit/Credt | 237233
507, | I Check a4 ™ Debit/Creat |
508 [ I Check o ™ Debt/Credt |
509 | I Check g4 I Debit/Ceat |

i}

i
Modify Lenders

In the top right of the 500 screen, there is a @ Modify Lenders icon. Clicking on it will bring up a
listing of Lenders 1-3. The user can select the lender to edit and the lender screen will be pulled
up for editing. This is helpful to confirm the distribution of the dollar amounts aggregated on line

503.

If the Earnest Money Held By field is used, on the first screen of Initial Questions, the
Credit/Debit checkboxes are disabled on lines 206/506 to avoid conflicting usages.

510 Adjustments for Items unpaid by Seller

This screen includes fields that populate lines 510 through 520 on the HUD form, Adjustments

for ltems Unpaid by Seller.

This screen presents the offsets to lines 210 through 219

HUD Entry [CTCOLN] - 510 Adjustments for Items unpaid by Seller

=] & | M | = 4 I 4
Save & Exit Print Docs | File Motes | Disburse Previous Jump Mext

Adjustments for kems unpaid by the Seller

510, Giy/Town Taxes [ EEN E =
511, County Taxes [ B o | E =
512 Assesments [ B o | | =
513 [ check o [ DebtCedt | =
514, | [ Check o T DebtCedt | =
515 | [ check o T DebtCedt | =
516, | [ check off I Debtedt [ =
517, | [ Check o [ pebtCedt | =
518 | [ Check of I Debtedt [ =
519 | [ check off I Debttedt [ =
520.  Total Reduction Amourt Due Seller ’W
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700 Commissions

This screen includes fields that populate lines 700 through 708 on the HUD form, Commissions.

HUD Entry [CTCO1N] - 700 Commissions

& | D o = I @ . b
Save & Exit Print Docs | File Motes | Disburse Previous  Jump MNext
700.  Total Sales/Broker’s Commission Based on
Price § | 52547600 @ | 6 % = Total Commission § 3152856
Division of Commission (Line 700) as follows:
701. ¥ Detled = S| 15764.28 to |Certury 21-One Call Realty
702 [ Detaled | S| 15,764.28 to |REMAX Excellence
I Detaled [ s | 000 to |
P Paid From Paid From
0O | Bomower's Funds Seller's Funds
C at Settlement at Settlement
703. Commission paid at Settlement r | 31,528.56

704. [Negotiation Fee o [Certury 21 - 505 Reaty | 750.00

705. [Camet credit applied to [REMAX Excellence -2,000.00) [
06, | to | [
707 | to | |
8. | to | [

On line 700, the Price $ field should be pre-filled with the number from the Sales Price field on
the Dates/Transaction Info screen. To enter a number in the Total Commission $ field, there
are two options:

1) If the total commission is based on a percentage of the selling price, press TAB to proceed to the
@ field and enter a number in the commission percent field (usually between 3% and 8%). Press
TAB to have Impact calculate the number in the Total Commission $, and to proceed to line
701, or,

2) Alternatively, if the commission is a set dollar amount, just enter a number in the Total
Commission $ field, and press TAB to proceed to line 701.

NOTE: If you change the Price $ value, on this screen, the Sales Price from Initial Questions
will NOT be changed. Changing the Sales Price from Initial Questions, after this screen has
been worked, will result in a prompt asking if you want to change the Price $ value — it is not
automatically changed.

Line 701 - 1st Commission Detail Line (Listing Agent)

The payee on line 701, should be pre-filled with the name of the Listing Agent from Initial
Questions — Parties. If the user modifies the name on the line 701 “to” field (the payee), the
name change will be reflected on the Listing Agent party information screen — therefore care
should be taken when editing that field. If only one disbursement is going to be issued per
agency, the dollar amounts can be entered directly on lines 701 & 702.

When additional disbursements (i.e. to sub-agents), check the Detailed checkbox and there will
be two possible system configurations for entering commission percentages:

1) as a percentage of the Total Commission shown on line 700;
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2) or, as a percentage of the Sales Price.

If the system configuration is set to use a percentage of the Total Commission, the user would
enter a split percentage — such as 50%, in each broker’s calculations. Click on the checkbox (if
open) next to the line 701 label, or click on the = Modify icon if the checkbox is already checked
(indicating there is existing information on the 701 Listing Broker Information screen), to open the
HUD 701 - Listing Broker Information screen. The percentage the agent is entitled to, of the
total commission, would be entered in the Agent % field. For example, if the Total Commission is
6% and each agent receives half, then the percentage for each agent is 50%, therefore enter 50
in this field. Press TAB to have Impact calculate the number in the Agent Amount field. If this is
a New Mexico transaction, enter a number in the Sales Tax % field to have Impact calculate the
sales tax on the broker’'s commission and populate the Sales Tax Amount field.

If the system configuration is set to use a percentage of the Sales Price to compute
commissions, the user would enter the agent’s percentage (for example 3% if evenly splitting a
6% total commission). Click on the checkbox (if open) next to the line 701 label, or click on the =
Modify icon if the checkbox is already checked (indicating there is existing information on the 701
Listing Broker Information screen), to open the HUD 701 — Listing Broker Information screen.
The percentage the agent is entitled to, of the sales price, would be entered in the Agent % field.
For example, if the Total Commission is 6% and each agent receives half, then the percent for
each agent is 3%, therefore enter 3 in this field. Press TAB to have Impact calculate the number
in the Agent Amount field. If this is a New Mexico transaction, enter a number in the Sales Tax
% field to have Impact calculate the sales tax on the broker's commission and populate the Sales
Tax Amount field.

Alternatively, if the commission is a set dollar amount, do not enter anything in the Agent % field
and only enter a number in the Agent Amount field.

The Agent Information will be pre-filled from  [Fsmi: teingrskeriamaten =
the Listing Agent party screen. Any - ————
modifications to the Agent Information will et Amcunt SoesTachmorts [
update the Listing Agent party screen. T et o At 235455
Company: [Century 21 -One Call Reaky
The Agent Information screen has an area e ':E‘E:EM S
for up to five (5) Sub-Agents. Impact can e 2. [E 700
show the Sub-Agent information on the stub . ::;;”;m - e Pz ] apcoe: s
of the broker’s check. Any amounts paid to a Cottimber: [
Sub-Agent will be deducted from the |
broker’s check. Sub-Agent information will A —
not be disclosed on the HUD Settlement O envir=ntl] ([ Ot || Oy || ORmiary | shiai |
Statement. Sub-Agent information may be - ﬁ”’
used to create separate checks to the agent T R —
and to the brokerage firm. The Description g T
field, at the bottom of each sub-agent screen, ey
. .. . Oy, SsteandZp: [S Lous MOB5E
is used to enter a description that will carry — ‘
through to the sub-agents’ checks and to the
itemization of commissions schedule. —e= Lo ]

To add or modify any of the five (5) Sub-Agent information areas, type a number in the Percent
or Amount field. The rest of the Sub-Agent fields may be filled out manually but a better choice
is to use the NAF.

For a disbursement item to be generated from the sub-agent entries, the Company data field
must be populated with the disbursement payee.
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Line 702 - 2nd Commission Detail Line (Selling Agent)

Line 702 is worked up the same way as line 701, but the information is about the Selling Agent
party. See the Line 701 discussion above for details.

Line 703 - Commission paid at settlement

The amount on line 703 will default from the amount on line 700. It must remain consistent with
the amount on line 700 and with the sum of the breakdowns on 701 and 702. The amount on line
703 will, by default, present in the Paid From Sellers Funds at Settlement column, rather than
the Paid From Borrowers Funds at Settlement column. To modify the default, place the cursor
in these amount fields and make the necessary changes.

Select the POC check box to have the commission reported as Paid Outside Closing (POC).

Lines 704-708 - Adjustments To Commissions

Use lines 704-708 to detail other Commission related adjustments.

For example - to give the Borrower and/or Seller a credit from the Listing Agent or the Selling
Agent. Enter the credit as a hegative amount and the payee will be either the Listing Agent or
the Selling Agent. The payee name must be identical to the broker’'s name in order for Impact to
subtract the amount from the broker’s check.

705. |Car|:|et credit applied to |F{EMA}( Excellence

If the description on line 704 shows “Sales tax on commission”, then an amount was entered on
line 701 or 702 detail screens, in the Sales Tax % and/or Sales tax Amount fields.

800 Items Payable in Connection With Loan

HUD Entry [LFHUDZ] - 800, terns Payable in Connection With Loan
d | & DO d | &. ¢« @, oll®]| s @ )
Save & Exit Print Docs | File Motes | Disburse Previous Jump et Lender#1 | Lender#2  Lender #3 MNAF
| s |
Lender Mame:  Ficus Bank [ Paid Fiom Paid From
Yg 0 e | o s
Loan Amount: 15000000 Addess |H C L B
201, Loan Onigination Fee ,—1 Zto |Murtgage Brokers B Us z rcCrr | 1.500.00 ‘
Nz Loan Discount [ 05 xw U1 sl F OO 750.00|
803 Appraisal Fee ta |Appra\sa\ Campany &Y r¥rr | 350.00 ‘
a4, Credit Report to |Eledco aq r¥F¥rr | 55.UU‘
05 Lendsr's Inspection Fee |:L1Inspectors R Us agl M T T | 250,00
806 Martgage Ins. Appl. Fee | | N | ‘
807, Assumption Fee | | rcCrr | ‘
ans |Tax Service Fee to |.LT Really Tax Service Co. a3 | I | £3.50 ‘
809, |F’|ncessmg Fee ta m £ N | 195.00 ‘
10, |Flood Centificate fes ta I :L1 Flood Data Services | Bl FCOC O 19.50]
a1 |Underwnlmg Fee to |.LT a3 | I I | ZUU.UU‘

This screen includes fields that populate lines 801 through 828 on the HUD form, Items Payable
in Connection With Loan. There are two Page tabs on this screen (lines 801-811 on the first,
812-828 on the second) and icons at the top of the screen to move between the three lenders’
sets of data. A . red diamond, on the Page # tabs, and a red dot on the Lender icons,
indicates there is data entered on that page, or for that lender.
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The non-GFE HUD entry format can have some line descriptions and amounts defaulted, on the
Items Payable In Connection With Loan screens, depending on system configuration. To
modify the pre-filled data, place the cursor in these fields and make the necessary changes.

If a Buyer and/or Seller amount is shown on a line, a payee must also be entered, or a check will
not be created. If a payee is shown on a line, an amount must also be entered, or the description
will not print on the HUD form; “0.00” can be entered to have a description print with no dollars.

If one of the lenders is a payee, the user can use the Lender Payee Shortcuts to speed data
entry; for example, use :L1 to have Lender 1 as the payee. Each lender has a Payee Shortcut.
See the Impact Payee Shortcuts section for more details about these and other shortcuts.

If the Withhold from funding (WTH) check box is selected, then a check will not be created for the
amount shown on the line. The payee must be :L1, :L2, or :L3 in order to select the WTH check
box. These items will be shown on the Lender Summary screen.

If “:L# name”, with another party’s name entered after the lender shortcut, and WTH is checked,
the other party’s name will appear on the HUD, but the amount will be netted on the Lender’s
Summary screen.

The 5* Address icon should be used to open the Payee Name and Address screen to enter that
information.

If the Paid Outside of Closing (POC) or Paid Outside of Closing by Lender (POCL) or Paid
Outside of Closing by Broker (POCB) are selected, then a check will not be created for the
amount shown on the line.

Line 801 - Loan Origination Fee

The Loan Origination Fee is automatically calculated by Impact when a number is entered into
the % field on line 801. The calculation is always based on the Loan Amount entered in the
Initial Questions > Parties > Lender #1(or #2 or #3) Edit Lender screen.

To have Lender #1 be the payee, type in :L1 into the to field.
To modify data in any of the fields, place the cursor in the field and make the necessary changes.
If the following boxes are checked no disbursement item is created.
WTH — Withheld from the Lenders funding check. The payee must be :L1, :L2, or :L3.
POC - Paid Outside of Closing by the buyer and/or seller
POCL - Paid Outside of Closing by the lender
POCB - Paid Outside of Closing by the mortgage broker

Line 802 - Loan Discount

The Loan Discount Fee is automatically calculated by Impact when a number is entered into the
% field. The calculation is always based on the Loan Amount entered in the Initial Questions
> Parties > Lender #1(or #2 or #3) Edit Lender screen.

To have Lender #1 be the payee, type in :L1 into the to field.

To modify data in any of the fields, place the cursor in the field and make the necessary changes.
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Lines 803 Through Line 807 — Appraisal And Other Lender Fees

Follow these instructions for lines 803 through 807.

The first field on each line is used for the name (payee) of the service provider. The &* Address
icon should be used to open the Payee Name and Address screen to enter that information.

Select one of the WTH, POC, POCL or POCB check boxes, if needed, then type in an amount
into the Paid From Borrowers Funds at Settlement field and/or the Paid From Sellers Funds
at Settlement field.

Line 808 — 811 - Other Fees

Follow these instructions for lines 808 through 811.
The first field on these lines is used for the description of the service.

The second field is used for the name (payee) of the service provider. The i Address icon
should be used to open the Payee Name and Address screen to enter that information.

Select one of the WTH, POC, POCL or POCB check boxes, if needed, then type in an amount
into the Paid From Borrowers Funds at Settlement field and/or the Paid From Sellers Funds
at Settlement field.

Line 812 - Items Payable in Connection With Loan - Page (2)

Access to additional lines for each lender is available on the Items Payable In Connection With
Loan Page (2) tab at the top of the screen. These lines are identical in behavior to lines 808-811
discussed above.

Lines 801-828 for Lenders #1-#3

At the top of the Items Payable in Connection With Loan screen are three J-ii Lender icons.
The icons are labeled Lender #1, Lender #2 and Lender #3. To switch from one lender’s screen
set to another, click on the appropriate lender icon. If there is a red diamond in the lower left
corner of the lender icon, there is data entered on that lender’s screen set.

NOTE: For any line item entered with a zero dollar amount, the description and
payee info will print on the HUD and Settlement Statement.

900 Items Required by Lender to be Paid in Advance

On lines 902 through 904, on the Items Required by Lender to be Paid in Advance screen, the
first three lines have defined purposes, and the balance are open for whatever entries are
required. The payee (to) field can be filled manually, or with the ) NAF tool, which will be
activated when the cursor is placed in a payee field.
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Line 901 - Interest

1)

2)

HUD Entry [CTCOLN] - 900, Iterns Required by Lender to be Paid in Advance

905.
906.
507.
508.
909.
510
911.
912.

tDl

tnl

tnl

tDl

tnl

tnl

tDl

tnl

L T I e o o o = =E
1

d & | D | K = R I ¢ & (:] (L]

Save & Exit Print Docs | File MNotes | Disburse Previous  Jump Mext Lender #1 | Lender#2  Lender #3

Lender Name: Washington Mutual z Paid From Paid From

Bomower's Funds Seller's Funds

I (Cres 20 0 at Settlement at Settlement

Loan Amount: 42030000 Address c
901, Interest 0771872013 [Fto Joa0t203 [ s | 67.65 /day | 811.81| E
902.  MIPfor | to | i | [
903. Hazand Ins. Premium for |1 to |State Fam Insurance a4 r | 798.00 |
904. to | & | [

For line 901 — Prepaid Interest - there are two approaches to entering the Interest:

Manually enter the information. Select either the Withhold from funding (WTH) or Paid Outside
Closing (POC) check box if appropriate, then type in a number into the Paid From Borrowers
Funds at Settlement field and/or the Paid From Sellers Funds at Settlement field.

Let the system calculate the interest. Click on the E Prorate icon, on the far right of line 901, to
open the Interest Proration screen shown below. The Proration Type field has two options,
Per Diem and Interest; depending on the selection made, the field below Proration Type will
reflect the appropriate type — either a per diem dollar amount or an interest rate. The Starting

and Ending Dates should be entered, and the appropriate Proration Based On selection should
be made. Whether credit is to be given to the Buyer or Seller should be indicated and then the
Calculate button should be clicked to compute the Prorated Amount (or click on OK to calculate

and exit).

HUD 901 Interest Proration =]
Proration Based On
Proration Type:  |Per Diem hd " 360 Days
Per Diem: ’W ' 365 Days
Starting Date:  [07/19/2013  [E]
Ending Date:  [08/01/2013 [ T
Prorated Amourt: B79.46 & Buyer  Seller
Remove Calculate | Cancel | OK |
NOTE: Interest prorations are from the Starting Date TO the Ending Date, NOT through the

Ending Date.

If you want to modify any of the line 901 fields, after using the Interest Proration calculator,
without Impact recalculating the numbers, open the Interest Proration screen again, and click on
the Remove button (lower left corner). The system will remove the lock on the information on the
901 line and let it be edited.
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In order to credit back interest, first open the Interest Proration screen, use a negative number
in the Per Diem Amount field, type in the Starting Date (which in crediting back interest would
be the date you are computing back to) and the Ending Date (which would be the date you are
computing back from), then press OK. The Starting Date must be the earlier date for Impact to
make a calculation. Then the user may modify the From Date and To Date by reopening the
Interest Proration screen and clicking on the Remove button then click on OK to close the
screen, thereby opening up the date fields to be manually edited. If the interest credit calculation
is known upfront the information may be manually entered directly.

Line 902 - MIP

The first field is used for the number of MONTHS of MIP to be pre-paid. The second field is for
the payee. The 5* Address icon can be used to enter the name and address of the payee. The @
NAF can also be used. The amounts are entered manually.

Line 903 - Hazard Insurance Premium

The first field is used for the number of YEARS of Hazard Insurance Premium to be pre-paid.
The second field is for the payee. The 5 Address icon can be used to enter the name and
address of the payee. The @ NAF can also be used. The amounts are entered manually.

Line 904 - Other Fees

The first field on this line is used for the description of the service, and the second field is used for
the name (payee) of the service provider. The ¥ Address icon can be used to enter the name and
address of the payee. The @ NAF can also be used.

Select one of the check boxes (WTH or POC) if needed, then type in an amount into the Paid
From Borrowers Funds at Settlement field and/or the Paid From Sellers Funds at Settlement
field.

Lines 905-912 - Other Fees
Lines 905-911 are provided for additional pre-paid items. Address fields are not available on these lines.
Lines 901-912 for Lenders #1-#3

At the top of the Items Required by Lender to be Paid in Advance screen are three & Lender
icons. The icons are labeled Lender #1, Lender #2 and Lender #3. To switch from one lender’s
screen set to another, click on the appropriate lender icon. If there is a red diamond in the lower
left corner of the lender icon, there is data entered on that lender’s screen set.
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1000 Reserves Deposited With Lender

For reserve items, enter a number in the months field and an amount in the per month field;
Impact will automatically calculate the amount in the Paid From Borrowers Funds at
Settlement field. The default is for the amounts to be placed in the Borrower’s column, but the

user can move the figures, if the terms of the transaction so dictate. There are & Lender icons to
move to each Lender’s screen.

HUD Entry [CTCOIN] - 1000 Reserves Deposited with Lender
o & |D| & & 4« @ ] ]
Save& Bt Print Docs | File Notes | Disburse | Previous  Jump Net | Lender®l | Lender#2 Lender#3
Lender Name:  VWashington Mutual Paid From Paid From
o e 250 ¥ g | | ki
Loan Amount: 420,300.00 H C
1001, Hazard Insurance [ momhs@s | 6650 permonth W [ seso[
1002 Morigage Ihsurance [ momhs®s | 4284 permomh [ T [ [
1003 Ciy Froperty Taxes [ momhs@s|[  pemon T [ [
1004 County Property Taxes [+ moths@s | 23855 permonth Vo[ ssen|
1005, Amnual Assessments [ moms@s|[  pemon T [ [
ws [ [ ms@s|  pemomn T [ [
wr [ [ mmse@s|  pemomwh T [ [
1008 [Aogregate Adustment | moths@S | permonth R BECT

Select one of the check boxes (WTH or POC) if needed.

An “Aggregate Adjustment” description may be defaulted in one of the last two (2) lines. If a
negative number is needed, enter a minus sign before or after the number. The negative number
will be displayed in red.

1100 Title Charges

Please note that the Rate Calculator in Impact/SQL does not currently handle some common
pricing practices and is under review for revision (as of July 2016). Therefore, a full description of
the Rate Calculator will not be included in this section of the Escrow manual.

On the Title Charges screen, depending on system configuration, you will either see the Title
Charges Detail check box, to the left of the Computer to Calculate Fees? option box — or you
will only see the Computer to Calculate Fees? option box, at the top of the screen, under the
Title Charges (1) tab heading. It is very rare that the Title Charges Detail option is turned
on a system (it was a client-specific request), so the absence of the option should be
expected.

HUD Entry [CTCO1N] - 1100. Title Charges
& | @ &l =~ 4 oo, -} L
Save &FExit | Print | Docs | FileNotes | Disburse *  Previous  Jump Next | Title Chgs NAF
Title Charges (1) Ttle Charges (2) |
Computer to Calculste Fees? PP TFoaTor —
C e G 1O Fmann | Pmnm
Address H C L B
1101, Settlement/closing fees to & prrr[ [ 0 200
1102, Abstract ortle search to creel
1103, Title examination to r el
1104. Ttle insurance binderto r el
1105. Document preparation to & o[ [ ww
1106. Notary Feesto - & -ccc
1107, Attomey's Feesto r— cceel
fncludes above tems numbered: | )
1108. Ttle insurance fees to A CrCrC O e[ 30000
fncludes sbove tems numbered: | )
1108. Lender's coverage s [ 42030000 creoc[ [
1110. Owner's coverage s [ 5254700 rcecl
Lender's coverage s [ ioomo reeecl
Lender's coverags s reeerl
1111. [Endorsements to [T & oo em|
112 [ to | i il ull ul ol D
113, to | &8 0ol
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In the rare instance that the option exists, clicking on the Title Charges Detail check box will
open the Title/Escrow Fee Breakdown screen shown here. Click on the Detail button, on the
Title Charges screen to re-enter a previously worked up Title Charge Detail screen. As this
screen is rarely presented, it will not be discussed further.

Title / Escrow Fee Breakdown =
Computer to Calculate Fees? PP Paid From Paid From
W F O O | Borowers Funds Seller’s Funds
C Yes & No g g E g at Settlement at Settlement
Escrow fee [T mr [ s 25000
it feesto. [ tooom[ 300000
olicy Lisbity: | 52547600 Memo: o [
Policy Liabilty: | 42030000 Memo: [ rer |
Poiicy Liabilty: | 10400000 Memo: | rrrrj [
Lender's Policy Liabilty: | Memo: [ ] ]| [
Survey & Taxc Deletion rorf
[ mf mlmfm] [
| rrrorj [
[ ] | |
[ ]| |
| i | [
| rCorC [
[ ] ]| |
[ mf ml mm] | [
Undennriter Percentage [ to [Fdeity National Tile Insurance Company. [ [
Abstract Percentage: [ o | [ [
Cancel

The Computer to Calculate Fees? option, on both of these screens will also not be discussed
further due to the current state of the Rate Calculator in Impact (see notice at the top of this
page). The Computer to Calculate Fees? option should always have “No” selected, and the
user will enter charges manually. If Computer to Calculate Fees? is chosen, the fields will not
accept manual entries. The radio button will need to be reset to “No” to open the fields for
editing.

To make changes to the Paid From Borrowers Funds at Settlement field and/or the Paid From
Sellers Funds at Settlement field, or to modify any pre-filled payee data on a line, place the
cursor in the field to make the necessary changes.

In the payee field, a Payee Shortcut may be currently displayed, or can be entered, for example,
use :T to have Your Company Name as the payee. :T, as payee, denotes a revenue check
which may, depending on system configuration, require income codes on each detail line, which
are entered on the Disbursements screen on non-GFE files.

Depending on your company’s system configuration, a :E may be entered as a payee with the
amount being applied as revenue. The use of :E vs. :T is to distinguish between charges entered
by Escrow versus Title users, in a traditional sub-escrow environment. The :E and : T will display
subtotals at the bottom of the Title Charges screen if enabled. Both represent fees to the
Company. The newer sub-escrow functionality, in Impact version 7.7 and later (see Appendix B),
does not need such a device as Title/Sub-Escrow users do not enter charges directly into the
HUD if the newer functionality is enabled.

Users have the ability to use : T (space) [name]. This will permit a payee name on the HUD
other than the Company name, but still be included as a revenue check item — only on non-GFE
files.

A :TC may be entered as a payee. :TC is the payee shortcut for the Outside Title Company, on
an Escrow Only file. The :TC payee shortcut will pull the name from Initial Questions > Title
Information > Title Company Information. The :TC-coded items will not be counted as
revenue to your company.
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The 5! Address icon can be used to enter the name and address of the payee, for those lines

that have the icon. Alternatively, the to payee field can be filled in manually, or with the 9 NAF
tool, which will be activated when the cursor is placed in a payee field.

As needed, select one of the check boxes:

WTH — Withheld from the Lenders funding check. The payee must be :L1, :L2, or :L3.
POC - Paid Outside of Closing by the buyer and/or seller
POCL - Paid Outside of Closing by the lender
POCB - Paid Outside of Closing by the mortgage broker

The Lenders coverage field may be pre-filled with the Loan Amount from data entered on the
Edit Lender screen of Party entry in Initial Questions.

The Owners coverage field may be pre-filled with the Sales Price from data entered on the first
screen of Initial Questions.

NOTE: HUD lines 1109 and 1110 will print the payee name from HUD line 1108.

Access to lines 1114 through 1130, for additional charge entry, is available on the Title Charges
(2) tab.

For Washington state requirements see Appendix A - Washington State.

1200 Government Recording and Transfer Charges

Impact can be configured to calculate recording fees and other government charges. The
System Administrator must configure the fees through the Utilities module. (In the sample below,
tax stamps are reflected in Maricopa County, which is an erroneous example, but it is just a
demonstration.)

HUD Entry [CTCOLN] - 1200 Government Recording and Transfer Charges
d % _| D ] [ 4 L I 4 -y
Save & Exit | Print Docs | FileMotes  Disburse | Previous  Jump Net  Title Chgs NAF
@ Recording/Transfer Charges (1) Recording/Transfer Charges (2) |
P 0 O |conmparafunds | Sofos Foce
Py e o g E g at Settlement at Settlement
1201, Recording fess: [ 2500 [ 3400 [ 0.00 | 2
Recording fees payable to: [Maricopa Courty Recorder a3
1202, Cty/County tax/stamps [ 2300 [ 26225 [ i o T BT T |
City/Courty tax/stamps payable to: [Mancapa County Recorder &
1203, State tax/stamps: [ i ol ol D D =
State tax/stamps payableto: | i |
1204. Ciy Transfer Tax: to | rrr [ =
1205. County Transfer Tax: to | rrr [ =
1206. [Aggregate Recordng Fes to [T rrr 78.00[ 15.00
1207, | to | N [
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The & Calculator icon, to the right of five lines on the Government Recording and Transfer
Charges screen, is used to pull up screens though which Impact will automatically calculate the
charges for each line, if the system is so configured. Users can fine-tune the charges, as to who
pays them, on those screens. If the calculator has already been used, the data fields will be
grayed out and the user should click on the = Calculator icon to reopen the calculator screen.
The automatic calculation of Recording fees, State tax/stamps, City Transfer Tax, and County
Transfer Tax is based on the city and county of the property.

Recording Fees @
Recording Calculations for 'AZ - Maricopa®
# of Pages Total Charge Buyer Amount Seller Amount
Desd: 19 25.00 | [ 25.00
g E 8400 | 3400 |
Rel: 0.00 [ [
Remave | Cancel oK

On the Recording Fees screen shown above, the user would enter the number of pages for the
document types being recorded and the system will calculate the charges. The system will put
the charges in the default column(s) set for the system, but the user can move the charges from
Buyer to Seller or vice versa.

The Remove button can be used, after the calculator has been used, to open up the charges on
the main screen for editing by the user, if need be.

The user can enter charges directly, without using the calculators, if he/she wishes. If the City
&/or County involved with the transaction has not had charges pre-configured for them, then the
user would have to enter charges manually.

In the payee (to) fields, Payee Shortcuts may be currently displayed, or can be entered, for
example, use : T to have the Company Name as the payee. See the Impact Payee Shortcuts
section for more details about these and other shortcuts.

If appropriate, select the appropriate POC check box.
POC is paid outside of closing by the buyer and/or seller
POCL is paid outside of closing by the lender
POCB is paid outside of closing by the mortgage broker

Access to lines 1208 through 1217 is available on the Recording/Transfer Charges (2) tab. The
first field on each line is used for the description of the charge, and the second field is used for
the name (payee) of the service provider.

For Washington state requirements see Appendix A — Washington State.
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1300 Additional Settlement Charges

There are five tabs of data entry available for the 1300 section, covering lines 1301 through 1335,
for Additional Settlement Charges. Line 1400, Total Settlement Charges, appears at the
bottom of each tab. Tabs with values on them, will be tagged with a red diamond in front of the
tab label.

The charge description is entered in the field next to the line number, and the payee is identified

+
in the to field. The user can fill out the payee manually, using the ®= Payee Name and Address
icon or place the cursor in the to field to enable use of the NAF.

HUD Entry [CTCO1N] - 1300 Additional Settlement Charges

=] & | D il [~ . 4 o, Iy
Save & Bt | Print Docs | FileNotes | Disburse © | Previous  Jump Net | Title Chgs NAF
@ AddlCharges (1) | @ AddiChames @ | Add] Charges (3) | Add1 Charges(4) | Add) Charges(s) |
PP Paid From Paid From
W P O O | Borowers Funds | Sellers Funds
T 0 C C | aSeilement at Settlement
HCLE
1301. Surveyto \Survey Ranch Assoc | mg Coror 159.00
1302 Pest inspection to |Bugs Be Gone a4 COoCor
1303, [HOA Dues to [Homeonners Association Compary g [~ T T I 75.00
1304, [Home Inspection to [Home Inspection Services, Inc. 9 T COC 200,00
1305, [Propety tax Payment to [County Tax Collector a COCC 1.689.00
1306, [Sewer Inspection to [Sewer Viewer a4 COoCor 50.00
1307. [HOA Late Fees to [Eastiand Heights HOA a3 oo 17.95
1400, Total Settlement Charges 922264 3803851

If the Paid Outside of Closing (POC), Paid Outside of Closing by Lender (POCL), or Paid Outside
of Closing by Broker (POCB) check box is selected, then a check will not be created for the
amount shown on the line. Also if the withheld from lender’s funding check (WTH) is checked, no
disbursement will be created and the payee must be :L1, :L2, or :L3.

If any information is entered into the description field with a zero amount in the borrower’s and/or
seller’s columns, the description and payee fields will print on the HUD Settlement Statement.

The Add’l Charges (3) screen allows the user to prorate items. Click on the & Prorate icon to
create a new proration or to open up an existing proration.

Prorations will calculate either the Buyer/Borrower or Seller sides of the HUD-1 form, based on
the radio button selection.

HUD 1315 Proration [=23al
Total to Prorste Based On Proration Based COn
Description: \ & Annual + 360 Days
Totalto Prorate: " Semi-Annual " 365 Days
Starting Date:  [07/19/2013 . " Quarterty " Daysin Period
r
Endng Date: 123172013 [ Worthly e
D
Prorated Amourt: 000 D & Buyer © Seller
Remove Calculate ‘ Cancel | oK

Fill in the Description entry field with the appropriate information and enter an amount in the
Total to Prorate field.
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Enter dates (in mmddyy format, or use the 4 calendar tool) for both the Starting Date and the
Ending Date fields:

NOTE: Prorations in this style of file (non-GFE HUD) are from the Starting Date TO the Ending
Date, not through the Ending Date.

In the Total to Prorate based on area of the screen, choose if the amount entered on the Total
to Prorate field is an Annual, Semi-Annual, Quarterly, Monthly, or a Daily amount.

In the Proration Based On area of the screen, choose one of the 360 Days (30 day months),
365 Days, or the Days in Period radio buttons, to determine the basis on which the proration
calculation is to be made.

To view the calculation immediately on the Proration screen, click on Calculate. Clicking on OK
will also do the calculation, and returns the user to the 1300, tab 3 screen. If changes need to be
made to the fields in the Proration screen, once set up, click on the #l Prorate icon. The
Remove button, on the Proration screen, will open up the results fields for manual editing.

HUD Summary

This is the balancing screen that summarizes the entries made on all HUD lines and shows the
amounts due to/from the buyer and seller.

HUD Entry [CTCOLN] - HUD Summary
= & | M al = S I

Save & Bxit Print Docs | File Motes | Disburse Previous Jump Mext
220. Total Paid by.for Bomower ’m 520. Total Amount Reduction due Seller ’W
301, Gross Amt due from Bomower {ine 120) [ 53628138 6D1. Gross Amount due to Seller fine 420) 526.958.74
302 Less Amounts paid by/for Borrower {ine 220} ’m 602 Less reductions in amount due {ine 520) ’W
303 Cash FROM BUYER 173138 603. Cash TO SELLER [ 10223088

Any checks for amounts listed on line 303 or line 603 can be split among several payees by using

the H Split icon next to the disbursement item on the Disburse > Create & Print Checks
screen.

Lender Summary

The Lender Summary screen presents the net funding amount of each loan and identifies
withheld amounts. If a lender over-funds, then a check to the lender will be created on the
Disburse > Create & Print Checks screen.

At the top of the Lender Summary screen are three Lender icons. To switch between
lenders, click on the appropriate icon, or use the ALT+# (1, 2 or 3) Quick Keys.

The Items Withheld from Loan area, on the right of the screen, itemizes the Withheld Amount,
listing all the items on various other screens, for the lender selected, that have the WTH
checkbox selected. A scroll bar is present if there are more items than will present in the window.
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Wells Fargo Bank
Loan Number:

Attn To:
Benefit OF:
Reference Number:

Home Number:
Worke Number:
Email:

Jezze James

Buyer

(308) 777-7777
jiames@wellsbank.com

Source of Business

Cell Number:
Fax Number:  (909) 888-8888

Current Address: 123 Morth Fango Drive

Riverside, CA 52655

Loan Info

Loan Amount:  $425,000.00

Loan Number:

Type of Financing: M - New Loan
Type of Loan: WA
Summary l._el},\ﬂﬁre In II
ltems Withheld from Loan /‘l

Loan Amount: I 425 000.00 | D — | A ;

(Less) Withheld Amourt: I I
Due From Lender I 425,000.00
No records found

To make adjustments to items listed in the Items Withheld from Loan area of the screen, go to

the appropriate HUD entry screen and make

*New functionality has been added in Version

10.9 for databases configured for wire desk
processing via accounting. The Lender Summary
screen, will now allow for a wire-in to be anticipated

for the net loan proceeds amount. Click on the L&r
New Wire In icon found at the end of the Summary
row which will bring up the Incoming Wire screen.

n Entry [SHTEST9] - Closing Disclosure

= o] o]

Print Docs | File Notes

Disburd

Clasing Disclosure

Clasing Disclosure Tracking
Settlement Statement

ALTA Settlement Statements the Menu Bar at the
Title Instructions

Lender Summary

Tolerance Worksheet

Balance Statement

corrections there.

Incoming Wires E

Escrow File #: SHTESTS
Escrow Officer- 512 - Sheri Lamb-002-EO
Branch: 002 - FNF Training and

Entry | History |

Wells Fargo Bark
[04- Wels Fargo Bank (987654321
000
A

Sending Bank Information
Bank Name: [N/A

ABA: |NA
Account Number: |MNAA

Remitter. |WELLS FARGO BANK

Name

Bank
Escrow Balance

Amount

Other Wire Reference

o

The user can print the Lender Summary Report via the “= Print icon in

top of the main screen.
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Residential - Non-GFE Worksheet Data Entry

There are several differences between the HUD Data Entry and the Worksheet Data Entry:
The Worksheet Data Entry has more lines but has no line numbers.

The Prorations, Debits and Credits #1 and Prorations, Debits and Credits #2 tabs replace the
100 through 510 screens of the HUD Data Entry screens. The Debit or Credit can be
automatically calculated by Impact as a proration or the amount can be manually entered as a
Debit or Credit.

The Worksheet Data Entry has, on the Prorations, Debits and Credits #x screens, both the
buyer’s debits and credits, and the seller’s debits and credits viewable on one screen.

The Worksheet Data Entry screens include an Additional Buyer/Borrower Deposits screen
that can be used to generate multiple additional buyer receipts and automatically includes these
entries on the Settlement Statement.

The Worksheet Data Entry screens include a Rent Schedule screen, with an unlimited number
of proration style entries available. The Rent Schedule prints on the breakdown addendum to
the HUD form, and as an attachment to the Settlement Statement.

Both the HUD Data Entry and the Worksheet Data Entry will allow either the HUD form or the
Settlement Statement documents to be produced for every escrow.

Commissions

See the 700 — Commission description in the Residential - Non-GFE HUD Data Entry section
(earlier in this manual) for an explanation of this screen.

Additional Buyer/Borrower Deposits

The Additional Buyer/Borrower Deposits screen has unlimited lines available for deposits by
the buyer/borrower. Each deposit is shown on the Settlement Statement and/or HUD form.

Click on the L== New DGDOSit icon, at New Additional Deposit =
the top of the Additional iformation | Nos
Buyer/Borrower Deposits screen, to Bensic ol [Buper/Berawer
s H Description: [Additioial eamest money
open the New Add|t|or-1al Deposit ot [
window, shown to the right. Enter text e
in the Description field (250 character S
limit) and then the amount of the deposit
in the Amount field. The system can e —

be configured to create a receipt, and
therefore a ledger entry, automatically or to allow the user the option of creating a receipt. If the
latter option is in place, the New Additional Deposit screen will present a checkbox labeled
Enter Receipt. If the funds are to be receipted into the ledger, leave the check mark in the Enter
Receipt checkbox. The 3" Party checkbox will, for a properly configured system, result in a
Third Party Deposit Escrow Instruction form being generated with the receipt for the third party
to sign; and, will put 3 Party deposits on a separate HUD line. Click on the OK button to
continue, or Cancel to stop the process. If the funds should only be recorded on the Settlement
Statement or HUD, but not receipted into the file, uncheck the Enter Receipt checkbox, either by
clicking with the mouse, or by hitting the SPACEBAR when the Enter Receipt label has the focus
(has dots around it).

A Digital Solutions, Inc. Escrow v10.9.842 Manual
02/08/2017 Page 113 of 361



Initial Deposit

Escrow File #:  SLNONDO1
Escrow Officer: 5L - Sheri Lamb - EM-D0T
Branch: 001 - USA Digtal Sclutions. Inc. Main Office @25h Ave.

07/08/2014
e: [Escrow Trust Escrow Balance:  2,500.00

Assuming the Enter Receipt checkbox was checked, the Initial
Deposit receipt screen will then be presented, as shown to the left.

Bk [F7 Wtrl Brc o rd E0T78 =I'| The Bank should be confirmed, along with the Payor Name and
R Receipt Type. Click on OK to complete the receipt entry. If Cancel is
Rioinl “E=—L T clicked, no receipt will be created AND the additional deposit will also
i not be created. Only by not having the Enter Receipt checkbox
T e checked will an additional deposit be able to be entered without a
e . 51| receipt being created.

The resulting entry is presented below, and reflects a ¥ confirmation that the item has a receipt,

in the Has Receipt column.

Worksheet Entry [SLNOMNO01] - Additional Buyer/Borrower Depaosits

= & D | | WA R I L
Save & Exit Print Docs | File Notes | Disburse Previous  Jump Mext Mew Deposit
Description Amount 3d Party | Has Receipt
fob By sddiona EN  asw v

Click on the # Delete icon, to the right of an entry, to remove an Additional Buyer/Borrower
Deposit. Removing the deposit will remove the line item from the Settlement Statement — but will
not delete the receipt. The & Modify icon will let the deposit item be modified — but will not
modify the related receipt. If a receipt was originally created, depending on system configuration
and date of the item, the user may be able to modify or delete the receipt — through the Receipts
screen, or will have to contact the Accounting Department to address the matter.

Prorations, Debits and Credits

There are two screens of Prorations, Debits and Credits, accessed by the tabs near the top of
the screen, or via the ALT+# (1 or 2) Quick Keys.

Three lines on the #1 screen have default descriptions; the others on screen #1 and all on #2
have fields for the user to enter a description into.

‘Worksheet Entry [SLNONO01] - Prorations, Debits and Credits
d | & (B & | @ .| ¢
Save & Exit Print Docs | FileNotes = Disburse Previous

@ Prorations. Debits and Crodits #1

Prorations. Debits and Credts #2

Debit

Credit

County Taxes

[0 [t foarsraos [ [ 24556 [ 2556
Cty/Town Taxes

| ER = | \ \ \ E
Assessment:

[ Eel B I \ [ \ =
|Enter a deseription here:

I e = [ \ \ =
[

[ Eel =R \ [ \ =
[

| EHel =R [ [ \ =
I

[ el [E N [ [ I =
[

[ Eel = \ [ \ =
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There are E Proration icons on each line, at the far right. See the Common Tools on HUD
and Worksheet Entry Screens, incl. Payoffs section (earlier in this manual) for details on using
the E proration tool. Items filled via the Proration tool will be grayed out, editable only via the

tool. Prorations on non-GFE HUD & Worksheet style of entry files do not have the “Through”
calculation option, just “To”.

The Remove button, in the Proration tool, will completely remove the entries on these screens,
not leave them for the user to edit.

Directly below the description area of the line is the From Date field, and to the right is the To
Date field. The date fields for each line can be completed either through the Proration tool or

manually. The Debit and Credit values for each line can be completed either by the Proration
tool for each item, or by entering the numbers directly into the Debit and Credit fields.

Rent Schedule

The Rent Schedule screen can be used to add an unlimited number of Rent Prorations. Click

on the Lgr New Rent Schedule icon, at the top of the screen to add a new Rent Proration. The
Rent Proration screen works like the other proration screens discussed previously in this

manual.
Worksheet Entry [SLNOM001] - Rent Schedule
& (0| W @ 4 @™ r
Save & Exit Print Docs | File Notes | Disburse Previous  Jump Mext MNew Rent Schedule
Description Start Date | End Date | Buyer Debit = Buyer Credit | Seller Debit | Seller Credit
T Y T T

The # Modify icon, to the right of each entry, is used to edit the rent proration.
The ~ Delete icon, to the right of each entry, is used to remove the rent proration.

The Rent Schedule can be printed via the 2 Print icon at the top of this screen.

Borrower’s Payoffs

The Borrower’s Payoffs screen is used to enter any payoffs to be made on behalf of the
buyer/borrower.

Click on the L== New Payoff icon to add a payoff entry.

The # Modify icon, to the right of each entry, is used to edit the payoff.

The ~ Delete icon, to the right of each entry, is used to remove the payoff.

For instructions on using the Payoff Details screen, see the Common Tools on HUD and
Worksheet Entry Screens, incl. Payoffs section (earlier in this manual) for details.

Worksheet Entry [SLNONOO1] - Borrower's Payoffs
=] & | D & (= I o, b F3
Save & Exit Print Docs | File Motes | Disburse Previous  Jump Mext New Payoff
Payoff To Loan Number Amount
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Seller’s Payoffs
The Seller’s Payoffs screen is used to enter any payoffs to be made on behalf of the seller. See
the Borrower’s Payoffs section just above for details.
New Loan Fees
See the 800 Items Payable in Connection With Loan description in the Residential - Non-GFE
HUD Data Entry section (earlier in this manual) for an explanation of this screen.
New Loan Fees Paid in Advance
See the 900 Items Required by Lender to be Paid in Advance description in the Residential -
Non-GFE HUD Data Entry section (earlier in this manual) for an explanation of this screen.
Reserves Deposited with Lender
See the 1000 Reserves Deposited With Lender description in the Residential - Non-GFE HUD
Data Entry section (earlier in this manual) for an explanation of this screen.
Title / Escrow Fees
See the 1100 Title Charges description in the Residential - Non-GFE HUD Data Entry section
(earlier in this manual) for an explanation of this screen.
Government Recording and Transfer Charges
See the 1200 Government Recording and Transfer Charges description in the Residential -
Non-GFE HUD Data Entry section (earlier in this manual) for an explanation of this screen.
Additional Settlement Charges
See the 1300 Additional Settlement Charges description in the Residential - Non-GFE HUD
Data Entry section (earlier in this manual) for an explanation of this screen.
Worksheet Summary

This is the balancing screen that summarizes the data entered on the worksheet screens and
presents the funds due to/from the buyer and seller.

Worksheet Entry [SLNOMNO01] - Surmmary

= & D | = 4 | ’

Save & Exit Print | Docs | File Notes | Disburse = | Previous Jump M Mext

BUYER SUMMARY SELLER SUMMARY
Debits Credits Debits Credits
Sub Total: | 5580,08363 | 491781460  Sub Total: | 337.18664 | 5.500,000.00
Due: | [ 662.269.03  Proceeds: | 516281336 |
Total: | 558008363 | 5.580,083.63 Total: | 5.500,000.00 | 5,500,000.00

Lender Summary

See the Lender Summary description in the Residential - Non-GFE HUD Data Entry section
(earlier in this manual) for an explanation of this screen.
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Residential - HUD with GFE Data Entry

The 2010 RESPA changes resulted in a substantially different data entry process on some
screens. The following discussion will detail the altered screens and functionality. The reader is
referred to the Residential — Non-GFE Data Entry section (earlier in this manual) for screens not
discussed in this section — as they have not be affected by the RESPA changes. The first screen
that is affected is the HUD Form 800. Items Payable in Connection with Loan screen, and that
is where the HUD with GFE description will begin, after some information on changes to POC
items.

POC'’s - Partial and Full

A requirement to accommodate partial POC’s was introduced with the “with GFE” process.
These are charges that are partially paid outside of closing by the buyer/borrower, seller (in some
instances), lender or mortgage broker. Changes have been made to the 800 through 1300
screens to allow for partial POC'’s to be identified. The POC on the 700 screen must be a full
POC, and the dollar amount is un-editable — it is system managed, net of any held funds.

The option to select the seller as the payor of a full or partial POC is limited to the 1100, 1200 and
1300 screens. The seller cannot be selected on the 800, 900 and 1000 screens.

POC [zl
Note: a full POC is managed through the same screen, with the For: Credk report
difference being that no dollar amount would be entered in the Rl [ENELES
buyer or seller colum.ns. — the entire POC amount is entered in i’"d;: ,%
the POC screen. This is a change to non-GFE data entry Jerse |
behavior (Leave biank fo use default description)
Remove Cancel

One sample of the partial POC treatment will be described below.

HUD with GFE Entry [SLOR3196] - HUD Form 800. Items Payable in Connection With Loan

I & | Do ] = R Gy . b ] ] &
Save&Bxit | Options | Print Docs | FileNotes | Disburse | Previous  Jump Ned | Lender#l | Lender#2 Lender#3 NAF
@ Loan Charges (A) | Loan Charges (B) | Loan Charges (L) |

Lender Name:  Washington Mutual
Loan Number: 283340
Loan Amount- 420.300.00 Buyer Amourt GFE Amourt GFE Catsgory

Seller Paid
(Credit to Buyer)
Amount

POC

801. Our Ongination Poirt of 1%or $4.2 | 420300 | 420300

150000
—
[ 315225 31522 |
[rppraisals & More 52 [ 47500 [Category 2 Bl mil=d | 475.00 [
[
I

805, Credit report o [cREDCO Y 4500 [Categoy2 <[ W [ 20500 [
I I I I

U et

Al
o

s iErer=T

In this sample, $45 of a $250 Credit Report charge was paid outside of closing by the borrower.
The user will click on the checkbox, under the POC heading, to open the POC entry screen. The
POC amount, in this instance $45, is entered in the Amount field. The party that paid the POC is
identified via making a selection from the Paid by: dropdown list. As the Lender and Mortgage
Broker are options in the list, the traditional POCL and POCB check boxes have been removed
from the screens. The unpaid balance of the charge ($205) is entered by the user in the Paid
From Borrower’s Funds at Settlement column.
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The Alternate Description field can be used to force a user-entered description to appear on the
HUD - replacing the description that the system would be entering by default. For lines that are
included in roll-ups, like 1102, if a POC is entered, and an alternate description is entered, the
alternate description will not be presented on the HUD, but will appear on the Settlement
Statement. The roll-up line’s description will print on the HUD.

Clicking on the = Modify icon, if it is not grayed out, will take you into the POC screen which
already contains data. Clicking on the POC checkbox, after it is checked, will remove the POC
entry — without notice. The same will occur if you click on the Remove button while in the POC
screen.

On calculated lines (like 1003 Mortgage Insurance, for example), the calculated amount will be
reduced by the POC amount.

HUD Form 800. Items Payable in Connection With Loan

The 800 screen was substantially altered, from the non-GFE 800 screen, to support the new
RESPA requirements. A sample of a blank screen (with the cursor in a Payee field, so the NAF

icon is highlighted) is shown below. Note the Lender 2l , NAF &) , Address Card [, and

Modify  icons, in addition to the three Loan Charges tabs (A, B & L) — there are a set of three
Loan Charges tabs for each Lender.

The screen is, obviously, similar in concept to the non-GFE 800 screen, but has the lender’s
summarized Our origination charge and Your credit or charge (points) for the specific
interest rate chosen figures, on lines 801 and 802. The sum of the values entered in 801 and

802 will be presented in the Paid From Borrower’s Funds at Settlement field, with the =

Modify icon next to it, on line 803 (boxed in red below). A description of the use of the =
Modify icon, on line 803, is on the next page of this document. The GFE Amounts for lines 801
and 802 will be found on the lender’s GFE, at the top of page 2, and the sum of the values
entered should match the line A (Your Adjusted Origination Charges) on that form. That value
will be automatically summed from lines 801 and 802 and will be entered in the line 803 GFE
Amount field. To get the lender’s name to appear on line 803 of the HUD, enter the appropriate
shortcut (:L1, :L2 or :L3) in the payee box (following the description) on that line.

HUD with GFE Entry [GFEO1] - HUD Form 800. Jtems Payable in Connection With Loan

=] & | D & W A B & ] &
Save &t | Qptions  Print Docs | FileMotes Dishurse * | Previous  Jump Next || Lender®l | Lender®2 Lender£3 NAF

@ Loan Charges (A) | Loan Charges (B) | Loan Charges (1) |
Lender Name: Pad From Seller Fad
Bormower's Funds (Credht o Buyer)
s ot Settlement Amount
Loan Amount: 000 Buyer Amount GFE Amourt GFE Category

T |zas
3
8

801, Ourarigination charge || [ [

802. Your credt or change {paints) for the specfic interest rate chosen
803 Your sdusted orgiation chargss | 000 =

kKl

[
804, Appraisal fes to [ [categoyz <[ F T S—
[ [Category 2 P |l
[ [category 2 [l =" 1
[ [Cacgoyz =] 7 T ]
[ [Cacgoyz =] 7 T ]
[ [Cacgonz =] T =]
[
|
|
|
[

805, Credit report to

806. Taxseniceto

807. Flood certfication to

808. [Lenders Inspection Fee

809.

[
g, | [categon 2 =] T ]
git. | [egovz =] 7 T ]

[ [Caegoyz =] 7 T ]
[ [Cacgoyz <] I I |
[

[Category 2 o ]l

812

813.

814,

Seler Paid Owners Policy: 0.00
Seller Paid Loan Charges: 500.00
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The GFE Amount and GFE Category fields are to be edited by the user. Data for this screen
will come from the GFE and the lender’s Instructions to Escrow. The GFE Amount fields are
entered as all Impact amount fields are, no commas, but with the appropriate decimal point and
pennies as needed. The GFE Category field is a dropdown through which you can select
Category 2 or Category 3, as appropriate. The default on this screen is Category 2, as that is
likely the predominant condition for these types of charges, but Category 3 can be selected.
(The Categories are defined in the Lenders — Residential — Tolerance Adjustment section
presented earlier in this manual.)

Note the far right-hand column is now labeled Seller Paid (Credit to Buyer) Amount. This
reflects the 2010 RESPA requirement that seller paid loan items appear as a credit on page 1 of
the HUD. Because this is a credit to the buyer, the full charge should be shown in the Paid
From Borrowers Funds at Settlement column and any credit from the seller should be
entered into the Seller Paid (Credit to Buyer) Amount column. Seller data that is entered will
not appear on page 2 of the HUD, but rather will be presented on page 1 as an aggregate,
crediting the buyer and debiting the seller. The default description there will be Seller Paid Loan
Charges, which can be changed by the user by editing the description on lines 208 or 508. If
lines 208 or 508 have been used for another purpose, amounts will not be able to be entered in
this column and a notice to that effect will be presented. The user will need to move the 208 or
508 items to another line for the aggregate total functionality to work properly, or manually enter
their own debit/credit figures.

There is a text box, to the right of the Our origination charge description on line 801, into which
the user can enter text provided by the lender discussing the points (% & $) included in the
origination charge. This information is required to satisfy an IRS requirement.

There is a summary of the seller paid loan charges presented at the bottom of the 800 (and 900-
1300) screens. The figure will match the amount on line 208. The box containing this summary
figure also contains the amount of any seller paid owner’s policy premiums (which are a
mandated buyer charge) which appears on line 207. Having the figures on each of these screens
eliminates the need to go to the 200 screen to see them.

Loan Origination Fee Breakdown — HUD Line 803

Clicking on the = Modify icon, on line 803, will take the user to a Detail screen (below, left),
where the first item of an itemized listing, which must add up to the sum of lines 801 and 802 if
not marked WTH, can be added. Completing this detail itemization is required if a check is to be
issued to other parties from these funds (like the Yield Spread Premium discussed earlier). Once
an item’s detail has been entered, and the user clicks on the OK button, the Loan Origination

Fee Breakdown screen (below, right) is presented, with a L== New Item icon in the upper left of

the screen and ¢ Modify and # Delete icons on each detail line. You can also add additional
detall lines from the Detail screen with the Add Another button.
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Detail =N
23l NAF
WTH POC Buyer Amount
Description: || I =
Payto:
= | Loan Origination Fee Breakdown (==
Address #1: | =
Address #2: | Loan Number: ‘
Total Loan Origination Fee: 200000
City, State and Zip: | (Less) Witkheld Amourt 50000
Separate Checke: T | Tt Avaiabie: 1,500.00 Balance Lek: 25000 |
Add Another Cancel O (R
| | i New ltem |
Description wiH| poc
T N N

e

Again, the sum of the items on the Loan Origination Fee Breakdown screen must sum to the
Total Loan Origination Fee figure — which is the sum of lines 801 and 802, less any WTH
amount, shown on the screen as Total Available. There is a Balance Left figure, upper right of
the screen, which shows the amount yet to be detailed. The user will not be able to leave the
screen until the full breakdown is detailed OR there are no detail records on the screen.

NOTE: The Separate Check checkbox, on the Detail screen, is used to isolate the charge being
entered from others to the same Payee.

HUD Form 900. Items Required by Lender To Be Paid In Advance

Like the 800 screen, the 900 screen also reflects the GFE Amount and GFE Category fields, for
the applicable lines. As it is most likely that items on this screen will be Category 3 items that is
the value that defaults. Category 2 can be selected if applicable. Again, data for these will come
from the lender’s GFE and Instructions to Escrow.

Line 901 has the =l

HUD with GFE Entry [GFEO1] - HUD Form 900. tems Required by Lender to be Paid in Advance

Proratlon |Con, at the Save%&ﬂ( Options P?:t T D@s Fila#ms D\s?\jrse' Pre:uus J\?Ep M N;t Lan?zrvz Len'd%].xa rLF
far right, to trigger the Loner Nome: v e | cdiose
H Loan Amount: 0.00 GFE Amourt GFECategoy H POC
use of the Proration 501, Daly interest charges from | =L T sl sday | Fr=| £
screen to calculate %02 Mergageinsuance prembamfor [§ morihsto | Errac il —
Ly 903 Homeownersinsumncefor [ yeawto o [ cowlT T |
prepaid interest. e . o Ee—rr i

905. [categoys AT = |
[categoy s =TT [
[categoys AT =

[ |
[ [
[ [
[ [
[ [caegoys =] = [ [
| |
[ |
[ [
[ [

906.

[

+ [

The %= Payee Name -
and Address icon is s | w0

[

[

[

[

. 909, 1o [categoys AT |
used to fill both the . T

G

[categoys AT = ||

payee name and ot =1 T |

address at the same
time; the @ NAF icon is
available to facilitate
name and address

. . Seller Faid Owners Foliey: | 0.00
information entry. et Pid Lo Cres: [

912
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Note the far right-hand column is now labeled Seller Paid (Credit to Buyer) Amount. This
reflects the 2010 RESPA requirement that seller paid loan items appear as a credit on page 1 of
the HUD. Because this is a credit to the buyer, the full charge should be shown in the Paid
From Borrowers Funds at Settlement column and any credit from the seller should be
entered into the Seller Paid (Credit to Buyer) Amount column. Seller data that is entered will
not appear on page 2 of the HUD, but rather will be presented on page 1 as an aggregate,
crediting the buyer and debiting the seller. The default description there will be Seller Paid Loan
Charges, which can be changed by the user by editing the description on lines 208 or 508. If
lines 208 or 508 have been used for another purpose, amounts will not be able to be entered in
this column and a notice to that effect will be presented. The user will need to move the 208 or
508 items to another line for the aggregate total functionality to work properly, or manually enter
their own debit/credit figures.

HUD Form 1000. Reserves Deposited with Lender

The 1000 screen has changed a little with the 2010 RESPA requirements. Line 1001 now
reflects the GFE Amount for the Initial deposit for your escrow account, found on page 2 of
the new GFE, line #9. Also shown on line 1001, inside the field under the Paid From Borrowers
Funds at Settlement heading, is the net of the amounts calculated from the data entered on
lines 1002 through 1009, on the left side of the screen.

HUD with GFE Entry [GFEO1] - HUD Form 1000. Reserves Deposited With Lender

., & (@818 @
isburse Previous Jump Next Lender #1 | Lender #2  Lender #3

Fad From Seller Paid
w Borrower's Funds || (Credit to Buyer)
i Setlement Amount
GFEAmount  H  POC
accourt || [ [ 0.00

0 morths @ | permonth § | 0.00 VI
0 morths@ | permonth $ | 000 FIr o
0 morths @ | permonth $ | 0.0 FI =
1005. [City Property Taxes 0 morths @ | permonth § [ 0.00 FIr =
1006, [Annual Assessments 0 moths @ | permontn § | 000 FI =
1007. Aggregate adjustme: VI o
1008. 0 morths@ | permonth | 000 FIr =
1009. 0 morths @ | permonth | 0.00 FIr =

Seller Paid Owners Policy: 0.00
Seller Paid Loan Charges: 500.00

Note the far right-hand column is now labeled Seller Paid (Credit to Buyer) Amount. This
reflects the 2010 RESPA requirement that seller paid loan items appear as a credit on page 1 of
the HUD. The full charge for reserves is summarized by the system in the Paid From
Borrowers Funds at Settlement column and any credit from the seller should be entered
into the Seller Paid (Credit to Buyer) Amount column. Seller data that is entered will not
appear on page 2 of the HUD, but rather will be presented on page 1 as an aggregate, crediting
the buyer and debiting the seller. The default description there will be Seller Paid Loan
Charges, which can be changed by the user by editing the description on lines 208 or 508. If
lines 208 or 508 have been used for another purpose, amounts will not be able to be entered in
this column and a naotice to that effect will be presented. The user will need to move the 208 or
508 items to another line for the aggregate total functionality to work properly, or manually enter
their own debit/credit figures.
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HUD Form 1100 Title Charges

The Title Charges form has the same three Lender icons with three tabs of Title Charges
screens for each (A, B & L). The Title Charges (A) screen is shown below, and will be
described here. The (B) & (L) screens are discussed following the explanation of the (A) screen.

Should there be more than one lender, care must be taken to properly record title charges on the
appropriate lenders’ screens, so that the GFE Comparisons generated are accurate.

The NAF icon is highlighted when the cursor is in a payee field, as indicated by the
highlighted : T on line 1102 below. The ad Payee Name and Address icon is also used here to

facilitate entry of payee data. The = Modify icon is used to open data entry/edit screens on
lines 1102, 1103 and 1104 for Settlement fees and Owner’s and Lender’s title insurance — which
will be described below. The payee field should reflect “; T” if the Company is collecting the fees
or the appropriate vendor’s name if the fees are being paid to a third party.

The amount field on line 1101, Title Services and lender’s title insurance, under the Paid
From Borrower’s Funds at Settlement heading, reflects the sum of the items detailed on lines
1102, 1104 and all of the items on the Title Charges (B) and Title Charges (L) screens that are
tagged with #4 (HUD 1101) in the From GFE field (explained below). The GFE Amount field, on
line 1101, is used to enter the amount from the Lender’s GFE, box #4.

The amount field on line 1102, Settlement, or Closing Fees to, under the Paid From Sellers
Funds at Settlement heading, reflects the amount of non-GFE settlement charges paid by the
Seller, if any, included in the 1102 breakdown screen (discussed below). It does not include
settlement charges from the GFE attributable to the Buyer but paid by the Seller — those will be
reflected in a Seller Credit on page 1 of the HUD. The GFE Amount field, on 1102, is only used
to segregate Escrow charges if they are to be in a separate category from Title Charges and
Lenders Title Insurance.

The amount field on line 1103, Owner’s title insurance to, under the Paid From Borrower’s
Funds at Settlement heading, reflects the total Owner’s title insurance premiums and other
itemized additional charges detailed in the breakdown screen (discussed below), and all of the
items on the Title Charges (B) and Title Charges (L) screens that are tagged with #5 (HUD
1103) in the From GFE field (explained below). The GFE Amount field, on line 1103, is used to
enter the amount from the Lender’s GFE, box #5.

The GFE Category fields should be T T T
checked to make sure the right s o e |8 s o
categories are selected for each line.

The Lender’s title policy limit $

figure, on line 1105, will reflect the T
loan amount entered on the TR Lt s
Lender’s Policy and Additional 1: -
Charges data entry/edit screen, and o
will be blank until that edit screen is

utilized.

This figure can be edited via the & pr—
Modify icon on line 1104. -

A Digital Solutions, Inc. Escrow v10.9.842 Manual
02/08/2017 Page 122 of 361



The Owner’s title policy limit $ figure, on line 1106, will reflect the sales amount entered on the
Owner’s Policy and Additional Charges data entry/edit screen, and will be blank until that edit
screen is utilized. This figure can be edited via the = Modify icon on line 1103.

The Agent’s and Underwriter’s portions of the total title insurance premium, shown on lines
1107 and 1108, are computed based on the remittance percentage entered on the underwriter
menu maintenance screen (entered by System Administrators), and cannot be directly edited, if
the payee on 1103 & 1104 is “:T".

For outside title transactions, once the payee name is anything other than blank or :T, the Agent’s
portion of the total title insurance premium and Underwriter’s portion of the total title insurance
premium fields become accessible to manually enter the values into them. The outside title
company must provide the values to be entered by Escrow into 1107 & 1108 in that instance.

NOTE: Designations can be placed on the income codes established in each system that will
filter the codes available to the user depending on where they are entering the charge. The
categorization of income codes is done through the Utilities module. The categories are: None
(all Categories), Title Fees Premium, Title Fees Non-Premium, Escrow Fees, Recording
Fees, Sub Escrow Fees, and Endorsements. Items entered in the 1102, 1103 and 1104
breakdowns can have income codes attached to them, and the listings on those screens can be
filtered in this manner.

Line 1102 Settlement or Closing Fees

The Settlement or Closing Fees data Settement or Closing Fess =
entry/edit screen, reached via the = e o P
. . . . Escrow Fee Amount. 0.00

Modify icon on line 1102, is shown »
below. R o N oroc Buyer Amount  Seller Credé To Buyer  Seller Amount

[ K il | 0.00 [ 0,00 [ 000
This screen should be used to enter all Aol Charges
“T” (the Company’s) escrow fees. Lo ewlem

Description POC Buyer Amount | Seller Credit to Buyer | Seller Amount

Escrow fees the Company is charging that are not included in the GFE box #4, and which are
paid by the seller, are entered in this breakout screen as well, with the amount of the charge
entered in the Seller Amount field.

Escrow fees to third parties, whether included in the GFE box #4 amount or not, should be
entered on screens (B) and (L).

The top portion of the screen presents fields into which information about the basic escrow fee is
entered. A description of the fee is entered in the Escrow Fee: field (there is a system option
that will let the business change the default description), and the amount of the total charge in the
Escrow Fee Amount: field. If the “:T” payee was identified in the payee field of line 1102, the
Income Code dropdown will be enabled and the appropriate code should be selected. The WTH
and POC check boxes are provided, as are the Buyer Amount, Seller Credit to Buyer and
Seller Amount fields.

Items that are payable to the Company (:T payee) will have the total amount charged for the item
entered into the Escrow Fee Amount field, and the buyer’s charge (from the GFE) would be
entered into the Buyer Amount column while any seller paid, non-GFE amount, would be
entered into the Seller Amount column. If the seller is paying for some or all of the Buyer
Amount, the amount the seller is paying is to be entered into the Seller Credit to Buyer column.
This credit will be accumulated with any others into one figure on page 1 of the HUD.
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The Escrow Fee Amount must total the sum of the Buyer Amount and Seller Amount fields for
the primary entry (the one on the top half of the screen).

Click on the L=F New Item icon, in the top left corner of the Additional Charges section of the
screen, to add additional charge records. The following screen will be superimposed over the
Settlement or Closing Fees screen.

Settlement or closing fees 3]
W
T
Description Income Code H POC Buyer Amourit Seller Credit To Buyer  Seller Amounit
~rrr =& 000 | 0.00 [ 0.00
2dd Another Cancsl

Enter the detail for the additional charge and then either click on the Add Another button, lower
left, to save the information on the added charge, and refresh with a blank screen to add another
charge, or click on OK to return to the initial screen. All entered charges will be summed in the
boxed fields for Buyer Amount and Paid From Sellers Funds at Settlement on line 1102. The
Buyer Amounts (only) will roll up into the Paid From Borrower Funds at Settlement field on
line 1101.

Non-GFE, paid by Seller, charges will not roll up into 1101.

The total amount of any entries in the Seller Credit to Buyer fields will not be presented on the
1100 screen.

Line 1103 Owner’s Title Insurance

The Owner’s Policy and Additional Charges data entry/edit screen, reached via the g Modify
icon on line 1103, is shown below. It is similar to the Settlement or Closing Fees screen, but
there are some fundamental differences.

Owner's Policy and Additienal Charges @

Owner's Policy Description: | SN AI=1
Owner's Policy Liability: 0.00
Owner’s Policy Premium 0.00
¥

W L
T n
Income Code H POC Buyer Amount ke Seller Credit To Buyer
= =]l 000 | 0.00
Addtional Charges
| n New Item
Description POC Buyer Amount | Seller Credit to Buyer

No records found.

The Owner’s Policy Description should be entered into the field of that name, at the top of the
form. If the Title Rate Description table is properly configured, the policy description should
default from the selected Premium Rate entered on the first screen of Initial Questions. The
Owner’s Policy Liability should be defaulted, from the Sales Price. The premium should be
entered in the Owner’s Policy Premium field. The appropriate income code should be entered;
the dropdown can be used to assist with that. The WTH and POC check boxes are provided.
Also provided are the Buyer Amount field and a field labeled Seller Credit to Buyer. You
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should enter the full premium in the Buyer Amount column and the amount being paid by
the seller (if any) in the Seller Credit to Buyer field. The Lnk checkbox links the Seller Credit
to Buyer field with the Buyer Amount, so they stay the same and only the Buyer Amount need
be entered. If the seller is not paying for the policy, the Lnk checkbox should be unchecked. If
the seller is paying all, or part of, the owner’s policy premium, it is not shown as a seller charge
on page 2 of the HUD, but is shown on page 1 as a debit to the seller and a credit to the buyer —
on lines 207 and 507.

The L5 New Item icon on this screen is used to add information on endorsements or other policy
related charges. *New functionality has been added in Version 10.8 to expand the Description
Field to allow for 50 characters. The Charge Type (Endorsement or Other) should be selected,
then the Description of the item, Income Code and Amounts are entered. Like the other
screens like this, the Add Another button will let you add more items, as needed. Only
Endorsement entry amounts will be included, along with the premiums, for the line 1107 & 1108
calculations.

Title Charges Applicable to Owner's Policy =
Charge Type
Endorsement t - w L
T n )
[Bescrption | Income Code H POC Buper Amourt | k. [Seller Credit To Buyer  Liabilty Amount
i 0T =] nnnlz]l 0o |
£ Anather Cancel

The Lnk checkbox links the Seller Credit to Buyer field with the Buyer Amount, so they stay
the same. If the seller is not paying for the additional charge, the Lnk checkbox should be
unchecked. This linking function can be disabled in Setup Options.

Line 1104 Lender’s Title Insurance

The Lender’s Policy and Additional Charges data entry/edit screen, reached via the = Modify
icon on line 1104, is shown below, and is identical in format and function as the Owner’s Policy
and Additional Charges data entry/edit screen (without the Lnk field), so will not be further
explained. See the discussion above regarding line 1103.

Lender's Policy and Additional Charges ]
Lender's Policy Description: | EEiEEENEEIEY
Lender’s Policy Liability: 0.00
Lender’s Policy Premium: 0.00
w
T
Income Code H POC Buyer Amount Seller Credit To Buyer
| rr =]l 0.00 | 0.00
Additional Charges
L New lkem
Description POC Buyer Amount | Seller Credit to Buyer
No records found.
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The GFE figure related to this line is included in the GFE Amount entered on line 1101, which
typically includes the GFE amount relating to line 1102 as well.

The charges entered on the 1102, 1103 & 1104 breakdown screens can be printed out via the
Fee Check Invoice report (Disburse > Fee Check Invoice).

Computer to calculate fees

Please note that the Rate Calculator in Impact/SQL does not currently handle some
common pricing practices and is under review for revision (as of July 2016). Therefore, a
full description of the Rate Calculator will not be included in this section of the Escrow
manual.

NOTE: If the rate calculator is used, the primary Escrow Fee Amount, Owner’s Policy
Premium, and Lender’s Policy Premium fields, on the 1102, 1103 and 1104 date entry/edit
screens will not be able to be edited. A message to that effect will present on those screens.
Also, the payee fields, on those lines, will be defaulted to “:T” and disabled. Additional charges
(endorsements and other) will be able to be added on those screens.

Form 1100 - Title Charges (B) and (L)

Additional title charges, to be paid to outside parties, should be detailed on the Title Charges
(B) and Title Charges (L) screens. Charges entered on these lines will appear on the HUD (as
opposed to the summary figures presented for charges entered in the breakdown screens on
lines 1102, 1103 and 1104). These charges may or may not have been identified on the lender’s
GFE, and the From GFE field is used to identify whether each charge was on the GFE and, if it
were, in which box (#4 or #5) was it included. The From GFE options are None, #4 (HUD 1101)
and #5 (HUD 1103).

The values entered in the Paid From Borrowers Funds at Settlement field, on lines in which
the From GFE entry is other than None, will total into the boxed figures, under the Paid From
Borrower’s Funds at Settlement on lines 1101 and 1103, as appropriate, on the Title Charges
(A) screen.

Fees with From GFE entries of #4 (HUD 1101) or #5 (HUD 1103) should have the full amount of
the charge entered in the Paid From Borrowers Funds at Settlement column and any seller paid
portion of the charge should be entered in the Paid From Sellers Funds at Settlement column.
Any values entered in the Paid From Sellers Funds at Settlement field, on lines in which the From
GFE entry is #4 (HUD 1101) or #5 (HUD 1103) (rolling into 1101 or 1103), will be accumulated
with the other Seller Credit to Buyer figures and will not be treated as Seller Paid items (the way
the column header implies).

Only entries with None in the From GFE field, with amounts in the Paid From Sellers Funds at
Settlement, are treated as Seller Paid items.

The charge Description is entered to the left-most field, the payee in the “to” field. The ad
Payee Name and Address icon will open the payee name and address detail screen which can

be used to complete the “to” field; and the @3 NAF icon can facilitate that as well. The From
GFE option is selected via the dropdown provided; and, the WTH and POC checkboxes, and

poc & Modify button are provided.
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HUD with GFE Entry [GFEDL] - HUD Form 1100. Title Charges
Savgm Optiens Pﬁ( N Dgs F\\E#ﬂtes Disburse ~ Pre:uus JE“E\Ip M Nth Lenfé]rﬁz Lanﬁnﬁ Title Charges rj;F
™ Computerto calculate fees A
@ Tille Charges (&) @ Title Charges (B} | Title Charges (L} |
Lender Name: Paid From Faid From
Lo e v T | T
Loan Amount: 000 From GFE H Poc
110s. I 1o | | [Nare rr =] [
1110, [Document preparation to [Pete ad [Nere e (il =" [
1111, [Notary fees to | e | [Nore oo el [
112 | 10 | | [Nare i Wl =2 W [
113, | 1o | af [Nere e (il =" [
s | o | a1 [Mone =loro = [
1115, | to | | [None Arr =] [
116, | to [ af [Nore 2 il = B [
mr | to [ s | [None Sl al=d [
18, | to | | [None Arr =] [
s, | to [ af [Nore 2 il = B [
12, | to | | [None 2l wl=d [
Seler Paid Owners Policy: | 0.00
Seler Paid Loan Charges: | 50000

The Title Charges (B) screen covers lines 1109 through 1120.

The Title Charges (L) screen is identical to the Title Charges (B) screen, covering lines 1121
through 1132.

HUD Form 1200. Government Recording and Transfer Charges

The 1200 lines’ screen has the same three Lender icons, used to switch between lenders, at

the top of the screen, along with the @ narF icon, which will be enabled when appropriate. For
each lender, there are three tabs (A, B & L). Recording Charges (A) is presented first below.
The routine recording and transfer tax charges are entered on this screen.

Should there be more than one lender, care must be taken to properly record recording charges
on the appropriate lenders’ screens, so that the GFE Comparisons generated are accurate.

A “switch” is set, at the top of Recording Charges (A), labeled Disclose Seller Amounts in
Sellers Column. This switch is available, on the 1200 section only, to provide for Paid From
Sellers Funds at Settlement figures to be presented on the HUD lines they are entered on and so
that they will not roll up to 1201 or 1203 like the Buyer Amounts, when the switch is CHECKED.
Left UNCHECKED, Seller Amounts will roll up into the 1201 or 1203 lines in the Seller’s column
as directed. The default setting (checked or unchecked) can be set, for the database, in Utilities,
by the System Administrator.

The screen shots below reflect the changes in screen appearance, of Recording Charges (A),
when the Disclose Seller Amounts in Sellers Column checkbox is checked and when it is
unchecked. The screen will be discussed in more detail on the following pages.

When Checked, the seller amount fields are placed on the far right of the screen, under the Paid
From Sellers Funds at Settlement heading. The values entered into those fields are direct,
seller paid, items that will present on the HUD on the line number where entered.
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When Unchecked, the Seller

Amount fields are placed in the body

of the screen to signify that amounts
entered into them will appear outside
of the columns on the HUD and will
roll up to 1201 or 1203 as
appropriate. As will be seen below,
this can apply to items on the other
two tabs as well.

HUD with GFE Entry [GFEDL] - HUD Form 1200. Government Recording and Transfer Charges
= . O ) w o d L] ]
Seve & Bt | gph Prnt | Docs FileNotes Dabume ™ Prevous | Jump Net | Lenders] | Lender®2 Lender =3
- fiecordiog (Jump} @ | Fcording Charges (U
Pad Frem Pad From
L P | Borower's Funds || Sebers Furds
N SeeCest 0 | sSetemert | o Setemen
Buyer Amourt & to Buyer Amourt c
1201, Govermentmcdnachages  GiEAmouwt: [ [ ]
1202, T Aggregate Recordng
Deed | Morigage $| Reloases &, = ¥
Recoring Fees to T |
1203 Trarster Toves GFE Ancurt L o0
1204, CopiCourtytmvstamps: Deeds| 0000 Moigages| 000 [ sam
Gty & Courty tax stamos. Deed 5[ Morigage § I = mir =l T
Gy & Courty e stamp o ad
Crytranafer ax payakie o o [ @lr =l
Courtybarster o T el 00 | ET] "= | —
1205 Stotetox s esds|  Mewmes| [ [ mr = r
St a0 10 a
—
J =1L I
Selie Feid Duners Py o
Seler Pad Loan Crarges: Eor

Line 1201 Government Recording Charges

If the Disclose Seller Amounts in
Sellers Column switch is
UNCHECKED: the summary
figures, on the right side of the
screen on line 1201, under the Paid
From Borrowers Funds at
Settlement and Paid From Sellers
Funds at Settlement headings, will
reflect the Government recording
charges as entered/computed on
line 1202, in the Buyer Amount and
Seller Amount fields, and all buyer
and seller entries on Recording
Charges (B) & Recording Charges

HUD with GFE Entry [GFED1] - HUD For 1200. Govemment Recording and Transfer Charges

F s 0 W | @,
sore 6t | o | e | Do | e htas | D

d o
Previous  Jump

@ Recorng Charges &) |

3 @ | @ &
Net | Lender 1 | Lenders2 Lender 13

Racordng Charges (L)

Lender Name:
=== [ Fadfeom Faid From
Loan Amourd: 000 L P | Boramwers funcs || Selers Furcs
A SelerCred 0 | aSeemert (| ot Setiemert
| rmwnsaummnsuucwml Buerdmourt Kt Buyer Amourt _ Seler ot I
=
1207, Govemment recondng chargss GFE Ameurt: | 0| 500.00
22 [ Aggregas Recardng
Doed § Motgags § Fdease § B o
Recondng Fass 10: [T ay
1203 Transfer Taxes GFE Ameurt: | [ 0.00] 000
1204 Giy/Courtytemssmps: Desd$| 000 Motgages[ 000 [ [ [T
ity A Coundy b sirrpa: Dined $ Wotgage £ @[ [ E(r
Cay & Courty tme mamoto: | &y
Gty ronafertax payable to: [ % ® [ [ Z|r
Courty rerder tex 1o [T s rf [ Z|r
1205, Siate tax stampe. Deed § Matgage § [ [ HIr =
State tax tampa o It
[
[ a2 [ 8|r =

Selar Pac Qunen Poicy: [

Seller Paid Loan Charges: | [}

(L) flagged with From GFE code #7 (HUD 1201) (explained below in 1200 B&L). The GFE
Amount field, on line 1201, is used to enter the amount from the Lender’s GFE, box #7. Seller
paid portions of the buyer's GFE charges are entered into the Seller Credit to Buyer column and

will accumulate to a credit on the first

page of the HUD.

HUD with GFE Endry

o

d = .
SweBlbit Opions  Pont * Docs
# Recordng Charges (A) |
Lo Name.
Loan Mumber

i I~ Discicas Seler Amores i Sefrs Column I

File Notes | Disburce

1201, Gavermert recosdng charges
1202 T soeasts Recorte
[T]] Mortgage s|
Fecong Feests: [T

GFE A |
Faisasas 5[

1203 Trer T FE A |

1204 CtyCounty taistamps

Cay b Conrty b s 1o

Desd 5[ SO000 Morigage § [T 00
iy & Conrty b stamps: Deed 5| Martgage § [

[

Cty tranafe b payable o

Courty ardertaso: T
1205 Sl vk staspr

Stme ta sampato

50000

Saber Faid Owners Pobcy | ]
Seler Pad Loan Crergen: 50000
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oo o o " 20 e o s e * ver | | it oo . If the Disclose Seller Amounts in Sellers
e WW:M I Column switch is CHECKED: only the
wmon oSt i 7= == summary figure, on the right side of the
screen on line 1201, under the Paid From
_ — | Borrowers Funds at Settlement heading is
B e S 1 e, o | o (8 utilized; it will reflect the Government
S = . ) recording charges as entered/computed on
e o = : line 1202, in the Buyer Amount field, and all
" buyer entries on Recording Charges (B) &
A il = 1 Recording Charges (L) flagged with From
GFE code #7 (HUD 1201) (explained below
| s reiomege. ——T in 1200 B&L).

Cay & Courty e stams: De Motgage s [ I | @ - = [

The GFE Amount field, on line 1201, is used to enter the amount from the Lender’s GFE, box
#7. Seller paid portions of the buyer's GFE charges are entered into the Seller Credit to Buyer
column and will accumulate to a credit on the first page of the HUD.

In all instances, if the seller is paying for some or all of the Buyer Amount, the amount the seller
is paying is to be entered into the Seller Credit to Buyer column, while the full charge is entered
into the Buyer Amount field. This credit will be accumulated with any others into one figure on
page 1 of the HUD.

+ . = H
The 2= Payee Name and Address icon and # calculator icon (used elsewhere to open
proration screens) are used on this screen and behave in the same manner as with the other
screens. The calculation screens will be discussed below.

Line 1202 Recording Charges

On line 1202, there are three options for entering recording charges: Aggregate, calculated or
manual entry.

Aggregate

If the Company is utilizing the aggregate charge methodology, for recording charges, the user
would click on the Aggregate Recording checkbox, at the far left of line 1202, and manually
enter the figures provided by Escrow Administration into the Buyer Amount field (and Seller
Credit to Buyer or Seller Amount or Paid From Sellers Funds at Settlement fields, as
appropriate). This will then create an automatic description on HUD line 1207 that reads
“Aggregate Recording Fee”, with a payee field filled with the payee from line 1202, and will
display the total amount. This amount will flow to the summary amount on line 1201.

Calculated

If the system has been configured with the recording charge calculation details for the state and
county of the property involved in the transaction, the Z calculator icon should be clicked on to
open the Recording Fees calculation screen. If the system has NOT been configured to
calculate recording fees for the state and county of the property, the # calculator icon will not

be active (it will be grayed out) and the user will not be able to have the system calculate the
fees.
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The user should enter the number of pages for each document type and the system will compute
a Total Charge (middle of the screen shown below) and will default the Buyer Amount and
Seller Amount fields, based on the settings the database is configured with. The user can then
edit the Buyer Amount and Seller Amount values if need be. The Seller Amount fields here
will populate the Seller Amount or the Paid from Sellers Funds at Settlement field on line
1202, depending on configuration. Click on the Remove button to delete all entries (this will
remove the detail from the Recording Fees screen, but if the data had been saved earlier, the
data will remain in the fields on line 1202, where it can be edited manually). Click on Cancel to
exit without saving changes and OK to save and exit.

Recording Fees @
Recording Calculations for "AZ - Maricopa®
# of Pages Total Charge Buyer Amount Seller Amount
Deed: 0.00 [ [
Mig: 0.00 [ [
Rel: 0.00 [ [
Bemove Cancel QK |

The amounts will fill the Deed $, Mortgage $, Release $ and Buyer and Seller Amount fields on
line 1202, which will be grayed out, reflecting the fact they were calculated and can only be edited
through the Recording Fees entry/edit screen.

Manual Entry

Should the Aggregate Recording option not be chosen, and if the system is not configured to
calculate recording fees for the state and county involved, the user can manually enter values into
the Deed $, Mortgage $, Release $ and Buyer Amount, Seller Credit to Buyer and Seller
Amount or Paid From Sellers Funds at Settlement fields on line 1202.

Line 1203 Transfer Taxes

If the Disclose Seller Amounts in Sellers Column switch is UNCHECKED: the boxed figures,
on the right side of the screen on line 1203, under the Paid From Borrowers Funds at
Settlement and Paid From Sellers Funds at Settlement headings, will reflect the sum of all of
the other figures entered on Recording Charges (A) lines 1204 and 1205 in the Buyer Amount
and Seller Amount fields, and all buyer and seller entries on Recording Charges (B) and
Recording Charges (L) flagged with From GFE code #8 (HUD 1203) (explained below). The
boxed figures on line 1204, under the Buyer Amount and Seller Amount columns (mid-screen)
are the sum of the City and County tax stamp and transfer tax Buyer Amounts and Seller
Amounts. The GFE Amount field, on line 1203, is used to enter the amount from the Lender’s
GFE, box #8. Seller paid portions of the buyer's GFE charges are entered into the Seller Credit
to Buyer column and will accumulate to a credit on the first page of the HUD.

If the Disclose Seller Amounts in Sellers Column switch is CHECKED: only the summary
figure, on the right side of the screen on line 1203, under the Paid From Borrowers Funds at
Settlement heading, is utilized; it will reflect the sum of all of the other figures entered on
Recording Charges (A) lines 1204 and 1205 in the Buyer Amount fields, and all buyer entries
on Recording Charges (B) and Recording Charges (L) flagged with From GFE code #8 (HUD
1203) (explained below). The boxed figure on line 1204, under the Buyer Amount column (mid-
screen) is the sum of the City and County tax stamp and transfer tax Buyer Amounts.
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The GFE Amount field, on line 1203, is used to enter the amount from the Lender’s GFE, box
#8. Seller paid portions of the buyer's GFE charges are entered into the Seller Credit to Buyer
column and will accumulate to a credit on the first page of the HUD.

Lines 1204 - 1206 Tax Stamp and Transfer Taxes

The same calculated and manual data entry options discussed above, for line 1202, exist for
these lines. While the data entry/edit screens are different in content, the concepts are the same.
Please refer to that section for details, they will not be repeated here.

The Lnk checkbox, available on the 1204 line items, links the Seller Credit to Buyer field with
the Buyer Amount, so they stay the same. If the seller is not paying for the additional charge,
the Lnk checkbox should be unchecked. This linking function can be disabled in Setup Options.

1200 - Recording Charges (B) and (L)

HUD with GFE Entry [GFEOL] - HUD Form 1200, Government Recording and Transfer Charges

= & | @D N IR B ] & B
Save &Bit | Options | Print Docs | File Notes | Disburse Previous  Jump Next Lender #1 | Lender#2 Lender #3 Title Charges ~ NAF

Additional recording charges e # foemira G @ ‘ FemeTy |
should be detailed on the et R

Recording Charges (B) & (L) . AT T

screens. These charges may or = 7 =

may not have been identified on w7 %ﬂ =

the lender’s GFE. The From o p— -

GFE field is used to identify T %ﬂ =

whether each charge was on the me %ﬂ =

GFE and, if so, in which box (#7 = — &= =

or #8) it was included. The From
GFE options are None, #7 (HUD —
1201) and #8 (HUD 1203). g m ] ——

The charge Description is entered to the left-most field, the payee in the “to” field. The ad
Payee Name and Address icon will open the payee name and address detail screen which can

be used to complete the “to” field; and the @3 NAF icon can facilitate that as well. The From

GFE option is selected via the dropdown provided; and the POC checkbox, and POC = Modify
button are provided.

The values entered in the Buyer Amount fields, on lines in which the From GFE entry is other
than None, will total into the summary figures, under the Paid From Borrower’s Funds at
Settlement on lines 1201 and 1203, as appropriate, on the Recording Charges (A) screen. Any
seller paid portion of the GFE charge should be entered in the Seller Credit to Buyer Amount
column.

Any values entered in the Paid From Sellers Funds at Settlement field, on lines in which the
From GFE entry is #7 (HUD 1201) or #8 (HUD 1203) will not roll up but will present on the
indicated line of the HUD if the Disclose Seller Amounts in Sellers Column switch is
CHECKED.
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and Transfes Charges
= o ol - 4 iy
Do jotes | Disburse eous hmp

# Recordng Charges (B) |

& L]

&
Net | Lendersl | Lendersl Lenders3

Sefer Creck

Buyer Amourt. 1o Buyes Ao

Any values entered in the Seller Amount

1207. [EEE [rwuozay =] | 50000 r =
1208 T : :_|».m = =T
. | ‘I = =l
1210 ; .‘_Irm = r=ir—
m ;: ‘ ?I’ = =
e | i | r |l
213 I, Llr-m = r=ir

fields, on lines in which the From GFE entry
is #7 (HUD 1201) or #8 (HUD 1203) will roll
up to 1201 or 1203 if the Disclose Seller
Amounts in Sellers Column switch is
UNCHECKED. The Seller Amount field is
presented in the body of the screen in this
situation.

HUD Form 1300. Additional Settlement Charges

The 1300 section of the HUD has also changed with the 2010 RESPA requirements. The new
screens are shown below. The ad Payee Name and Address icon and & calculator icon are
utilized on the four pages (Add’l Charges (A) — Add’l Charges (D)) that exist for each of the

three lenders, selected with the Lender #1-#3 icons. The NAF icon will be enabled when
appropriate. Should there be more than one lender, care must be taken to properly record
additional lender charges on the appropriate lenders’ screens, so that the GFE

Comparisons generated are accurate.

HUD with GFE Entry [GFEDL] - HUD Form 1300. Additional Settlement Charges
s O L4 o wm o » (@ | @@ :
Swve&Bit | Qptions  Prnt | Docs | File Notes | Disburse © Previous  Jump Net | Lender#l | Lender=2 Lender=3 Title Charges  NAF
& Add1 Charges (A) Add] Charges (B) | Add! Charges (1) | Add! Charges (@) |

Lender Name: Paid From Seller Paid

Loan Nunber: e T Pramemen || o

Loan Amount:_0.00 1301 GFE Amount GFECategoy ~ H  POC

1301, Required Services that you can shop for [ ow

1302 [ 10 | a F [Categon 3 2 il [

1208, | to [ i | [Categoys ™ =] ™ |l [

1400. Total Settlement Charges [ om[ oo
Seler Paid Owners Policy: | 000

SelerPaid Loan Charges: [ 0.0

Note that Add’l Charges (A) is unique in that it only reflects two lines for charges. These lines
always roll up into summary amount on line 1301, reflecting a total of buyer charges and tie to the

amount on page 2 of the GFE, on line #6.

The non-GFE HUD reflected hard-coded descriptions on lines 1301 (Survey) and 1302 (Pest
Inspection). These are not hard-coded on the GFE HUD. In fact, line 1301 is used as purely a
descriptive heading: “Required Services that you can shop for” (these are, by definition,
Category 3 items, thus the default of that GFE Category in that column).
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If the seller pays either of the two items on screen A, the full charge should be entered in the
Paid from Buyer’s Funds at Settlement column and the amount being paid by the seller should
be entered into the column labeled Seller Paid (Credit to Buyer Amount). The seller paid
amount will appear as a Seller Paid Credit on page 1 of the HUD. On screens B-D, if the
Include in 1301 checkbox is checked on an item that the seller is paying in part or in whole, the
full amount of the charge must be entered into the Paid From Borrower’s Funds at Settlement
column and the amount being paid by the seller should be entered into the Paid From Seller’s
Funds at Settlement; it will be included in the Seller Paid Credit on page 1 of the HUD, as the
column is labeled on screen A, otherwise (unchecked Include in 1301 box) charges with seller
amounts are truly treated as seller paid charges.

Screens Add’l Charges (B) — Add’l Charges (D) are common in format, as shown below.
Additional lines can be forced to roll up into 1301 with the Include in 1301 checkboxes. Charges
to be included in 1301 must be listed before charges that will not be rolled up. The Include
in 1301 checkboxes on Add’l Charges (B) — Add’l Charges (D) only are available one at a time,
and cease to be available once a line does not have its box checked. There are two new
columns on these screens: GFE Amount and GFE Category, and they have been explained
previously. If the charge is not a lender mandate (not on the GFE), do not enter a GFE Amount
for it, on screens (B), (L) or (D).

HUD with GFE Entry [GFEQ1] - HUD Form 1300. Additional Settlement Charges
53\/’&% Exit | Qptions P?nt N Dlgs Fl\eﬁjntas Dls?ljrsa - Pre\:nus JUQEp M Nixt LanlEE'e]rxz Lanla'gjalrﬂ Title Charges Ile
& Add! Charges (2) Add1 Charges (B) | Add1 Charges (L) | Add1 Charges (D) |
Lender Name: Faid From Faid From
o e -
Loan Amount: (.00 1301 GFE Amount GFE Categoy H POC
130 | to [ s [Gaegoys | T ] [ =
1305, | to [ g [Categoys =T T =] [ =
1306 [ to [ el [Caegoy3 | T ] [ =]
1307, | to | | [Categoys [T 7 || [ =
1308 | to | & [Category 3 Hrr =]l [ =
1308, | to | g [Catzgoy s | T =] [ =
1310, | to [ s [Cacgoys <] I _z|] [ = |
EAA to | g [Cegoys | T |l [ =
1312 to | s [Category 3 =rr =]l [ =
1313 | to | s [Category 3 HrrC |l [ =)
1314, | to [ & [Categoys =T T ] [ =]
1315 [ to [ s [Gaegoys | T ] [ =
1400. Total Settlement Charges [ 0.00[ 0.00
Seller Paid Owners Policy: | 0.0D
Sellr Paid Loan Charges: | 0.00

HUD Summary

The HUD SUMMARY, shown below, is the balancing screen that summarizes the entries made
on all HUD lines and shows the amounts due to/from the buyer and seller.
Any checks for amounts listed on line 303 or line 603 can be split among several payees by using

the H Split icon next to the disbursement item on the Disburse > Create & Print Checks
screen.

A Digital Solutions, Inc. Escrow v10.9.842 Manual
02/08/2017 Page 133 of 361



HUD with GFE Entry [GFE01] - HUD Summary

H \E _.J BlE

. e
Save 8L Exit | Qptions Docs | File Motes | Dishurse

Print ~

220. Total Paid by/for Bomower 52,000.00
301. Gross Amt due from Borrower {ine 120) 150.302.05

302. Less Amounts paid by/for Bomower (ine 220) 52 000.00
303. Cash FROM BUYER 58.302.05

4 i) »

Previous  Jump Mext

520. Total Amourt Reduction due Seller 500.00
601. Gross Amount due to Seller {ine 420) 0.00

602 Less reductions in amount due {ine 520) 500.00
603. Cash FROM SELLER 500.00

Lender Summary

The Lender Summary screen presents a GFE Total figure in the lower left of the screen, on “with
GFE’ files; sample shown below. This figure is provided so the user can compare it to the A + B
Total Estimated Settlement Charges figure found on the Lender's GFE, both on the bottom of

GFE page 1 and the bottom of GFE page 2.

If it is the same on this screen as on the Lender’s

GFE, then all of the values have likely been entered properly on the preceding screens (barring
offsetting errors). Unfortunately, if the figures do not match, no guidance can be provided as to
where the error might be other than to compute the difference and see if a single item matches
that figure (not likely to be so lucky). A review of each GFE Amount field, vs. the Lender's GFE,

will be needed to locate the discrepancy.

HUD with GFE Entry [GFE0L] - Lender Summary

Type OF Financing: MNone

H|o & 0| & | &@ . « & _ » @ | & @
Save & Bat|| Options Print Docs | FileMotes | Disburse Previous Jump MNext Lender#1 | Lender#2 Lender#3
Lender Name:

Loan Number:
Loan Type: None
ltems Withheld from Loan
Loan Amount: | 0.00 D iption 5
(Less) Withheld Amournt: ,7[)[)0
Due To Lender: 0.00
No records found.
GFE Total: 0.00

Held Funds

The treatment of funds held by the Listing, Selling or Other Agent is modified under the 2010
RESPA regulations. The user will still enter the amount held, and the party, on the

Dates/Transaction Information screen.

A message, in red text, will appear on the upper right of
the 700 screen detailing the held funds (as shown here).

Total commigsion paid at settlement
SRt o

iz reduced by $500.00 to reflect
funds held by broker.
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A Funds held by broker description will appear in the 200 section, as always, but is now
mirrored on the 500 section and the funds presented in the Seller’s column, on line 703 are net of
the held funds and a POC entry is reflected on line 704, in the amount of the held funds.

On with GFE files, where there are Funds held by Broker, and there are commissions being paid to the
broker, the presentation of that information on the Settlement Statement is linked with an descriptive
comments in the body — rather than reporting the related information in different sections.

The 2010 RESPA HUD-1

For files prepared under the “with GFE” file types (selected on the top of the first page of Initial
Questions) the 2010 RESPA HUD-1 is a three page document, minimum. The first and second
pages are familiar, albeit with some changes, and the third page is the GFEC (Comparison of
Good Faith Estimate and HUD-1 Charges, with the Loan Terms). For each additional loan, there
will be another GFEC. Should there be payoffs, entered through the primary and secondary
payoff screens, the traditional payoff detail schedule page will print. The first two buyers and/or
sellers names and addresses, if not too long, will appear on page 1 of the HUD; but, if the
names/addresses are too long, or there are more than two buyers and/or sellers, there will be a
“‘Buyers and Sellers Addendum” page printed, listing those additional parties. All buyers’ and
sellers’ names and addresses must be presented, per the new regulations.

The Print HUD with GFEC control panel, presented below, provides a variety of settings that the
user can use to generate a variety of HUD’s.

The HUD Selection dropdown option provides for a Combined HUD, a Buyer Only HUD or a
Seller Only HUD.

For files with more than one loan, it is possible to print a combined HUD or separate HUD’s for
each loan. In the Options box, the user would click on the Separate Lenders checkbox to
generate separate HUDs by loan; leave unchecked for a combined HUD. Either way, each loan
will have a separate GFEC. The Lender 1 HUD will show the proceeds of the second (and third,
if entered) loan on page 1. The ellipse button (...") next to the Separate Lenders option will
open a window through which specific lenders can be selected, so the user can select specific
lender HUDs to print, rather than printing all of them.

An addendum which itemizes the

Print HUD with GFEC ==
Seller Paid Borrower Charges (GFE 5 Change File
items paid by the seller on behalf of the Escrow Fle B SLOR319G
buyer), which are lumped into a Seller Escrow Officer-  SL - Sheri Lamb - EM-001
Paid Credit on page 1 of the HUD, can Branch: 001 - USA Digital Sclutions, Inc. Main Office @25th Ave.
be printed on request, utilizing the | HUD Selection:  [Phrre I - | |
Iltemize Seller Paid Borrower Type: [Estmated <]
Charges option. Options
| [ Separate Lenders | | | [~ lemize Seller Paid Bomower Charges
[ Use Buyer Forwarding Addresses | temize Commission Erealdown
The HUD-1Ais not supported/provided [ Use Seller Forwarding Addresses | emize Origination Charges
for “with GFE" files in Impact/SQL. [~ With Certfication [ hemize Title Services
r [~ hemize Seller Charges on 1102
W ttemize HUD 201
Cancel | QK |
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Residential — With-GFE Worksheet Data Entry

The “with GFE” worksheet style of data entry screens are virtually identical to those of the “with
GFE” HUD style of data entry screens (discussed earlier in this documentation), with the primary
difference being that the 207/208 & 507/508 lines cannot be accessed via this data entry path.
Due to the lack of HUD line numbering in the worksheet style of data entry, it will likely prove
more difficult to use the worksheet style than the HUD style, for “with GFE” files and, therefore,

the use of the worksheet style for “with GFE” files is not recommended.

Residential - Closing Disclosure Form Data Entry

The Closing Disclosure Form data entry routine is quite different from the HUD and Worksheet data
entry screens. There is a tree-view on the left side of the screen that presents the data entry screen
headings under each lender/loan established for the file. The listing of data entry categories is the same
for all lenders except for the first lender’s list, which includes the Commissions and Payoff screens. The
Mortgage Broker (if one lender was identified as such) will not appear in the tree-view. Starting with the
CDF Header entry, on the CDF data entry tree-view, the screens presented are in the order of the
finished CDF. Data entry will not necessarily be done in that sequence, but this documentation will go
through the tree-view in sequence.

When first opened, the Closing Disclosure Form will display the tree-view fully expanded, with the
lenders presented in the order they are on the Parties screen. The first lender’s heading will be
highlighted and a summary of that lender’s loan information will be presented on the right side of the
screen. In the screen shot below the first lender’s tree-view is presented and limited charge information
has been entered.

Closing Disclosure Form Entry [DSITEST] - Closing Disclosure Form

! G - N -l { FAN
Save BEME | mopo Print Docs | File Motes | Disburse Previous Jump Mext Lp Down rae
Wells Fargo Bank p
= Loan Number:
|MBIIS LaroolHanik = Attn Tor  Shelly Jones
- Commigsions "
- Payoffs Benefit OF  Buyer
Title Insurance Premiurng = e mier
. CDF Header Home Number. Cell Number:  [480] 5551235
- Loan Terms ok Number.  [480) 555-7415 Fax Number.  [480] 5554752
- Frojected Payments Email:  slamb@digisolaz.com
+- Costs at Clasing Curent Address: 12005 . Gambls Drive
[=J- Loan Costs Suite 100
A. Origination Charges Mesa, A7 85029
- B. Did Mat Shop For
- C. Did Shop For Loan Info
- Other Costs
- Total Closing Casts Loan Amount:  $400,000.98 Loan Mumber:
Caloulating Cash to Close Type of Financing: N - New Loan
- Summaries of Transactions Type of Loar:  FHA
- Loan Disclosures .
Security Interest Sy I L Wire In
-- Loan Calculations and Other Disclosures N
- Cantact Information Items Withheld from Loan il
Lenil:?rég Disclosure Form Tracking Loan Amaunt I 400.000.98 ——— | Frm—
Bank of America [Less] Withheld Amount. | 152000 550,00
Title Insurance Premiums vedit Report Fee
) EE;;E?;? Due From Lendsr | 39848038 [ by seing Fes
- Projected Payments b
-- Costs at Closing
El- Loan Costs
- & Origination Charges
- B. Did Nat Shop For
C. Did Shop For
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For databases configured for wire desk processing via accounting, *New functionality has been added
in Version 10.8 to the Lender Summary screen, to allow for a wire-in to be anticipated for the net loan
proceeds amount. The example above reflects a CDF sale/resale transaction’s tree-view.

The icons across the top of the screen and Anticipated Wire In functionality (boxed in red above) will be
explained in the following pages.

Save & Exit

The 1 Save & Exit icon, at the top left of the screen, is used to save any changes and return to the
Escrow desktop.

File Options

The Options icon is used to set file-level options relating to CDF Funds Transfer, Prorations, Sales
Tax (if applicable), Title Charges, and Title Insurance Premiums. When the icon is clicked on, the File
Options screen (shown below) will present. The user should click on the category on the left side of the
screen to present the different file option screens available.

CDF Funds Transfer

%

File Options

CDF Funds Transfer

Prorations

Title Charges

™ Zero out secondary Lender CDF when transfeming funds to Primary Lender COF

Title Insurance Premiums

The CDF Funds Transfer option relates to having the system automatically create an offsetting entry, in
situations where there is more than one loan, to zero-out the proceeds due to the borrower on the non-
primary CDF when there are positive proceeds from the secondary loan(s). On the standard CDF form,
the entry will be placed in section L, on a line 8-11, of the secondary CDF, as a positive number. No
offset is needed on the primary CDF form as the second loan is already detailed. On the alternate CDF
form, the entry will be placed in section H, as a negative number, on the secondary CDF, with the
offsetting entry on the primary lender’'s CDF section H, as a positive number.

Proration Defaults

File Options. ==
CDF Funds Transfer Proration Defaults
Prorations
Sales Tax Based On Frequency . .
T Crages e e | TR The Prorations Defaults are initially set
T Insance Fremiums Coy/Town Twes: [%50eye =] [l 7] through database-wide defaults, but the user
Assessments: [365Days =]  [Annual ~| i ile-bv-fi i
coyviems. [FE5—] may override those qn a file-by flle-ba3|s. .The
oher: [0 =] [ ] user may also override the proration settings
e on an individual charge, as they have in the
Pt defauts past. The file-level override of the database
o defaults might be helpful for particular lenders,
for example.
=
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At the bottom of the Prorations Defaults screen, the user may alter the Default Proration Calculation
[option] Ending Date setting to indicate the date up “To” which the proration is calculated or “Through”
which the proration is calculated (a one day shift). “To” has been the traditional behavior in Impact/SQL,
but there have been requests to enable “through” calculations. This option will let the user override the
default/traditional “to” behavior for all prorations in the file. The user may also alter the calculation setting
for a specific proration on the proration entry screens.

In conjunction with the calculation setting, the second option controls Print Defaults for prorations. If the
Print Defaults checkbox is unchecked, when the settlement statements or CDF are printed, the word “to”
will always be presented between the proration dates (regardless of the “to/through” setting for the
calculation of the proration. If checked, the selection for the proration calculation will print on the
statements and CDF (“to” or “through”). This separation of the calculation option from the print option is
because some lenders read “to” to mean “through” and want the calculation to be “through” then end
date, but want the document to read “to”. The print control is not available on the prorations entry
screens. Therefore, in the event that selected charges will be calculated as “through” and printed as
“through”, but others will be calculated “to” and printed as “t0”, the user should set the Default Proration
Calculation option to “to” (and override it on the individual charge screen(s) that will be calculated
“through”) and the Print Default option should be checked so that whatever the calculation setting is on
the individual charge will be used when printing the description of the proration.

Sales Tax (ONLY w/ NM Property or WA State Requirements)

File Options @
CDF Funds Transfer Sales Tax
Prorations
FmTEn " Taxincluded in amourt
Tile Charges ™ Total tax per CDF section
Title Insurance Premiums " Total tax in CDF section l—_|

If the property on a particular file is in New Mexico, or if the system is configured to “Enable Washington
State Requirements”, the second entry on the File Options tree-view Sales Tax. New Mexico charges
sales tax on commissions, and Washington on settlement charges and policy premiums, and the
treatment of those taxes must be taken into account. Users not involved with such situations will not see
this entry in File Options.

The Sales Tax screen is used to identify where any calculated sales tax is to be presented on the Closing
Disclosure. The options, as can be seen on the screen shot above, are to include the tax with the charge,
aggregate the tax per CDF section or aggregate all the sales tax into a specific CDF section (B, C or H).
The default selection will be "Tax included in amount”.

The sales tax will be included in the Company’s fee slip/fee check automatically.
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Title Charges (ONLY w/ Title Allowed to Update Title Charges Option

Enabled)

The Title Charges screen, in File Options, will only be available if the Setup Option, Title Functions,
Data Entry, Allow Title to Update Title Charges (HUD 1100) is enabled. It can only be enabled if the Sub-
Escrow functionality is not enabled.

File Options

™

CDF Funds Transfer
Prorations

Sales Tax

Title Insurance Premiums

Title Charges

Tithe Charges Sendto: |Saction B -

Mone

Section B
Section C
| Section H

The Title Charges Send to field, on this screen, is used to pre-set the default CDF section to which
charges entered on the Title Charges screen will be sent. The options are None, Section B, Section C,
and Section H. The default can be overwritten on each charge as the charge is entered.

Title Insurance Premiums

File Options

Prorations

Sales Tax

Title Insurance Premiums

Tile Premi Owner's Policy Send to |H_ Cther

=l

Lender’s Policy Send to |C_ Senvices Bomower Did Shop For

El

Group Endorsement | Mone

El

The Title Insurance Premiums screen, in File Options, lets the user determine the file-level defaults for
which CDF sections the Owner’s and Lender’s policies will be directed to (B, C or H). The default
locations are presented above, but it will be up to the lender on each particular transaction to specify the
proper placement of the title premium charges. The target sections can be set on the Title Insurance

Premiums screens as well.

The Group Endorsement option is used to tell the system, for the specific file, how endorsements are to
be presented on the CDF. The option has three choices.

None — will present each endorsement premium charge individually, in the section specified for each
on the Title Insurance Premiums screens.

Same as Parent Policy — will lump the endorsement premiums onto the same line as their related
parent policy. This can be “broken” by the user specifying a different section for the endorsement
when entering it on the Title Insurance Premiums screens.

Separate Line from Parent Policy — will lump all endorsement premiums into one line, separate
from their related parent policy. This can be “broken” by the user specifying a different section for the

endorsement when entering it on the Title Insurance Premiums screens.
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Print

The %= Print icon is used to print the Closing Disclosure, Closing Disclosure Tracking, Settlement
Statement, ALTA Settlement Statements, Title Instructions, Lender Summary, Tolerance
Worksheet, and Balance Statement. The discussion of the printing and versioning of the Closing
Disclosure, and other documents in this set, is found near the end of this documentation, after the data
entry discussion.

Docs

The IE Docs icon is used to open the Escrow Documents Menu for the selected file. Impact/SQL users
will be familiar with the escrow document routine reached with this icon.

File Notes
The = File Notes icon will open the File Notes screen, introduced in version 8.5 (054).

Disburse

The =/ Disburse icon has two options under it: Create & Print Checks and Create & Print Individual
Checks. Impact/SQL users will be familiar with the disbursements screens reached via those options, so
they will not be described in this documentation. If a user does not have disbursement permissions, they
will not see the icon.

Navigation
The % Previous and ¥ Next icons are not used on the CDF entry screens, and so are grayed out.

The Eﬁ Jump icon is used to move from the CDF screens back to the Initial Questions screens.
The & Up and ¥ Down icons are used to move up and down the tree-view of CDF entry screens.

Warnings

The & Warnings icon, at the top right of the CDF screen, will pull up a listing of potential issues with the
data in its present form. The Warnings window will display the Section that the data should be in, the
Lender involved and a Description of the potential issue. A sample is shown here.

Warnings
)
Section Lender Deseription =
2 |Loan Terms Bank of America Missing Date Issued
" X . X Ending period in column 1 must be greater than or equal to the
- |Erojected Pavments Banic of America beginning period in column 1 and cannot exceed the loan term. ]
2 |Loan/Calc Other Bank of America Missing Total Of Payment Amourt.
2% | LoanfCalc Other Bank of America Missing Finance Charge Amourt.
2 |Loan/Calc Other Bank of America Missing Amount Financed Amourt.
2 |Loan/Calc Other Bank of America Missing Annual Percentage.
2% | LoanfCalc Other Bank of America Missing Total Interest Percentage.
" . X Final Closing Costs Amourt is not equal to the Loan Estimate Total
A\ | Calculating Cash to Close Bank of America Closing Casts and Did this channe? is MO

The Section entries are links (in blue) that will take the user to the section identified, for the lender
identified. The link, when clicked on, will give focus to the section, of the appropriate lender, but will not
close the Warnings window. The Warnings window can be moved to a second monitor, if available, so
the items can be worked without closing the Warnings window. The Warnings window can then be

updated with the Qﬁ Refresh icon, in the upper right corner once a change is made to the data.
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Use the 3 Close icon to close the Warnings window.

The &5 Warnings icon may be replaced with another icon under certain situations.

If there is a critical data error (for example, a title insurance charge does not have a designated target on

the CDF, or imported data exceeds the available lines) the icon will be replaced with the @ critical Error
icon. The Warning window will explain the issue. When orders are imported from RealEC and there are
charges Paid by Others, the party that is paying the charge is not provided by Real EC; this will result in
a Critical Error Warning that a Payor is missing — to remind the user to add the payor.

If there is a tolerance issue, the icon will be replaced with the £\ Tolerance Violation icon. This will
indicate that there are one or more charges which have had a Loan Estimate amount entered on them,
and the Tolerance Category of “Zero Percent” selected, and the Total Amount entered is not the same
as the Loan Estimate amount. Or, it will indicate that the aggregate of charges with the “Ten Percent”
tolerance category selected is greater than the Loan Estimate amounts by more than 10%. If no Loan
Estimate amount is entered on a charge, the validation testing is not done and no warning issued. Again,
the Warnings window will explain the issue(s).

The order of warning icon priority and presentation is Q critical Error, then J.B Tolerance Violation,

and then “> Warnings.

Add and Edit Lender

The L=k Add New Lender icon, above the tree-view, is used to add another party to the file. When
clicked, the default party type selected will be Lender, but any party type can be selected.

Q Mortgage Investors - Alameda Branch
Loan Number: 123456789

[E] Mortgage esto Alameda Branc - PR e S

The ¢ Edit Lender icon, at the top right of the data window (next to the lender name) is used to take the
user to the Edit Lender screen, where the currently selected lender and its loan information can be
edited.

If no lender has been added to a file, and the user goes to the Closing Disclosure Form entry screens, the
following screen will present, rather than that shown earlier. The user can click on the link in the middle

of the screen or the L=+ Add New Lender icon, above the tree-view area, to add a lender to the file.

Closing Disclosure Form Entry [00001168] - Closing Disclosure Form
] & | D & = .
Save&Exit Options | Prnt | Docs | FileNotes | Disburse * | Previous  Jump Net up Down  Title Charges

Ldp

Add one or more lenders to continue.

Click Here to Add a Lender

Each of the CDF data entry screens will be discussed in the following pages; in the order they are
presented in the tree-view.
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Note: In most of the CDF sections, the user may double-click on a charge line (entries on the right side of
the screen) and they will open for editing (or viewing if in read-only mode). This behavior mimics clicking

on the & or —'Jredit icons.

Commissions (Lender #1 only)

The Commissions screen is only found under the first lender on the file. This screen is used to enter
information on agent commissions related to the transaction.

Closing Disclosure Form Entry [00001152] - Clasing Disclosure Form
d @ O A & o * v A
Save & Bat | Options Print Docs | File Motes | Disburse Previous Jump Nesct Up Down Warnings
Bank of America Y
= Loan Number: 123456789
£ Bank of America “ || Commission Base
;
- Payoffs |
‘... Bomower Base Amourt: | 526476 DI}| @| [ 7 l = Total Commission 36,853.32
‘... eller
-- Title Insurance Premiums | Agents
--CDF Header
- Loan Tems | Add Agent Commission |
[=]- Projected Paymerts
.. Estimated Taxes and Insurance E Type Mo motm
E--Costs at Closing
- Loan Costs
i.. A Origination Charges
‘... B. Did Mot Shop For
i...C. Did Shop For
[=]- Other Costs
i+ E. Taxes and Other Govemment Fees
i+ F. Prepaids
- G. Initial Escrow Pmt
. H. Other
--J. Total Closing Costs
- Calculating Cash to Close No records found.
oL Summaies of Traneaction

When first opened, the Base Amount field will be filled with the Sales Price from the Dates/Transaction
Information screen (if entered). It is editable, if need be. The user should enter the commission
percentage in the field followed by the “%” (percent) sign. The Total Commission will automatically be
calculated when the user tabs out of the percentage field.

The L&= Add Agent Commission icon is [ siesen =
used to initiate the entry of commission . o

breakdown details. = When clicked, the — —

Party Selection screen is presented to the
user. All of the Agents on the file will Seling Agert Find My Dream Home, LLC

initially be presented on the screen. The
Filter field can be used to narrow down the
listing presented, if there are a great
number. The agent for whom commission
information is to be entered should be
highlighted and the OK button clicked on,
or the agent’s entry can be double-clicked
to open the Commissions - [Agent Name]
screen (shown on the next page). As each Cncel | ok |
agent’s commission is entered, that agent
will drop off of this screen. Once all agents have had commissions detailed for them, the Add Agent
Commission icon will be deactivated, and no more commissions will be able to be added.
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There are three tabs on the Commissions [Agent Name] screen: Information, Sub-Agents and Notes.

Commissions - Selling Specialists, Inc.

(==

| Information |

Sub Agents

Notes | |

Agent %:

Agent Amourt :
Met to Agent:
Borrower Amourt :
Seller Amount:

Paid by Others:

3

15.764.28

£15.764.28
15,764 28
1 -

Total Amount:

15,887.28

| Credits [ Funding |

Withhold from Loan: [

——
| POC |

—

Seller to Bomower:

Bomrower POC:
Seller POC:

Description:

Cance

The Information tab is where the agent’'s commission is calculated or manually entered. Depending on
system configuration, the Agent Percent will either be a percentage of the base amount or of the total
commission. The percentage can be taken out to four (4) decimal places. Once a value is entered in the
Agent % field, the Agent Amount will calculate, and will be defaulted to the Seller Amount field. It can
be manually split or moved by the user.

When an amount is entered into the Paid by Others field, and the user then tabs out of the field, the
system will bring up the Paid by Others (Payors) screen, on which details of which party(ies) to the file
is(are) paying the charge, and whether it is POC’d. The full amount must be detailed before leaving the
Paid by Others (Payors) screen. The ellipse button after the Paid by Others field will bring up the Paid
by Other (Payors) screen for subsequent editing after initial completion.

If there are Credits or Funding considerations, they are addressed in the middle section of the screen. If
the charge is to be withheld from the loan, the Withhold from Loan checkbox should be checked. The
amount of a seller credit is entered into the Seller to Borrower field.

If the charge is POC’d by the borrower or seller, details are entered in the POC section of this screen. If
the Borrower or Seller paid the charge outside of closing, the amount(s) they paid would go in their
respective fields. The user may enter a substitute Description in the field of that name.

The right side of the top section of the

Information | Sub Agents | Notes

screen will contain sales tax fields if the e —
property is in New Mexico, which taxes Agert Amourt: 576420 SaesTacw [
commissions. The tax percentage should imhT GETZ Amourt:

H Bomower Amourt: Bomower Amourt:
be entered and the tax W|Il_be c.om_puted I S e [
and entered for the party(ies) indicated i |
as responsible for the commission. Total Amourt: [ 1576428
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Sub Agents — an unlimited number of sub-agent entries can be made. When the Sub Agents tab is

clicked on, a listing of existing entries will be presented, and at that top of the tab the L= Add Sub Agent
icon is used to bring up the Sub Agent data entry screen, shown here.

Sub Agent @
Percent | oOfs15.794.28
Amount
Description
Income Cods ‘ j
Payee Information H He ‘
Company Name: |
Agent's Name: | r
Address #1: | I Forsign Address
Address #2: |
Ciy: | State ~| Zip Code:

The Amount can either be entered directly, or calculated as a percentage of the agent’s total — by
entering a percentage figure in the Percent field at the top of the screen. The Description field, in the
middle of the sub agent screen, is used to enter a description that will carry through to the sub-agents’
checks. An Income Code can be assigned, if the Sub Agent fee is for the Title Company (Scrivener’s

Fee, for example). The 131 NAF can be used to fill the payee information, when the cursor is in either the
Company Name or Agent’s Name fields. Alternatively, the &4 search icon, next to the Company Name
field, will bring up the Party Selection screen, from which the user can select the payee for the sub agent
amount. The Check Payable to Agent checkbox, across from the Agent’s Name field, lets the user
overcome the fact that the Company Name field is grayed out and is un-editable when the Payee has

been selected from either the E’ NAF or the &% Party Selection screen, and the desire is for the Agent
to be named on the check as the payee.

Notes — notes entered on an agent commission, via the Notes tabs, will present on the Settlement
Statement, and will present on the Commission Breakdown CDF addendum.

Once one or more agent commissions have been entered, the main Commissions screen will reflect that
information, as shown below.

Bank of America
Loan Number: 123456739

Commission Base

Base Amourt: | 52547600 @ | 7 % =Total Commission 36,783.32
Agenis
Add Agent Cornrnission
Type MName Amount
Listing Agent Selling Specialists, Inc 15,764.28

2101904~ & |

The icons to the right of each agent commission entry are used to:

# Edit the Agent,
jEdit the Commission, or

# Delete the Commission.
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Payoffs (Lender #1 only)
The Payoffs screen will present a listing of all of the payoffs entered on the file, both for the Borrower
and the Seller, as entered. Selecting the Payoffs>Borrower or Payoffs>Seller tree-view entries will
limit the payoffs presented on the right side of the screen to the selected party type. The Payoffs>Seller
entry will not be presented on files with a Refinance Transaction Type.

The L5= New Payoff icon/button is available on any of the three tree-view selections, and either party type
(Borrower or Seller), whose payoff is being entered, can be selected on the payoff entry screen
regardless of which tree-view entry point the user took.

Closing Disclosure Form Entry [00001174] - Closing Disclosure Form

» Gt i) N W iy . & ¥ A
Save & Exit Options Print Docs | File Motes  Disburse Previous Jump Mext Up Down Warnings
Wells Fargo Bank P
s Loan Number: 123456

= Wells Farge Bank o
i .Commissions
Payoffs

- Bomower

.. Seller
Title Insurance Premiums
i ~CDF Header

-~ Loan Tems

Payoff To Loan Number Amount

Borrower payoffs entered will appear on the Payoffs and Payments screen if the Lender’s Loan Terms
“Use Optional Closing Disclosure forms for transactions not involving a seller” option is checked on
a file with a Refinance Transaction Type.

The Payoff Details screen is near-identical to that of other file types within Impact/SQL, and is described
in the Common Tools section of this manual, and so will not be explained in detail here. The only
difference is the Payoff First Mortgage checkbox.

The Payoff First Mortgage checkbox should be used to flag the primary lien payoff.

Payoff Details ==
NAF
(% Issue Check for Payoffl (" Issue Wire for Payoff ( Net Funding
|20 0l [Buver/Bomower =
Payoff First Morigage: [~
Payoff To: |
Address #1

Address #2:

City. State and Zip:
Loan Number:
Work Number: | =

Fax Number:

‘Wire Information

Bank Name: |
Bank ABA:

Bark Account:
Principal Balance:

Interest Days/Year: |365 Days ~| Interest Start Date: ﬁ To - Interest End Date: ﬁ
Prorate By: |Manual hd Total Interest:

Additional Charges
Lk New Additional Charge

Description Amount

No records found.
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Title Insurance Premiums

The Title Insurance Premiums branch on the tree-view is where information on the Lender's and
Owner’s policies is entered. The CFPB’s rule governing the presentation of title insurance premium
pricing, in a simultaneous issuance (Lender’s and Owner’s) situation, is very precise and is not the
historic presentation of most of the Western US marketplace. Rather than presenting the simultaneous
rate for the Lender's Policy (generally a low additional charge), the rule mandates presenting the full
Lender’s Policy price, as though it were not a simultaneous issue situation, and then the Owner’s Policy
pricing is presented as the combined simultaneous cost of both policies, less the full Loan Policy price. In
a situation, typical in the Western US, where the seller is paying for the Owner’s Policy, and the borrower
is paying just the incremental add for the Lender's Policy, the rule’s mandated presentation of pricing
results in an overstatement of what the buyer/borrower is responsible for and an understatement of what
the seller is responsible for. The Title Insurance Premiums screens take this matter into consideration
and provide for a Seller Credit to address the discrepancy presented by the pricing presentation mandate,
in simultaneous issue situations where the seller is paying for the Owner’s Policy and the buyer/borrower
is paying for the Lender’s Policy.

*New functionality has been added in Version 10.8 In a CDF file when the borrower is paying any
portion of the Owner’s Policy Premium the CDF description must include the word (Optional) i.e. “Title —
XXXXX Owner’s Policy (Optional) to XXXXXXX” per the rule. The word ‘Optional’ is not required in the
description on other documentation such as the settlement statement. Impact will now provide an
alternate description on all other reports/documents. To recreate, in a CDF file enter an Owner’s Policy
charging both the buyer and seller a portion of the premium. Print/Preview the CDF and the OTP
description should include OPTIONAL in the description. Print/Preview the Impact settlement statement
and the description should NOT include the word OPTIONAL.

Clesing Disclosure Form Entry [00001174] - Closing Disclosure Form
d e (D] N = L] + ¥ !

Save & Exit Opt‘inns Print * | Docs | File Motes | Disburse ~ | Previous Jump 7 Mext Up Down | Title Charges

‘Warnings

Wells Fargo Bank 7z
= Loan Number: 123456
B "!"’-"5 Fa_rgn Bank “ | | Lender's Policy Information I F I
+- Commissions S
=- Payoffs Description Amount Send To
-~ Bomower
- Seller
--CDF Header
--Loan Tems
&)-Frojected Payments L No records found.
H Estimated Taxes and Insurance 3
é--Costs at Closing
[1- Loan Costs
A, Origination Charges

- B. Did Mot Shop For
- C. Did Shap For
[=1- Other Costs
E. Taxes and Other Govemment Fees - -
- F Prepeids Owner's Policy Information I [ I
- G. Initial Escrow Pmt Description Amount Send To
- H. Other
J. Total Closing Costs
- Calculating Cash to Close
[=1- Summaries of Transactions
K. Dug From Bomower
- L. Paid Aready No records found.
-+ M. Due to Seller
«N. Due From Seller

Loan Disclosures
- Security Interest
- Loan Calculations and Cther Disclosures
=1 Contact Information
Additional Cortacts
‘... Closing Disclosure Form Tracking -
4 [ 3
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Prior to any policy pricing information being entered, the Title Insurance Premiums main screen looks

like the sample shown above. The L=F Add Policy icons are used to get to the Lender’s Policy
Information and Policy’s Policy Information screens. Only one policy of each type may be added.

There will be a L= Title Charges icon active at the top of the screen, next to the ¥ Down icon, if the
enhanced Sub Escrow function is enabled and Title Charges have been entered via that functionality
and the charges have been set to “Final”. As with other file types, the user can use that icon to open the
screen of entered Title Charges to find data to be entered into their file, and enter them in the
appropriate manner.

Lender’s Policy Information

Clicking on the LgF Add Policy icon, for the Lender’s Policy Information, brings up the screen below.

sl

Title Insurance - Lender's Policy

)
- None | i

Lookup Policy Forms ==
Select Policy Fomn

Fiter: | |

Policy to lssus: ||

Income Code: |

Liability:

Base Premium:

Surcharge:
Discount:

Total Premium:
Simultaneous:
Bomower Amourt:
Seller Amount:
Paid by Cthers:
CDF Amount:

0.00

Description =
ALTA Loan Policy (5-17-06)

ALTA Bxpanded Coverage Residential Loan Folicy (1-1-08)

ALTA Home:
ALTA Residertial Limited Coverage Junior Loan Poiicy (10-15-36) H
ALTA Resdential THle Insurance Policy (£-187)

ALTA Short Form Expanded Coverage Residential Loan Policy (1-1-08) -

’s Policy (1-1-08)

Description: |

Send To: |Section C hd

Loan Estimate:

Tolerance: | Ten Percent b

Credits /Eundi

g |
Withhold from Loan: [

Seller To Bomower Amount: ’7
[POC |
Bomower POC: ’7
SelerPOC: [

Description: |

Endorsements | & Payee

| g New Endorsement

No records found.

Cancel | QK |

The Policy to Issue field can be manually typed into, with the policy to be issued, or the &4 search icon
can be clicked on to pull up the policy menu for the underwriter on the file, from which the policy can be
selected, as shown in the graphic above.
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If an Income Code is selected, the Payee Information will default to the Company, and the Liability field
will fill with the value linked to the income code selected. If the policy is not being issued by the Company
(outside title situation), then no income code should be selected; the outside title company should be
identified in the Payee Information section at the bottom of the screen.

The Base Premium through Total Premium fields are for “rate schedule/manual” figures (historic pricing
method). The Surcharge amount will be added to the Base Premium. The Discount amount will be
subtracted from the Base Premium. Both the Surcharge and Discount figures are entered as positive
numbers. The calculated result will be put in the Total Premium field.

The Lender’s Policy Information screen has a “Simultaneous” checkbox. It is to be checked if the
pricing of the Lender’s Policy is based on the simultaneous issue discount. This will trigger the
appropriate Credit to Borrower for Seller Pay, on the Owner’s policy screen — if the seller is paying for
the Owner’s policy and the borrower is paying for the Lender’s policy. In this situation, the user would
enter the full Lender’s Policy Base Premium, in the field of that name, and enter the Discount that brings
the Total Premium to the rate schedule/manual simultaneous rate for the Lender’s Policy. Checking the
checkbox will pull the Base Premium to the CDF Amount field. A fee change on the Lender’s Policy
screen, in a simultaneous situation, will automatically result in the Owner’s figures being updated.

Title Insurance - Lender's Policy E3

Policy to |ssue: |ALTA Loan Policy (6-17-06) ﬂl
Income Code: |2DD1 - ALTA Loan Policy j
Libiity: [ 420.300.00
Base Premium: | 600.00
Surcharge: ’7
Discourt: ’W
Total Premium: ’W
— Simultaneous: [
Bomower Amount: ’W
Seller Amount: ’7
Padby Othes: | .
CDF Amount: | 600.00 _I Description: [Title - ALTA Loan Policy (6-17-06) i Send To: | Section C ji
Loan Estimate: ’W Tolerance: ’m |
Credits/Funding |
Withhold from Loan: [
Seller To Bomower Amount: ’7
[POC |
Bomower POC: ’7
SelerPOC: [

Description: |

The Borrower Amount, Seller Amount and Paid by Others fields are used to identify which party(ies)
are paying what portion of the Total Premium.

Paid by Others (Payors) £

Total Paid by Others: 512500

When an amount is entered into the Paid by freshy e - 2%
Others field, and the user then tabs out of the field, TRy AT
the system will bring up the Paid by Others Paid By POC Amourt_| __ Amount

(Payors) screen, on which details of which
party(ies) to the file is(are) paying the charge, and
whether it is POC’d. e
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The full amount must be detailed before leaving the Paid by Others (Payors) screen. The ellipse button
after the Paid by Others field will bring up the Paid by Other (Payors) screen for subsequent editing
after initial completion.

The CDF Amount field is used to present the value that is to appear on the CDF for the Lender’s Policy.
Again, as was discussed earlier, in a simultaneous issue situation, this will be a higher figure than the rate
schedule pricing would indicate. This amount will be calculated by the system.

The Description field will default to the mandated format for the Lender’s Policy charge (with “Title = in
front of the policy info) but the field will be editable.

The Send To field is used to identify which section of the CDF the policy premium information should be
presented. Sections B, C or H are the options. If no selection is made, a critical warning will be added to

the Warnings listing and the Q critical Warning icon will appear in the upper right of the CDF screen
(once the Title Insurance Premiums screen is moved away from). The warning will be removed once the
“Send To” assignment is made, and the Title Insurance Premiums screen is moved away from.

The Loan Estimate and Tolerance fields are used to enter the amount from the Loan Estimate and the
tolerance category for the policy.

The Credits/Funding section provides for the withholding of the amount paid by the lender (entered via
the Paid by Others field) and for Seller credits to the Borrower for some or all of the premium.

The POC section of the screen provides for identification of premium amounts Paid Outside of Closing by
the Borrower or Seller. The Description field is used to customize the POC item’s label.

Endorsements Tab

The Endorsements tab is used to detail any endorsements, and premiums, that are being issued with

the Lender’s Policy. Click on the L&F New Endorsements button to bring up the screen on which that
information is entered. The behavior is similar to the Lender’s Policy screen’s top portion. The Liability
field will be grayed out if an income code is selected, as it will be linked to the policy the endorsement is
assigned to.

Add/Edit Endorsement =)

Endorsement: ‘

Income Code ‘ -Nong j \l
Liabilty:
Bomower Amourt: Lookup Poicy Forms =]
Sekect Poicy Fomn
Seller Amourt: P | o
Paid by Others |
Total Amourt: ALTA 2006 Endorsements.
Loan Estimate: '7 Tolerance: ’m 205 Tnghn Lendng
2
Send To: | Section C v| Desaription: |
Credits/Funding 1106 - =
Withhold from Loan: I~ Cancel oK
Seller To Bomower Amount:
POC
Bommower POC
Seller POC.

Description ‘

Descrption

Cancel
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Payee Tab

The Payee tab will be pre-filled and locked if an income code was selected on the Lender’s Policy, or
will be open for entry of the outside title company’s information.

Endorsements @ Payee

Display MName: |USA Digital Solutions, Inc. W Same as Payee

Payee Name: |USA Digital Solutions, Inc.

Address #1: |‘I 0835 N. 25th Ave. [~ Foreign Address
Address #2: [Sutte 350
City: [Phoenix State: [AZ  ZpCode: [85029

Separate Check: [

Cancel | QK I

Once the data entry is completed, the user should click on OK to save the data. The policy and
endorsement information will be displayed on the main Title Insurance Premiums screen, with the policy
being listed first.

Owner’s Policy Information

Clicking on the L== Add Policy icon, for the Owner’s Policy Information, brings up a screen identical to
the Lender’s Policy Information screen with two exceptions:

1) The Owner’s Policy Information screen does not have the “Simultaneous” checkbox.

2) There are a pair of fields under the label Credit to Borrower for Seller pay: that are used to
present the credit needed to correct the Borrower and Seller actual costs, in a simultaneous issue
situation with a Seller-paid Owner’s policy and a Borrower-paid Lender’s policy, due to the
regulation-mandated pricing presentation on the CDF (discussed further below).

The CDF Amount field is used to present the value that is to appear on the CDF for the Owner’s Policy.
Again, as was discussed earlier, in a simultaneous issue situation, this will be a lower figure than the rate
schedule pricing would indicate. This amount will be calculated by the system, in conjunction with
information on the Lender’s Policy screen. Both the Lender’s Policy and Owner’s Policy figures must be

entered before the calculation will be completed. Clicking on the @ Info icon will present an explanation
of the calculation.

Under the Credit to Borrower for Seller pay: label, there is a Description field that will default, but will
be editable, and an Amount field for the amount of the credit. The credit amount would be the amount
required to bring the cost to the borrower, for the simultaneous Lender’s Policy, down from the stated
CDF Amount (on the Lender’s Policy screen) to the rate schedule’s amount for the simultaneous issue, if
the Owner’s policy is being paid for by the seller. It is the same amount needed to bring the CDF
Amount, for the seller-paid Owner’s Policy, up to the rate schedule’s amount for the Owner’s Policy. The
credit will be calculated automatically if the “Simultaneous” flag is checked on the Loan Policy
Information screen and the Seller is paying for the Owner’s policy and the borrower is paying for the
Lender’s policy. Both the Lender's Policy and Owner's Policy figures must be entered before the
calculation will be completed.

A Digital Solutions, Inc. Escrow v10.9.842 Manual
02/08/2017 Page 150 of 361



In the sample below, a Lender's Policy has been entered, to be paid by the Borrower, and the
Simultaneous flag was checked on that data entry screen. Then, on this Owner’s Policy screen, the
Base Premium has been entered and the Seller is identified as the payor (with the amount in the Seller

Amount field). Clicking on the ® Info icon results in the presentation of the explanation of the
calculation for the CDF Amount.

In this example, the $450 Credit to Borrower for Seller Pay, when added to the CDF Amount, brings
the seller cost back up to the true rate manual cost for the Owner’s Policy, which the seller will be paying,
and reduces the borrowers true cost for the Lender’s policy to $150.00. The credits will appear in
sections L & N of the CDF (discussed later in this documentation).

Title Insurance - Owner's Pelicy =
Policyto lssue: [ALTA Owner’ Policy (6-17-05) 3
Income Code: ‘ZDDZ - ALTA Owners Policy j

Labiity: [ 52647600

Base Premium: ’m ) )
Swchage: [ If the Borrower is the payor of any portion of
e —w the Owner’s policy premium, the Description
Boroer ot | will reflect “(Optional)” at the end of it. Some

elerAnourd 2am lenders may require that verbiage regardless

Paid by Others:

- .
CDF Amount 760000 || ©|| Description: [Tiie - ALTA Gwner' Polcy (6-17-06) Send To: [SectonH 7] of the payor. In that case, the user can m0d|fy
Loan Estimate 1.600.00 \Kﬁnce Ten Percent - the Descrlptlon manual |y

Credit to Bomower for Seller pay: N
Description: [Tille Insurance Premium Adjustment ~N Amount 450.00

[ Credits/Funding CDF Calculated Amount =] |

Withhold from Loan: [~ Qwner's Total Premium: $2,050.00

Sellr To Bomower Amourt: [ Lendars Total Pramium . $150.00

[PoC Lenders Base Premium: - $600.00 |

BoowerPOC [ Owner’s COF Amourt 5160000
Seller POC:

Desciption: |

Title Charges
The Title Charges tree-view entry will only be available if the Setup Option, Title Functions, Data Entry,
Allow Title to Update Title Charges (HUD 1100) is enabled. It can only be enabled if the Sub-Escrow
functionality is not enabled. When enabled, this screen and the Title Insurance Premiums screen will be
available to Title users in the Title module. The balance of the CDF screens will not be available to Title.

Closmg Disclosure Form Entry [00001152] - Closing Disclosure Form
) &l ) + @ FAN
Save&Exlt Opt\nns Pnnt Docs | File Notes Dlshurse Previous Jump Next Up Down Warnings
Bank of America 7
= Loan Number: 123456789
EBakofAmenca - itle Charges
i - Commissions
5 Payels
‘... Bomower
: Seller Description Amount Send To
i . Title Insurance Premiums
e
i .CDF Header

The L== Add Line button is used to open the Title Charges data entry screen shown below. This screen
is similar to many of the charge entry screens used in various CDF sections. It is discussed fully in the
discussions of Section A — Origination Charges and Section B — Did Not Shop For and so will not be
described in detail here.
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The Type field, at the top of the screen, will present, through the dropdown arrow, a listing of MISMO
standard charge types. The Type selected will default into the Description field, but the Description can
be edited. The required hyphen after the leading “Title” in the Description will be added automatically

when the charge is viewed from the CDF section it is sent to...it need not be edited here.

Title Charges

==

IT‘,rpe

3 |Trt|a Undenwriting lssue Resolution Fee

I=A

Income Code:

Description:

Bomower Amourt:

Seller Amourt:

itle Undenwriting lssue Resolution Fee

- [4300 - Other Tile Fees

——
—

Paid by Cthers: J
Total Amourt:

=l

Loan Estimate: Tolerance: |Ten Percent hd

Liability:

Send To: ’m

Credits / Funding

Withhold from Loan: [

Sellerto Bomower:

POC

Bomower POC:
Seller POC:

Description: |

Payee Information

Display Name: |US.A Digital Solutions, Inc.

[¥ Same as Payes

Payee Name |USA Digital Solutions, Inc

Address #1: 10835 N. 25th Ave.

I~ Foreign Address

Address #2: [Suite 350

City:
Separate Check: [~

Add Another

|Phoenm

State: [AZ Zip Code: [85029

s

CDF Header

Clicking on the CDF Header entry of the CDF tree-view will present the information that will be shown at
the top of page 1 of the Closing Disclosure Form. A sample of the screen is presented below.

Closing Disclosure Form Entry [00001152] - Closing Disclosure Form

€ = LE] - = @ * A
Save & Exit Opfiﬂns Print Docs | File Notes  Disburse Previous Jump Next Up Down Warnings
Bank of Amenca e
= Loan Number: 123456789
|[Bank of America =
i Commissions
- Payoffs Closing Information Tansaction Information Loan Information
- Bomower
Seller Date Issued (Bormower): [p5,28,/2015 ﬁ‘ Bomower:  Buver, Bradley T. Loanterm: 30 Years
e LT
Date lssued (Seller). . Phoenix, AZ 85029 Purpose: Purchase
Closing date: 02/26/2015 Product: Fixed Rate
[=- Projected Payments =l Disbursement Date: 02/26/2015 Seller: Selerz, Happy
: ---Estlmatet.j Taxes and Insurance Settlement agent: USA Digital Solutions, Loan Type: Conv. Unins
. Cests &t Closing inc.—10.5 Demc
E=)- Loan Costs File 2 00001152
A. Crigination Charges =
-.B. Did Net Shop F I D 123 Anywhere St. Loan ID#: 123456789
c D' o an or — Goodyear, N 85335
' =nop Fer Lender:  Bark of America MICH 999888777
[=)- Cther Costs B
{1 E Taxes and Other Govemment Fees Sales Price: 530,450.00
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The Borrower, Seller and Property labels, which display in blue, are links that will take the user to the
respective data entry screens.

At the top left of the CDF Header screen, under the Closing Information heading, are the Date Issued
(Borrower) and Date Issued (Seller) fields. They should be filled with the dates that the current CDF is
to be issued/delivered to the respective parties. If a revised CDF is produced, these dates will need to be
changed. These dates appears with the “Date Issued” label at the top left of the CDF, page 1.

Loan Terms
The Loan Terms (CDF) screen contains much of the information that appears, in not too dissimilar form,
on the Lender’s Loan Terms screen on GFE files. The new format meets the CDF information
requirements.

Closing Disclosure Form Entry [00001152] - Closing Disclosure Form
& | o &l = L » E A
Save8Edt  Options | Print Docs | File Motes | Disburse | Previous  Jump Next Up Down Warnings
Bank of America v
= Loan Number: 123456789
|[Bank of America I
Commissions Can this amount ineresse after closing?
= P?’V‘;ﬂs Loan Amount [ 4203000 o <] | =
i... Bomower
i ™ Canincreaseuntl [year
Tille Insurance Fremiums I Addtional kems
Tile Charges
COF Header Interest Rate 45 % [No ~| I Adiusts every [monthis) | staringin [month ]
oentome 8
& Projected Payments E | = 85 % Statingin -
i.. Estimaled Taxes and Insurance 2 [ s
Costs at Closing
- Loan Costs [ Ses AIR Tableonpage 4fordetals  Edt ARTable |
i A, Orgination Charges
B, Did Nt Shop For [Monthty ER 212980 [No  «| T Adjusts every [yearis) ~| Satingin [year =]
. cCDi:t Shop For m:::ei;alas | =1 in [ |
] osts
T and Other Govemment Fess [~ Include only interest and no principal untl [month =
. Prepaids ™ Addiional hems
. nitial Escrow Prmi
 Cther [ Ses AP Tableonpage dfordetals  EdtAP Tabe |
é Tm‘ﬁa‘tgﬂingft“‘; Prepayment Does the loan have these features?
alculating Cash to Closs Penaty ) ;
& Summnies of Transactions Mo =] I ashighas | i you pay off the loan
Due From Bomrower o) yean(s)
. Paid Already .
Dueto Seller [
.. N. Due From Seller (o]
Loan Disclosures
Scurty bierest ™ Addiional hems
Loan Calculations and Cther Disclosures
- Contact Information E:m:m NO ~| I you wil have to pay atthe end of |year -
i.. Additional Contacts - [~ Additional tems
q v

The sections of the Loan Terms screen will be discussed in the following pages.

Loan Amount

The Loan Amount section is used to detail information on the principal balance of the loan. The initial
loan balance will default in the field just to the right of the Loan Amount label.

Can this amount increase after closing?
Loan Amourt [ 420.300.00 [NO |;|| | B

[" Canincrease until |year -
r Additional kems

The NO/YES dropdown is used to answer the question “Can this amount increase after closing?” that
is above the section. There are three checkboxes used to indicate that the commentary built up in the
fields next to them should be used on the CDF (page 1, Loan Terms, Loan Amount section). They would
only be used on the CDF if YES is the selection, and the items are checked, but can be edited even if
NO is the selection.
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o The first item indicates that the phrase “Can go as high as” or “Goes as high as” (selected from
the dropdown list), followed by the maximum principal balance (entered in the field after the
phrase selection), should be presented on the CDF.

e The second option would place the phrase “Can increase until [year/month/payment] ##” on

"«

the CDF. The user would select “year”,

month” or “payment” from the dropdown list and enter

the number of years, months or payments out that the balance could increase in the field after the

period selection.

e The Additional
indicate that the phrase(s) entered via the
Additional ltems - Loan Amount screen (shown
below, accessed via the Additional Iltems button) No records found.
should appear on the CDF. This screen can be
used to enter custom comments regarding how
the loan balance can increase after closing.

Items checkbox

is used to Descrption

Add/Edit Ttem

B /] U

orea | ]

Additional Items - Loan Amount ==

Lk New ltem Move Up Move Down

The 5= New Item button will open the Add/Edit Item
data entry screen, as shown on the left.

The Add/Edit Item screen will let the user enter text,
with some basic formatting tools.

The B icon will bold selected text.
The | icon will italicize the selected text.

The U icon will underline the selected text.

Click OK when the entry is completed to return to the Additional Items screen.

The + Delete icon should be

Additional Items - Loan Amount

[==]| used to remove an Item. Click
on OK to save the entry(ies)

Lk New Item Move Up Move Dawn
Description
The lozn amount may increase message with formating options demonstrated.

made, or Cancel to close the
Z[<] | window without saving

Interest Rate

changes.

The Interest Rate section is used to detail information on the interest rate of the loan. The initial interest
rate will default in the field just to the right of the Interest Rate label. The NO/YES dropdown is used to
answer the question “Can this amount increase after closing?” There are four checkboxes used to
indicate that the commentary built up in the fields next to them should be used on the CDF (page 1, Loan
Terms, Interest Rate section). They would only be used on the CDF if YES is the selection, but can
be edited even if NO is the selection.
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Interest Rate 425 % |NO j ™ Adusts every | [0 I | j Starting in | j o

= =1 % Starting in ~| [0
[~ See AlR Table on page 4 for details Edit AIR Table
r Additional kems

The first item indicates that the phrase “Adjusts every ## [year(s)/month(s)/payment(s)]
Starting in [year/month/payment] ##” should be presented on the CDF. The selections for the
bracketed items are done via the dropdown lists provided.

The second item indicates that the phrase “Can go as high as” or “Goes as high as” (selected
from the dropdown list), followed by the maximum interest rate (entered in the field after the
phrase selection), “Starting in [year/month/payment] ##” should be presented on the CDF.

The third item indicates that the phrase “See AIR Table on page 4 for details” should be
presented on the CDF. The Edit AIR Table button is used to open the Adjustable Interest Rate
Table screen (shown here).

Adjustable Interest Rate (AIR) Table [=5e)

indiex = Margin ﬁ o % T Tex |
Inital Interest Rate: 45 R
N\

Mirimum,/Meamum Rate | %/ T\
Change Frequency \

First Change ‘Eeg\nmng of Dth year \ [ Text |

N\

Subsequent Change ‘Every Oth year ™ Text |

— Prime -
= conl
First Chiange % CMT

Subsequent Change % Eg Ell L

LIBOR Canee

i -

The Adjustable Interest Rate (AIR) Table screen is used to build the AIR Table information

presented for adjustable rate loans, on page 4 of the CDF. The first line of the AIR Table is used

to identify the Index which the variable rate is tied to and the Margin over the index. The index

options are shown above, in the screen shot. If a custom description is required, the Text

checkbox should be checked and the text field next to it will open for editing.

The Initial Interest Rate will default from the Lender’s Loan Terms screen.

The Minimum/Maximum Rate data is entered in the two fields provided.

The Change Frequency section is used to detail when rate changes will occur. It will be “fed”

from information entered on the first two lines of the Interest Rate section of the Loan Terms

screen, but the text can be overwritten by clicking the Text checkbox and entering a description.

The Limits on Interest Rate Changes section is used to detail the maximum change allowed on

the first and any subsequent changes.

e The Additional Items (fourth item) line is like that in the Loan Amount section discussed
previously.

Limits on Interest Rate C

[Time Period] Principal & Interest

The [Time Period] Principal & Interest section details the periodic principal & interest amount — with the
period being selected from the dropdown list in the section label (left of the section).

| Morthty =1 1.260.84 ||NO [=] T aAdustsevery o [ =] statingin [ |0

Principal & i -~ i -~
Irz;ﬁ;l;ta I |Can go as high as J | in |Year J |D

[ Include only interest and no principal urtil | Year - o
[T See AF Table on page 4 for details Edit AF Table
r Additional tems
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The period options that can be selected are: Daily, Weekly, Bi-Weekly, Monthly, Semi-Monthly,
Quarterly, Semi-Annual and Annual. A Warning will be logged if no interval is selected. The amount for
the payment goes in the field to the right of the period selection. The NO/YES dropdown is used to
answer the question “Can this amount increase after closing?” There are five checkboxes used to
indicate that the commentary built up in the fields next to them should be used on the CDF (page 1, Loan
Terms, Monthly Principal & Interest section). They would only be used on the CDF if YES is the
selection, but can be edited even if NO is the selection.

e The first item indicates that the phrase “Adjusts every ## [year(s)/month(s)/payment(s)]
Starting in [year/month/payment] ##” should be presented on the CDF. The selections for the
bracketed items are done via the dropdown lists provided.

e The second item indicates that the phrase “Can go as high as” or “Goes as high as” (selected
from the dropdown list), followed by the maximum payment (entered in the field after the phrase
selection), “Starting in [year/month/payment] ##” should be presented on the CDF.

e The third item indicates that the phrase “Include only interest and no principal until
[year/month/payment] ##".

e The fourth item indicates that the phrase “See AP Table on page 4 for details” should be
presented on the CDF. The Edit AP Table button is used to open the Adjustable Payment
Table screen (shown here, and described below).

Adjustable Payment (AP) Table (=30l
Interest Only Payments? [NO ™ Text |
Optional Paymerts? MO w | foryourfirst | |pa~,'rnent[s} j [ Text |

Step Paymerts? MO | foryourfirst | |pa1,rrnent[s} ﬂ [ Text |

Seasonal Payments? |NO j from | ﬂ
to -
Monthly Principal and Interest Payments
First Change | - T Tet |
At | th |pa1_.rrnent[s} ﬂ
Subsequert Every | | ﬂ M Text |
Mapdmum NO M Text |

Cancel | QK |

The Adjustable Payment (AP) Table screen is used to build the AP Table information presented
for loans with adjustable payments, on page 4 of the CDF. The first line, labeled Interest Only
Payments? will be filled with “YES for your first XXX payments” if the user has checked the
‘“Include only interest and no principal until” option, selected the period type
[year/month/payment] and entered the number of those periods before principal payments
begin, on the Loan Terms screen. In the sample below, the option is checked and the period
type of “month” has been selected and “12” has been entered for the number of periods; the
result on the AP table is shown below the Loan Terms screen excerpt below.
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|Mgmhh,r ﬂ | 507.73 |YES j [ Adjusts every |0 | Starting in ~| |0

mggztal & r | ﬂ | in | ﬂ |D

| [v Include only interest and principal urrtu Marth ﬂJ‘IZ |
[v See AP Table on page 4 for details Edit AP Table

I Additional kems

The Text checkbox should be checked if a custom description is required and the field to the right
of it will open for editing.

Adjustable Payment (AP) Table (=23

| Interest Cnly Payments? |YES for your first 12 payments “— Texdt | |

The Optional Payments? line is used to identify if any of the initial payments are optional. The
number of year(s), month(s) or payment(s) that are optional are entered and the time/item text
selected via the dropdown list. The Text checkbox can be used to open the field to its right for an
alternative description.

The Step Payments line is used to identify if there are step payments in X number of year(s),
month(s) or payment(s). The Text checkbox can be used to open the field to its right for an
alternative description.

The Seasonal Payments? line is used to indicate if the loan payments are to be over a range of
months. The month names are selected in the dropdown lists next to the “from” and “to” labels.
The type of payment amount is identified with the dropdown list next to the Principal Interest
Payments label — the options are "year”, “month” and “payment”.

The balance of the screen is used to identify the First and Subsequent payment change
characteristics and the maximum payment. Alternative descriptions can be provided at each step
with the Text checkbox. The options on the First Change are at the X’th "year”, “month” or

‘payment”. Subsequent changes are identified to be at every X year(s), month(s) or

payment(s).
e The Additional Items (fifth item) line is like that in the Loan Amount section discussed
previously.
Prepayment Penalty
Prepayment | Does the loan have these features?'
Penatty |NO ‘;I [ Ashigh as | if you pay off the loan
o
c
r Additional tems

The Prepayment Penalty section is used to detail information on any prepayment penalty associated
with the loan. The NO/YES dropdown is used to answer the first question under the heading “Does the
loan have these features?” There are five checkboxes/radio buttons used to indicate that the
commentary built up in the fields next to them should be used on the CDF (page 1, Loan Terms,
Prepayment Penalty section). They would only be used on the CDF if YES is the selection, but can
be edited even if NO is the selection.
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o The first item will begin the response to the question with “As high as [amount] if you pay off
the loan”.

e The second item is an option for finishing the response with “during the first [##]
[year(s)/month(s)/payment(s)]

e The third item is an alternative option for finishing the response with “before [date].

e The fourth item is an open text field that can be used to describe the prepayment penalty.

e The Additional Items (fifth item) line is like that in the Loan Amount section discussed
previously.

Balloon Payment

The Balloon Payment section is used to detail information on any balloon payment associated with the
loan. The NO/YES dropdown is used to answer the second question under the heading “Does the loan
have these features?”

Balloon NO | [T youwill have to pay atthe end of |year -

Payment
I Additional tems |

There are two checkboxes used to indicate that the commentary built up in the fields next to them should
be used on the CDF (page 1, Loan Terms, Balloon Payment section). They would only be used on the
CDF if YES is the selection, but can be edited even if NO is the selection.

e The first item will build the response to the question with “you will have to pay [amount] at the
end of [year/month/payment] ##”.

e The Additional Items (second item) line is like that in the Loan Amount section discussed
previously.

Projected Payments
The Projected Payments screen is used to detail the expected payment of Principal & Interest,
Mortgage Insurance and Estimated Escrow amounts for fixed or variable loans. Up to four schedules
can be detailed, with indications on each as to which range of years the schedule applies.

Closing Disclosure Form Entry [00001152] - Closing Disclosure Form

& | D = = Gy » © A
Save & Exit | Options | Print Docs | File Notes | Disburse Previcus  Jump Next Up Down Warmings
Bank of America -z
< Loan Number: 123456789

=l Bank of America =
i.. Commissions

G- Payoffs Payment Calculation
i... Borrower
L. Seller == 1 - o -
Title Insurance Premiums
COF Header = ~
Loan Terms
28 Projected Paymerts ] P oy [ [
-... Estimated Taxes and Insurance L M T I —
Costs at Closing
- Loan Costs Estimated Escrow $280.00 —
.- &, Origination Charges
- B. Did Not Shop For
‘...C. Did Shop For ﬁﬂﬁ‘iﬁ;ﬁi‘m 2.409.60 [ [
- Other Costs
.- E. Taxes and Cther Govemment Fees
:.F. Prepaids Payment Calculation {Continued)
L G. Intial Escrow Pmt - -
i H. Other
.. J. Total Closing Costs
Caleulating Cash to Close = =
- Summaries of Transactions . —
K Due From Bamomer Pincpal & terest | | |
i L. Paid Already Mortgage Insurance
LM Dueto Seller
i.. M. Due From Seller Estimated Escrow
Loan Disclosures
Security Interest Estimated Total [ [ [ [
Loan Caleulations and Other Disclosures Mortthly Paymert
- Contact Information
... Additionial Contacts
Closing Disolosure Form Tracking -
“ v
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An additional indicator on each schedule is used to indicate if the schedule involves Interest Only or
Final Payment information. The intent of these schedules is to detail, to the extent possible, the payment
variability over time for the loan. The data entered here is presented on page 1 of the CDF, in the
Projected Payments section.

The top of the first schedule contains a Years label and next to that label, and on each schedule, are
fields for the numbers of the first year in the range, through the last year in the range covered by the
schedule. For example, “Year 1-1” might be presented on the first schedule and then “2-10” on the
second, for a 10 year loan with annually variable P&l payments.

The dropdown list above the Principal & Interest field contains the options Interest Only or Final
Payment, which can be selected on any schedule.

The first schedule has a single field for the initial Principal & Interest payment amount, which will default
and be a link back to the Loan Terms page. The second through fourth schedules have amount fields for
the minimum and maximum Principal & Interest payments for the period range.

The first schedule’s Mortgage Insurance and Estimated Escrow amounts will also default and present
links to the G. Initial Escrow Pmt and Estimated Taxes and Insurance screens, respectively. If
Mortgage Insurance has not been detailed on G. Initial Escrow Pmt, the field will be open in column 1,
as shown above.

The Principal & Interest, Mortgage Insurance and Estimated Escrow figures entered by the user, on
schedules 2-4 will be automatically totaled in the Estimated Total Monthly Payment fields.

Estimated Taxes and Insurance

The Estimated Taxes and Insurance entry, under the Projected Payments entry on the tree-view, is
used to view, and possibly enter, monthly payment data on estimated taxes, insurance and assessments.
This data is aggregated into a payment total for page 1 of the CDF, and the data is utilized to compute
first year figures for escrowed and non-escrowed property costs, and the initial period escrow payment,
on page 4 of the CDF. Data for the initial entries on this screen are typically entered in section G — Initial
Escrow Pmt. If there are payment items that are not part of the initial escrow deposit, they can be added
here. When first opened, the screen looks like the sample below (but without amounts). Default entries
for Property Taxes and Homeowner’s Insurance are in place, and cannot be removed. The summary
total field, at the top left of the screen, is used for an aggregate total of all items with the Include
checkbox checked, and will appear on page 1 of the CDF.

Bank of America v
Loan Number: 123456739
Estimated Taxes, Insurance & Assessments
2, Add New Entry |
Estimated Taxes, 280 50 .
T Include Description Amount | In Escrow
amonth ¥ Property Taxes 115.50 v
4 Homeowner's Insurance 165.00 2

The L== Add New Entry icon/button is used to add an item to the listing. When clicked, a new entry line

will appear on the screen. Added items can be removed with the # Delete icon, which will appear to the
right of each added item.
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The Include checkbox is used to indicate the entry should be included in the aggregate total at the top
left of the screen, and on page 1 of the CDF.

The Description field is used to detail the cost item.

The Amount field is to be filled with a period cost figure. This value will come from section G. for
Property Taxes and Homeowner’s Insurance, if being prepaid.

The In Escrow checkbox is used to indicate that the cost will be paid through the escrow account on the
loan, not directly by the borrower. The presence of the check mark is used to drive first year annual totals
of Escrowed Property Costs, on page 4 of the CDF. The absence of the checkmark is used to drive first
year annual totals for Non-Escrowed Property Costs, also on page 4 of the CDF.

In the screen shot below, the figures for Homeowner’s Insurance and Property Taxes were derived
from section G data, and the Descriptions are links that will take the user to that screen. The third item
was entered on this screen, as it was not to be part of the initial escrow funding in this example.

Bank of America 2
Loan Number: 123456789
Estimated Taxes. Insurance & Assessments
J}_,Add New Entry
Estimated Taxes. 355 .50 .
Insurance & Assessments Include Description Amournit In Escrow
» Property Taxes 115.50 I~
3 Homeowner's Insurance 165.00 3
v Roadwork Assessment 75.00 v ®

The payment frequency from the Loan Terms screen will be reflected under the total amount on the left.

Property Taxes and Homeowner’s Insurance amounts, if not being prepaid, can be entered directly on
this screen by unchecking the In Escrow checkbox for either or both of the items

Costs at Closing
The Costs at Closing screen presents summary totals of various cost categories; it has no user data
entry on it. It is presented for reference only. The figures presented are used to build the Costs at
Closing section on page 1 of the CDF. The figures presented in blue are links to other screens where
the costs are detailed. As data entry is done on the various screens, the values presented on this screen
will be updated. Information

Closing Disclosure Form Entry [00001152] - Closing Disclosure Form

& | @ ] W . *
Save 8Bt | Options | Print Docs | FileNotes | Disburse * | Previous  Jump Next up Down Warmings

Bank of America 7
i Loan Number. 123456789
Bank of America .| g

Commissions.

Payoffs.
Borawer Costs at Closing ‘ $454540  Includes 52.96600 I Loan Costs

Seller
Ttle Insurance Premiums
CDF Header
Loan Tems
Frojected Payments

Estimated Taxes and Insurance E Cashto Close $8.27140  Inchudes Closing Costs
Costs at Closing ‘
Loan Costs

. A Origination Charges

B. Did Not Shop For

C_Did Shop For
Other Costs

E. Taes and Other Govemmert Fees

- $187940  In Other Costs

- $300.00  In Lender Credits

F. Prepaids
G. intial Escrow Prit
H.Other
J. Tetal Closing Costs
Calculating Cashto Close:
Summaries of Transactions
-~ K. Due From Borrower
L. Pad Aready
M. Due to Seller
N. Due From Seler
Loan Disclosures
Securty inerest
Loan Calculations and Other Disclosures
Contact information
Additiona] Contacts
Clsing Disclosure Forn Tracking <
i '
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The Costs at Closing figure is the sum of Loan Costs and Other Costs less Lender Credits. The link
will take the user to the J. Total Closing Costs screen.

The column on the right side presents summary totals of Loan Costs, Other Costs and Lender Credits.
The first two figures’ links take the user to the Loan Costs and Other Costs summary screens and the
Lender Credit figure’s link takes the user to the J. Total Closing Costs screen, where the Lender
Credit total is presented.

The Cash to Close figure links to the Calculating Cash to Close screen.

Loan Costs
The Loan Costs entry, on the tree-view, presents summary information of the loan costs, and is the
information presented in section D. Total Loan Costs (Borrower-Paid), on page 2, of the CDF.

The data that feeds this screen is entered via the three tree-view branches below this entry (A.
Origination Charges, B. Did Not Shop For and C. Did Shop For).

Clesing Disclosure Form Entry [00001152] - Closing Disclosure Form

> & | D d = C I * & A
Save & Bxit | Options Print Docs | FileNotes | Disburse Previous Jump Mext Up Down Warnings
Bank of America 7
= Loan Number: 123456759
£ Bank of America Bl Total Loan Costs (Bomower-Paid)
- Commissions = = =
- Payoffs Borrower-Paid SellerPaid I?‘ad By
. Bomower At Closing  Before Closing A Closing  Bafore Closing
- Seller D. Total Loan Costs (Borower-Paid) $2.966.00
- Title Insurance Premiums
- CDF Header Loan Costs Subtotals(A+B+C) 2.,966.00

-~ Loan Tems
[=)- Projected Payments
i... Egtimated Taxes and Insurance
-~ Costs at Closing
[=8 Loan Costs
i A, Origination Charges
- 8. Did Not Shop For
‘..C. Did Shop For

The A. Origination Charges, B. Did Not Shop For and C. Did Shop For screens provide the detail for
those sections of the Loan Costs table on page 2 of the CDF. Those three screens, and the Other
Costs screens, operate in a common manner and will be described in the following pages. There are
default line entries on some of the detail screens which serve the regulatory requirement for those lines to
appear on the CDF in their respective sections. Non-defaulted lines (those added by the user) will
present in alphabetic order after the required lines. The order of presentation will alter after the data entry
screens are saved and closed, so the entries may appear in a different order after re-opening, depending
on what lines were added and their descriptions.
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A. Origination Charges

The A. Origination Charges screen is where data is entered for the first section of the Closing Cost
Details portion of the CDF, A. Origination Costs (page 2, Loan Costs).

Closing Disclosure Form Entry [00001152] - Closing Disclosure Form

& | O bl = @ & v A
Save & Exit Options Print Docs | File Notes | Disburse Previous Jump Next Up Down Warnings
Bank of America 7~
= Loan Number: 123456789

- Bank of America -

Loan Costs

- Commissions T ] Pod By
- Payofs [ Add Line | (23 Add Roll Up Line | seter ) P
Title Insurance Premiums At Closing  Before Closing At Closing  Before Closing
- Tille Charges A_Origination Charges $3.192.00
CDF Header S
0t o e o w1
£} Projected Payments Loan Application Fee to Morigage Brokers 250.00 kS
i... Estimated Taxes and Insurance
Costs at Closing = Loan Crigination Fes 147100 AR
= Loan Costs
-~ B. Did Mot Shap For
+..C. Did Shop For

Additional detail lines can be added with the L&+ Add Line icon/button.
Roll up lines can be added with the 2 Add Roll Up Line icon/button.

The ¢ Modify icon, on each entry, is used to open up the A. Origination Charges data entry screen (or
the Roll Up screen) for the charge.

The “ Clear icon is used to remove previously entered data on the Points line (only). It cannot be
deleted.

The # Delete icon is used to delete entries (other than Points) from the schedule.

A.1 Points

The Points line is a default and cannot be removed. When first opened, the presentation is as is shown

here, with the Type field defaulted to Loan [fosmmcuse =

Discount Points and it is locked. The @ fomaton | e "

Description field is filled with “% of Loan Amount W =

(Points)”.  When the user enters the Percent R | W G s R e D =

figure, the Description field automatically —

O changes to reflect the percentage being

Ml | e entered, and the commentary to the right of the

el == B Percent field will adjust to reflect the calculation

Description: [0.35% of Loan Amount (Paints)

becert. [ 0B ¥ Romdionemmavheedir X amemarsmmoo-sinoo | OF the points. The checkbox next to the Percent

Bomower Amourt: [ 147100 field is used to indicate whether the calculated
Seller Amourt: ,7
et Overs [————_| amount should be to the penny or Round to the
Total Amount: [ 147100 nearest whole dollar. The Borrower Amount
Loan Sdinate: 1400 T | P will reflect the calculated amount initially. If the

points are to be paid, in full or in part, by the
seller or others, the Borrower Amount can be altered and the Seller Amount and Paid by Others fields
used to reflect who will be paying and how much. The Total Amount field will add up the three amount
fields. The Loan Estimate field is completed by the user, and the Tolerance selection should be
confirmed to be Zero Percent.
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The full A. Origination Charges data entry screen is shown here, and the screen is nearly identical for all
of the individual cost entries in sections A, B & C. In the A. Origination Charges section, there is a
Percent field, used on the Points line item; and the Type field is locked on that item only, as well. The
Percent field, and associated Round to nearest whole dollar checkbox are also available for the Loan
Origination Fee charge Type. On the B. Did Not Shop For and C. Did Shop For sections, the Percent
field is replaced with Income Code and Liability fields, for Company charges.

When an amount is entered into the Paid by Others field, [orsimsoncus= ‘ ‘@
. . @ Information Notes
and the user then tabs out of the field, the system will N E—
. H H Description: [Loan Application Fee
bring up the Paid by Others (Payors) screen, on which o
H H H H H H Bomower. Amount: [ 25000
details of which party(ies) to the file is(are) paying the =
charge, and whether it is POC’d. The full amount must be Pt -
detailed before leaving the Paid by Others (Payors) tom Eamae: [ 5000 Tonce: [Gomperan |
screen. S '
Selerto Bomower: |
[Poc ]
Paid by Others (Payors) = Borrower roc: [
Total Paid by Others: $125.00 SelerPOC: [
i — o Deserton: |
Total Remaring 512500 Payee i 9 He |
Paid By POC Amourt Amourt Display Name: [Mortgage =3 ¥ Same as Payes
Payee Name: [Motgage
Address #1: [§100 N. Brokers Way I Forsign Address
Address 72 |
No records found. . Cty: [Phoenx Sate: [Z  ZpCode: fos0286
The elllpse Separcte Check: [~ l—vw—l
button after the Paid by Others field will bring up the Paid

by Other (Payors) screen for subsequent editing after
initial completion.

The Loan Estimate field is used to enter the value from the Loan Estimate. The entry here will not be
aggregated on the Calculating Cash to Close screen.

The Tolerance field has a dropdown list that is used to select the appropriate setting for the charge (Zero
Percent, 10 Percent and Not Applicable are the options). Section A charges are largely expected to be
zero tolerance items.

If there are Credits or Funding considerations, they are addressed in the middle section of the screen. If
the lender charge is to be withheld from the loan, the Withhold from Loan checkbox should be checked.
When the Withhold from Loan checkbox is checked, the Lender information will automatically fill the
Payee fields. The amount of any seller credit is entered into the Seller to Borrower field.

If the charge is POC’d by the borrower or seller, details are entered in the POC section of this screen. If
the Borrower or Seller paid the charge outside of closing, the amount(s) they paid would go in their
respective fields. The user may enter a substitute Description in the field of that name, for use on the
Settlement Statement only.

The Payee Information section is used to identify the party receiving the funds. The m NAF icon is
available to select from the NAF; alternatively, the #4 search icon is available to pull up a listing of

parties to the file to select from; and, the & Clear icon is used to clear the Payee Information fields
completely, so the user can start over.

There is a Separate Check checkbox, if the payment is to be isolated from others to the same payee.
The label will switch to Separate Wire, if the Issue Wire checkbox is checked.
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There is an Issue Wire checkbox, at the bottom of the
charge screen, that is checked if the payment is to be
made by wire. Wires prepared in this manner will not be
sent immediately, but will be presented as Pending Wires
in the Disbursement function. The ellipse (...) button will
be activated if the Issue Wire checkbox is checked.
When the ellipse (...) button is checked, a Wire
Information screen will be presented onto which data
about the wire can be entered. If information has been
entered on the payee during Party entry, it will be
presented on this screen. If the payee information has
been pulled from the NAF, and wiring information has
been entered in the NAF for the payee, some of the data
on this screen will be auto-populated.

Wire Information =
Payoff Loan Number: |
Other Wire Reference: |
Receiving Bark Information
Bank Name: | |
ABA: |
Account Number: |
Cust. Name/Acct Holder: |
Offiine Bank Information
ABA: |
Bank Name: | =
Final Credt To: |
Notes

Wires can be prepared in advance, on CDF files, in the following sections:

Section A
Section B
Section C
Section E
Section F

Section G

Section H

Section K, lines 5-7, 11-15
Section N, lines 6-7, 9-13, 17-19
Section P (Payoffs and Payments)

Commissions - if the Agent has wire information entered, then a wire is prepped.

CDF File Note - relating to Buyer Refunds: If the buyer in first position has wiring information entered

for him/her, a wire will be prepared for the buyer refund.

CDF File Note —relating to Seller Proceeds: If the seller in first position has wiring information entered

for him/her, a wire will be prepared for the seller proceeds.

The ellipse (...) button next to the Bank Name fields will bring up a Lookup Bank ABA Number screen
through which the user may select the Receiving Bank &/or Offline Bank.

Notes can be added to any charge on the Notes tab of the charge screen. These will present on the

Settlement Statement.

Once data entry is completed, the user should click on OK to save and exit the charge screen. Cancel

can be clicked to exit without saving changes.

Add Line

Clicking on the LsF Add Line icon/button, on the Loan Costs, A. Origination Charges screen, will bring
up the same A. Origination Charges data entry screen shown earlier in the Points discussion.

Add Another

Cancel | 0K |
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The Type and Description fields will be defaulted to Other and the dropdown list should be used to
select an alternative entry, if applicable. The dropdown listing presents the MISMO Uniform Closing
Dataset (UCD) charge types for this section of the CDF. The Type selected will default into the
Description field as well, but the Description can subsequently be edited.

The Percent field is inactive. It is only active when entering the Points.

The balance of the A. Origination Charges data entry screen is identical, in look and function, to the
Points screen discussed earlier except for the bottom of the screen, which is shown here.

The Add Another button is used to save the current charge entry and bring up a new, blank screen for
entry of another charge. NOTE: on charge screens other than the Origination Charges, there is a Switch
to Roll Up Line button presented next to the Add Another button, and it is used to save the current entry
as the first line within a new roll up line (roll up lines are discussed below) and put the user in the roll up
line entry screen.

Add Roll Up Line

Roll Up lines have two purposes. They can be used to detail a number of charges inside one entry if the
limit of entries for a section has been reached, per the regulations. They can also be used to break up a
charge amongst several payees. An addendum
page will detail the charges in roll up lines.

Line 10 Roll Up =

Descrption: [~See Attachment |

CIICkIng on the _E Add RO” Up Llne |C0n/butt0n, Total Bomower Amount: | Total lenderCredtsto Borower: | TotalBuerPOC: [
on the Loan COStS, A. Origination Charges Total Seller Amourt Total Seller Credits to Boromer Total Seller POC

. . Total Paid By Others: [ Total OtherPOC: [
screen, will bring up the Roll Up screen, as shown i !

. . . . . I Bormower-Paid Seller-Paid
here. If it is a new roll up line, no entries will be in beom reewm | Gemy sty
the body of the screen. The Description field will
default to “** See Attachment”.

Paid By
Others:

No records found.

Clicking on the L= Add Line button will bring up the routine charge entry screen. Enter the charge
information there, and then use the Add Another button, on the charge screen, to continue to add
— charges within the rollup line, or OK out of the charge

Line 10 Rell Up (=
Descton: [FSes Aragmer screen and use Lgr Add Line from this screen to add
Total Bomower Amourt: | 28000 Total Lender Creditsto Bomower: | Total Buyer POC: | H
Total Seller Amount: | Total Seller Credtsto Borower: | Total Seller POC: | anOIher entry Once popLIIated’ the screen WI” |00k
TP tyoves [ woneee [ | like this. OK out of the Roll Up screen to save the

Bormower-Paid Seller-Paid Paid By
AClosng  Before Closing | AtClosing _ Befors Closing Others C h an g €s.
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B. Did Not Shop For

The B. Did Not Shop For screen is where data is entered for the second section of the Closing Cost
Details portion of the CDF, B. Services Borrower Did Not Shop For (page 2, Loan Costs).

Closing Disclosure Form Entry [00001152] - Clasing Disclosure Form

(=] e @ | M | (= T * € F-Y A
Save 8 Bxit | Qptions Print Docs  File Notes | Disburse Previous Jump Mext Up Down  Title Charges Warnings
Bank of America y
= Loan Number: 123456789
= Bak of America Bl Loan Costs
i+ Commissions e Tt s
&1- Payoffs [ Add Line ‘ "2 Add Roll Up Line ‘ ) i ) e
- Bomower At Closing  Before Closing At Closing Before Closing
- Seller |B. Services Borrower Did Not Shop For $305.00
- Title Insurance: Premiums

--Loan Tems

[=]- Projected Payments

... Estimated Taxes and Insurance
osts at Closing

- Loan Costs

A Origination Charges

B. Did Not Shop For

+..C. Did Shop For

m

This screen looks and behaves very much like the A. Origination Charges section’s screen, except there
are no default lines in this section that must be preserved.

There will be a L Title Charges icon active at the top of the screen, next to the ¥ Down icon, if the
enhanced Sub Escrow function is enabled and Title Charges have been entered via that functionality
and the charges have been set to “Final”. As with other file types, the user can use that icon to open the
screen of entered Title Charges to find data to be entered into their file, and enter them in the
appropriate manner.

The B. Services Borrower Did Not Shop For charge entry screen (reached with the Lsr Add Line
icon/button) is also very similar to the charge entry screen from section A, but the Types are different and
there are Income Code, Liability and Policy fields on the screen.

B. Services Borrower Did Not Shop For =
Information | Maotes |
| Type: |Other ﬂl
Description: [Other
I Income Code: | - None J Ligbility: | Paolicy: J I

Bomower Amount: ’7
Seller Amount: ’7
PaidbyOthes: [ J
Total Amourt: ’7
Loan Estimate: ’7 Tolerance: 'm

The Type and Description fields will be defaulted to Other and the dropdown list should be used to
select an alternative entry, if applicable. The dropdown listing presents the MISMO Uniform Closing
Dataset (UCD) charge types for this section of the CDF. The Type selected will default into the
Description field as well, but the Description can subsequently be edited.
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Some of the Types will trigger different actions depending on the Type selected, and on the configuration
of the income codes in the database.

Types that are associated with title and escrow charges will open up the Income Code field for an
income code selection; the others will not. Those that do call for an income code will insert “Title — “ in
front of the Description that is copied from the Type selected. The only exception to that is the “Other”
Type, which will allow an income code to be selected, but which will not insert “Title — “ at the start of the
Description. If, in fact, the user needs to select “Other” as the Type and will be assigning an income
code to the charge, they should edit the Description to begin with “Title — “ and end with the appropriate
description of the charge.

If the database’s income codes are NOT configured to be categorized, and the Liability From setting on
the selected income code is Optional, the Liability field and Policy fields come into play. If the Liability
From setting is “Optional”, the Policy field will let the user select if the liability amount should be pulled
from the Lender’s Policy or Owner’s Policy or neither (None). If Lender’s or Owner’s is selected, in
Policy, then the Liability field will be grayed out and, in the background, the amount will be linked to the
selected policy. If None is selected in the Policy field, the user will be able to enter an amount in the
Liability field.

If the database’s income codes ARE configured to be categorized AND the Liability From setting for a
particular income code identifies where the liability amount is to be assigned from (Sales Price or Loan
Amount) the Liability field will be grayed out and, in the background, the amount will be linked to the
selected policy.

If the database’s income codes ARE configured to be categorized AND the category does not support
pulling a Liability From setting (ie. Escrow, Sub Escrow & Recording categories), then the Liability and
Policy fields will be grayed out.

The Type “Title Lenders Coverage Premium”, in a system with income codes categorized and with
Liability From assigned to a Loan Policy, will only present the income codes that reflect that condition,
and the Liability field will be grayed out and, in the background, the amount will be linked to the specified
policy. The Policy field will fill with Lender’s and be grayed out.

The Type “Title Endorsement Fee”, in a system with income codes categorized and with the
Endorsement category being used, will only present income codes that are in that category. If the
income code is also tied to a specific Liability From source, the Liability and Policy fields will be grayed
out and, in the background, the amount will be linked to the specified policy. If the Liability From is
Optional, on the selected Endorsement income code, the Policy field will let the user select if the liability
amount should be pulled from the Lender’s Policy or Owner’s Policy or neither (None). If Lender’s or
Owner’s is selected, in Policy, then the Liability field will be grayed out and, in the background, the
amount will be linked to the selected policy. If None is selected in the Policy field, the user will be able to
enter an amount in the Liability field.

The Tolerance field, in section B, is defaulted to “Zero Percent”.
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C. Did Shop For

The C. Did Shop For screen is where data is entered for the third section of the Closing Cost Details
portion of the CDF, C. Services Borrower Did Shop For (page 2, Loan Costs).

This screen looks and behaves exactly like the B. Did Not Shop For section’s screen, except the
Tolerance field is defaulted to “Not Applicable”, and the MISMO Uniform Closing Dataset (UCD)
charge types for this section of the CDF are not identical to the section "B” Types.

There will be a L& Title Charges icon active at the top of the screen, next to the ¥ Down icon, if the
enhanced Sub Escrow function is enabled and Title Charges have been entered via that functionality
and the charges have been set to “Final”. As with other file types, the user can use that icon to open the
screen of entered Title Charges to find data to be entered into their file, and enter them in the
appropriate manner.

Other Costs

The Other Costs entry, on the tree-view, presents summary information of the other borrower-paid costs,
and is the information presented in section I. Total Other Costs (Borrower-Paid), on page 2, of the CDF.

Closing Disclosure Form Entry [00001152] - Closing Disclosure Form

d : & _ M al (= S * < i
Save & Bt Qptions  Print Docs | FileMotes | Disburse ~ | Previous  Jump Next Up Down Warnings
Bank of America Z
= Loan Number: 123456789
cl-Bank of America Bl Total Other Costs (Bomower-Paid)
Commissions = - -
- Payoffs Borrower-Paid Seller-Paid Iaad By
- Bamower M Closing  Before Closing M Closing  Before Closing
- Seller 1. Total Other Costs (Borrower-Paid) $1.879.40
- Title: Insurance Premiums
~.CDF Header (Other Costs Subtotals(E+F+G+H) 1.875.40

- Loan Tems
=- Projected Payments
Estimated Taxes and Insurance

Costs at Closing
- Loan Costs
- A. Origination Charges
- B. Did Met Shop For
- C. Did Shop For
=8 Cther Costs
-~ E Taxes and Other Govemment Fees
- F. Prepaids
-~ G. Initial Escrow Pmt

H. Cther

The data that feeds this screen is entered via the four tree-view branches below the Other Costs entry:
E. Taxes and Other Government Fees, F. Prepaids, G. Initial Escrow Pmt, and H. Other. Those four
screens operate in a common manner to those in the Loan Costs section and so only differences will be
described in the following pages. There are default line entries on some of the detail screens which serve
the regulatory requirement for those lines to appear on the CDF in their respective sections.
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E. Taxes and Other Government Fees

The E. Taxes and Other Government Fees screen has one default entry, for Recording Fees. All
recording and other non-sales price based taxes should be included in this line, per the regulation. For
that reason, this is a roll up line.

Transfer taxes, which are based on sales price, are not included in the Recording Fees line, but are
entered on separate entries in this section.

Closing Disclosure Form Entry [00001152] - Closing Disclosure Form

%] . & | D &l = LT * e ) A
Save & Bt | Options | Prit " | Docs | File Notes | Disburse | Previous  Jump Next Up Down | Title Charges Warnings

Bank of America 7
Ler Loan Number. 123456789
[Bankc of America - | E
. Commissions - -
' Payofs G e ‘ Borrower-Paid Seller-Paid Paid By
Bomower A Closing  Before Closing |t Closing_ Before Closing
Seller E. Taxes and Other Govemment Fees: $0.00

Tile Insurance Premiums
CDF Header
- Loan Tems
3. Projected Paymerts
- Estimated Taxes and Insurance
Costs at Closing
- Loan Costs
A. Orgingtion Charges
8. Did Not Shop For
C. Did Shep For
=] Other Costs
£ Taxes and Other Govemmert Fees
F. Prepaids
G. Intial Escrow Pt
H. Other

There will be a L& Title Charges icon at the top of the screen, next to the * Down icon, if the enhanced
Sub Escrow function is enabled and Title Charges have been entered via that functionality and the
charges have been set to “Final”. As with other file types, the user can use that icon to open the screen
of entered Title Charges to find data to be entered into their file, and enter them in the appropriate
manner.

The & Modify and & Clear icons are available on the default Recording Fees line.

The Recording Fees line is a roll up line (main screen shown below left), reached with the = Modify
icon — multiple entries can, and normally would, be added through the charge details entry screen (below

right), using the L5= Add Line or Add Another button, and will be consolidated into one set of totals on
the main screen. Each entry’'s Type is selected (the Types are Recording Fee For Deed, Mortgage,
Release and Other) and a Description is entered by default, but can be edited by the user, as are the
amounts paid by which party.

Other Costs - E01 Recording Fees (==
Deed Amourt 0 Morigage Amourt: | Release Amourt: |
Total Bomower Amourt: Total Seller Credits to Borower: | Total Buyer POC: |
Total Seller Amount: Total Seller POC:
Total Paid By Others: Total Gther POC
Loan Estimate: [ Tolerance: [Ten Percent =
Add i Bomower-Paid Seller-Paid Paid By
S A Cosing _ BeforeCosing | AQosing _ Befors Cosing | OWer®
No records found.
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E. Taxes and Other Government Fees ==

Descrition. |Recarding Fee For Deed

Information | Notes |

g

e [Recording Fes For Deed =] I

Ingome Cods: (4200 - Recording |
Borower Aot [ 57,0
SelerAmourt: [
Paid by Cthers ]—J
Totel Amournt 57.00
loan Bstmate: [ Tolerance: [Not Applcabe <]
[ Credits / Funding |
Wihholdfrom Loan: [~
Selerto Bomower: [
[Poc |
BomowerPOC: [

Seller POC
Descrption: |
Payee i
Display Name: [USA Digtal Soiutions. Inc. IV Same as Payes
Payee Name: [USA Digtal Solutons, Inc
Address #1: [10835 N. 25h Ave I Forsign Address
Address #2: [Sute 350
Ciy: [Phoenix State: [AZ  ZpCode: [85025
Separaie Check: [~
Add Another Cancel oK

The default Tolerance setting for Recording Fees is 10 Percent, set on the roll up line main screen,
above..

A completed Other Costs — E.01 Recording Fees screen, might look like the sample shown here.

Other Costs - E0L Recording Fees |E\
Deed Amount: 57.00 Mortgage Amourt: ’71500 Release Amount: ’7131]}
Total Borower Amount: 50.00 Total Seller Credits to Bomower: ’7 Total Buyer POC: ’7
Total Seller Amourt: [ Total SelerPOC: [
Total Paid By Cthers: [ Total OtherPOC: [

Loan Estimate: | 50.00 Tolerance l |Tan Percent I

m e Girers
ne hers
L A Clnsmg Before Onslng At Closing  Before Closing L

_____II

Recording Fee For Mortgage to LISA Digital Sal... 15.00

Recording Fee For Release to LUSA Digital Solu... 18.00 f .

The Ler Add Line icon/button, on the main E. Taxes and Other Government Fees screen, will bring up
the E. Taxes and Other Government Fees charge screen through which the user can enter transfer tax,
tax stamp and other government fees. The screen is the same as that brought up for entering Recording
Fee details, but the Deed Amount and Mortgage Amount fields are inaccessible, as they are not
relevant. The Type selections available are the MISMO Uniform Closing Dataset (UCD) charge types
for this section of the CDF. The Description field will default to the Type selection, but can be edited.

The Z calculate icon, next to the Borrower Amount field, is used to bring up the tax stamp or transfer
tax calculator screen (based on the charge Type selected). If the background tables have not been
loaded for the City, County &/or State taxes to be calculated, a message to that affect will be presented.
If the data is available to calculate the tax, a screen like the one below will be presented. (Yes, the
screen below is fictitious — Maricopa County, AZ does not collect Tax Stamp revenue — it is just an
example.) The amount calculated will populate the Buyer &/or Seller fields, as defined in the tax setup
screens, but the user can move the charges as applicable. Click on OK to accept the figures. Click on
Remove to delete the computed entry.
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City County Tax Stamp Calculator @
Tax Stamp Calculations for City County ‘MARICOPA’
Deed Mortgage
Based on the sales price of &: 525476.00 Based on the Mortgage amount of 5: 524,300.00
Total Calculated Charge: 263.00 Total Calculated Charge: 26225
Buyer Amount: | Buyer Amount: 262.25
Seller Amount: 263.00 Seller Amount :
Paid by Cthers Amount: Paid by Cthers Amount :
BRemove Cancel | QK |

The default Tolerance setting of the added lines is dependent on the Type selected. The Transfer Tax
and Tax Stamp items default to Zero Percent; Other type items default to Not Applicable.

F. Prepaids

The F. Prepaids section has four defaulted lines for prepaid items:

tl H 1
e Homeowner’s Insurance Premium e Prepaid Interest
e Mortgage Insurance Premium e PropertyTaxes
[ ]
Closing Disclosure Form Entry [00001152] - Closing Disclosure Form
& (B & | @ . * e A
Save & Exit Options Print Docs | FileNotes | Disburse Previous Jump Next Up Down Warnings
Bank of America y
& Loan Number 123456789
[Bank of America N Otrer Costs
~ Commissions Bomrower-Paid Seller-Paid Paid By
i Payoff
Boroner Liphdd Lne | ‘ /i Ciosing _ Before Qlosing | A Cloging_Before Cloging | Othe™®
Seller F. Prepaids $1.230.53
- Title Insurance Premiums. —
1 Homaonnas e P Gra)o g0 7
- Loan Tems Mortgage Insurance Premium {mo.) 7| &
- Projected Payments
Estimated Taxes and Isurance = Prepaid Interest ($52.54 per day from 11/1/. 73553 7|2
. Costs at Closing Property Taxes {no.) te:

- Loan Costs
A Origination Charges
B. Did Not Shop For
C. Did Shop For
- Other Costs
E. Taxes and Other Govemmert Fees
FPrepaids
G. Iniial Escrow Pt
H. ther

The & Modify and & Clear icons are available on the four default Prepaids lines.

Homeowner’s Insurance Premium

The Homeowner’s prepaid insurance data entry screen is the same as the other charges screens with
one alteration: the number of months of coverage being prepaid is identified in the Months/Payments
field. The charge Type will be defaulted and locked. The Description will default to the Type text, but
can be edited. The top of the screen is shown below.

F. Prepaids ==

Information | Notes |

Type |Hﬂmenwner~s Insurance Premium

Description |Humeuwner's Insurance Premium

Menths/Payments ’7 I
Bomower Amourt ,7
Seller Amourt ’7
Paidby Others: | J
Total Amourt ’7
Loan Estimate ,7 Tolerance: ’W
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Mortgage Insurance Premium

The Mortgage Insurance Premium screen is like the Homeowner’s prepaid screen, with the
Months/Payments field.

Prepaid Interest

The Prepaid Interest screen is similar to the above screens but has Start Date, End Date and Per Diem
fields, instead of the Months/Payments field, as shown below. The top of the screen is shown here.

F. Prepaids =
'|

Information | Notes

Type: | Prepaid Interest J

Description: |F‘repaic| Interest
Start Date: End Date: Per Diem: ,7 j |
Bomrower Amount: ’7

Seller Amount: ’7

PaidbyOthers: | J

Total Amount: ’7

Loan Estimate: ’7 Tolerance: W

The 4 Calendar tool is available for use in entering the dates.

A E per Diem calculator is available for computing the Per Diem amount.

The Proration Type options are Interest and Per Diem, and the [moamenion =
field below will change its labelling depending on the selection

made. The user should enter the appropriate value (either the per P’“‘P;”" . zggg:

diem amount or the interest rate) in the field provided. Either value e

can contain up to four (4) decimal places. o -

End Date:

The user should enter the Start Date and End Date and select the | == 3

appropriate Proration Based On factor (360 or 365 Days). The o] o
field between the dates will let the user select whether the e | — —
calculation is to be “To” or “Through” the End Date.

Proration Based On

Once all fields are addressed, the Calculate button will compute the Prorated Amount.

Property Taxes

The prepaid Property Taxes screen is like the Homeowner’s and Mortgage Insurance prepaid premium
screens, with the Months/Payments field.

The Type selections available are the MISMO Uniform Closing Dataset (UCD) charge types for this
section of the CDF.
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G. Initial Escrow Pmt
The G. Initial Escrow Payment at Closing section has four defaulted lines:

e Homeowner’s Insurance
e Mortgage Insurance

e Property Taxes

e Aggregate Adjustment
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The data entered here will be used to present data on the Projected Payments, Estimated Taxes and

Insurance screen.

Save & Bxit | Options

Closing Disclosure Form Entry [00001152] - Closing Disclosure Form

o w o
Docs | FileNotes | Disburse * | Previous  Jump

Next Up

Bank of America
Loan Number: 123456789

|[Baric of America
Commissions
Payoffs
Borower
L. Seller
Tile Insurance Premiums
COF Hesder
Loan Tems
Projected Payments

Costs at Closing
Loan Costs

B. Did Nt Shop For
1..C. Did Shop For
Other Costs

i+ F. Prepaids

H. Other

£.. Estimated Taxes and Insurance

£ A Origination Charges

E. Taxes and Other Govemment Fees

R G Intial Escrow Prt

Rl Other Costs

E Property Taxes $115.00 per morih for 2mo

Aggregate Adiustment

Borrower-Paid
[ Add Line (53 Add Roll Up Line
At Olosing_ Before Closing
G. Initial Escrow Payment at Closing $558 87

e st 00—

Mortgage Insurance per morth for mo. to Ba

230.00
113

The ¢ Modify and < Clear icons are available on the four default Initial Escrow Payment at Closing

lines.

Homeowner’s Insurance

The Homeowner’s Insurance data entry screen is very similar to the other charges screens with a
couple of alterations: the number of Months/Payments of coverage being deposited and the amount Per
Month/Payment are identified. The charge Type will be defaulted and locked. The Description will
default to the Type text, but can be edited. The Per Month/Payment figure will default from the data
entered on the F. Prepaids Homeowner’s Insurance line, if present; it can have up to four decimal
places. The top of the screen is shown below.

G. Initial Escrow Payment at Closing

Information

Type: |Homeowners Insurance

=

==

Description: |Homeowner's Insurance

Months/Payments:

Per Month/Paymert- 1EE-.DI}I

Bomower Amount: ’7
Seller Amount: ’7
PaidbyOthers: | J

Total Amournt: ’7
Loan Estimate: ’7

Tolerance: | Mot Applicable hd

The description of the entry, on the main G. Initial Escrow Payment at Closing screen will reflect the

payment amount and the number of payments, once entered on the data entry screen.
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Mortgage Insurance

The Mortgage Insurance screen is like the Homeowner’'s escrow payment screen, with the
Months/Payments and Per Month/Payment fields.

The payment figure entered here is used on the Projected Payments screen.

Property Taxes

The Property Taxes screen is also like the Homeowner’s escrow payment screen, with the
Months/Payments and Per Month/Payment fields.

Aggregate Adjustment

The Aggregate Adjustment screen is similar to the other Initial Escrow Payment screens, but the
Months/Payments and Per Month/Payment fields are not accessible, as the amount to be entered is a
fixed, one-time figure.

H. Other
There are no default lines on the H. Other section.

Commissions and, depending on assignment, Policy information that has been entered will present on

the H. Other Costs summary screen and information on them can be accessed with the &= Info icon to
the right of each entry.

An Info Detail window will present, and on it there will be a “Go to Item” link, at the bottom of the
window, that will take the user to the Commissions (or Title Insurance Premiums) tree-view entry.
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The L5= Add Line icon/button brings up the H. Other charge entry detail screen, common in form to the
others above, but with the Income Code, Liability and Policy fields (as in sections B. Did Not Shop For

and C. Did Shop For) and a # proration calculator icon next to the Borrower Amount field.

H. Other 3
| Notes |

Type: j
Description:
Income Code: J Liability: | Policy: J |

Bomower Amourt:
Seller Amount:
Paid by Others:
Total Amourt:

Loan Estimate: Tolerance: W

The Type and Description fields will be defaulted to Other and the dropdown list should be used to
select an alternative entry, if applicable. The dropdown listing presents the MISMO Uniform Closing
Dataset (UCD) charge types for this section of the CDF. The Type selected will default into the
Description field as well, but the Description can subsequently be edited.

Some of the Types will trigger different actions depending on the Type selected, and on the configuration
of the income codes in the database.

Types that are associated with title and escrow charges will open up the Income Code field for an
income code selection; the others will not. Those that do call for an income code will insert “Title — “ in
front of the Description that is copied from the Type selected. The only exception to that is the “Other”
Type, which will allow an income code to be selected, but which will not insert “Title — “ at the start of the
Description. If, in fact, the user needs to select “Other” as the Type and will be assigning an income
code to the charge, they should edit the Description to begin with “Title — “ and end with the appropriate
description of the charge.

If the database’s income codes are NOT configured to be categorized, and the Liability From setting on
the selected income code is Optional, the Liability field and Policy fields come into play. If the Liability
From setting is “Optional”, the Policy field will let the user select if the liability amount should be pulled
from the Lender’s Policy or Owner’s Policy or neither (None). If Lender’s or Owner’s is selected, in
Policy, then the Liability field will be grayed out and, in the background, the amount will be linked to the
selected policy. If None is selected in the Policy field, the user will be able to enter an amount in the
Liability field.

If the database’s income codes ARE configured to be categorized AND the Liability From setting for a
particular income code identifies where the liability amount is to be assigned from (Sales Price or Loan
Amount) the Liability field will be grayed out and, in the background, the amount will be linked to the
selected policy.

If the database’s income codes ARE configured to be categorized AND the category does not support
pulling a Liability From setting (ie. Escrow, Sub Escrow & Recording categories), then the Liability and
Policy fields will be grayed out.
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The Type “Title Owners Coverage Premium”, in a system with income codes categorized and with
Liability From assigned to an Owner’s Policy, will only present the income codes that reflect that
condition, and the Liability field will be grayed out and, in the background, the amount will be linked to the
specified policy. The Policy field will fill with Owner’s and be grayed out.

The Type “Title Endorsement Fee”, in a system with income codes categorized and with the
Endorsement category being used, will only present income codes that are in that category. If the
income code is also tied to a specific Liability From source, the Liability and Policy fields will be grayed
out and, in the background, the amount will be linked to the specified policy. If the Liability From is
Optional, on the selected Endorsement income code, the Policy field will let the user select if the liability
amount should be pulled from the Lender’s Policy or Owner’s Policy or neither (None). If Lender’s or
Owner’s is selected, in Policy, then the Liability field will be grayed out and, in the background, the
amount will be linked to the selected policy. If None is selected in the Policy field, the user will be able to
enter an amount in the Liability field.

The E Proration icon will bring up the Proration screen Impact users are familiar with. The
“To/Through” field, between the date fields is used to identify if the calculation is to be “to” the End Date
or “through” the End Date.

Proration @
Total to Prorate Based On Proration Based On
Total to prorate: * Annual " 360 Days
Start Date: . ™ Semi-Annual ¥ 365 Days
= 1|0 Quarery " Days In Period
= | T Morthly
End Date: . Change To
" Daily
Prorated Amount: {+ Bomower
" Seller
" Cthers
Bemove Calculate | Cancel | QK |

The -IE' Add Roll Up Line icon (on the H. Other Costs screen) will bring up a roll up line into which
multiple charges or breakdowns of a charge can be added, as described earlier in this documentation.
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J. Total Closing Costs

The J. Total Closing Costs (Borrower-Paid) tree-view selection brings up a summary screen of the
figures shown at the end of the Closing Costs Details section of the CDF (bottom of page 2). It reflects
the sum of the Loan Costs and Other Costs sections. It also presents Lender Credits information.

= Projected Payments
... Estimated Taxes and Insurance
. Costs at Closing
= Loan Costs
- A Origination Charges
- B. Did Not Shop Far
+..C. Did Shop For
= Other Costs
i E. Taxes and Other Govemment Fees
... F. Prepaids —
:..G. Initial Escrow Pmt
i H. Other
M | Total Closing Costs
- Calculating Cash to Close
= Summaries of Transactions
i K. Due From Bomower
.. L. Paid Already
i M. Dueto Seller
t.-N. Due From Seller
- Loan Disclosures
- Security Interest
Loan Calculations and Cther Disclosures
=- Contact Information
... Additional Contacts
Closing Disclosure Form Tracking -
< n "

m

(¢ & B[ W (@ [« & | s+ = A
Save & Exit Options Print Docs | File Notes | Disburse Previous Jump Mext Up Down Warnings
E Bank of America 7
Loan 123456789
[Bank of America a )
Commissions M - -
- Payoffs Bomower-Paid Seller-Paid I&ad By
‘... Bamower A Closing  Before Closing | AtClosing  Before Closing =
- Seller |4. Total Closing Costs (Bomower-Paid) $4.545.40
Title Insurance Premiums
.. CDF Header [cosing Costs suptotals+1)
- Loan Tems

Lender Credits (Includss $200 credit for increass in Closing

Description IIndudes 8200 credit for increase in Closing Costs above legal limit

Lender Credits:
’7Nun-Specﬁc Lender Credits: I 300.00

At-large (non-specific) lender credits are entered in the Non-Specific Lender Credits field, at the bottom

of the screen.

The user should enter an explanation of any tolerance cure credits in the Description field of the Lender
Credits section at the bottom of the screen. That information will be included, within parentheses, after

the Lender Credits label in the upper portion of the screen.
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Calculating Cash to Close

The Calculating Cash to Close screen is used to build a table of that name on the CDF’s third page.
This table is used to identify if there were differences in the final costs versus those provided on the Loan
Estimate. If there are differences, explanations are provided &/or the recipient is directed to the
appropriate section of the CDF for details. There are two versions of this screen; one for sale/resale
transactions and one for refinance transactions using the “Optional Closing Disclosure forms” (driven
by the Transaction Type selected for the file and the “Use Optional Closing Disclosure forms for
transactions not involving a seller” option on the Lender’s Loan Terms screen). The first screen shot
below is the “Sale” version; the second is the “Refinance”, with Optional CDF forms, version.

Closing Disclosure Form Entry [00001152] - Closing Disclosure Form

& D 2 | W . T A
SaveBBit | Options  Prnt | Docs | FileNotes | Disburse * | Previous Jump Next up Down Warnings
Bank of America Z
= Loan Numbe 123456789
|[Bank of America Al c.. Use this table o see what has changed from your loan Estimate.
- Commissions

Payoffs Loan Estimate Final Did this change?

Borower

Seller

428000 454540 ~ ‘

i Total Closing Cests (1) [ [ fes =]
CDF Header

Loan Tems
Projected Paymerts losing Costs Paid Before Closing [ [ o ([vo ]

Estimated Taves and Insuanee
Costs at Closing
osing Costs Financed
Loan Costs {Paid from your Loan Amourt) I 35000 || 3000 [[vo =]
A Orgination Charges
8. Did Not Shop For

m

C. Did Shop For Down Fayment/Funds from Borower 105,826.00 10582600 | [No ~

Other Costs
. Taxes and Other Govemmert Fees
F. Prepaids Depost oo | [vo = ’7
G. It Escrom Prmt o ‘ [ [ =l
H. Other

J. Total Closing Costs

W Coic.izting Cosh to Close Funds for Bomower [ [ oo |[vo =]

Summaries of Transactions

K. Due From Bomower
L Paid Aready Seller Credits [ [ 0 [[vo ]

M. Due to Seller

N. Due From Seler
- Loan Disclosures Adiustments and Other Credis [ -10245000 | [ 024500 |[vo =]
Security Interest
Loan Caleulations and Other Disclosures e ——— T T
Contact Information
Additional Corttacts
Closing Disclosurs Forn Tracking -
« il 3

e T T T Tl T T T

Closing Disclosure Form Entry [00001144] - Closing Disclosure Form

=] & | o il = . +* A
Save 8 Bxit | Qptions | Print Docs | FileNotes | Disburse | Previous  Jump Next Up Down Warnings
Bank of the West 2
= Loan Number: 987654321
-}- Bank of the West - Use this table to see what has changed from your loan Estimate
Payoffs
Borrower Loan Estimate Final Did this change?

Title Insurance Premiums

m

)

CDF Header Loan Amount [ [ 15750000 | [vo =]
Loan Tems
Loan Costs
A. Origination Charges
Mo =l
Other Costs
E. Taxss and Cther Govemment Fees Total Payeffs and Payments (K) | [ 750500 | [vo o]

LI T

Projected Paymerts
B. Did Net Shop For Closing Costs Paid Before Closing
- F. Prepaids

Estimated Taxes and Insurance

Coste st Closing Total Closing Costs 1) [ [ 0w |vo =]
C. Did Shop For
G. Inttial Escrow Pmt

H Other Cash to Close $0.00 $149.995.00

J. Total Closing Costs

Calculating Cash to Close I Fom [~ To |[” Fom [# To | Closing Costs Financed |

Payofts and Paymerts Bomower — {Paid from your Loan Amourt)

Loan Disclosures
Security Interest
Loan Calculations and Other Disclosures
Contact Information
.. Additional Contacts
Closing Disclosure Fom Tracking

The Loan Estimate column’s fields are editable, and the user would enter the summary totals for the
specified items therein. None are reflected in the screen shot above.

The Final column’s figures are summaries of the data entered in the other screens (non-editable), except
for the Closing Costs Financed (Paid from your Loan Amount) field, which is editable.
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The Did this change? column contains a NO/YES dropdown for each category. If YES is selected, the
ellipse (...) to the right of the text box should be clicked on to open a window through which an
explanation of the difference, or direction to the appropriate section of the CDF, can be entered.

When first clicked, the ellipse (...) button will open a blank Cash to Close Changes screen, like that
shown below and to the right.

The L5 New Item button will open a data entry screen, as shown below on the left.

Add/Edit ltem (==l Cash to Close Changes - Closing Costs Paid Befare Closing (=)

I _;:,Newltaml MoveUp 4 Move Down
Description

No records found.

Cancel

The Add/Edit Item screen will let the user enter text, with some basic formatting tools. It also provides
for the importation of some stock, pre-formatted, items that are appropriate for the line the user is on.
The stock items vary by line; not every line has importable items.

The B icon will bold selected text. The | icon will italicize the selected text. The U icon will underline
the selected text.

The &} Import icon will open a window of stock, pre-formatted, items available for insertion to the list.
Some of the stock entries will require user editing after selection. Not every line has importable items.

As an example, the Closing Costs Paid Before Closing line has the two pre-formatted items shown to
the left available for importation. The user should highlight the desired line to use and click on OK to

—— proceed.
Import 3
_ _ ] Description The selected item will then appear on the
mmmcmm e —T e ———— Add/Edit Item screen, and can be edited
[ncrezsze exceeds legal limits by S0 See Lender Credits on page 2 for credit of excess amount . j -
there if need be; if sufficient, the OK button
should be hit there to return to the Cash to
Close Changes screen and another OK will
return the user to theCalculating Cash to
Close screen.
Cancel | QK |
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The screen shot to the right reflects a stock
phrase having been selected for use on the [|YES
Closing Costs Paid before Closing line.

‘You paid these Closing Costs before |
Clasing

Summaries of Transactions — Not on Refinance Transaction Types

w/ Optional CDF Forms Option Selected
The Summaries of Transactions section of the tree-view is only applicable to Sale/Resale transactions
or Refinance transactions that do not have the “Use Optional Closing Disclosure forms for
transactions not involving a seller” option (on the Lender’s Loan Terms screen) checked.

If the Transaction Type utilized on the file is categorized as “Refinance”, and the “Use Optional...’
option is checked on the Lender’s Loan Terms screen, this section of the tree-view will not be available
— it is replaced with a Payoffs and Payments screen.

On Refinance transactions that do not use the Optional CDF forms, only the Borrower’s Transaction
side of the Summaries screen is presented.

Sections K, L, M & N of the CDF (on sales transactions) make up the Summaries of Transactions
section of the CDF, page 3. There are four “branches” of the tree-view that are available to enter the
information for this portion of the CDF. They are all similar in behavior, and will be discussed in the
following pages. Sections M & N (Seller-related) will not be shown on Refinance transactions that do
not have the “Use Optional Closing Disclosure forms for transactions not involving a seller” option
checked — just the Borrower-related screens K & L will be shown.

*New functionality has been added in Version 10.9, the bottom lines from the CDF Summaries of
Transactions screen for funds due from buyer and/or to the seller can now be COPIED to the
clipboard to be PASTED elsewhere.

Closing Disclosure Form Entry [00001152] - Clesing Disclosure Form
> & | @ & (= L * & A
Save & Exit | Options Print Docs | File Notes | Disburse Previous  Jump Mext Up Down Warnings
Bank of America 7
= Loan Number: 123456759
&= Bank of America Rl Summaries of Transactions
Commissions
E- Payeffs BORROWER'S TRANSACTION SELLER'S TRANSACTION
i Bomower
.. Seller | CALCULATION | ‘ CALCULATION ‘
- Title Insurance Premiums
..COF Header Total Due from Borrower at Closing (K) $532,521.40 Total Due to Seller at Closing (M) $527.976.00
- Loan Tems
- Projected Payments Total Paid Already by on Behalf of Bomower = $524.250.00 Total Due from Seller at Closing (N} = $400.35157
... Estimated Taxes and Insurance =[| aCesng()
Costs at Closing
- Loan Costs | Cashto Close [ From [~ To Bomower $8.271.40  CashtoClose [~ From [ ToSeller  $127.624.43 |

i A Origination Charges

. B. Did Net Shop For

- C. Did Shop For

(- Other Costs

- E. Taxes and Other Govemment Fees

i F. Prepaids
i G. Initial Escrow Pmt
t H. Other
~J. Total Closing Costs
Caleulating Cash to Close
Bl Srmacs o Torsaciors |
i K. Due From Bomower
- L. Paid Already
M. Dueto Seller
L. N. Due From Seller
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Note: There are Type fields at the top of most of the data entry screens in sections K-N. The Type
dropdown with present MISMO Uniform Closing Dataset (UCD) charge types applicable for the
particular section and line. The Type selected will default into the Description line, but the Description

will remain editable.

K. Due From Borrower

The K. Due from Borrower at Closing section of the CDF’'s Summaries of Transactions table is
accessed from this entry on the tree-view.

Closing Disclosure Form Entry [00001152] - Closing Disclosure Form
D]

* &

El [

: & al = . . A
Save & Exit Options Print Docs | File Motes | Disburse Previous Jump Mext Up Down Warnings
Bank of America Z
= Loan Number: 123456789
=- Bank of America PRl Summaries of Transactions
C:;?Dr;issinns BORROWER'S TRANSACTION |
=] s
‘... Bomower K. Due from Bomower at Closing $532.521.40
" Seler 1| Sdle Price of Propery 52647600 [ |
Title | Premi
----CDT: Qzuar:;ce remims Sale Price of Any Personal Property Included in Sale 1.500.00
.. Loan Tems Closing Costs Paid =t Closing (1} 454540
B} Projected Paymerts rar
¢ . Estimated Taxes and Insurancs £ -
i Costs at Closing Adjustments
B Loan Costs &2
i A Origination Charges
B. Did Not Shop For 7|e
..C. Did Shop For ata
£ Other Costs | Adjustments for ltems Paid by Seller in Advance
i E. Taxes and Other Govemment Fees
F Prepaids City/Town Taxes &P
.G Inital Escrow Pt County Taxes se
JT; I(i)g‘er_ Cost Assessments rata
al Closing Costs
- Calculating Cash to Close 7|E
El- Summaries of Transactions rard
(8 K. Due From Bomower
i L. Paid Already 7|¢
M. Due to Seller -
N. Due From Seller A
. Loan Disclosures
. Securty Interest
- Loan Calculations and Other Disclosures
[=1- Contact Information
... Addtional Cortacts
losing Disclosure Form Tracking -

The screen shot above presents a different screen type than those in previous sections. This section’s
screen (and the next three) looks like the CDF form section as printed. There are icons in the two
columns to the right of each line entry that provide links to information or provide for data entry/edit. Lines

with & Info icons have had their data entered via other screens. The lines with the pair of icons &

Modify and £ Clear have their data entered on this screen. The total of all entries on the screen is
presented at the top of the amount column.

The & Info icon will bring up a window with a reference to the
contents of the line item. The Info Detail window will present, and
in most cases there will be a “Go to Item” link, at the bottom of
the window, that will take the user to the location where the data

for the entry is made, in case it needs to be modified.

Info Detail Line 2

[System Generated Personal Property.

Go'to tem
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The ¢ Modify icon will bring up a charge entry screen like that shown below. This screen is common to
the sections K. Due From Borrower and N. Due From Seller, but some fields may be inactive in some
instances, depending on the entry being worked on. In this instance, the screen was opened up for line 4
of the K. Due from Borrower at Closing section (as indicated in the screen heading).

K. Due from Borrower at Closing 4 @

@ Information Notes |
Type: |C1her J
Description: |_!_—_m
From: ’—E Ta: I—E
Bormower Amourt: ’7 j
Credit SellerOnLine: [ ]

Funding

Withhold from Loan: [
Add to Due from Lender: [

Deduct From: | ﬂl él
Payee Information B s e |
lssue Check: [~
Display Name: | [¥ Same as Payee
Payee Name: |
Address #1: | I Foreign Address
Address #2: ‘
City: ‘ State: ’—L| Zip Code: ’7
Separate Check: [
Switch to Roll Up Line Cancel

Generically, on the detail screens (for sections K, L, M & N), some or all of the following icons and
buttons are available.

The | Calendar icon is available to fill date fields.
The Z Proration icon is available to bring up the Proration calculation screen.

The &% Search icon is available to bring up the listing of the parties to the file, for selection of one to
deduct the charge from or to identify the payee for a charge.

The ‘2 Clear icon is available to remove the Deduct From selection or the Payee Information
previously entered.

The ﬂ NAF icon is available to select a payee.

The open (not pre-defined) lines have the Switch to Roll Up Line button, enabling a charge to be split
amongst payees &/or to be an aggregate of charges. This function would be used if there are more
charges to be entered in a section than there are available lines for them. The default Description for
such a roll up line is “** See Attachment”. An addendum of the rolled-up charges will be prepared by the
system. (Section K through N Roll Up lines are detailed below — 2" page after this one.)

Notes can be entered on that tab, and will appear on the Settlement Statement.
Cancel is used to exit the screen without saving changes.

OK is used to save and exit the screen
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Section K, lines 1 and 2 are reserved and present the Sale Price of Property and the Sale Price of Any
Personal Property Included in Sale. These are mirrored in Section M, lines 1 & 2.

Add/Edit K02 ==
Information | Notes |
Description: ale Price of Any Personal Property Included in Sale| ‘
Borower Amourt. Line 12 Roll Up =
Credit Seller on Line: |02 Description:
Total Amount |Credrt Seller on Line: [M.13 - |
| 2 Add Line

Line 2 will be filled with information from the
Properties screen’s Personal Property tab if the
“Show on Statements” checkbox there is
checked. Otherwise, data can be entered
directly on this screen for that line.

Line 3 is reserved and presents the Closing Costs Paid at Closing (J) total.

Again, to get details on reserved lines, use the & Info icon.
Line 4 is an open line, available to identify another charge.
Line 5, 6 & 7 are open lines, under the Adjustments heading.

Lines 8, 9 & 10, under the Adjustments for Items Paid by Seller in Advance heading, are reserved for
the City/Town Taxes, County Taxes and Assessments being prorated. They are mirrored in Section

M, lines 9, 10 & 11. On these lines, the data entry screen, when opened with the & Modify icon, has the
Description defaulted and locked, and only the From and To date fields, the 4 calendar icons, the

Borrower Amount field, and the [ Proration icons are available. The Credit Seller on Line field will
be filled and locked. | Addditka =

@ Information | Notes |

Tipe =
Description: [Assessments
From Ta: ,—E
Bomower Amount ’7 j
Credit Selleron Line: [M11T

Lines 11 through 15 are open lines for other adjustments for items paid in advance by the seller.

Sections K through N Roll Up Lines

The Switch to Roll Up Line button, at the bottom of the charge screen, in sections K through N, will bring
up a Line ## Roll Up screen like that shown here, with the default Description of “** See Attachment”
(which can be edited if needed).

The Credit Seller on Line: field may be filled with the logical offset, but can be edited if needed.
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The Add Line button is used to open a full charge screen on which the details of the charge and payee
are entered. As many lines as are needed may be added. The Total Amount field will reflect the sum of
all of the charges added.

L. Paid Already

The selection of the L. Paid Already tree-view branch will bring up the L. Paid Already by or on Behalf
of Borrower at Closing screen.

Closing Disclosure Ferm Entry [00001152] - Clesing Disclosure Form

i i Addtional Contacts
i Closing Disclosure Form Tracking

1 |

¢ | & | @D o4 .0 * © a
Save B Exit Options Print Docs  File Motes | Disburse Previous Jump Mesxt Up Down Warnings
Bank of America 7
i Loan Number. 123456789
- Bank of America Pl Summaries of Transactions
E‘;;”"Tr‘“i"”s | | BORROWER'S TRANSACTION ‘
=] 3
‘... Borrower L. Paid Already by or on Behalf of Borrower at Closing $524,250.00
... Geller
-~ Title Insurance Premiums Loan Amourt 420,300.00
CDF Header an Amoul S00.00 | |
. Lozn Tems Existing Loan(s) Assumed or Take Subject to
- Projected Payments | Second Loan (PRN $104,000 00} to ABC Mortgags Lenders, Inc 103.500.00
- Estimated Taxes and Insurance 3 -
 Cost =t Cloag Seller Credit |7]e
=J- Loan Costs Other Credits
i A. Origination Charges
B. Did Not Shop For /e
i..C. Did Shop For 7le
(- Other Costs Adjustments
BT d Cther G it F M
H aes an Srisovemment Fees Ll Title Insurance Premium Adjustment 450.00
F. Prepaids
-G. Initial Escrow Pmt Z|e
.. H. Other 7|2
- . Total Closing Costs
Calculating Cash to Close 72
=8 S!_IITII'HEI'\ES of Transactions Adjustments for ltems Unpaid by Seller
- K. Due From Bormower City/Town Taes yara
L. Paid Already
-M. Due to Seller County Taxes 7e
i N. Due From Seller Assessmerts 72
- Loan Disclosures
Security Interest s
- Loan Calculations and Other Disclosures Fara
rtact Information para

The & Modify icon brings up a line item detail screen that looks like the one below.

Type:

L. Paid Already by or on Behalf of Borrower at Closing 10

@ Information |

Cther

Notes

Description: IOther

Start Date: @
Bomower Amount: l—
Debit SelerOnline: [ =]
Tolerance: W

End Date: I ﬁ

Funding

Withhold from Loan: [~
Add to Due from Lender: [~

Deduct From: I

&l <f

Switch to Roll Up Line |

ool
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The icons have the same function on this screen as on the detail screen for section K discussed above.
The Tolerance field is present on open section L entries.

Section L, lines 1, 2 & 3 are reserved and present the Deposit, Loan Amount and Existing Loan(s)
Assumed or Taken Subject to figures. Line 3 is mirrored in section N, line 3. Note: If Additional
Deposits have been entered they will present in aggregate on L1, but will be shown individually on the
CDF Attachment and on the Settlement Statement.

Again, to get details on reserved lines, use the & Info icon.

Line 4 is an open line, available to identify another charge, if there is not a second loan. If there is a
second loan, it will be reflected on line 4.

Line 5 is reserved and presents the Seller Credit total. This item is mirrored on Section N, line 8. If one

or more specific seller credits have been entered on buyer charges, this line will reflect an & Info icon,
and will not be able to be edited. If no specific credits have been entered, and a general seller credit is to

be entered, the user should use the & Modify icon to open a screen into which a general seller credit
can be entered. If such an entry needs to be removed, the # Clear icon should be used.

Lines 6 & 7 are open lines, under the Other Credits heading.

Lines 8, 9, 10 & 11 are open lines, under the Adjustments heading. Lines 8 & 9 may be used for Title
Insurance Premium Adjustment and Earnest Money Held by Selling Agent, as applicable.

In a situation where there is a simultaneous policy issuance, with the seller paying for the Owner’s policy
and the borrower paying for the Lender’s policy, and a seller credit has been computed, it will appear on
available line, as shown on the preceding screen shot.

Lines 12, 13 & 14, under the Adjustments for Items Unpaid by Seller heading, are reserved for the
City/Town Taxes, County Taxes and Assessments being prorated. They are mirrored in Section N,

lines 14, 15 & 16. On these lines, the data entry screen, when opened with the & Modify icon, has the
Description defaulted and locked, and only the From and To date fields, the 4 calendar icons, the

Borrower Amount field, and the = Proration icons are available. The Debit Seller on Line field will be
filled and locked.

Lines 15, 16 & 17 are open lines for other adjustments for items unpaid by the seller.
M. Due to Seller

The selection of the M. Due to Seller tree-view branch will bring up the M. Due to Seller at Closing
screen.
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Closing Disclosure Form Entry [00001152] - Closing Disclosure Form

3 | & D & | @ . G r e N
Save 8 Exit Options Print Docs  File Motes | Disburse Previous Jump Mext Up Down Warnings
Bank of America Y
= Loan Number: 123456789
= Bank of America Pl Summaries of Transactions
Commissions SELLER'S TRANSACTION
- Payoffs
¢ Bomower M. Due to Seller at Closing $527.976.00
i Seller | 1 |sale Prce of Property 5264760012 |

. Title Insurance Premiums N
..CDF Header Sale Price of Any Personal Property Included in Sale 1,500.00 |55

- Loan Tems 7@
[=]- Projected Payments pars
i i Estimated Taxes and Insurance £
.. Costs at Closing rala
B Loan Costs Para
- A Origination Charges
- B. Did Mot Shop For s
{...C. Did Shop For Lt
Et- Other Costs  Adjustments for ltems Paid by Seller in Advance
i~ E. Taxes and Other Govemment Fees
F. Prepaids | 4 City/Town Taxes ara
i~ G. Initial Escrow Pmt Courty Taxes rara
JTH Ioélher c Assessments 7\
. Total Closing Costs
. Calculating Cash to Close 72
El- Summariss of Transactions Para
i K. Due From Bomower
H Paid Already 72
TE ’e
“..N. Due From Seller rara
- Loan Disclosures
. Security Interest

. Loan Calculations and Cther Disclosures

- Contact Information

i i Additional Contacts

i... Closing Disclosure Form Tracking -
4| 11 +

The ¢ Modify icon brings up a line item detail screen that looks like the one below. The Deduct From
functionality is available on open lines in section M.

M. Due to Seller at Closing 4 @
@ Information ‘ MNotes ‘
Tipe: | -
Description |Other

Start Date [ endoate: ||
Seller Amount j
Debit Bomower on Line -

| Funding |

Deduct From ﬁl él
Switch to Rall Up Line Cancel

The icons have the same function on this screen as on the detail screen for sections K & L discussed
above.

Section M, lines 1 and 2 are reserved and present the Sale Price of Property and the Sale Price of
Any Personal Property Included in Sale. These are mirrored in Section K, lines 1 & 2.

Again, to get details on reserved lines, use the &= Info icon.

Lines 3 through 8 are open lines, available to identify other due to seller items.
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Lines 9, 10 & 11, under the Adjustments for Items Paid by Seller in Advance heading, are reserved for
the City/Town Taxes, County Taxes and Assessments being prorated. They are mirrored in Section

K, lines 8, 9 & 10. On these lines, the data entry screen, when opened with the & Modify icon, has the
Description defaulted and locked, and only the From and To date fields, the 4 calendar icons, the

Seller Amount field, and the | Proration icons are available. The Debit Borrower on Line field will be
filled and locked.

Lines 13 through 16 are open lines for other adjustments for items paid in advance by the seller.
N. Due From Seller

The selection of the N. Due From Seller tree-view branch will bring up the N. Due from Seller at
Closing screen. This screen has the same characteristics, and detail screen, as section K.

Clesing Disclosure Form Entry [00001152] - Closing Disclosure Form

. & @ ] = L * t A
Save & Bt Options Print Docs | FileNotes | Disburse Previous Jump MNext Up Down Warnings
Bank of Amenca 7
= Loan Number: 123456789
[=- Bank of America Pl Summaries of Transactions
- Commissions SELLER'S TRANSACTION |
=~ Payoffs
‘.. Bomower N_ Due from Seller at Closing $400.351 57
- Soler St
- Title | Py
DR Hoomee Hemums Closing Costs Paid at Closing () 3845332
- Loan Tems Existing Loan(s) Assumed or Take Subject to
= P!’DjEE‘IEd Payments L Payoff To Bank of America 358.878.88
... Estimated Taxes and Insurance 3
. Costs at Closing Payoff To Discover Card 256937
- Loan Costs Title Insurance: Premium Adjustment 45000
i~ A Ongination Charges
i~ B. Did Mot Shop For Al
i...C. Did Shop For Seller Credit 7
- Other Costs Faral

- E. Tawes and Other Govemmert Fees
-F. Prepaids s

i--G. Initial Escrow Fmt 7\
.. H. Other 7\
J. Total Closing Costs
- Caleulating Cash to Close 72
[=)- Summaries of Transactions Adjustments for ltems Unpaid by Seller
- K. Due From Bomower
"L Paid Aready City/Town Taxes Para
- M. Due to Seller County Taxes I
R | e— 7o
-~ Loan Lisclosures
- Security Interest s e
-~ Loan Calculations and Cther Disclosures Fara
= C_orﬂact Information v
i.. Additional Contacts
Closing Disclosure Form Tracking -
a [ I - +
The Excess Deposit, on line 1, is a reserved line that [t =
. . . . @ Information | Notes |
can be edited with the & Modify icon, and cleared J— -
ype:  [Excess Depos
; i ; Desrps
with the “= Clear icon. e
—

Section N, lines 2, 3, 4 & 5 are reserved and present the Closing Costs Paid at Closing (J), Existing
Loan(s) Assumed or Taken Subject to, Payoff of First Mortgage Loan and Payoff of Second
Mortgage Loan figures. Line 3 is mirrored in section L, line 3.
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Again, to get details on reserved lines, use the & Info icon.
Lines 6 & 7 are open lines, available to identify other charges.

In a situation where there is a simultaneous policy issuance, with the seller paying for the Owner’s policy
and the borrower paying for the Lender’s policy, and a seller credit has been computed, it will appear on
an available line, as shown on the screen shot above.

Line 8 is reserved and presents the Seller Credit total. This item is mirrored on Section L, line 5. If one

or more specific seller credits have been entered on buyer charges, this line will reflect an & Info icon,
and will not be able to be edited. If no specific credits have been entered, and a general seller credit is to

be entered, the user should use the & Modify icon to open a screen into which a general seller credit
can be entered. If such an entry needs to be removed, the & Clear icon should be used.

Lines 9 through 13 are open lines, available to identify other charges.

Lines 14, 15 & 16, under the Adjustments for Items Unpaid by Seller heading, are reserved for the
City/Town Taxes, County Taxes and Assessments being prorated. They are mirrored in Section L,
lines 12, 13 & 14. On these lines, the data entry screen, when opened with the & Modify icon, has the
Description defaulted and locked, and only the From and To date fields, the i calendar icons, the

Seller Amount field, and the = Proration icons are available. The Credit Borrower on Line field will
be filled and locked.

Lines 17, 18 & 19 are open lines for other adjustments for items unpaid by the seller.

Payoffs and Payments — Only on Refinance Transaction Types with

Optional CDF Forms Option Selected
The Payoffs and Payments tree-view entry will only be presented on files with a Transaction Type
assignment that has been categorized as a Refinance type, AND where the “Use Optional Closing
Disclosure forms for transactions not involving a seller” checkbox, on the Lender’s Loan Terms
screen (under Parties, not the CDF tree-view) is checked. This screen’s data feeds the Payoffs and
Payments schedule, totaled as K. TOTAL PAYOFFS AND PAYMENTS, on page 3, of the alternative
CDF for transactions not involving a seller.
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Closing Disclosure Form Entry [00001161] - Closing Disclosure Form
=] ; & | D al =i . & ¥ A
Save & Exit | Options Print Docs | File Notes | Disburse Previous Jump Mext Up Down Wamnings
Bank of the West 7
= Loan Number: 123456
= Bank of the West Use this table to see a summary of your payoffs and payments to others from your loan amount
- Payofts To Amount
- Bomower 3 =
Tl Insurance Premiums | 1 Bank of Last Resott o Payoff awsting loan 2870
- CDF Header Citibank NAto Payoff Citibank CC#999-9995-1234 1343226 |7 |2
Loan Tems
[=- Projected Payments 7|e
¢ .. Estmated Taxes and Insurance 3
+- Costs at Closing Payoffs and Payments 3 =]
= Loan Costs
- A Origination Charges # Information | flotes |
- B. D Nt Shop For e [ —
- C. Did Shop For
& Cther Costs Desciption:  [Other
.. E. Taxes and Cther Govemment Fees Start Date: | [ Edoae | =
- F. Prepaids Borrower Amount j
-G, Initial Escrow Pmt Fundi
H. Other g
). Total Closing Costs Vifithhold from Loan: [~
- Calculating Cash to Close Add to Due from Lender: [~
® Payoffs and Paymerts Deduct Fr & e
Loan Disclosures e _I _I
. Security Interest Payee R ‘
- Loan Calculations and Other Disclosures K TOTAL PAYOFFS AND PAYMENTS leaueChede [T
[)- Contact Information Display Name: [ ¥ Same as Payee
H Additional Contacts
i...Closing Disclosure Form Tracking Payee Name: |
Address #1: [ ™ Foreign Address
Address #2 [
cay: | State ~] Zp Code:
Separate Check: [~
. - ; Switch to Rol Lp Line e

Borrower Payoffs, that have been entered via the Payoffs > Borrower tree-view branch will present at

the top of the listing of Payoffs and Payments and the® Info icon next to those items will lead back to
where the payoff information was entered. Additional payments can be entered in the unused lines, with

the ¢ Modify icon on each blank line. The & Clear icon can be used to remove a payment.

The Payoffs and Payments detail entry screen is shown here.

The Type of payoff or payment is selected from the dropdown.

The type selected will default to the

Description field, but the user may edit the description.

The From and To date fields can be used to detail a date range covered by the payment, if needed, and

will feed the = Proration screen.

The same Funding and Payee Information sections discussed earlier are also available.
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Loan Disclosures

The Loan Disclosures entry on the tree-view brings up a screen used to detail the bulk of the Loan
Disclosures in the CDF section Additional Information About This Loan (CDF page 4).

The screen has radio buttons, check boxes and some data entry fields, that the user will use to address
the assorted disclosures required.

Clesing Disclosure Form Entry [00001152] - Closing Disclosure Form

: & | (o s = s * & A
Save & Eit | Options Print Docs | File Notes | Disburse Previous Jump Next Up Down Warnings
Bank of America ~
= Loan Number: 123456789
[=- Bank of America - e
Commissions ion E o A "
&- P:EWEHS If you sell or transfer this property to another person, your lender For now, your loan
Su:-lruwer " wil allow, under certain condttions, this person to assume thi ¥ will have an escrow account {also called an "impound” or
‘r;;|. ‘e - Premi el e “trust” accourt to pay the property costs listed below.
~- e InsUrance Fremiums ¢ will not allow assumption of this loan on the eriginal terms. Escrow
Title Charges
- CDF Header Demand Features Escruweté Calculated Escrowed Property costs
st:
Loan Terms | Yeurtean SREEEE | 372000 [Propery Taxes

" has a demand feature, which pemits your lender to require
early repayment of the loan. You should review your note for
more details.

{* does not have demand feature.

[=)- Projected Payments

‘... Estimated Taxes and Insurance
- Costs at Closing
- Loan Costs

Homeowner's Insurance

Non-Escrowed W Calculated Mon-Escrowed Property costs:

: . Property Costs
A. Crigination Charges Late P B ] 300,00 Roadwork it
i. B. Did Not Shop For J
i..C. Did Shop For If your paymert is more than |15 days late. your lender wil
=- O_thar Costs charge a late fee of ‘53; of the principal and interest payment. Initial Escrow <530.00 A cushion for the escrow
i E. Tawes and Other Govemment Fees Payments = account paid at closing
- F. Prepaids Negative Amortization (ncrease in Loan Amourt) ) )
i-.G. Initisl Escrow Pmt Under your loan tems, you Menthty Escrow g315,00 e amourt included in your
L H.Other Payment total monthly payment.

" are scheduled to make monthly payments that do not pay &l
of the interest due that month.

" may have monthly payments that do not pay all of the inters:
due that month.

* do not have a negative amortization feature.

- . Total Closing Costs

- Caleulating Cash to Close
[=)- Summaries of Transactions
i-.. K. Due From Bomower

L. Paid Already

[~ Will not have an escrow account because
= you declined tt.

" your lender does not require or offer one

.M. Dueto Seller B ialll ey ok No Escrow
"N, Due From Seller e Estimated I Colculated
__ [v may accept paymerts that are less than the full amount dug Property Costs
- Security Interest {partial payments} and apply them to your loan over Year 1 Estimated total over year 1
. Loan Calculations and Other Disclosures 3 n;'ay hold them in a separate account until you pay the rest
- Cortact Information the payment, and then apply the ful paymert to your loan e ’7
i... Additional Contacts - r Waiver Fee
« I 3

In the Escrow Account section (right hand column), if the checkbox in front of the “will have an escrow
account” label is checked, the Escrowed Property Costs over year 1 will be computed and the text box
filled with the descriptions of the costs included in the calculated figure. The calculated Escrowed
Property Costs over year 1 figure can be overridden by unchecking the Calculated checkbox and
entering an amount manually. The Initial Escrow Payments and Monthly Escrow Payment figures will
also be computed if the “will have an escrow account” checkbox is checked, and the figures will be links
to the G. Initial Escrow Pmt and Projected Payments screens, respectively.

In addition, if the Calculated checkbox next to the Non-Escrowed Property Costs over 1 year label is
checked, the annual estimated amount of non-escrowed property costs (defined on the Estimated
Taxes, Insurance & Assessments screen, with the In Escrow checkbox(es) not checked) will be
presented. If unchecked, the figure can be manually entered.
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Security Interest

The Security Interest entry, on the CDF tree-view, brings up the Security Interest screen, the contents

of which are used to populate the Security Interest section of the CDF’s Additional Information About
This Loan (CDF, page 4).

The screen will present the property address, including zip code, as the default information to be
presented on the form as the property a security interest is being taken in with the transaction. The word

“property” in the sentence below the address is a link that will take the user to the Edit Property screen
for the file, if edits are needed.

If there is an alternative description of the property (or personal property) in which a security interest is
being taken, the Additional Security Interest: checkbox can be checked and the Description field is
then opened up to allow user input. There are alternative presentation locations for this alternate
description, and the appropriate selection(s) can be made via the checkboxes at the bottom of the screen.
If the property address is to be replaced with the described property/personal property, and it fits in the
space on page 1 of the CDF, the Page 1 box would be checked. If the Description is too big for page 1,
the Page 1 Attachment box would be checked. For the disclosure on page 4, the same concept applies:
space permitting, check Page 4; check Page 4 Attachment if a longer description.

Closing Disclosure Form Entry [00001152] - Closing Disclosure Form
=] @& | o il = CT » L A
Save & Bxit | Options Print Docs | File Notes | Disburse Previous Jump Mext Up Down Warnings
Bank of America ~
= Loan Number: 123456789
- Bank of America BN Securty Interest
- Commissions
- Payoffs You are grarting a security interest in
i... Bomower
i Seller 123 Anywhere 5t_. Goodyear. AZ 85395
Title Insurance Premiums
CDF Header *You may lose this property i you do not make your
Loan Tems payments or satisfy cther obligations for this loan.
[=- Projected Payments
:... Estimated Taxes and Insurance E ¥ Additional Security Interest
-Costs at Closing
B Loan Costs Description: A sscurity interest is also taken in the 1936 Mercedes Benz
] Origination Charges garaged at subject property.
.- B. Did Mot Shop For
i..C. Did Shop For
[=- Other Costs
i E. Taxes and Cther Govemment Fees
Prepaids Show on Closing
Initial Escrow Pt Disclosure fom on: [~ Page 1 ¥ Page 4
' H. Other [~ Page1Atachment | Page 4 Attachment
J. Total Closing Costs
- Calculating Cash to Close
[=- Summaries of Transactions
i K. Due From Bomower
Paid Already
Due to Seller
i.-N. Due From Seller
Loan Disclosures
® Security Interest
- Loan Caleulations and Other Disclosures
- Contact Information
i... Additional Contacts
Closing Disclosure Form Tracking -
] . v
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Loan Calculations and Other Disclosures
The Loan Calculations and Other Disclosures entry on the tree-view brings up a screen used to detail

the section of that name, part of the CDF section Additional Information About This Loan (CDF, page
5).

It also contains triggers to have the Confirm Receipt verbiage appear (optional) at the bottom of page 5
of the CDF, or not. The “Print Buyer/Borrower name” radio button can work in conjunction with the
“This order has a rescission period” checkbox (on the first screen of Initial Questions) to present all
buyer/borrower names, even if the “Show on CDF” checkbox (on the Parties screen) is unchecked on
some of them.

The screen has radio buttons, checkboxes and some data entry fields, that the user will use to address
the assorted material being presented.

Clasing Disclosure Form Entry [00001152] - Closing Disclosure Form

e 0| & = o * ¢ 0N
Save & Bt | Options Print Docs | File Notes | Disburse Previous Jump Mext Up Down Warnings
Bank of America g
= Loan Number: 123456789
Bank of America El ll Loan Calculations
i Commissions
- Payoffs
- Bomower Total of Payments 766,656.00 W' Print appraisal disclosure
- Seller Liability after Foreclosure
- Title Insurance Premiums =
... CDF Header Finance Charge 346.587.00 if your lender forecloses on this property
Loan Terms " State law may protect you from ligbility
EI- Projected Paymerts Amourt Financed 417.764.00 &
: - Estimated Taxes and Insurance E % State law does not protect you from liability
.- Costs at Closing
=) Loan Costs Annual Percentage Rate (APR) 5125 %
i A. Origination Charges ’7 .
.- B. Did ot Shop For Total Interest Percentage (TIF) 8241 %

:..C. Did Shop For

=) Cther Costs

‘. E. Taxes and Other Govemment Fees

.- F. Prepaids

-G, Initizl Escrow Pmt

t.H. Other

... Total Closing Costs

Calculating Cash to Close

=) Summaries of Transactions

.- K. Due From Bomawer

i~ L. Paid Aready

i M. Due to Seller

tN. Due From Seller

- Loan Disclosures

Security Interest

[=- Contact Information

;. Addtional Contacts

i Closing Disclosure Form Tracking -
< T 3

Confim Receipt

Buyer/Bomower
" Mo Signatures
" Prirt "Applicant” &"Co-Applicant"
(% Print Buyer/Bomower names

Contact Information
The Contact Information tree-view entry will bring up the main Contact Information screen. This data
will appear on page 5 of the CDF. Most of the information will pull from the Party data already entered.
The column headers are links back to the respective party entry screens.
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Closing Disclosure Form Entry [00001152] - Closing Disclosure Form
& O [~ o * © A
Save & Bt | Options Print Docs | File Notes | Disburse Previous Jump Next Up Down Warnings
Bank of America e
= Loan Number: 123456789
Bank of America [l l Corttact Information
- Commissions
5. P
& fycgfosrmwer Lender Mortgage Broker Beal Estate Broker (B) | Real Estate Broker (S Settlement Agent
- Seller Name Bank of America Viort Brokers Unimite. |[Find My Dresm Home ([Seling Spscialists. In ([USA Digital Solutions
Title Insurance Premiums
CDF Header Address 1 BofA Lane §100 N. Brokers 10835 N. 25th Ave
Loan Tems Suite 350
=) Projected Payments L Phosnix, AZ 85029 | Phosnix. AZ 85026 Phosnix. AZ 85029
i... Estimated Taxes and Insurance 3
... Costs at Closing NMLS/ =
& Loan Costs License ID [1zs45678 ] | ‘ ‘
.. A Ongination Charges
+-B. Did Not Shop For [+z DRI [87654321 [ [ [ [
:..C. Did Shop For
[=- Cther Costs
.. £, Tawes and Other Govemment Fees Cortact [Lamy L Ender =] | [Lany Findone | | [Mary Sales  ~| | [Bob Lister =] [ [Shem Lamb-001-EO
i F. Prepaids
£ G. Initial Escrow Pmt Contact NMLS/ [ [ [ [ [
i H. Other License ID
J. Total Closing Costs 2
Calculating Cashto Close orvt.act
=) Summaries of Transactions ‘AZ License ID | ‘ | ‘ ‘
i K. Due From Bomower
’b‘ P;i im;?l‘;r Email [ [ [ [ [slamb @digisolaz.cor
L. N. Due From Seller
Loan Disclosures Phone [602) 1111111 [ [ [ [(602) 866-6139
- Security Interest
- Loan Caleulations and Other Disclosures
E
t L. Addttional Cortacts
i.. Closing Disclosure Form Tracking -
bl I r

In the middle of the screen, the Contact row has dropdown arrows so the user can select the appropriate
contact for the party (as multiple contacts can be entered, it is up to the user to select the correct one).

The secondary licensing entity is identified in the blanks in the first column (AZ shown in sample above —
but can be edited by the user). In each column, on those rows, the entry would be the Property State
abbreviation and the License ID for applicable contacts.

Additional Contacts

The Additional Contacts branch of the tree-view, under Contact Information, will present a screen on
which the user can identify other parties to the file as additional contacts for inclusion with the CDF. This
information will be presented as an addendum to the CDF.

Bank of Amernica 7
Loan Number: 123456789
aF Add Contact
Type Name Contact
Party Selection (==
Fiter: | 2|
The L€+ Add Contact icon/button will pull up a listing of |[[== Hetaage s AamedeBorcn
parties to the file and the user should highlight the party to ||urese Seling Speclts, e
. . Seling Agert Find My Dream Hame, LLC
add and click on OK to pull up the Add/Edit Contact screen
on which the details on the contact can be entered (if not
already in place)
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Closing Disclosure Form Tracking

The Closing Disclosure Form Tracking entry on the tree-view will bring up a screen that presents
tracking information on the transaction. The top half of the screen deals with tracking important dates for
the transaction. The bottom half of the screen tracks CDF Versions that have been produced. The full

screen looks like the screen shot below.

The Status field has six options for detailing the current state of the
transaction, as shown here. The options are None, Amended, Amended

Estimated, Amended Final, Estimated and Final.

Closing Disclosure Form Entry [00001152] - Clesing Disclosure Form
o3 e | O | = B w ~ L
Save & Exit | Options | Print Docs  File Notes | Disburse Previous  Jump Mext Up Down Warnings
Bank of America v
= Loan Number: 123456789
Bank cof America - Waiting Period waiver received for
L Commers S o =] oo
i~ Borrower Loan Estimate Delivered I Right of rescission
.. Seller
- Title Insurance Premiums Event 5 sded Earliest Available Actual
CDF Header
 Loan Toms BrowxSgws ______________@vae . TZvAu . s
=) P_'UJEC‘E‘j Payments Seller Signing 12/25/2014 1172172014 1273072014
o Eotimated Tanes and haurnce " || consummtion 1272872014 172172004 12/30/2014
osts at Closing
L__\ -Loan Costs Disbursement 12/25/2014 1172172014 1273072014
-~ A. Origination Charges Recording 12/28/2014 1172172014 12/30/2014
1 B. Did Not Shop For
i..C. Did Shop For ~
5 Other Gosts | CDF Versions ‘
i...E. Taxes and Other Govemment Fees | Add
i..F. Prepaids
-G, Intial Escrow Pt Version Type Prepared by Prepared on Responsible for Delivery
J. Total Closing Costs
- Calculating Cash to Close
- Summaries of Transactions
i K. Due From Bomower
L. Paid Aready
i M. Dueto Seller
i N. Due From Seller
- Loan Disclosures
.. Security Interest
Loan Calculations and Other Disclosures
= Contact Information
! 1. Addtional Contacts
! -
N T T
Status:

one

Fmended

fmended Estimated
Fmended Final
Estimated

inal

| 4

Loan Estimate Deliverad:

The Loan Estimate Delivered field provides for the entry of the date that the Loan Estimate was
delivered. The :ﬁ Calendar tool is available, or the date can be entered in “MMDD” or “MMDDYY”

format.

There are two checkboxes in the Waiting Period waiver received for box:

CDF and Right of

rescission. They are used to track receipt of those documents.

There are five Event entries that are used to track the dates that the events are Scheduled, their
Earliest Available date and their Actual date. The events are the Borrower signing, Seller signing,
Consummation, Disbursement and Recording. The i calendar tool is available, once the user clicks
on a date field, or the date can be manually entered in “MMDD” or “MMDDYY” format.
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CDF Versions

The bottom half of the Closing Disclosure Form Tracking screen is used to track information on specific

Closing Disclosure forms. The L=r Add button is used to open up the CDF Version screen on which the
tracking information is entered. The initial screen presented is shown below.

CDF Version (=]
Prepared by: | EH' Ql
Link ta CDF Version: | ﬁl Ql_l gﬂ
Type: Nane hd
Responsible for Delivery: | .:'Hl Ql
Prepared on: [1s205  [E [122337PM =
Approved
[ Add
Type Sign Off Date Evidence of Approval
No records found.
Delivery
[ Add
Type To Sent Method Received Evidence of Delivery
No records found.
Cancel | QK |

+The Prepared by field is used to identify the party that prepared the specific Closing Disclosure being
tracked by this entry. The #3 search icon is used to bring up the Party Selection screen, on which the
Lender, Mortgage Broker (if any), Outside Title Company (if any) and the Company are listed. The user
should select the party that prepared the CDF by double-clicking on the entity’s entry. Once an entity has

been selected, the € Clear icon will be enabled, which the user can use to remove the selected entry
from the field.

Party Selection @
Fitter: || él
Type Party
Lender Mortgage Brokers Unlimited, LLC
Title Company Test Outside Title
Compary LISA Digital Solutions, Inc.
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Link to CDF Version: |12 ﬂlg”ﬁlﬁj

The Link to CDF Version field has a &2 Search icon that will bring up a screen of previously printed
Borrower Only and Seller Only CDF'’s (all printed versions are retained) that the user can use to select the
CDF for which additional tracking will be done. The version number of the selected CDF will be stored in
the Link to CDF Version field.

ﬁ

Bank of America
Loan #: 123456789

12/26/2014 11:00 AM Bomrower Only Joe Westrick

The < Clear icon will be enabled, once a version number is in the Link to CDF Version field, which the
user can use to remove the selected entry from the field.

The @ Preview icon can be used to bring up the specific CDF in a PDF preview screen.

The L= Add icon can be used to go to the Print Closing Disclosure Form screen to generate a new
CDF (fully discussed in the Print — Closing Disclosure section later in this documentation), which can
then have tracking information attached to it.

Once a CDF is selected (or generated through this screen) the Type field (Borrower or Seller) will be
filled, as will the Prepared on date and time fields.

The Responsible for Delivery field has a &4 search icon which will present the same Party Selection
screen as the Prepared by field’s.
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Approved

The L=F Add icon, under the Approved banner on the CDF Version screen, is used to create a new
record dealing with who has approved the specific CDF being tracked.

The CDF Approval screen will present as shown below.

CDF Approval @
Sign Off: || ﬁl él
Date:

Evidence: ’m
Motes:
Add Another Cancel | ’Q—Kl

The Sign Off field’s # search icon will bring up the Party Contact Selection screen, from which the
user would select the contact that has approved the specific CDF by highlighting the party and clicking on
the OK button.

The Date of the approval should be entered in the field of that name.

The Evidence of the approval should be identified by selecting the appropriate option from the dropdown
listing. The options are None, Verbal, Written and Email.

Any additional Notes that the user wishes to enter can be added to the field of that name.

If additional approvals are to be added, the Add Another button can be used on the CDF Approval
screen, or the Lsk Add icon on the CDF Version screen can be used.

Delivery

The CDF Delivery screen is opened via the Ls= Add icon under the Delivery banner on the CDF Version
screen.

CDF Delivery (=
Sent To: || ﬁl ﬁl
Sert Date:
Sert Method: [None =]

Address #1: | [~ Foreign Address

Address #2: |

City: | State: '_ Zip Code: ’7

Email: |
Received Date:

Evidence: m

Notes:

Add Ancther gl [[ ok |
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The Party Selection screen opened with the # Search icon will bring up all the Borrowers and Sellers
on the transaction. The appropriate party should be highlighted, and OK clicked, to select that party

The Sent Date field should be filled with the appropriate date. The 4 calendar tool is available, or the
date can be entered in “MMDD” or “MMDDYY” format.

The Sent Method dropdown has the following options on it: None, Express delivery, US Mail, Certified
Mail, Email and In person. If Express delivery, US Mail or Certified Mail are selected, the party’s
address information will pre-populate the address fields, which will be left open for editing. If Email is
selected, the party’s email information will pre-populate that field, and it will be left open for editing. No
information will fill those fields if In person is selected.

The Received Date field should be filled with the appropriate date. The 4l calendar tool is available, or
the date can be entered in “MMDD” or “MMDDYY” format.

The Evidence field’s dropdown list has the following options on it: None, Express delivery tracking,
Certified Mail receipt, Email confirmation, In person signature and Waiting period expired. The
appropriate selection should be made.

Any additional Notes that the user wishes to enter can be added to the field of that name.

If additional deliveries are to be added, the Add Another button can be used on the CDF Delivery
screen, or the L5# Add icon on the CDF Version screen can be used.

Please see the Print — Closing Disclosure Tracking section of this documentation for information on the
generation of the report of the data entered through these screens.

Closing Disclosure Form — Additional Lender(s)
As was indicated at the beginning of the discussion on the Closing Disclosure Form, if there are additional
loans being worked in the same file, another set of CDF section branches will appear in the tree-view,
under the heading of the second (or subsequent) lender, below that of the first lender.

There will not be Commission or Payoff branches — those only appear on the first lender’s tree-view.

The same behavior is followed to complete the data entry for the subsequent lenders as was followed for
the first. The second (and subsequent) loan(s) will be presented in section L. Paid Already by or on
Behalf of Borrower at Closing of the first loan’s CDF, with the principal balance appearing after the
“Second Loan” label, and the net funded amount appearing in the amount column.
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Print — Closing Disclosure

The generation of the Closing Disclosure is done through the < Print icon at the top of the Closing
Disclosure Form Entry screen or from the Documents menu on the Impact Escrow desktop. The same
functionality is reached by either entry-point. When Print > Closing Disclosure is selected, the Print
Closing Disclosure Form screen will be presented.

= Change File

Escrow File #: SHCDFTST
Escrow Officer:  Shelley Herbin-DD2-EO
Branch: FMNF Training and Implementation

Lender Selection Primt Options
~ | | Lo #
12i1zi212

The following optons will be appied 1o the lenders as

W ——

i+ Intemal

i Extemal

Type
|: Selection: [combined ~1
r

Show Commissiol Seller Onky

Show Lender Credits Brealkdown on Attachment

T93[93

Show Seller Credits Breakdown on Attachment
Include Seller Signature Attachment

Cancel | oK |

The tool bar at the top of the screen contains the = Change File icon Impact users are familiar with, that
can be used to change the file on the Print CDF screen; it does not open the new file for editing and, if

there is a file open for editing, its number will appear in the Escrow Number Entry screen. The L&
Previous Versions icon will be discussed on the next page.

When initially opened, the Print CDF screen will list the Escrow File #, Escrow Officer and Branch at
the top of the screen. Below that, on the left, is the Lender Selection pane, which presents the Lender
Name and Loan # of each loan on the file, in loan number order. By default, all lenders/loans are
selected via the checkbox in front of each entry. If the user wishes to generate a CDF for a specific loan,
the others should be unchecked. The Print Options pane is on the right side of the screen.

The first section of the Print Options is labeled Usage. It is used to identify whether the CDF to be
generated (and saved) is for Internal use (not to be given to the Borrower(s) &/or Seller(s)), or for
External use (to be given to the Borrower(s) &/or Seller(s)). The user should check that the Date Issued
fields (on the CDF Header screen) are correct before generating an External CDF for delivery. The
dropdown options next to the Internal as label are Estimated, Amended Estimated and Draft. The
selected label will appear at the top of the CDF — clearly marking it as an internal use document that
should not be delivered to the Borrower(s) &/or Seller(s).

Print Options

The following options will be appliad to the lenders ==

The Type section, of the Print Options, has one | """
Selection to be made, on non-refinance o _intemal
transactions. The options are Borrower Only, i
Borrower & Seller, Combined and Seller Only.
refinance transactions, the Selection will default to || ostiens e
I+~  Show Commissiol Seller Onby

Borrower Only and will be locked. I°  Show Lender Credits Breatcdown on Attachment

[~ Show Seller Credits Breakdown on Attachment
I+  Include Seller Signature Attachment

Cancel | oK

Type

Selection [Bomower & Seller =1 On
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The Options section lets the user select which of the available attachments (Commission Breakdown (if
permitted by Setup Option), Lender Credits, Seller Credits) should be generated along with the
requested CDF. With the Seller Only selection, in Type, the Include Seller Signature Attachment
option is available for selection when External Usage is selected.Once the user has selected the
Lender/Loan and set the Print Options desired, they would click on OK to bring up the Print dialog.
Click on Cancel to get out of the Print Closing Disclosure Form screen.

*New functionality has been added in Version 10.8 forCDF files, the print options have been modified to
eliminate all LABELS and signature lines associated when the INTERNAL selection is made. The
additional labeling was not supported by the CFPB RULE and preliminary versions should never be
signed by the parties to the file.

If more than one loan exists, and they have been asked to be previewed on the screen, there will be tabs
on the left side of the screen for each loan’s CDF — rather than both being presented one after the other.
The user should click on the tab of the CDF they would like to review. The item being displayed will have
its tab label highlighted by a surround of dots.

Report Viewer o (2=
R-&REIN A HIsAR-
g
z For Internal Use
Z
g CI . D- I This form is g statement of final loan terms and closing costs. Compare this
% osl ng Isclosure document with your Loan Estimate.
4; Closing Information Transaction Information Loan Information
é Date Issued Borrower Bradley T. Buyer Loan Term 30 Years
g Closing Date 11/28/2014 Purpose Purchase
= Disbursement Date  11/28/2014 Product Fixed Rate
2 Settlement Agent USA Digital Solutions, Inc. Seller Happy Selerz
£ File# 00001152 Loan Type & Conventional O FHA
< Property 123 Anywhere St Dvad
2 Goodyear, AZ 85395 Lender Bank of America LoanID# 123456789
g Sale Price $526,476.00 MIC # 999888777
G@ Can this amount increase after closing?
=
&
2
:
&%
a

Loan Amount $420,300.00 NO
Interest Rate 4.5% NO
Monthly Principal & Interest $2,129.60 NO
3 See Projected Payments below for your
é Estimated Total Monthly Payment
<
% Does the loan have these features?
£ Prepayment Penalty NO
T
1
2 Balloon Payment NO
i
c
Payment Calculation Years 1-30
| Principal & Interest $2,129.60

Current Page No.: 1 Total Page No.5 Zoom Factor: Page Width

The other icon at the top of the Print Closing Disclosure Form screen is the & Previous Versions
icon. Clicking on the icon will bring up the Previous Versions of the Closing Disclosure Form screen
for the file selected, as shown below. The system is designed to store a PDF version of each CDF that is
printed, emailed, published or generated to User Attachments, along with the underlying data used to
create it. Previewed CDF’s are not saved — unless they are printed, emailed, published or generated to
User Attachments from the Report Viewer screen. The saved versions cannot be deleted.
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Selection of the loan to reprint a CDF for is done on the left side of the screen by clicking on the desired
Lender Name / Loan # entry. Once the Lender Name/Loan is selected (they are in alpha order on this
screen), all saved versions will then be listed on the right side of the screen. The saved CDFs can be

reprinted, utilizing the “ Print icon to the right of each entry.

Lender Selection: Bank of America Loan #: 123456789
| Lender Name | Loan #: | | Version | Dated lIntemal Type | Printed By |
ABC Mortgage Lenders, Inc. g g Combined Joe Westrick :e
Bank of America 123456789 7 11/13/2014 8:29 AM = Combined Darel DaVee !E!
6 11/12/2014 1:.09 FM & | Combined Joe Westrick H
5 11/10/2014 1:02 PM 54 Combined Joe Westrick ﬁ
4 11/4/20014 226 FM Combined Joe Westrick H
3 11/4/2014 225 PM Combined Joe Westrick H
2 10/22/2014 3:.09 PM & | Combined Joe Westrick H
10/22/2014 3:08 FM Combined Joe Westrick

|

o

Print — Closing Disclosure Tracking
The Closing Disclosure Tracking report is generated from the CDF wizard’s Print menu. It presents all
of the tracking information for the lender/loan transaction(s) selected by the user. The Print Closing
Disclosure Delivery and Tracking screen is used to make the Lender Selection(s) via the checkboxes
under that heading.

[Print Closing Diclosure Devery and Trackimg ==

: [ Change File

Escrow File #  DD0D01152
Escrow Officer:  Sheri Lamb-D01-E0
Branch: USA Digital Selutions, Inc. Main Cffice @25th Ave.

| Lender Sckecion ‘

& | Bank of America

ABC Mortgage Lenders, Inc

s
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A sample of the Tracking Report report for one lender/loan is shown here.

File Number:
Escrowofficer/Closer:
Settlement Date:
Borrower:

Seller:

Lender:

Loan Number:
Propery:

Status:
LoanEstimate
W

Delivered:

siting period waiverreceived for:

Closing Disclosure Delivery & Tracking

USADigital Solutions, Inc.
10835N. 25thAve. , Suite 350
Phoenix, AZ 85029
Phone: (602) 866-2198

00001152-001 5L1

Sherri Lamb-001-EQ

1172872014

Bradiey T. Buyer and Co Applicant
Happy Selerz

Bankof Amarica

122456789

123 Anywhere 5t.

Goodyear, AZ 85385

Final
11152014
I Closing Disclosure fom
ightof rescission

RACKING (12252014)

CoApplicant@cox net Email confirmation

Scheduled EarliestAvailable Actual

BomowerSigning 12/15/2014 117212014 12/302014
Seller Signing 12/29/2014 117212014 12/30/2014
Consumation 12/29/2014 117212014 12/30/2014
Disbursement 12/28/2014 117212014 12/30/2014
Recording 12/29/2014 117212014 12/30/2014
Delivery & Tracking
Fray 127262014 11:00:43 AM by USADigitsl Solutions, Inc.
Clor Disclosurs type: Borrower
Approved

By Evidenceof Approval  Notes

LarryL. Enderat Bank of Amarica 127267200 Email
Responsiblefa ery:  USADigital Solutions, Inc.
Delivery & Track

Sent Name  Sentto Confirmation Notes

Inpersan Buyer, Bradiey T. 12/26/2014

Inperson signsture
Email Applicant, Co 1272602014
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Print — Tolerance Worksheet

The CDF Tolerance Worksheet lists the loan charges, in their tolerance categories, and indicates any
difference from the Loan Estimate amounts and the percentage those differences are from the Loan
Estimate amounts (individually and collectively for the category).

NOTE: per the regulation, zero tolerance items are individually considered in determining violations, while
ten percent category items are considered in aggregate in evaluating violations.

Report Viewer o |[=][=]
R-& @K 4 » M| »3803-

USA Digital Solutions, Inc.
USA Digital Solutions Demonstration System
CDF Tolerance Worksheet
Print Date - Time: 10/22/2014 - 2:58:03 PM Page 1 of 1

User: JW

FileInformation

EscrowNumber: 00001152
Escrow Officer:  ShemiLamb-001-EQ
BorrowerName: Buyer, Bradley T.

Loan Information

Lender: Bank of America
Loan: 123456789

Section Description Loan Estimate Borrower Paid Difference Percent
Amount

Tolerance Cateqgory 0%:

A1 0.35% of Loan Amount (Paints) 1,471.00 1,471.00
A2  LoanApplication Fes 250.00 250.00
A3 Mortgage Insurance Application Fee 25.00 25.00
B.1 Appraisal Management Co. Fee 305.00 305.00
Totals: 2,081.00 2,051.00 0.00

Tolerance Cateqory NotApplicable:
F1 Homeowner's Insurance Premium 435.00 49500

F.3  Prepaid Interest 73553 73553
G1 Homeowner's Insurance 330.00 33000
G.3 Property Taxes 231.00 231.00
G4  AggregatsAdjustment 1435 14,95

Totals: 0.00 1,806.49 1,806.49

Print — Settlement Statement, ALTA Settlement Statements, Title
Instructions, Balance Statement, and Lender Summary

The %= Print icon, at the top of the Closing Disclosure Form Entry screen (the wizard), also provides
for the printing of a Settlement Statement or the ALTA Settlement Statements based on the CDF data
entered for the selected file. The Settlement Statement will be a familiar presentation of the transaction
data for the Escrow Officer.

The Print Settlement Statement print dialog is shown below.
Type: Estimated, Final, Amended and Sub Escrow selections are available from the dropdown menu.

Selection: The User has the option of choosing a Settlement Statement for Both (Buyer & Seller), Buyer
(only), Seller (only) or Combined (Buyer & Seller.)

*New functionality has been added in Version 10.8 available for CDF transactions only, an additional
Print Option has been added “Show Breakdown of Seller Credits to Buyer”.

*New functionality has been added in Version 10.8 Available for all transactions, an additional Print
Option has been added “Show Breakdown of Commissions” .
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Options: Various attachment options are available for selection
~| dependent upon the Transaction Type. Options not available for

Escrow File # SHCDFTST . .

Escrow Officer-  SH2 - Shelley Herbin-002-E0 selection will appear greyed out and are non selectable.

Branch: 002 - FNF Training and Implement. ..

Type: |[Estmetod =1 | Itis possible to generate separate Settlement Statements for each
Selection: [|Combined = lender, using the “Separate Lenders” option. The ellipse next to
_Om.—"ff | that option is used to select which lender(s) to report. When

include Cartfication Stamp previewed, the separate statements are identified with tabs on the

Include Certification Page

; left of the preview screen. For CDF files, when printing Settlement
I Statements with multiple lenders, when the Selection is “Both”, a
r ts statement for each lender is now generated for the Buyer/Borrower,
I" | Shiow Br= Sales Price

=

=

~

-

Ll

nclode Vg Insiructions and a single statement, with all lenders, is generated for the Seller.
Show Actua Title Policy Premiums When the Selection is “Combined”, a combined statement for each
Show Breakdown of Seller Credits to Bomower Iender IS generated

Show Breakdown of Commissions

Cancel | ok |

Only available for CDF Transactions is “Show Actual Title Policy Premiums”. This option is used, in a
simultaneous issue situation, when the Seller is paying for the Owner’s policy and the Borrower is paying
for the Lender’s policy, to have the Settlement Statement reflect the rate manual premiums, rather than
the CFPB-mandated method of pricing of the Lender's and Owner’'s policies — and the then-required
seller credit to bring the costs paid by each party back to the traditional pricing.

Print ALTA Setlement Staements =1 The Print ALTA Settlement Statements print
(= chansefie = dialog is shown to the left. The availability of
oo O o 910 this print option is controlled via a Setup Option

Branch:  USA Digital Solutions, Inc. Main Office @25th Ave.

in the Utilities module.

| Lender Selection Prirtt Options

¥ e Lo=ali The following opbions will be applied to the selected lenders as applicable
) The Selection options are Combined,

[¥ | ABC Mortgage Lenders, Inc 9838987654 Type: ’WL‘
St [ ————] Buyer/Borrower, Seller and Cash.

Options

T There is an additional Option for the ALTA
ﬁ‘”ﬂ‘”dm"°mﬂem Settlement Statements: Print Recording Data
v Include Wiring Instructions . . . .

¥ Show Actusl THe Policy Premims in Header. This will add a line to the header of

¥ Pint Recording Data in Header

the statement detailing recording information, if
Carca any is entered via the Edit>Recording
Information screen.

The Title Instructions can also be generated through the Print function, as can the Balance Statement
and Lender Summary. These three documents will be familiar to Impact/SQL users, as they are
unchanged from those generated with non-CDF file types. The Lender Summary’s data has a special
screen for reviewing and flagging of Withheld and Add to Due from Lender items, as will be discussed
next.
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Lender Summary - Items Withheld from Loan - CDF Files

e m; | The Lender Summary, on CDF files, has a special

S e screen to help with the reviewing and flagging of
“"""E S Withheld and Add to Due from Lender items
T e easier. An ¢ Edit icon has been added to the
[““";m . S '| right of the Items Withheld from Loan label, on
— || the Summary section of the initial CDF screen.

|

Clicking on the & Edit icon will bring up the
Lender Summary Review screen, as shown
below.

Lass Vi dnrt. [

POT—

The grid will present all non-zero items that can be £2 [Tt ATALoon Prloy B 120810 USA Dot k8
withheld from the loan, or added to the Due from Lender E1 | Recoring Fo For Reesseto USA Digkal St |
amount,

Lender Surmmary Review ==

Line Description WTH Add|  Amount -]
0.35% of Loan Amount (Poirts) 1471.00
A2 | Losn Application Fes o Mortgags Brokers Unlimitsd, L 25000
A3 | Loan Origination Fee 1.471.00
305.00
20000
100.00
150.00
100.00
18.00
15.00
57.00

1500 _|
73553

15813.50 |

EURY

Bl |Appraisal Managemert Fee to Appraisal’s R Us
C1 | Qther Rollup 2to Bob Robert
C.1 | Other Rollup 110 Bob

C3 |Tille - Closing Fee ta USA Digttal Solutions, Inc.—-v10.6.

. . E1 |Reconting Fee For Martgage to USA Digil Solutcrs, ...
sorted by section and line number. E1 |Recording Fes For Desdto USA Digtal Selutions, Inc

F.1  |Homeowners Insurance Premium (3mo.) to Bank of A
F3  |Prepaid Interest (§52.54 per day from 11/1/1410 11/1
H.1 | Real Estate Commission to Seling Specialists, Inc
Loan Amourt 420.300.00
(Less) Withheld Amourt 295153

Due From Lender 417.34847

0 | e e e e e e N |

IRy

The ‘rules’ for items in sections A, B, C, E, F, G, & H are:

For roll-up lines, only the non-zero ‘children’ are included, not the roll-up line.

System generated lines, non-zero, will reflect information from their source data.

For Paid by Other items, if deducted from the current lender and not reflected on the CDF,
then the item description and amount are shown, with no line numbers and no WTD or ADD
checkboxes. These items will be shown at the end of the list for information purposes only.

The ‘rules’ for items in section K are:

e System generated lines will not be included.

e Only items from lines 5-7 and 11-15 are included when the Credit to Seller is None AND
Deduct From is not selected AND the Borrower amount is not zero.

e For roll-up lines, only the non-zero ‘children’ are included, not the roll-up line.

e Lines in the section can be Withheld from Loan OR Added to Due from Lender. If Withheld is
checked, only the WTH checkbox will be shown on the grid. If Add to Due from Lender is
checked, then only the ADD checkbox will be shown on the grid. If neither WTH or ADD is
checked, then both checkboxes will be shown on the grid.
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The ‘rules’ for items in section L are:

e System generated lines will not be included.

e Only items from lines 6-11 and 15-17 are included when the Debit to Seller is None AND
Deduct From is not selected AND the Borrower amount is not zero.

e For roll-up lines, only the non-zero ‘children’ are included, not the roll-up line.

e Lines in the section can be Withheld from Loan OR Added to Due from Lender. If Withheld is
checked, only the WTH checkbox will be shown on the grid. If Add to Due from Lender is
checked, then only the ADD checkbox will be shown on the grid. If neither WTH or ADD is
checked, then both checkboxes will be shown on the grid.

Section M lines are not included.
The ‘rules’ for items in section N are:

e System generated lines will not be included.

e Only items from lines 6-13 and 17-19 are included when the Credit to Borrower is None AND
Deduct From is not selected AND the Seller amount is not zero.

e Forroll-up lines, only the non-zero ‘children’ are included, not the roll-up line.

e Lines in the section can be Withheld from Loan OR Added to Due from Lender. If Withheld is
checked, only the WTH checkbox will be shown on the grid. If Add to Due from Lender is
checked, then only the ADD checkbox will be shown on the grid. If neither WTH or ADD is
checked, then both checkboxes will be shown on the grid.

The ‘rules’ for the Payoffs and Payments section are:

e System generated lines for Payoffs will not be included.

e Other system generated lines will reflect the information from their source data.
e For roll-up lines, only the non-zero ‘children’ are included, not the roll-up line.

e Only lines where the Borrower amount is non-zero will be included.

The ‘rules’ for Payoffs are:
¢ Payoffs will be shown when the Payoff has Net Funding selected.
e The item(s) will not have WTH or ADD checkboxes and cannot be modified from the Lender
Summary Review screen. They are only shown so that the screen will balance the actual
Lender Summary.

The user may check or uncheck items as is appropriate on the Lender Summary Review screen,
rather than having to go to the individual charge items to alter the selections made at original entry.
Clicking on OK will save changes made; clicking on Cancel will not.
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Settlement Entry - Commercial

The data entry of settlement items for Commercial files was introduced in version 7.6 of
Impact/SQL and is completely different from the HUD or Worksheet data entry styles. Only a
Settlement Statement can be generated out of a Commercial file; no HUD’s.

There is support for large dollar amounts, up to $2,337,203,685,476.00, for Commercial
transactions.

The Settlement Entry menu has four selections on it: Parties, Property Allocations, Loan
Allocations and Settlement Items.

Parties

The Parties menu entry, on the Settlement Entry menu, takes the user to the Parties screen,
where party information can be edited, just as under the Initial Questions > Parties, menu
option. Having this function available on the Settlement Entry menu lets the user “Jump” from
Settlement Items to Parties and back again, which will assist in data entry.

The reader is reminded that Transaction Allocations by Party are made on the Parties
screens. Allocations by party are described earlier, in the Parties (Commercial) section of this
manual.

Property Allocations

When Commercial files were first introduced, allocations by party were the only allocations
available. It is now possible to drive allocations by Property and Party and to allocate specific
loan(s) or other charges. Whether the allocation default is by parties’ ownership interest in the
entire transaction or by Property and Party, further allocations are possible by loan and even by
specific charges. When the file is established, the user should determine how the charges will be
allocated: either by ownership interest in the whole transaction OR by Property and Party, with or
without additional party re-allocations within property. They will also need to determine whether
there will be additional allocations by loan and by specific charges. Clearly, this can get very
convoluted if the user is not careful and clear on what they are doing. Some experimentation will
help the user understand the flexibility that is afforded with these options.

The Property Allocations function should be used if the transaction charges should be allocated
by Property and Party. On the Edit menu, under Settlement Entry, there is a Property
Allocations menu option. Selecting it will bring up a screen called “Commercial Entry [file
number] — Property Allocations”. In the upper left of the screen is a checkbox labeled
“Allocated?”. When checked, the screen will present the properties and buyer and seller parties
entered on the file; a sample is shown on the next page. If transaction allocation percentages
have been entered on the buyers and sellers (discussed above) they will default on this screen
but can be changed, by property.

The user can enter the percentage each Property represents of the transaction, in the Percent
field on each record in the top section of the screen. The percentages can be entered to four
decimal places and must add up to 100% when completed. However, percentages do not need to

be entered if specific charge allocations are to be done (discussed below). The & Clear icon can
be used to erase an existing entry.
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Commercial Entry [00000175] - Property Allocations
& [ e ] 4 ) »

. . - .
Save & Exit Options Print Docs | File Notes | Disburse Previous  Jump Next Reset All  Clear All
W' Allocated?
& Clear
Property Percent
4321 Test Ave, Suite4, Maricopa, CA 65987 25.0000 &
22222 Second Street Property, Suited, Maricopa, CA 65987 25.0000 | 2
»  [33333 ThirdStreet Propery. Suite3. Maricopa. CA 65387

Y Reset ¢» Clear | 33333 ThirdStreet Property, Suite3, Maricopa, CA 65987

Party Type Name Percent [l
b | Buyer Buyerz I, One: J | oo Q)Y
Buyer Buyerz Jr., Two J 10.0000 €Y |2
Buyer Buyerz IIl, Three J 10.0000 ) |2
Buyer Buyerz IV, Four J 10.0000 ) |2
Buyer Buyerz 5r., Five J 10.0000 €Y |2
Buyer Buyerz Jr., Six J 10.0000 ) |2
Buyer Buyit Jr., Seven J 20.0000 ) | 2.
Buyer Buyerz Jr., Eight J 200000 )| 2 ||
Seller Sellerz Jr., One O 15.0000 ) |2
Seller Sellerz Jr, Two Q 15,0000 €Y |2
Seller Sellerz Il Three @ 10.0000 ) 2 | _

Transaction Percert Left to Alocated 0%

The user can also alter allocation percentages of the buyers and sellers, which were brought from
the Parties screen, if that level of re-allocating of charges is required. These must be done for
each property, on the screen shown above. The percentages can be entered to four decimal

places and must add up to 100% for Buyers and 100% for Sellers when completed. The )
Reset icon can be used to restore an altered percentage to the party’s transaction percentage

from the Parties screen. The < Clear icon can be used to erase an existing entry.

To eliminate allocations by Property, uncheck the “Allocated?” checkbox.

Loan Allocations

Regardless of whether party transaction allocations, or property and party allocations, have been
made, the user may apply allocations to the loan(s) involved in the transaction, by party, as well —
to provide further specificity to the allocation of charges if needed. This is, in reality, a sub-set of
settlement charge allocation, but is managed separately for user ease and visual clarity. On the
Edit menu, under Settlement Entry, there is a Loan Allocations menu option. Selecting it will
bring up a screen called “Commercial Entry [file number] — Loan Allocations”. In the upper
left of the screen is a checkbox labeled “Allocated?”. When checked, the screen will present the
Lender Names affiliated with the loans entered on the file and buyer and seller parties entered
on the file; a sample is shown below. The Party transaction allocations will default to each loan.
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Commercial Entry [00000175] - Loan Allocations
& | [ bl = 4 T .
Sove B Exit | Options | Print Docs | FileNotes | Disburse ~ | Previous  Jump Next Reset Al Clear All
" octea?
Y Reset @ Clear | Wells Fargo Bank (Buyer)
-Teny's Persanal Loan and Shark (Seller)
Money Tree (Buyen) Proparty Percent Credit
v [4321 Test Ave_Suited. Manicopa. CA 65387 25,0000 1.250,000.00 (2 )| &
22222 Second Sireet Froperty, Suited, Maricopa, CA 85587 25,0000 1.250,00000 )| 2
33333 ThirdStreet Propety, Sute?, Marcapa, CA 65987 500000  2500000.00)| 2
M) Reset @ Clear | 4321 Test Ave, Suited, Maricopa, CA 65987
Party Type Name: Percent Credit =1
» | Buyer Buyerz Il. One J 125.000.00 *0) | 2
Buyer Buyerz Jr., Two J 10.0000 125,000.00 ¥ | &
Buyer Buyerz Il Three J 10.0000 125,00000 )| &
Buyer Buyerz IV, Four J 10.0000 125,00000 [0 | &
Buyer Buyerz 5r. Five J 10.0000 12500000 ') | &
Buyer Buyerz Jr., Six J 10.0000 125,000.00 ¥ | &
Buyer Buyit ., Seven J 20.0000 25000000 ) |2 |_|
Buyer Buyerz Jr., Eight J 20,0000 25000000 \0) | & | ~
Loan Amaurt Ta Alocate: 5.000.000.00 Loan Credi Left To Alocate: 0.00
Finance Type N - New Loan

Each loan should be highlighted in succession on the left side of the screen, and the allocation
percentages or dollar amounts (or a combination of both) made for the parties on the right side of
the screen. Depending on whether the loan is a buyer item or a seller item, the parties presented
will reflect appropriately. Dollar amounts can be entered in the Credit column, in lieu of
percentages in the Percent column. The percentages can be entered to four decimal places and
must add up to 100% when completed, or equivalent dollar entries must allocate the full loan
amount, or a combination of both. A counter at the bottom of the screen will indicate if the loan

has been fully allocated. The ) Reset icon can be used to restore an altered percentage to the

party’s transaction percentage from the Parties screen. The < Clear icon can be used to erase
an existing entry.

To eliminate allocations by Loan, uncheck the “Allocated?” checkbox.

Settlement Charge Allocations

Regardless of whether party transaction allocations, or property and party allocations, have been
made, the user may apply different allocations to one or more of the individual settlement charges
involved in the transaction, by party, as well — to provide further specificity to the allocation of
charges if needed. In theory, every single charge could be uniquely allocated with this
functionality, but more-typically, the aforementioned allocation approaches would be used to
broadly allocate charges, and this function would be used to address specific unique situations.
To allocate a specific charge, click on the “Allocate Charge” checkbox at the bottom of the
charge entry screen. If an allocation already exists, click on the “Edit Allocation” button.
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Additional Charge ==
29 MAF

Information | Notes |
Description: |
Income Code: | - None j
Buyer Debit: Seller Debit: il
Buyer Credit: Seller Credit: Total Amount 0.00
POC
poc: I~ Withheld: [~ =
Amount:
Paid By: |None
Description: ‘
Payee Information ) d>_|
Name: ‘
Address #1: | ™ Foreign Address
Address #2. |
City: | State: »| Zip Code
Separate Check: [ [~ lssue Wire
Add Anotherl [™ Allocate Charges I Cancel

A screen like that shown below will present with all buyers and sellers listed, upon which the user
can re-allocate the charge by percentage or by dollar amount or a combination of both. Counters
at the bottom of the screen will indicate if the charge has been fully allocated. If no changes are
made from the defaults driven by party transaction and or property and party allocations, nothing
will be saved for the specific charge.

T e =] The ™) Reset icon can be used to restore
ree @ Ciur an altered percentage to the party’s
D T e —— T — transaction percentage from the Parties

22222 Second Street Property, Suited, Maricopa, CA 65987 25.0000 250.00 250.00 0 2 .

33333 ThirdStreet Propetty, Sute3, Maricopa, CA 65987 50.0000 500.00 50000 )| 2! Screen. The '1:2 Clear |C0n Can be used to
erase an existing entry — and is used to
switch a particular entry from percentage

) Reset @ Clear 4321 Test Ave, Suited, Maricopa, CA 65987 . . .

Pars e Rame Pement |Gt == allocation to specific dollar allocation. The

per et &, Two ) - i i

= Eoens Tl o0 it upper-most icons apply to_ the entire screen,

o o Ford om0 =20< |l the lower ones to the section they are

o S B . 20012 above. The ones on a particular charge

e s e 22| apply to that charge only.

Description:  Sample Additional Charge:
e v — e s To eliminate a charge allocation, uncheck
i S m Cororme = the “Allocated Charge” checkbox.

Settlement Items

The Settlement Items menu selection is the replacement for the traditional Worksheet Style
entry that users had used for commercial transactions, prior to version 7.6 of Impact/SQL. There
is not a HUD Style of data entry for Commercial files. The Settlement Items style of data entry
is configured the way it is to allow for an unlimited number of settlement items to be entered in a
file.
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The Settlement Items menu selection will present the user with the Settlement Charges screen
below, through which the entry of settlement items will be initiated.

Commercial Entry [SLCOMZ] - Settlement Charges

o & | D bl = e}
Save & Eit Options  Print Docs | File Notes | Disburse ©  Previous

Jump Mext Reset Allocations

Title Chgs

Settlement ltems L
- Prorations
[ Additional Deposits:

Settlement Summary

Rent Schedule

- Payoffs

- Agent Commissions
Misc Commissions

Buyer Summary

Seller Summary

Debits

Credits

Debits:

Credits

- Lender tems By Lender
- Escrow Charges
Title Charges

Sub Total: 58,177.498.76 46,005,535.19

Due: 12,171,963.57

- Recording Fees Tatal: 58,177498.76

- Additional Charges
Property Taxes

- Charges By Buyer

- Charges By Seller

Sub Total 4708877167
18,015,499.33

65.104.271.00

65,104,271.00
Proceeds;

58,177.498.76 Total. 65.104.271.00

Fractionalized Buyer Fractionalized Seller |

Balance Due
9.128.972.66
3,042,990.91

Refund Due

[75%] North Twenty-Fifth Ave. Ventures, Inc
[25%] Ventura Jr, Bil B

EpandAll | Colpsedl [

At the top of the Settlement Charges screen the id save & Exit icon will save changes and
return the user to the Impact desktop.

The & Options icon will bring up the File Options screen, on which file-level Prorations
defaults can be set. The Prorations defaults are explained in detail earlier in this documentation
(use this link).

The %= Print icon is used to generate either a Settlement Statement or Title Instructions.
The IE Docs icon is used to take the user to the Escrow Documents Menu.

The = File Notes icon is used to take the user to the File Notes screen.

The ™ Disburse icon is used to open the Disbursements function.

The action icons 4 Previous, Ehgump and ¥ Next are available for moving back to Parties
or forward to Settlement Charges (depending on where the user is). gig| Jump can also be used
to get to Initial Questions.

The Title Charges icon is seen if the system is configured for the “new” (as of v7.7) Sub Escrow
functionality. It permits importing of title charges entered by Title or Sub Escrow users.

The ) Reset Allocations icon is used to remove allocations other than those set on Parties and
Properties.
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Setltlement tems I

E

~| Settlement Summary

~| Prorations

Additional Deposits
-|Rent Schedule

Payoffs

1| Agent Commissions
Misc Commissions
[#{Lender ltems By Lender

[+

Bl

| Title Charges

| Recording Fees
Additional Charges
Property Taxes

|
i

B

_ChagsB;Sdla

Expand All Collapse All

On the left side of the screen, the user will see a “tree-view” of Settlement Items.
When first loaded, the Settlement Summary entry, of the tree, will be highlighted,
and the Settlement Summary screen (shown on the prior page) will be displayed.

At the bottom of the tree-view of Settlement Items, there are three buttons.

e Expand All — used to present full tree detail. Individual branches can be
expanded by clicking on the “+” plus sign in front of the category name.

e Collapse All — will bring the tree-view back to that shown to the right, with
no sub-level branches shown.

. Theld Toggle icon, to the right of the Collapse All button, is used to alter
how the Lender Items are presented. There are two options: Lender Items by
Lender and Lender Items by Category. The resulting presentation alternatives
are shown below.

Settlement ltems |2 Settlement kems
- Settlement Summary — - Settlement Summary
- Prorations - Prorations
[#- Additional Deposits - Additional Deposits
.. Rent Schedule - Rent Schedule
- Payoffs - Payoffs
- Agent Commissions - Agent Commissions
| - Misc Commissions - Misc Commissions
- Lender tems By Lender - Lender ltems By Category
- Escrow Charges - Escrow Charges
- Title Charges - Title Charges
-- Additional Charges - Additional Charges
-- Property Taxes - Property Taxes
(- Charges By Buyer (- Charges By Buyer
- Charges By Seller - Charges By Seller

Proration
Additional Deposit
Rent Proration
Payoff

Misc Commission
Loan Charge

Loan Paid in Advance
Reserve

Escrow Charge
Title Charge
Recording Fee
Additional Charge
Property Tax

At the top of the tree-view of Settlement Items, there is an L5F Add New
Settlement Item icon. It is used to create a new settlement item entry. When
clicked on, a dialog will present listing the types of items that can be created
(shown to the left), and the user should select the type of item they wish to add.
Alternatively, when a particular category is highlighted, on the tree-view, and the
display on the right side of the screen changes to detail of the category
selected, there is an icon on that display for adding an item of the type
highlighted.
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Settlement Summary

On the Settlement Summary (shown below), there is a Buyer Summary and Seller Summary of
debits and credits at the top of the screen. If data has been entered, on the Buyer and Seller
entries indicating percentage ownership, the bottom half of the Settlement Summary presents two
tabs of data, one for Fractionalized Buyer data and the other for Fractionalized Seller data.
Those tabs reflect the Balance Due from or Refund Due to the listed parties. Their fractional
interest percentage is presented before the party names.

Settlement Summary
Buyer Summary Seller Summary
Debits Credits Debits Credits
Sub Total: 57.234,326.35 42661,217.35 Sub Total: 31.416,522.38 57,105,022.67
Due: 14.573,109.00 Proceeds: 25,688,500.29
Total: 57.234,326.35 57.234,326.35 Total: 57,105,022.67 57,105,022.67
=T - |
Balance Due Refund Due
[75%] North Twenty-Fifth Ave. Ventures 10.929.831.75
] Ventura, Bill B 364327725
Prorations

Prorations is the first category on the tree-view below the Settlement Summary entry. When
Prorations is highlighted, the screen on the right will switch to a listing of existing prorations
entered for the file.

The L5 New Proration icon will bring up the Proration entry screen shown below, through which
proration items are added to the file.

Commercial Entry [SLCOMZ] - Settlement Charges

& 0| & | @ . <« @
Save & Exit | Qptions | Print Docs | FileNotes | Disburse Previcus  Jump Mext Title Chgs  Reset Allocations
Settlement ems =] || Prorations
Settlement Summary
- Prorations
[+ Additional Deposits | New Proration l&ﬂ Rearrange Items
- Rent Schedule
- Payoffs Allocated Description Start Date | End Date | Buyer Debit | Buyer Credit | Seller Debit | Seller Credit
9 hgen Conmissiors T e g T ooV W wmw mawm -
Misc Commissions
Bl Hems By Bldg. Maint. Fees 1st QTR 03/16/2011 | 03/31/2011 2,500.00 250000 |/ | %
- Escrow Charges Parking Pemit dues 031672011 | 04/01/2011 7929 79.23 A
- Title Charges
- Recording Fees Proration |£|
Additional Charges
Property Taxes Information | Notes |
[ Charges By Buyer
[#- Charges By Seller

Description: |

Sttt Date End Date (G| I Ovede Offseting Entry
BuyerDebit: [  SelerDebt: |

BuyerCedt: [  SelerCredt: |

Add Ancther | I~ Alocate Charges Cancel
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The Information tab is selected upon presentation of the screen, and this is where details of the
proration item are entered, or the & proration Calculation tool is invoked.

Proration =

Information | Notes |

Description: ||

Stat Date: | [ Eddae | [ | ™ ovemde Ofiettng Eny
Buyer Debit: | Seller Debit: |

Buyer Crecit: | Seller Credit: |

Add Ancther | T Alocate Charges Cancel

The Description of the proration should be entered in the field of that name at the top of the

form. The user can complete the other fields manually, but normally will select the & calculator
icon to pull up the Proration Calculator screen.

Proration ==
Totalto Prorate Based On Proration Based On
Total to prorate: & Anual € 360 Days
Statt Date: 7 | SemiAnnual  3650ays
e " Days In Perod
" Monthly
End Date: [1273172015 [ ——
C Daiy
Prorcted Amourt: [ + Bomower
 Seler
= Caote | Coce

The Total to Prorate, the Starting Date, the “To” or “Through” calculation option, the Ending
Date, the Total to Prorate Based On option, the Proration Based On option and the Give
Credit to option are to be entered/selected by the user and then the Calculate button is used to
perform the calculation. Clicking on the OK button will have the effect of performing the
calculation and returning the user to the Prorations screen. The Cancel button is used to exit
the screen without saving any entries or changes. The Remove button is used to delete the
proration entry’s detail, but leave the previously calculated data available for editing.

Once an entry’s detail has been entered and the OK button is clicked on, the user is returned to
the Proration screen, Information tab selected. In the sample below, $5,000 was prorated, on
an Annual, 365 Day with Credit to Borrower basis, for the period 07/01/15 to 09/23/15. Because
the Proration Calculator was used to develop the proration, all of the fields other than

Description are grayed out and cannot be edited from this form. The user can hit the =l

Proration Calculator icon to get back to the screen above, where changes can be made, if need
be.

oo =

Information | Notes |

Description: [Sample Proration

Start Date: [07/01/2015 End Date: [09/23/2015 [
Buyer Debi: Seller Debit: 115068

Buyer Credi: 115068 Seller Credi:
Add Another || Alocate Charges Cancel oK

The Add Another button can be used to add another proration item.

If a proration entry is done manually, without using the Z proration Calculator, the Override
Offsetting Entry checkbox is available. It can be used to enable the editing of the automatic
offsetting entry made after one amount is entered in one of the debit or credit fields.

The Allocate Charges checkbox, at the bottom of the screen, is used to allocate the specific
charge.
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The Cancel button will let the user abandon the addition of the proration.
The OK button will save the entry and return the user to the Proration screen.

The Notes tab, on the Proration screen will let the user add comments to the item. Those
comments will print on the Settlement Statement.

The screen shot below displays the Prorations screen. On the right of each entry, there are two
icons. The # Modify icon is used to bring up the Proration entry screen with the detail of the
selected item loaded. The 7% Delete icon is used to remove the proration item; the user will be
prompted to be sure they intended to delete the item before it is removed. These two icons
appear on all of the settlement items screens and have the same purpose on each.

Once more than one entry exists on the Prorations screen, the it Rearrange Items icon is
enabled and is used to re-order the items, for their preferred presentation on the Settlement
Statement. A screen will present that will let the user move a selected item up or down the list, as
desired.

Prorations

| gt Mew Proration I L1 Rearrange Items I

Description | Start Date | End Date | Buyer Debit | Buyer Credit | Seller Debit | Seller Credit ||
I 07/0 0 0 0 0 0
Annual Pest Cortrol service 09/23/2013 | 12/3172013 326667 326667 2| %

Position @

Iu Move Up ) Move Down I

1 County Property Taves

Annual Pest Controll service

cmee | [ox_]
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Additional Deposits

There are two sub-category entries, under the Settlement Items tree-view Additional Deposits
category: Buyer and Seller. If the main category, Additional Deposits, is highlighted, the
screen presented on the right has a Party field at the start of each record, as shown below.

Commercial Entry [00000934] - Settlement Charges

3 & | O Kl = . Q
Save & Exit | Options Print Docs | File Motes | Disburse Previous  Jump Next Title Chgs  Reset Allocations
P!

Settlement ftems L2 || Additional Deposits
Settlement Summary
Addtional Deposits [ 4 New Additional Deposit

Rent Schedule
Payoffs Allocat Party Description Amount Has Receipt
Agent Commissions Buyer Sample Additional Deposit 5.000.00
i+ Misc Commissi
der ttome By L Seler |Sample Seler Additional Depo 350000 ks

If the Buyer or Seller categories are highlighted, then the Party field is not presented and the
screen title changes to Additional Buyer (or Seller) Deposits, as shown below.

Commercial Entry [00000934] - Settlement Charges
= okl ) 4 o]

y
. = - o =
Save & Bxit | Options Print Docs  File Notes | Disburse Previous  Jump Next Title Chgs  Reset Allocations
Settlement ltems E == -
Additional Buyer Deposiis
- Settlement Summary
- Prorations
- Additional Deposits | New Additional Deposit
H Buyer
: Seller Allocated Description Amount Has Receipt
e Schce " e o Do
[+ Payoffs

Either way, when the L= New Additional Deposit icon is clicked upon, the screen below is
presented. Notes entered will present on the Settlement Statement.

New Additional Deposit =]
Information | Notes

Benefit of. [T R -

Description
Mot [
¥ Enter Receipt
I™ 3nd Party

2dd Ancther | I Alocate Charges Cancel

If the setup option is not flagged regarding requiring a receipt upon entry of an additional deposit
(really mis-named, it should be make receipt entry optional), the check box “Enter Receipt”, seen
to the right, will not present. The party for whom the deposit is for the benefit of should be
selected with the dropdown provided. Once the Description and Amount are entered, and the
user clicks on OK, the receipt entry screen will present as usual, unless the Enter Receipt
checkbox is unchecked.

*New functionality has been added in Version 10.9, A new setup option has been added in Utilities that
will allow for the default to be set under “Allow Additional Deposits Without Receipts” to be pre-
checked or not. With either default the user will be able to override the selection in the file. At the time
of delivery of 10.9 the setting will be checked to “Default Enter Receipt to Checked”
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The 3" Party checkbox will, for a properly configured system, result in a Third Party Deposit
Escrow Instruction form being generated with the receipt for the third party to sign; and, will put
3 Party deposits on a separate HUD line.

If an additional deposit is made for the Benefit of the Seller, while the user has selected the
Buyer sub-category to view, the newly entered item will not be seen until the Additional
Deposits main category or the Seller sub-category, on the tree-view, is selected.

The presence of a receipt related to the additional deposit is indicated by the checkmark on the
listing of deposits, under the Has Receipt column header, as shown above...the Buyer deposit
has a receipt, the Seller deposit does not.

Rent Schedule

The Rent Schedule Settlement Items category is used to enter details of rent prorations.

The LsF New Rent Proration icon is used to bring up the data entry screen for the detail of each
rental. The Description field is used to identify the rental, in whatever manner the user desires.
The functionality of this screen is identical to the Proration screen discussed earlier, and so will
not be described again here.

Cemmercial Entry [SLCOM?2] - Settlement Charges
& | @D & [~ . 4 .
Save&Exit | gptions | Prnt * Docs | FileNotes | Disburse Previous  Jump Nedt Title Chgs ~ Reset Allocations
Settlement ftems
o ||| Rent Schedule
Settlement Summary
Prorations
t| Additional Deposits |4 New Rent Proration | 14 Rearrange Items | & Print
- Rent Schedule
it Payoffs Allocated Description Start Date | End Date | Buyer Debit | Buyer Credit | Seller Debit | Seller Credit
" ot Commisions T e I T T T v
- Misc Commissi
o Lo ne.:;;‘ Suite 200 March Rert 03/16/2011 | 04/01/2011 490323 490323 2%
Escrow Charges Sute 300 March Rent 03/16/2011 | 04/01/2011 155178 155178 e
Title Charges Suite 400 March Rert 03/16/2011 | 04/0172011 2167.74 2.167.74 /%
Recording Fees = —
Ackitional Chorges Sute 500 March Rert 03/16/2011 | 04/01/2011 771613 771613 e
1 C"""" ;;’“; Rent Proration =]
¢ Charges By Seller ;
Information | Motes |
Description: |
Start Date: | B  EdDate | [E =1| T Ovemde Offseting Entry
Buyer Debit: | Seller Debit: |
Buyer Credt: | Seller Credit; |
Add Arother | T Allocate Charges Cancel

The “* Print icon will generate a report of all of the items entered, in a complete Rent
Schedule.

Once more than one entry exists on the Rent Schedule screen, the it Rearrange Items icon is
enabled and is used to re-order the items, for their preferred presentation on the Settlement
Statement. A screen will present that will let the user move a selected item up or down the list, as
desired.
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Payoffs

As with the Additional Deposits category, in the Settlement Items tree-view, there are two sub-
category entries, under the Settlement Items tree-view Payoffs category: Buyer and Seller. If
the main category, Payoffs, is highlighted, the screen presented on the right has a Party field at
the start of each record, as shown below.

Commercial Entry [00000934] - Settlement Charges
. & | D J = 4 LTI F-Y
Save & Eiit | Options | Print Docs  FileNotes | Disburse ~ | Previous  Jump Next Title Chgs  Reset Allocations
Settlement ems
S = || Payoffs
Settlement Summary
Prorations
Additional Deposits New Payoff | & Print
Rent Schedule = )f o
- Payoffs Allocated | Party, Payoff To Loan Number Amount
- Buyer Seller  Bank of America (ABA) BHEH | 943734815
L. sl
Aert Commissions Sellr | Wells Fargo Bank 9813215 2016285420 | | %

If the Buyer or Seller categories are highlighted, then the Party field is not presented and the
screen title changes to Buyer Payoffs (or Seller Payoffs).

Either way, when the Lsr New Payoff icon is clicked upon, the screen below is presented. It is
the same as that seen in Residential files in Impact, with the only change being that the “Benefit
of:” field, at the top of the screen, is open for the user to make a selection of either Buyer or
Seller. Buyer/Borrower is the default entry.

Payoff Details ==
) NAF
@ lIssue Check for Payoff (" lssus Wirefor Payoff (" Net Funding
58 Al Fuyer/Borower ~

Payoff First Mortgage: [~
[

[

[

[

Payoff To
Address #1

Address H#2:

Gty. State and Zip
Loan Humber
Wioric Number: | Ed: |

Fax Number:

Wire Information

Bank Name: |
Bank ABA
Bank Account

Other Reference: |

Principal Balance:

Interest Days./Year: |265 Days | Interest Star Dt B v]  ierest End Dt &
Prorate By: |Per Diem - Per Diem: Total Interest:
Adtonsl Charges
| = New Additicnal Charge
Description Amount
No records found.
Total 0.00
Add Arother | T Alocate Charges Caloste | Cancel |[_0K

The reader is referred to the earlier discussion of the Payoff Details screen, in this
documentation, for full details — they will not be repeated here.

The %= Print icon, on the main Payoffs screen, will generate a Payoff Schedule of all of the
payoffs that have been entered.
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Agent Commissions

The Agent Commissions category of Settlement Items is where the Listing and Selling Brokers’
commissions are defined and detailed. The screen shot below reflects a file with a Listing Agent,
a Selling Agent and one Other Agent. The screen presented is that which is displayed when the
Agent Commissions category is highlighted in the tree-view.

Commercial Entry [00000924] - Settlement Charges

¢ & | o ful = | . &
Save & it gptions | Print Docs | FileNotes | Disburse ~ | Previous  Jump Next Title Chgs  Reset Allocations

f

Seitlement f — -
o= Lgk ent Commissions Z

- Settlement Summary

.. Prorations 1 The total commission has not been entered H

- Additional Deposits

~ Rent Schedule

- Payoffs Bass Amount  x  Percent = Total Commission

| Buyer 57,101,756.00 0 0.00

“ Seller

- Agent Commissions

-~ Misc Commissions
- Lender hems By Lender Agent Breakdown
TE“’ME"" Charges Allocated Percent | Total Amount | Buyer Debit | Buyer Credit | Seller Debit | Seller Credit
P o P e e st I
Additional Charges Office Locators. LLC 1.3889% 793,086.29 793,086.29
Property Taxes
- Ch Y By P y Better Gardens and Homes 5% 285,508.78 285,508.78 /
- Charges By Buyer
- Charges By Seller

The top of the Agent Commissions summary screen, on the right, reflects Base Amount
(begins with the total of Sales Prices — but can be changed) and the overall Percent (when it has
been entered) and the Total Commission to be distributed among the agents. Note, in the
screen shot above, that the I\ warning, at the top of the Agent Commissions summary that “The
total commission has not been entered.” This is because, in this example, the information has
yet to be provided. The Ve Modify icon, at the top right of the Agent Commissions summary
screen, is used to open the edit screen for the Total Commissions, which has three fields on it,
as shown here.

If the Base Amount is not the sum of the sales prices of the properties, enter the appropriate
value in that field. If the overall commission is then a percentage of the Base Amount (rather
than a hard total), then enter the percentage (enter 3 for 3.00%, for example); once a percentage
is entered, the Total Commission will be calculated. If the Total Commission is not a
percentage of the Base Amount, leave the Percent field blank and enter the Total Commission

manually.
y Commissions @
Base Amount: 57.101,756.00

Once a Total Commission amount has been entered, the e « [ 3
agent breakdowns must balance to it before the user can

Total Commission: 1,713,062 68
leave the Settlement ltems screens.

Cancel | oK |

The bottom of the Agent Commissions screen reflects the Agent Breakdown section, which, to
start, reflects just the agent names and their commission summary information. There are up to
three sub-categories to the Agent Commissions category: Listing, Selling and Other Agents.
When the Settlement Items tree-view category is expanded, and one of the sub-categories is
highlighted, the information displayed on the right side of the screen will change to that agent’s
detailed commission information, as shown below.
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Commercial Entry [00000934] - Settlement Charges

& | [ ] Wi 4 @ F-Y
Save &Eiit | Options | Print | Docs | FileNotes Dishurse ~  Previous Jump Next Title Chgs ~ Reset Allocations
Scitiement fems | || Agent G wl 7
Seftlement Summary
Prorations Office Reaty, Inc. Listing Agent #1
- Additionsi Deposits AtinTo: . Hler, .
s:’;;sd"”‘ Reference Number.
el Home Number. Cell Number.
Work Number: Fax Number:
Seller =
Agent Commissions
-Office Realty, Inc Curent Address: 12354 Street Road
-Offce Locators, LLC
Befter Gardens and Homes
Misc Commissions Commission Breakdown
Lender tems By Lender
Escrow Charges Agert Percent 1111 Buyer Debit Seller Debit 63445761
- Title Charges Agent Amount 63245761 Buyer Credit Seller Credit
- Recording Fees
Seles Tax Percent: Buyer Debit Seller Debit
Addtional Charges Sales Tax Amount 000
Property Taxes
Charges By Property Due Sub-Agerts 0.00
Charges By Buyer {Less) Credits: 0.00
Charges By Seller Due Agent: 634.457.61

The /" Modify icon, in the upper right corner of the Agent Commission screen, of the selected
agent, will bring up the screen presented below. The 7 Modify icon on this screen will let the
user edit the party information for the selected agent. There are four tabs on the screen:

e The Information tab is where the agent’s commission is calculated or manually entered.
Depending on system configuration, the Agent Percent will either be a percentage of the base
amount or of the total commission. The percentage can be taken out to four (4) decimal places.
Once a value is entered in the field, the Agent Amount will calculate, and will be defaulted to the
Seller Debit field. It can be manually split or moved by the user. If the commission is a POC’d
item, details are entered at the bottom of this tab, starting with checking the POC: checkbox.

Agent Commission ==l
Office Realty, Inc. Z
None Listing Agent

AtnTo: S Eler, . Bill to Customer
Reference Number
Home Number Cell Number,
Work Number, Fax Number,
Email
& Information | Sales Tax | Sub-Agents | & Notes i
Agent Percert: [.1111 Agent Amount 63445761  Due Sub-Agents: 0.00
Buyer Debit Seller Dbt 634,457 61 (Less) Credts:
Buyer Credt Seller Credt Due Agent: 634,457.61
‘ POC ‘
poc: ™
Amount:
Paid By: [None
Description: |
[~ Alocate Charges Cancel

e Sales Tax — if applicable, sales tax information is entered on the tab of that name. The Sales
Tax Percent is entered and the Sales Tax Amount will calculate. The user can move or split the
amount as needed between parties.

Sales Tax Percent:
Buyer Debit:

Sales Tax Amount: ™ AMlocate Charges
Seller Debit:
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Sub-Agents — an unlimited number of sub-agent entries can be made. When the Sub-Agents

tab is clicked on, a listing of existing entries will be presented, and at that top of the tab the L==
New Sub-Agent icon is used to bring up the data entry screen for the sub-agent, shown here.
The amount can either be entered directly, or calculated as a percentage of the agent’s total.
The Description field, at the bottom of each sub-agent screen, is used to enter a description that
will carry through to the sub-agents’ checks. If the Title Company is the payee, it should be

selected via the 33 Lookup icon next to the Company Name field. This will open the Income
Code field for a selection.

Sub-Agent ==
£ NAF
Company Name: | 2a]| 2
Agent Name: |
Address #1: | I Foreign Address
Address #2: |
cy: | State: ~| ZpCode
Percent: of $634.457 €1
Amourt:
Description:
Income Code: [ - ore =]
Add Ancther Cancel

Notes — notes entered on an agent commission, or sub-agent commission, via the Notes tabs,
will present on the Settlement Statement.

Miscellaneous Commissions

The Miscellaneous Commission Settlement Item category is used to enter any additional

charge that should appear in the Commission section of the Settlement Statement. When the L=-
New Misc Commission icon is clicked upon, the following screen will present (absent of any
data). The description of the item and the amount to be debited or credited for buyers and sellers
are entered in the top third of the screen.

Misc Commission \EI

&) NAF

@ Information | Notes |

Descrption: [Sample Seller Credi for 1/2 of 2 Buyer Charge]

The Total Amount field seen on this et [T Sl Debt. [

screen, and many of the other ByecCrodt [ 200 skrCedt [ [t [ 000 |
Settlement Item screens, will reflect s |
the net disbursable dollars. In the —
sample on the right, a seller credit of e
$200 is being applied to a buyer _ ‘ND”E
charge of $400. This demonstrates -
= . ||Payee Ininrlnalmnl I 44 Q||
providing the credit on the same entry —————
as the charge. Adress #1: | P
Address #2: |
Giy: | State ~| Zp Code,
Separate Check: [
™ Alocate Charges Cancel
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If the item is a POC item (complete or partial), that detail is entered in the middle of the screen.

The Payee Information is entered at the bottom of the screen. The &4 search for Payee icon is
used to bring up a listing of all parties entered on the file, for selection of one as the payee.

There is the ability to edit the parties, from the listing presented, if need be. The E’ NAF icon will
be enabled when the cursor is placed in the Name field, so the user can select from the NAF for
the payee. If the payee is not a party and is not in the NAF, the user can simply enter the payee’s
information. The € Remove Payee icon will be enabled once payee data is entered via the &3
Search for Payee icon and clicking on it will clear all of the Payee Information fields.

The Separate Check checkbox is used to separate this charge from any other charges to the
same payee.

Notes entered on Miscellaneous Commission entries will present on the Settlement Statement.

Lender Items by Lender / Lender Items by Category

The Lender Items category of Settlement items, cover the following charge sub-categories:
Loan Charges
Loan Paid in Advance

Reserves

Lender SummaryThe E toggle icon, to the right of the Collapse All button at the bottom of the
Settlement Items tree-view, is used to alter how the Lender Items are presented. There are two
options: Lender Items by Lender and Lender Items by Category. The resulting presentation
alternatives are shown below.

Settlement ltems | b Settlement kems | &b
- Settlement Summary - Settlement Summary
. Prorations - Prorations
(- Additional Deposits (- Additional Deposits
- Rent Schedule - Rent Schedule
- Payoffs - Payoffs
- Agent Commissions - Agent Commissions
£ Lender ltems By Lender < P || = Lender tems By Category
eI~ Wells Fargo Bank, NA, =g
-- Barik of America, NA - Wells Fargo Bank, NA
El- Reatty Lenders, Inc . Bank of America, NA
Loan Charges Realty Lenders, Inc

i Loan Paid in Advance an Paid in Advance

-Reserves [l- Reserves
----- Lender Summary [ Lender Summary

- Escrow Charges [+ Escrow Charges |

- Title Charges - Title Charges

- Recording Fees - Recording Fees

- Additional Charges - Additional Charges

- Property Taxes - Property Taxes
(- Charges By Buyer (- Charges By Buyer
(- Charges By Seller - Charges By Seller

Expand Al I Callapse Al E E=pand &ll I Collapse All | E

When the Lender Items by Lender option is presented, and a lender is highlighted, the
Lender Summary screen is presented on the right side of the Settlement Items screen, showing
the gross loan amount, the amount withheld and the net amount due from the lender. A listing of
the withheld items is also presented. Additional functionality has been added to the Lender
Summary screen to allow for a wire-in to be anticipated for the net loan proceeds amount. Full
details of this functionality are provided later in this manual.
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As specific charge categories, under a lender are then selected on the tree-view, a listing of any
charges entered for that sub-category, for that lender, will be presented on the right side of the
screen and new items can be added there.

Settlement Items

21| Lender Summary

- Settlement Summary

- Prorations

(= Additional Deposits

Lo Buyer

‘- Seller

Rent Schedule

= Payoffs

- Buper

S Seller

(= Agent Commissions
i Alpha Real Estate
i Omega Real Estats
‘- Realty Consultants

Misc Commissions

= Lender ltems By Lender

=

- Loan Paid in Advance
- Reserves
- Lender Summary
Escrow Charges
Title Charges
Recording Fees
Additional Charges
Property Taxes

Ficus Bank

Loan #:

Loan Amount:

111
150,000,000.00

|z print || g wire In |

Loan Amount

“withheld Amount

Due From Lender

150,000,000.00

995.00

149,999,005.00

Items Withheld from Loan

Appraisal Fee

Description

Amount

E95.00

Lender Processing Fee

150.00

When the Lender Items by Lender option is presented, a lender is selected, and the Lender

Summary is highlighted the Lender Summary screen is presented on the right side of the
Settlement Items screen, showing the gross loan amount, the amount withheld and the net
amount due from the lender. A listing of the withheld items is also presented. As specific charge
categories, under a lender are then selected on the tree-view, a listing of any charges entered for
that sub-category, for that lender, will be presented on the right side of the screen and new items
can be added there.

When the Lender Items by Category option is presented, and the main category heading is
highlighted, a Summary of Lender Items by Category screen is presented on the right side of
the screen, as shown below.

Settlement ltems

- Settlement Summary

- Prorations

[+ Additional Deposits

-- Rent Schedule

[+ Payoffs

[+- Agent Commissions

- Misc Commissions

—- Lender Items By Lender
[} Ficuz Bank

Loan Charges

Loan Paid in Advance

Reserves
nider Summary
‘Wells Fargo Bank

- Escrow Charges

- Title Charges

- Recording Fees

- Additional Charges

- Property Taxes

Lender Summary Loan #: 111
Fiouz Bank Loan Amount:  150,000,000.00
Loan Amount Withheld Amount Due From Lender
150,000,000.00 935.00 149,933,005.00
Iltems Withheld from Loan
Description | Amount
Appraisal Fee E95.0
Lender Processing Fee 150.0
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When the Lender Items by Category option is presented, and the sub-category heading for a
charge type is highlighted, a Summary of [the sub-category selected] screen is presented.

Settlement ltems
|Summaly of Lender Items By Category |
- Settlement Summary
- Prorations
[ Additional Deposits ;
Rent Schedule Category Buyer Credits Seller Debits Seller Credits Withheld
- Payoffs
- Agent Commissions Loan Charges 4,000.00 0.00 0.00 -4,000.00
sl Loan Paid in Advance 0.00 0.00 .00 72.03358
=} Lender items By Category
Loan Charges Reserves 0.00 0.00 0.00 0.00
El- Loan Paid in Advance
[ Reserves Totals 4,000.00 0.00 0.00 68.033.68
(- Lender Summary
Escmu Chamae
The Summary of Loan Charges screen is an example, shown below.
Settlement tems |Summary of Loan Charges
Settlement Summary
- Prorations
[+- Additional Deposits
Rent Schedule Lender Buyer Credits Seller Debits Seller Credits Withheld
[#- Payoffs
[+ Agent Commissions Ficus Bank 0.00 0.00 0.00 99500
Misc Commissions
- Lender Iltems By Calegory Wells Fargo Bank 0.00 0.00 0.00 0.00
2 e Totals 0.00 0.00 0.00 995.00
Fiemr B
. wels Fargo Bank
- Loan Paid in Advance
Reserves
- Lender Summary

When a lender name is highlighted, under the sub-category heading, a listing of any charges
entered for that sub-category, for that lender, will be presented on the right side of the screen and

new items can

be added there. Each will be discussed below.

Settlement Items

- Settlement Summary
- Prorations

- Additional Deposits

- Rent Schedule

- Payoffs

- Agent Commissions

-~ Misc Commissions

Wells Fargo Bank
[#- Loan Paid in Advance
#- Resarves
[#- Lender Summary

Loan Charges

Ficus Bank

Loan Amount:  150,000,000.00

Loan #: 111

| ek Mewi Loan Charge | 1L Rearrange Items

Allocated | Description Buyer Debit Buyer Credit Seller Debit Seller Credit | |
Appraizal Fee £95.00 PR
Lender Processing Fes 1580.00 Flw
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Loan Charges

The Loan Charges screen, reached via the L5 New Loan Charge icon and shown below, will
have the lender name defaulted from the path taken to get to the screen or will be the first lender,
if the path taken was not through a lender reference. It can be changed, if need be, with the
Lender dropdown arrow. The lender’'s Loan Amount will present to the right.

The Type of loan charge should be selected from the dropdown for that field. The options are

shown to the right, below.

|Other

Loan Origination Fes
Loan Discourt
Appraisal Fee

=

/

Loan Charges

@ Information |
RO Vells Fargo Bank, NA - ount:  30,000,000.00
Type: |Other |
Diescription: ‘
Percent:
Buyer Debit: Seller Debit:
Buyer Credit Seller Credit Total Amourt: 0.00
POC |
poc: I Withheld: [
Amourt:
Paid By: [Maone

Description: |

Payee Information & 2 |

Address #1 ™ Foreign Address

Address H#2.

[

[

[
Separate Check: [

Credit Report
Lenders Inspection Fee
Mortage Ins Appl Fee

Assumption Fes

If the Type of charge selected is Loan
Origination or Loan Discount, the Percent
and Total fields will be enabled so the
percentage to utilize for the charge can be
entered. With either of these two charge
types, the credit amount fields will be disabled
and debits calculated will be applied to the
party the loan is for the benefit of. The Payee
Information, on these two types, will default
to the lender and will be locked, but can be

removed with the €. Remove Payee icon,
then can be linked to another party with the

&4 search for Payee icon or manually

City: State: | Zip Code:
I lssue Wire J
Add Ancther | [ Allocate Charges Cancel

entered (with the by | NAF, if desired).

POC and Payee Information are

Loan Charges

the same as with the
Miscellaneous Commission

==
£ NAF

. " @ Information | Notes |
screen, with the addition of the
. Lender. [Wells Fargo Bank. NA ~| Loan Amourt:  30,00,000.00

Withheld checkbox. For a fully T

ype: [Cther ~|
POC,d Itema a “$O-OO” entry mUSt Description |LendarCred'rHorAppmisal
be entered in one of the amount Percent
fields for the line item to appear fayer Debt seller Dett

. B Credi 4,000.00 Seller Credt: Total Withheld: -4.000.00
on the statement. The $0.00 will e et oe e
. . POC

not print in the amount column. |

poc: I Withheld:
Lender credits, when being bz

Paid Bhe ’Mr\i

overfunded, are managed by

entering a buyer or seller credit (as applicable) and the Withheld checkbox would be checked (as
shown to the right). Note that the Total Amount field name changes to Total Withheld.

The Lender Summary for the lender identified would show the negative withhold, representing

the overfunding.
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When configured for Receivables, if the loan amount is less than the fees being withheld
(including payoffs marked as net funding), the system will reflect a Due to Lender amount on the
Loan Summary screen and a disbursement to the lender will be created.

Loan Paid in Advance

The Loan Paid in Advance item type has a similar data entry screen to the Loan Charges
screen (bottom two-thirds are identical) but the top third is a bit different, and can vary depending
on the Type of item being entered.

Loan Paid In Advance ==
) NaF
& Information | Motes |
Lender: |Wells Fargo Bank, NA | Loan Amount: 30,000,000.00
Type: |Other ﬂ < —— | Other j
o Daily Interest
Description: | Mortgage Insurance Premium
Hazard Insurance Premium

BuyerDebit: [  SellerDebit: [

BuerCredi: [  SelerCredt: | Total Amourt: [ 0.00

| BOC |
There are four Types of Loan Paid in Advance items, as shown above, and discussed in the
next section.

Daily Interest

If Daily Interest is selected, that text will fill the Description field and three new fields will present
below Description: Start Date, End Date and Per Diem.

The user can enter

Loan Paid In Advance |E|
@nar | values or click on the =
@ Information | Notes | | Calculate Proration
Lender: |Wells Fargo Bark, NA ﬂ Loan Amount:  30.000,000.00 button to pU” up that
Type: [Daly st = tool.A  per Diem

calculator is available for

Description: |Daih’ Interest

lStart Date: End Date: Per Diem: ’7 Computlng the Per Diem

1 St ORtT—| amount.
Buyer Credit: Seller Credit: Total Amount: | Interest Proration @
| POC Proration Based On
Proration Type:  ||[g=8i=0 h " 360 Days
Per Diem: 525375 {+ 365 Days
The Proration Type options are Interest and Per Diem, and Start Date: [11/01/2008 [
the field below will change its labelling depending on the To 2
selection made. The user should enter the appropriate value EndDee: [11/152014
Prorated Amount: 735.53

(either the per diem amount or the interest rate) in the field
provided. Either value can contain up to four (4) decimal
places.

Bemove Cancel
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The user should enter the Start Date and End Date and select the appropriate Proration Based On
factor (360 or 365 Days). The field between the dates will let the user select whether the calculation is to
be “To” or “Through” the End Date.

Once all fields are addressed, the Calculate button will compute the Prorated Amount.

When the charge is manually entered, the Per Diem field is available for entry, and will appear on
the statement.

Mortgage Insurance Premium

If the Type selected is Mortgage Insurance Premium, that text will fill the Description field and
a Period field will be added to the screen. The user should enter the time period in the Period
field, (“6 months” or “1 year”, for example), and then enter the appropriate dollar amount in the
Buyer Debit column (or split the charge as agreed upon by the parties). The credit fields are
available as needed.

Loan Paid In Advance [==]
8 NAF
@ Information | Notes |
Lender: |Wells Fargo Bark, NA | Loan Amount: 30,000,000.00
Type: |Mortgage Insurance Premium j

Description: |M0rtgage Insurance Premium

| Period: |6 months |
Buyer Debit: 14.500.00 Seller Debit:
Buyer Credit: Seller Credit: Total Amount: 14,500.00

| POC |

Hazard Insurance Premium

The Hazard Insurance Premium type behaves exactly as the Mortgage Insurance Premium
type, with just the Description changing. (no screen shot is provided) Again, the Period entry is
the time period (“6 months” or “1 year”, for example).

Other

The Other Paid in Advance expense type, when selected, will open up the Description field for
user edit, and will remove the supplemental field(s) of the other types of Paid in Advance items.

Loan Paid In Advance (=]
B NAF
@ Information | Nates |
Lender: | Wels Fargo Bark. NA | Loan Amourt: 30,000.000.00
Type: |Other =
Description: |

Buyer Debit: Seller Debit:
Buyer Credit: Seller Credit: Total Amount: 0.00

| D |
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Reserves

The Reserve Item with Lender data entry screen is used to record lender reserves for Hazard
Insurance, Mortgage Insurance, City Property Taxes, County Property Taxes, Annual
Assessments or Other. The user should select the Type being entered, from the dropdown.
There is the routine POC section of the screen. The Payee Information section can be used to

designate a payee other than the lender, if applicable.

Reserve tem with Lender (=)
NAF
# Information | Notes |
Lender Loan Amount:  30,000,000.00
Type: [Cther -

IOther j

Description:
Morths: [ X PerMomth: [

BuyerDebit: [ SelerDebw: [

BuyerCredit: | SelerCredt: [ Tot Amount: [ 0.00

POC ‘

poc. I Withheld: [~
Amourt:
Paid By: [None
Description: |
Payee Information ®M e
Name: [Wells Fargo Bank. NA
Address #1: [100 Main Street [~ Foreign Address
Address #2: |
Ciy: [Phoenix Siate: [AZ  Zip Code: [85001
Separate Check: [ | I Issue Wire ‘l
Add Ancther | [ Alocate Charges Cancel

Hazard Insurance
Mortgage Insurance

Annual Assesments

Selecting any Type other than Other, will force the type selected into the Description field.
Selecting Other will leave that field open for the user to enter any description desired.

If the charge should be calculated, the number of Months and the dollars Per Month should be
entered and the total will calculate, and the debit will be applied to the party the loan is for the

benefit of, and the other fields will be locked.

If the charge is not to be calculated, no amounts should be entered in the Months and Per
Month fields and the appropriate amounts are then entered, by the user, in the applicable debit

&/or credit buckets.

The Payee Information section starts with the Lender’s information in it, but provides for altering the
payee on the charge to any party on the file. A Party Selection screen is brought up when the &3 Payee
Selection icon is clicked on. The € Remove Payee icon can be used to clear the Payee Information

and then any payee’s information can be entered.

There is a Separate Check checkbox, if the payment is to be isolated from others to the same payee.
The label will switch to Separate Wire, if the Issue Wire checkbox is checked.
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There is an Issue Wire checkbox, at the bottom of the charge [Wememee =
screen, (shown on previous screen shot) that is checked if the Payo Loan Nomer
payment is to be made by wire. Wires prepared in this | """ ="
manner will not be sent immediately, but will be presented as Bark Nare
Pending Wires in the Disbursement function. The ellipse _—
(...) button will be activated if the Issue Wire checkbox is Gt Nome/Acc Hokler
checked. When the ellipse (...) button is checked, a Wire | === |
Information screen will be presented onto which data about Bark Nam
the wire can be entered. If information has been entered on fra e Te
the payee during Party entry, it will be presented on this |/
screen. If the payee information has been pulled from the
NAF, and wiring information has been entered in the NAF for
the payee, some of the data on this screen will be auto- s |[ ¢ ]
populated.

L

Wires can be prepared in advance, on Commercial files, in the following sections:

Loan Charges Title Charges
Reserves Recording Fees
Loan Paid in Advance Additional Charges
Escrow Charges Property Taxes

Commissions — if the Agent has wire information entered, then a wire is prepped

Commercial File Notes

—relating to Buyer Refunds: If the Buyers have been fractionalized, and any particular buyer has wiring
information entered for him/her, a wire will be prepared for that buyer’s portion of the refund. If the
Buyers have not been fractionalized, and the buyer in first position has wiring information entered for
him/her, a wire will be prepared for the buyer refund.

— relating to Seller Proceeds: If the Sellers have been fractionalized, and any particular seller has
wiring information entered for him/her, a wire will be prepared for that seller’s portion of the proceeds. If
the Sellers have not been fractionalized, and the seller in first position has wiring information entered for
him/her, a wire will be prepared for the seller proceeds.
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Escrow Charges

The Escrow Charges Settlement Items category is used to enter escrow charges. The LgrF New
Escrow Charge icon is used to create a new entry.

The Escrow Charges item entry screen has the same POC and Payee Information sections on
it as the Loan Charges screen does.

The top portion of the screen concerns the charge information. There is, currently only one
charge type (Escrow Charge) and that defaults in the Type field. It is possible other Types may
be added in the future.

Escrow Charges 3
MAF

@ Information | Motes |

Type: | Escrow Charge j

Description: |Escr0w Charge

Income Cods: | - None 4|

Buyer Debit: Seller Diebit:
Buyer Credit: Seller Credi: Total Amount: 0.00

| PO |

The Description field will default to “Escrow Charge” but the user can edit the charge
description.

Should the charge be a Company fee, the appropriate Income Code should be selected for the
charge being entered, using the dropdown list. Once an income code is selected, the Payee
Information section of the screen will auto-fill with the Company Name (: T payee information)
and Branch Address. The Payee Information fields will then also be grayed out and will be not
be able to be edited.

The user should enter the charge figures in the appropriate debit/credit fields.

Notes can be added and will appear on the Settlement Statement.
Title Charges

The Title Charges Settlement Items category is used to enter title charges and lender & owner
policy premiums. The L=r New Title Charge icon is used to create a new entry.

The Title Charges item entry screen has the same POC and Payee Information sections on it
as the Escrow Charges screen does.
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The top portion of the screen concerns the charge information. There are, currently, five charge
types (Title Charge, Lenders Policy, Owners Policy, Other Policy Charges, and
Endorsements) and Title Charge defaults in the Type field. Itis possible other Types may be
added in the future.

Title Charges 23
&) NAF
& Information | Notes |
Type: |Trt|e Charge jv\
Description: |Trt|e Charge \ :Hl
Income Code: | - None ﬂ Lk
Lenders Paoli
Lisbity From:  [None Owners PD";"_:’
Liability: Cther Policy Charges
Buyer Debit: Seller Debit: Endorsements

Buyer Credit: Seller Credit: Total Amount: 0.00

| [nTaYad |

When the Lenders Policy, Owners Policy, Other Policy Charges, or Endorsement types are
selected, the Description field will default with the text selected, but will be left editable so the

user can describe the policy being issued. The &3 Search icon can be used to select a
Description from the Policy and Endorsement menus, for the underwriter on the file, if the
Lenders Policy, Owners Policy or Endorsements Types are selected. If the underwriter on
the file does not have policy and endorsement menus established for policy production in the
database (such as an “Outside Title” underwriter), the user will be presented with a listing that
can be maintained by the business (via the Utilities module). The list box will be blank until the
business adds items to the listing. A business-maintained listing is present when the Type of
Other Policy Charges is selected.

If the Lenders Policy type is selected, the Liability From field will be activated and the user will
need to select the Lender to use to drive the value entered in the Liability From field; the
lender’s loan amount will populate the Liability From field. The field will remain editable so the
user can change the liability amount.

If the Owners Policy type is selected, the gross sales price aggregate will be entered in the
Liability From field. The field will remain editable so the user can change the liability amount.

If the Other Policy Charges type is selected, the Liability From field will be deactivated and the
user can manually enter a Liability amount.

Should the charge be a Company fee, the appropriate Income Code should be selected for the
charge being entered, using the dropdown list. Once an income code is selected, the Payee
Information section of the screen will auto-fill with the Company Name (: T payee information)
and Branch Address. The Payee Information fields will then also be grayed out and will be not
be able to be edited.

The user should enter the charge in the appropriate debit/credit fields.

Notes can be added and will appear on the Settlement Statement.
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Recording Fees
The Recording Fees Settlement ltems category is used to enter recording fees. The Lg= New
Recording Fee icon is used to create a new entry.

The Recording Fee item entry screen also has the POC and Payee Information sections.
There are six Types of fees that can be selected, as shown in the screen shot below.

Recording Fee =]
%) NAF
Information | Notes |
L
Type: |Other ﬂﬂ—b |Other j
Property: |N0ne Recording Fee
City/County Taw/Stamps
Description: | State Taw/Stamp
City Transfer Tax
Income Code: | - None | Courty Transfer Tax
Deed 5: Mortgage S:

Buyer Debit: Seller Debit:
Buyer Credit: Seller Credit: Total Amourt: 0.00

| DO |

Should the charge be a Company fee, the appropriate Income Code should be selected for the
charge being entered, using the dropdown list. Once an income code is selected, the Payee
Information section of the screen will auto-fill with the Company Name (: T payee information)
and Branch Address. The Payee Information fields will then also be grayed out and will be not
be able to be edited.

All of the Types, except for “Other”, when selected will have their text auto-fill the Description
field but the user field will remain editable. The “Other” type will leave the Description field blank
and open for editing by the user.

When the “Recording Fee” type is selected, the Deed $, Mortgage $ and Release $ fields will
be opened up for data entry. As dollar amounts are entered in those fields, they will pass also to
the debit fields: the Deed $ and Mortgage $ amounts will sum into the Buyer Debit field and the
Release $ amount will auto-fill the Seller Debit column. The user may move those amounts.

The Property field is used to tie fees to a particular property. Rates cannot be calculated if a
property is not identified. If a property is deleted, and there are recording fees tied to it, the user
will be warned that

. Recording F (=]
the charges will be M > aF
deleted, along with . _

Information | Notes |

the property.

Type: |Recor\:|ing Fee j
If the rate tables Froperty:  [10835 N 25th Ave . Phoenix, AZ 85028 =l
have not been Description: |Recording Fee
eStabIIShed for the Income Code: |42DD - Recording ﬂ
Cou nty of the - Deed §: ’7 Mortgage §: Release §:
Pro perty, a warning Buyer Debit: Seller Debit: I Eiissf;ru':”‘ﬂ' AZ have not
like that shiown to ByerCredt: | SelerCreck: | o Ferourt | 500
the right will |
present. Foc
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If there is no such warning, the traditional recording fee calculation screen can be utilized, called
for with the Z Recording Fee Calculator icon. (In this sample, the county was forced to be
wrong, for demonstration purposes).

When the City/County Tax/Stamps expense Type is selected, the screen will alter somewhat.
The Release $ field is disabled, as it is not required. Dollars entered manually into the Deed $

and Mortgage $ fields do not auto-fill any of the debit/credit fields. The Z Calculator icon will
be enabled if rates have been entered for the property city &or county. A message that the rates
have not been set up will be presented if that is the case.

The State Tax/Stamp expense Type behaves the same as the City/County Tax/Stamps type.

The City and County Transfer Tax expense Types disable all three of the document type fields.
The calculator button will be enabled if rates have been entered for the city &/or county. A
message that the rates have not been set up will be presented if that is the case.

Additional Charges

The Additional Charge Settlement Items entry screen is used to enter charges that do not fall
into the other categories. The Lg= New Additional Charge icon is used to create a new entry.

The POC and Payee Information sections are on this screen as well.

Additional Charge 23
MNAF
Information | Motes |
Description: |
Income Code: | - None ﬂ

Buyer Debit: Seller Debit: :l
Buyer Credit: Seller Credit: Total Amount: 0.00

L poc |

The user can enter whatever Description is desired, and can enter the amounts in the
appropriate debit/credit fields. The & proration Calculator can be used as well.

Should the charge be a Company fee, the appropriate Income Code should be selected for the
charge being entered, using the dropdown list. Once an income code is selected, the Payee
Information section of the screen will auto-fill with the Company Name (: T payee information)
and Branch Address. The Payee Information fields will then also be grayed out and will be not
be able to be edited.
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Property Taxes

The Property Taxes Settlement Items entry screen is used to enter property tax charges. The
L= New Property Tax icon is used to create a new entry.

The POC and Payee Information sections are on this screen as well.

Property Tax | 23|
L) NAF
Information | Motes |
Property: |Mane u
Description: | N
one
Buyer Debit: Seller Debit: il None
Buyer Credit: ’7 Seller Credit: ’7 Total Amount: liﬂ EE‘ISEIE r2:t %ﬂﬁteanTHESSACEEEB?EEE
| 21071 Newtown Street, Costa Mesa, C
32101 Bright Drive, Glendale, CA 51201

The Property the tax charge is related to is selected via the dropdown arrow to the right of the
field.

The user can enter whatever Description is desired, and can enter the amounts in the
appropriate debit/credit fields. The Z proration Calculator can be used as well.

Charges by Buyer (and Seller)

The Charges by Buyer (and Seller) entries, on the Settlement Items tree, let the user see aggregations
of the charges by each buyer and seller by the categories they were entered into. A sample is shown
below (clearly with test data).

Setlement ltems .|| [Property St y
- Settlement Summary
Prorations Metro Center Realty Holdings. LLC
- Additional Deposits Alocated Description Seller Debit | Seller Credit B
Rent Schedule =
- Payoffs Sales Price
- Agent Commissions 10835 N. 25th. Ave. Phoenix, AZ 85029 25,650,000.00 |~
- Misc Commissions - -
i teme By Cat 10837 N. 25th. Ave.. Phoenix, AZ 85028 18.753.000.00 |/~
- Escrow Charges 10838 N. 25th. Ave.. Phoenix, AZ 85028 12.698.756.00 |/
- Title Charges Prorations
,E“imald"g:a“ Courty Property Taxss 115068 2%
Propesty. T Anrual Pest Controll servics 326667 | # | &
- Charges By Buyer Additional Deposits
Narth Twenty-Fith Ave. Vertures -
Ventura, Bill B Sample Seller Addttional Depo 350000 | # | K|
[l-Charges By Seller Commissions
Metro Center Reatty Holdings, LLC [ — 2045761 7
Better Gardens and Homes 285,508.78 7z
Office: Locators, LLC 793,086.29 &
Misc Commissions
200.00 2R
Escrow Charges
Escrow Charge 9.200.00 2|
Title Charges
Owners Policy 37,000.00 2%
Recording Fees
Recording Fee 750.00 2%
Payoffs
Eqand Al | Collapscal [ Bark of America (AB 943734315 =

The # Editand * Delete icons to the right of some items indicate they can be edited or deleted from
this screen.

That completes the discussion of Settlement Items.
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Settlement Statements

The Settlement Statement template files in use in the past were replaced with a single new
template with version 7.6 of Impact/SQL. Customization at any site was preserved.

Settlement Statements, on Commercial files, can be

Fractional statements. These statements will divide up [ e oeement |
the transaction figures by the parties’ ownership Escrow File # 00000334
interests. Fractional statements are only available if (Emwo@itEzs L -Erenlenb= 25K
Both, Buyer or Seller are picked in the Selection area Branch: 001 - USA Digital Sohition. Inc. M...
of the print dialog (shown to the right). Type: S

. . . Selection: |Both ﬂ
The %= Print icon, followed by the selection of .

Settlement Statement, is used to open the Print -
Settlement Statement print dialog box, from within the
Settlement Items window. The user can also run the

Settlement Statement, from the Documents menu in

[ Include Certification Page
-
Escrow, as has historically been the path. ;
-
-

Fractional Parties
Property Statements
Exchange Statements

The Print Settlement Statement print dialog window is
presented here.

Show Breakdown of Sales Price

Include Wiring Instructions

The Type of statement selection is variable by Impact
. . Cancel | oK |

database. The text selected will normally print at the top

of the statement. Some companies have additional

verbiage on some versions of the statements.

The Selection dropdown is used to identify whether Both (buyers and sellers), Buyers, Sellers
or a Combined statement are to be produced.

If Certification Stamps are enabled, that option will be available for selection.

The user should check the Include Certification Page option to get a signature page printed with
the statement(s).

The Commercial file Settlement Statement, when there are multiple lenders, will group the
charges first by lender and then list them in the order entered for the lender.

The additional Options are described in the following pages.
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The user should check the Fractional Statements option to get split statements. Again, this is
only enabled if Both, Buyer or Seller are selected in the Selection section. Below, the selection
screen that pops up when the Fractional Statements Print Option is selected (in this case,
Buyer was the Selection). The user should check the party or parties for whom statements
should be printed. Clicking on the checkbox at the top left, next to the Party heading, will check,
or uncheck, all parties listed.

F

Select one or more buyers for which to prepare fractional statements.

V|| Paty | % Name
¥ | Buyer 75 | Morth Twenty-Fifth Ave. Ventures

= uyer 25 Ventura, Bill B.

Remove_| caeel |[ ok ]

The Property Statements option will be enabled if the transaction has been set to allocate
charges by property. The user should check the box in front of each property for which a
statement should be printed, on the Select Properties screen.

Select one or more properties for which to prepare fractional statements.

2! est uited, Mari o
25 | 22222 Second Street Property, Suited, Maricopa, CA 65587
B0 | 33333 Third Street Property, Suite3, Maricopa, CA 65587
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The Exchange Statements Print Option would be used in a 1031 Exchange situation where the
Accommodators are desired to be shown as the Seller or Buyer/Borrower. When selected,
the user will be prompted with a screen like that shown below (if Both was the Selection made; if
only Buyer or Seller were selected, only the Accommodator(s) related to that party type would
present). They should check the parties to report with. The party will report with the
“Accommodator” label at the top of the settlement statement.

Select Accommodators @

Select one buyer accommodator and one seller accommodator for which to prepare fractional statements.

Representing Name
Buyer 1031 Accomodators, Inc.
Seller 1031-2 Seller Accomodators, Inc.

Bemave Cancel | QK |

There is a Setup Option that can be enabled that will identify the Accommodator as the “qualified
intermediary” for the buyer or seller, leaving the buyer or seller name on the statement, as
opposed to just reflecting the accommodator’s name.

The Show Breakdown of Sales Price option will itemize the sales prices by property (on a multi-
property file), if checked, or sales price will be aggregated if not checked.

The Include Wiring Instructions option will be enabled for use if a customized Crystal Report is
in place on the system, designed to generate wiring instructions. The report template is used, if
this option is checked, to produce wiring instructions, for the bank of the file, along with the
Settlement Statement(s) being printed.

Recording Information

The Recording Information menu option, on the Edit menu, presents the Recording
Information screen through which users can log information on New Liens, Existing Liens and
Other (miscellaneous liens) on Escrow files. This functionality applies to all escrow file types;
however, it is being implemented to facilitate a data export function for CDF files (only) that will
be forthcoming in a future Impact/SQL release. This data is not available in DDE fields.

When opened, the screen will present a tree-view of liens previously entered (if any) on the left of

the screen. The L=k Add Lien button will bring up the Add/Edit Recording Information sub-
screen (shown below) through which the user can enter information on a lien.
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Add/Edit Recording Information @

Tie: -

Link to: |Bank of America - #123456789

Description: |

Instrument Date:

Recording Date: .
|
|

Recording Book:

Recording Page:

Recording Document #: | |

Recording Docket #: | |

Add Ancther cneel [ ok |

The Type dropdown is used to identify if the item being logged is a New Lien, Existing Lien or
Other.

The Link to: field is used to tie the item to a specific lender/loan — this is a mandatory field on
New and Existing Liens.

An entry under New Liens will present the new lender(s)/loan(s) entered on the file for linking.

An entry under Existing Liens will present any payoffs that have been entered on the file. The
Release Recording Information fields, on the right side of the screen, are available on Existing
Liens.

The balance of the fields are self-explanatory.

The Add Another button can be used to save the current entry and bring up a cleared screen for
another entry.

OK will save and exit.

Ticklers Menu

These menu items will appear under the Ticklers menu:
e Select and Edit
e Print
e Reminders
e Group Maintenance

Ticklers are reminders to perform tasks for a specific escrow file. If ticklers are used, and some
are assigned to you, the Tickler Reminders widget can be used to monitor your tickler items.
The Impact Widget Dashboard is discussed earlier in this documentation.

Ticklers may be useful for various situations such as:
e specific procedures need to be followed during a special or unusual escrow,

o the escrow officer plans for an extended absence and needs to assign tasks for a specific
escrow,
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e while training a new assistant, as a reminder for the assistant to do certain things within the
escrow file,

e to ensure that all routine tasks are performed; and,

e once an escrow is closed, the escrow officer can check if the assignee(s) accomplished the
specified items.

If your company’s configuration is set for Automatic Ticklers, Impact may be configured to
create some pre-determined reminders when a new escrow file is created. Automatic Ticklers
can be created for “All” files — or assigned to specific transaction types. They may also be driven
by the Open or expected Close dates. Lastly, they can be triggered by specific data being
entered in the system for a file.

The designated escrow officer of the escrow file is allowed to set up ticklers for themselves, and
ticklers can be Assigned To other members within their branch that are working on the file. If a
tickler is Assighed To a member of the branch, it is immediately viewable by that person. The
escrow officer can see all of the ticklers on their files, including those that they Assigned To
someone else. The assignee only sees the ticklers assigned to them.

Before an escrow officer can assign ticklers to someone else, he/she must add the assignee(s) to
their tickler “group”. See the section on Group Maintenance (in the following pages) for this

procedure.
Tickler Reminders @
| s Mew Tickler Madify Delete Print
Fter -
El-:= Groups o~

E‘f‘ Joe Westrick
El- § Joe Westrick
E|_; 000D06ES -

-y 10/29/2012  Check for Prelim

Get copy of sales contract
Check i inspections are required
Check for Prelim

TEST...TEST

m

Get copy of sales contract
Check if inspections are required
Check for Prelim

TEST....TEST

Bl TESTBICM -
- 08/15/2012 Get copy of sales contract
i 08/15/2012  Check if inspections are required 2

Ticklers remain with the escrow file unless they are deleted, or the file is cancelled. Ticklers are
not global; they are only attached to one (1) specific escrow file. Once an escrow file is closed,
the ticklers related to it, will continue to appear in the Tickler Reminders list until they are
individually closed, or flagged “Not Applicable” or are deleted. Reports may be generated on
pending, completed or all ticklers.
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Select and Edit

Escrow Mumber Entry @
Selecting Select and Edit from the Ticklers menu 3% Search

opens the Escrow Number Entry dialogue box. If the
user has an escrow open on the desktop the Enter
The Escrow Number field is pre-filled with the current
open escrow number. If no file is open on the desktop, Cancel
the field is blank, and the user should type in a pre-
existing escrow humber, then click on the OK button to
proceed to the Ticklers screen for the specified file.

Enterthe Escrow Number:

GFED?

If the user wants to use a different escrow number, but is uncertain of what it is, they can click on

the &3 Search icon to open the File Search dialogue box. See the File Search section, earlier in
this manual, for details on how to use this function.

Clicking on the Cancel button closes the Escrow Number Entry dialogue box.

The Ticklers screen that is S =
presented is shown to the right. New Tickler | Print

. . . . . Escrow Fle #: GFE0D2 Branch: 001 - USA Digital Solutions. Inc. Main Office @...
Existing tickler items are listed, along Y S e
with indications if they have been Completed | N/A | Auto Desciption ..

- T

Completed' are NOt Appllcable and 05/09/2013 &' | Get copy of sales contract
if they were Auto-gen erated by the 05/09/2013 & Check f inspections are requined / ®
system 06/07/2013 & TEST..TEST b

The L=k New Tickler icon, at the top
of the screen, is used to add a new
tickler item to the file. The New
Tickler screen is shown below.

New Tickler (=22

Escrow Fle #: GFEDZ
Escrow Officer:  JMW - Joe Westrick
Branch: 001 - USA Digital Selutions, Inc. Main Office @25th Ave.

Assigned To =

Tickler Date

=
Completion Date .
-

The user should select, from the Assigned To
dropdown list (of all members of the EO’s “group”)

Nm;mc;ble the person responsible for completion of the
tickled item.
) The Tickler Date is the date on which the tickler
Crested By, N/A item will first appear on the Tickler Reminders
Modfied By: N/A screen. This date is displayed and is the date
Add Another cnesl [ ok | driving the status icons in front of the items

(discussed below) on the Tickler Reminders

screen. The :ﬁ Calendar tool can be used to fill the Tickler Date field, or the user can enter the
date manually in “mmdd” form, for the current year; “mmddyy” for non-current-year dates

At initial setup of an item, the only other field completed would be the Description field, detailing
the tickler item. Descriptions on auto-created ticklers cannot be edited.
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The Add Another button can be used to go directly to another New Tickler item.

The OK button will save the item and return the user to the Ticklers screen. Cancel will exit
without saving.

From the Ticklers screen, shown in the upper right of this page, the user can & Modify or
Delete an existing item.

When the & Modify icon is clicked on, the Modify Tickler screen appears, presenting the
information for the tickler item selected. The screen is identical to that shown above (left), except
the screen label is Modify Tickler.

The Completion Date is the date on which the item in the Description field is completed by the
assignee. Upon a Completion Date being entered, the tickler will no longer be displayed when
the Tickler Reminders screen is viewed.

The Not Applicable checkbox can be used to indicate an item need not be addressed, and need
no longer appear on the Tickler Reminders screen, without deleting the item.

Descriptions on auto-created ticklers cannot be edited.

The %= Print icon, at the top of the screen, will take the user to the Print Ticklers screen,
discussed next.

Print

Selecting Print from the Ticklers menu opens the Print Ticklers dialogue box.

If the user has a file open on the desktop,
the Specific Escrow field, in the Selection
box, will be selected and the file number
pre-entered in the field. The user can
change the file number if another is to be

Print Ticklers @

Selection

{+ Specific Escrow GFED?

(" By Escrow Officer |

=]
=]

reported on. (" Assigned To |

If the user wishes to print ticklers for a P:'ﬂm Seker h o
specific Escrow Officer, the By Escrow " A Lol Pending Oriy
Officer selection should be clicked on and Select Date Range

the EO should be selected from the From: | [ [
dropdown of available EO’s. - H—|QK

If the user wishes to print ticklers for a
specific assignee, the Assigned To selection should be checked and the assignee should be
selected from the dropdown of available assignees.

The desired Print Selection option should be selected: All items, Completed Only or Pending
Only.

And, finally, the user should use the date fields, in the Select Date Range box, to detail the range
of dates to cover with the report request.
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Reminders

Selecting Reminders from the Ticklers menu opens up the Tickler Reminders screen.

An Escrow Officer can see all of the ticklers on their files, including those that they Assigned To

someone else. An assignee only sees
the ticklers assigned to them.

The seller/buyer names are shown as an
added reference beside the escrow file
number.

The L= New Tickler icon can be used to
add an item from this screen.

The & Modify icon can be used to edit a
selected item.

If a file number is selected, the
Delete Ticklers icon will remove all
ticklers for the specified files. If a

Tickler Reminders @
L Mew Tickler Madify % Delete Ticklers ¢z Print

Fiter: | Pending Only 52

E-:= Groups -

B = Jos Westrick

E- & Joe Westrick
=3 00000665 -

/A 10/29/2012  Check for Prelim

J GFED2 -

-, 05/09/2013  Get copy of sales contract

A 05/09/2013  Check if inspections are required

05/29/2013 Check for Prelim

ra| 06/07/2013 TEST....TEST

=Y TESTo0 - Sclr TestEuyer

08/15/2012 Get copy of sales contract

08/15/2012 Check ff inspections are required

08/19/2012  Check for Prelim

/A 09/13/2012 TEST...TEST

[ TESTBOCM -

-0y 08/15/2012

b 08/15/2012

Get copy of sales contract
Check if inspections are required

mn

specific item is highlighted, the # Delete icon will only remove the one item.

The “= Print icon is used to get to the screen discussed above.

The £ Past Due icon, in front of an item, indicates it is past its Tickler Date. The ¢ Today icon
indicates the item is due to be worked today. The il Calendar icon indicates the item is to be

worked in the future.

Group Maintenance

Selecting Group Maintenance from the Ticklers menu opens up the Tickler Group

Maintenance screen, shown below on the left. A “Group”is an Escrow Officer and any other
employees in the branch that are assigned to that EO’s group. One person might be in several
groups. An EO may be in another EQ’s group.

© oo

Tickler Group Maintenance

# Modify Groups & Modify Members

S

Jason Brown 001
-8
-#& Scott Chance-001-EQ
)
")
E1-g Sheni Lamb - DSI

==

Sheni Lamb
Jason Brown 001

Diane Speedy
Elie Escrow

Ellie Escrow
Sheni Lamb
Diane Speedy
Steve Smith
Sue Best

Any user that appears in the Escrow Officer dropdown list for a
branch may maintain Groups in that branch.

Ticklers Maintenance | =2 |
Add or Remove Groups for JMW - Joe Westrick
| Initials Name Branch
daa A0
v |EN Hllie Escrow 001
v |JB Jason Brown 001 001
[ |Jmw Joe Westrick 001
v |5C1 Scott Chance-001-EQ 001
¥ |SL Shemi Lamb - EM-001 0o
|50 Shemi Lamb-001-EQ 001
Cancel  [[ ok |
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The £2 Modify Groups icon, at the top of the screen, will bring up the Ticklers Maintenance
screen, shown to the right, which presents a listing of all of the people in the branch who are
flagged to appear in the Escrow Officer dropdown list for the branch. If there is a check in the
checkbox in front of a user’s initials, they will appear as a Group leader on the Tickler Group
Maintenance screen. Unchecking an entry will remove their Group.

L et ==l The © Modify Members icon, on the Tickler Group
Sl ty ok i Maintenance screen, will bring up the Ticklers
| Initials Name Branch * Maintenance screen, presenting all of the people
ez Diane Speedy il assigned to the branch. A check should be placed in front
:; JEB[” JEE:':D:SBCE:H = 221 of each user who will be an assignee to the Group
o oo Ve 01 specified in the heading. Those people will then be
 INLE Nk LoCoco o0 | | available to assign tasks to.
; 2? :;:’:'n?;::e;?[;? ﬁﬁ] _| | Click on Cancel to exit without saving changes.
corce |[ ok | Click on OK to save and exit.

Disburse Menu

Disbursements from escrow files, by check, wire or transfer slip, are administered from the
Disburse menu. Depending on your system configuration, different menu items may appear
under the Disburse menu. A complete listing is presented here:

Create & Print Checks e 1099-S

Create & Print Individual Checks e CloseFile

Print Final Disbursement Report e Balance Statement

Fee Check Invoice e Update Reason Funds Held

Disbursements Pending Approval (optional)

A Preliminary Disbursement Report can be printed from the Create & Print Checks > Print >
Preliminary Report menu option, and the Print Final Disbursement Report option is available
directly from the Disburse menu.

Impact supports laser printer generated checks with MICR encoding, utilizing MICR toner
cartridges. While you can use preprinted checks with preprinted check numbers in Impact, it is
NOT recommended. There is no longer a mechanism in Impact to easily confirm or reset the
next check number prior to printing the checks.
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Create & Print Checks

The Create & Print Checks function is used to generate a working set of data, from that entered
on the file, which is used to generate disbursements for the file. The function can be re-started,
and should be, if financial data has been changed on a file and disbursements have not been
completed. When Create & Print Checks is selected from the Disburse menu, Impact will
review the data entered into the assorted data entry screens and create a disbursement file of all
items ready to be produced.

NOTE: You may Modify, Add, or Delete any disbursement item, but this will not
update any data fields on the Initial Questions, HUD Style Entry, Worksheet Style
Entry or Settlement Items Entry screens.

If changes are made on the Initial Questions,
HUD Style Entry, Worksheet Style Entry, CDF
Entry or Settlement Iltems Entry screens, and
the user re-enters the Create & Print Checks TE I EER T

menu option, then depending on the changes Yo | [ w |
made, the user may wish to click on Yes to
start over (in response to the prompt shown
below), thereby refreshing the disbursement file. If this is done after some checks have been cut,
those items already issued will be re-presented and will need to be deleted, or at least not

Disbursements

'0' You already have a disbursemenrt file set up.

reprinted.
No Funds Should there be no funds in the file, and the
user attempts to open the disbursement
':e:' Somy, you do not have any funds to disburse. Do you wish to continue? screen, they will get a message to that

affect, asking if they wish to continue to the

Yes | Ho disbursement screen.

At the top of the Disbursements screen are up to six (6) tabs (depending on system
configuration), Pending Items, Pending Wires, Receipts, Checks, Wire Outs, and
Receivables. To switch from the Pending Items tab to the Receipts (or any other) tab, click on
the Receipts (or any other) tab with the mouse, or use the Quick Keys (ALT+”underlined letter
in tab label”). As with other tabs in Impact/SQL, the presence of data on the tab will be indicated
by a red diamond icon in front of the tab label, as shown below.

*New functionality has been added in Version 10.8 The Disbursements screen has been modified to
allow the header information to remain visible when the user selects a different tab to view the Pending
Wires, Receipts, Checks, Wire Outs and Receivables (if so configured).
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Disbursements =
[ Change File | & Print - I
Escrow File #: 00001152 Branch: 001 - USA Digtal Solutions, Inc. Main Office @2%th Ave
Escrow Officer:  SL1 - Shemi Lamb-001-E0 Bank: 03 - Comerica Bark [1234567850]
@ Pending ltems @ Pending Wires | Receipts | Checks | Wire Outs | @ Recsivables I
leceipts Disbursemerts
Description Amount Description Amount
Deposied: 0.00 Disbursed: 0.00
(Less) Held 0.00 Pending 487,204.35
Recsivables fess Deposted) 529.927.80 Held 0.00
Skipped 3672345
Total Recsipts Avalable: 529.927.80 Total 523.927.80
File Balance:  6.000.00 Actual Balance:  487.204.35
& Mark All [ g Mew Disbursement
Status Payee Amount
» APPRAISAL'S R US 30500 (/| < [
Skip _v || BANK OF AMERICA a3 1471.00 | 2| % B
Skip _~|BsoB 10000 | 2| = |@
Skip _~|| BoB ROBERT 20000 | /| % |
Skip x| FIND MY DREAM HOME, LLC 1571800 | /| % |
Skip _~ | LENDER X 43126 || % B
Skip || SELLING SPECIALISTS, INC 1548224 |/ | ' |H
Skip _~|| someoNE 50000 /| % |
Skip _~ | TEST 50000 | 2| < |@
Skip ~ | USA DIGITAL SOLUTIONS, INC.~V/10.6 DEMO 5 201595 | /4| = |

The & Change File icon, at the top left of the screen, is used to select a different file.

The =% Submit icon, if present, is used for Dual Authorization (see later in this section of the
manual).

The %= Print icon can be used to access the menu of reports that can be generated. See the
Print section below for details on using the Preliminary Report, Print Checks, or Print Final
Report functions accessed from this Print menu.

Pending Items Tab

On the lower portion of the Pending Items tab is the listing of the disbursement items prepared
from the data entered on the file showing, in three (3) columns of data, the Status, Payee, and

Amount of each item. There are also icons on the individual entries, and they will be discussed
below.

The Status column is used to distinguish if the item will be disbursed as a check, a file transfer or
a wire out, or whether it will be prepared for disbursement but put on hold or simply skipped for
the time being. The Status is modified by selecting the appropriate Status from the dropdown
list. The options are: Skip, Check, Hold, Transfer, or Wire-Out. These options are discussed
on the next page. When the Disbursement screen is first opened, any Payoff item will be set
with a status of Check, all other items will be flagged Skip.

Select the ™ Mark All icon at the top left corner of the listing of disbursements, to change the
Status of ALL the listed items to the status of Check.

The L== New Disbursement icon, in the same location, is used to add a disbursement item to the
list.

Check

Changing the status of an item to Check, will bring up the Modify Disbursement Item screen
(shown below) on which the details of the disbursement can be reviewed and modified if need be.
Once the item is worked up, and the status is Check, the Print Checks function, off the menu

opened with the “# Print icon, will cause a check to print for the item, along with all other items
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with a status of Check, at the time the printing of checks is invoked. The & Modify icon, on the
Disbursements screen, will bring up this screen as well.

Modify Disbursement ltem (==
8 NaF
Escrow File #: SLOR319G Branch: 001 - USA Digital Solutions, Inc. Main Cffice @25th Ave.
Escrow Officer: 5L - Shem Lamb - EM-001 Bank: 01 - 1st National Bank of Nevada [123456789)

Amount Available: 4.695.59 Status
Amount Remaining: 4.669.38 " Skip
¢ Check
" Hold
 Wire-Out

Payee Name: |ETISIRSITRITE

" Transfer

Address #1: |
Address #2: |
Ciy, State and Zp: |
Memo: [LOAN # W5624TQ
Hodunil: [ [
Hold Reason® | =l
Lines
L New Line
Description Code Liability Amount
> %21 [

Total: 26.21

The status of the item can also be changed from the Modify Disbursement Iltem screen, by
selecting the desired option from the box in the upper right of the screen. Typically, if data entry
was done properly in the file, the full Payee Name and Address information would already be on
the disbursement, but if it was not, or needs to be changed, it can be in the top portion of the
screen. The bottom of the screen is used for the disbursement detail lines.

The L<r New Line icon can be used to enter additional breakdown lines. Each stub line
Description can be up to fifty characters. Press TAB to move the cursor to the Amount field,
and then enter an amount. Should the payee be the “:T” (your Company) payee shortcut,
indicating a fee slip or fee check is to be generated, the Code (Income Code) and Liability fields
will open up on the detail lines for those entries to be made.

If the number of stub lines are more than the check stub will hold (normally over ten items), then
the check stub will print “See attachment for breakdown”. The attached breakdown will print off
as a separate page.

The # Delete icon can be used to remove a detail line.

Click on OK to exit back to the Pending Items tab. The disbursement amount for the item will be
updated to reflect any changes made on this screen.

Hold

The disbursement status of Hold is used to place an item on hold. When the status flag is set to
Hold, the same Modify Disbursement Item screen shown on the prior page is brought up for the
user to use to confirm the details of the disbursement. The only difference is that now the Hold
Until and Hold Reason fields are now open and available for use.
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Chy, State and Zip: [PHOENIX, AZ 852713

Mema: |

Hold Lintil: |

Hold Reason: | j

ines

| e New Line

The user should select the date the hold is expected to be released (there is NOT an automatic
release of disbursement holds), and enter a reason for the hold. The item will not be able to be
disbursed until the Hold Until date is removed.

Placing a check on Hold does not prevent the funds from being disbursed in a different check.

Transfer

Depending on the Company’s system Transfer Funds =
configuration the user may have the ability to
transfer funds from one file to another file.

The Transfer status option will create a debit
receipt taking funds out of the escrow file

whose Disbursement screen is being worked
and a credit receipt adding the funds to a Concel [[_ok ]
different escrow file. Selecting the Transfer
status on a Disbursement item will bring up the Transfer Funds screen shown here.

From Escrow Number: |SLOR313G Escrow Balance: 481858

To Escrow Number: Escrow Balance: 0.00
Transfer Amount: 788.21

Reason for Transfer: |T|ansfer

The user should enter the appropriate information in the To Escrow Number and the Reason for
Transfer fields, and then click on OK to continue with the transfer. Clicking on Cancel will stop
the process.

Wire-Out

There are two (2) Wire-Out configurations possible. Your Company’s configuration setting will
determine what option is used.

Option 1: Centralized Wire Desk Processing and ABA validation

This Wire-Out option provides a method by which escrow personnel can notify a central wire
desk of an outgoing wire they wish to send. Upon completion of the outgoing wire form, the funds
will be subtracted from the ledger balance of the file involved and the wire desk will see the
outgoing wire request. Once the wire desk confirms the wire out has been sent, they will so
indicate that fact, through the Accounting module, and the escrow personnel will get an e-mail
notification. This method will require the ABA routing number of the sending bank — and that ABA
number will be validated by the system before the wire-out is sent to the Accounting module.

Select the Wire-Out status on the Disbursements screen to open the Wire-Outs screen.
Alternatively, if the status is changed to Wire-Out on the Modify Disbursement Item screen and
then the OK button is clicked, the Wire-Outs screen will open up.
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The Amount fleld IS pre_ Wire Quts For Escrow Number SLOR319G @

filled. NAF
Escrow File #: SLOR315G Available Balance: 4,695.53

If appropriate, enter a Branch: 001 - USA Digital Selutions, Inc. Main .. Bank: 01 - st National Bark of Nevada [ ..

number in the Payoff Loan Escrow Officer. S, - Shem Lamb - ENOD) : _

Number field, or enter n/a if Entoy ! oy |

not applicable. The field will fimount: —

Payoff Loan Number:  |LOAN # W5624TQ

be pre-filled if the data was
Cther Wire Reference: |

entered into the file in the

Receiving Bank Information

appropriate location. This Bk Nome: | [
field must contain data. LES
Accourt Number: |
The Other Wire Reference Cust. Name./Acct Holder: [ABC LENDING
field should have relevant .
data entered to aid the ABA:
receiving entity in |
understanding what the Fne Ot To: |
wired funds are for. sl fromaton (rtema) use orly)

Notes:

The fields in the Receiving
Bank Information section Hold Uinti Date:

Hold Until Reason: | J

should be completed, either

manually, or place the Cancel

mouse in the Bank Name

field, then click on the ﬂ NAF icon, in the upper right corner of the screen, to auto-fill this
information (see the discussion of the Name and Address File (NAF)). The ABA entry will be
validated against a table of valid entries and the user will be prompted if there is not a match. If
the ABA number is entered manually, the Bank Name field will be populated from the ABA table
data.

The Off Line Bank Information field is used for a bank that is not directly linked to the Federal
Reserve wire system. All Off Line Banks will have correspondent bank routing information — and
that information should be entered in the Receiving Bank Information area. This area of the
screen is also used to enter information for foreign banks. If this section is needed fill out the Off
Line Bank Information.

Should there be additional comments that Escrow wishes to make to Accounting, the Notes field
is the place they should be entered.

Depending on Company configuration, the Hold Until Date and Hold Until Reason fields may be
available below the Notes area of the screen. The Hold Until Date allows the information for a
wire out to be entered but Accounting will not be aware that it exists until Escrow removes the
Hold Until Date. If a wire out request is placed on hold, Escrow must Modify the “held” wire and
remove the entry from the Hold Until Date in order for Accounting to receive the wire out request.
As long as a wire out has not been sent, the wire out can be modified or deleted from the list in
the History tab on the Disbursements screen (discussed below). The History tab on the Wire
Outs screen will present outgoing wire information on the existing file, but no action on those
items can be taken on that screen.

Once the Wire Outs form is completed and the wire is ready to be sent, the user would click on
the OK button to confirm the entry and send the wire; or, click on Cancel to discard the entry,
and exit back to the Pending ltems tab. The user must be clear that the wire will be sent at this
point, if OK is clicked on.
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Once the OK button is clicked, the user will be prompted to print an Outgoing Wire Request.
This is the notification that the user has requested a wire out. Some companies have users sign
the Outgoing Wire Request and fax it to Accounting to confirm the wire should be sent.
Depending on the Company’s system configuration, a wire out approver may have to approve the
wire before it goes to Accounting.

If the Company is using the Impact feature of Dual Authorization of Wires Out then an
individual designated as an approver for wire outs must go under the Wire menu and approve the
wire before it will be sent to the central wire out desk.

With the centralized wire desk function, on the Wire Outs tab, on the Disbursements screen, the
user will see a listing of all wires processed for the file. Those that are still in a Pending status
can be modified or deleted. The ¢ Modify icon will be available on those items that can be

edited. The  Delete icon is also available, if the item is Pending. The @ Information icon
can be used to pull up detail on the wires.

Disbursements =]

<= Print +
Escrow Fle #: SLOR315G Branch: 001 - USA Digital Sclutions, Inc. Main Office @25th Ave.
Escrow Officer-  SL - Sheni Lamb - EM-001 Bank: 01 - 1st National Bank of Nevada [123456789]

@ Pending tems | @ Receipts | @ Checks l @ Wire Outs I @ Receivables

| &t Mew Outgoing Wire

Date Submitted iatus Bank Name Initials Amount
05/20/2013 1229 PM | Pending BANK OF AMERICA, N.A , TX
05/17/2012 11:03 AM || Pending BANK OF AMERICA, N.A., TX sL

04/01/2013 0313 PM | Sent BANKOF AMERICA, NA, TX sL
04/01/2013 01:30 PM | Sent BANKOF AMERICA, NA, TX sL
04/01/2013 01:27 PM | Sent BANK OF AMERICA, N.A, TX 5L

Option 2: Standard Wire Processing

If the Company does not have the centralized wire processing option turned on, the “short form”
Wire-Out option is the alternative; this option will not notify a central wire desk. The user must
submit the wire-out form to their Accounting Department by e-mail or fax, or contact the bank
directly, to have the wire out processed. This Wire-Out option does not require an ABA routing
number.

The user would select the Wire-Out

. Wire Out

status on a disbursement and the ==

“short form” wire out screen will Escrow Fle #:  SLOR315G Available Balance: 463553

present, as shown here. Branch: 001 - USA Digtal 5... Bank: 01 - 1st National...
Escrow Officer: 5L - Sheni Lamb - ...

The Date field will default and be bute: 307203

locked. —

The Wire To field will be filled with the Description: |

payee from the Disbursement screen. Amourt: [ 2621

The Description field_ should _be used Coe [ ]
to enter any relevant information the

user wishes.

The Amount field will be pre-filled with the amount of the disbursement, and will be locked.
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The user should click on OK to Spit Disbursement =
confirm the entry and move onto the | T =

Original Payes:  BANKOF AMERICA (ABA)

Print screen to generate the T 15000000
. . Amount Available: 150,000.00
Outgoing Wire Request form; or, Dishursemerts Spi fom Grigral Check
Cancel to discard the changes, and ||/ . "exosbusement
Status Payee Amount

exit back to the Pending Items tab.
Once the wire is “sent” (meaning the
Outgoing Wire Request form has No records found
been printed) the item will no longer
be on the Pending Items tab of the
Disbursements screen, but will
appear on the Wire Outs tab. The user must take action to have the actual wire processed at the
bank — following their Company’s procedures.

Skip

As was discussed earlier, all items except for Payoff disbursements are flagged with the status of
Skip when the Disbursements screen is first opened. That status will result in no action if the
Print Checks function is run. Select the Skip status to remove an existing status.

Modify, Delete and Split

On the Disbursements screen, to the right of each disbursement item in the grid at the bottom half
of the screen, there are action icons next to each disbursement item.

The & Modify icon will bring up the Modify Disbursement Item screen discussed above.

The # Delete icon will remove the disbursement item from the listing. This is handy if the
disbursements have be re-built after some have been made, and the user wishes to focus only on
those that have not been made — he/she can delete those that have already been worked. The
user will be prompted to be sure the deletion is intended.

The .% Split icon is used to bring up the Split Disbursement screen through which an item can
be split into two or more disbursements.

Split Disbursement ==

Escrow File #: GFE02 Branch: 001 - USA Digtal Solutions, Inc. Main Office @25th Ave.
Escrow Officer- _JMW - Jos Westrick Bank: 02 - Comerica Bark [1234567890]

Amount Availabls:  150.000.00 Status
Amourt 150.000.00 " Skip

" Hold
Payee N EANK OF AMERICA (ABA)
i Out

-
Address #1: [39353 DALLAS PARKWAY Transter

Address #2: [SUITE 150

City, State and Zip: [RICHARDSON, TX 93898

Memo: |

Hodum: [ ]
Hold Reason: [ =
|— [ Newlie |
Description Code Liability Amount
No records found.

Total 0.00

Add Arother Cancel
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The L5 New Disbursement button is used to start the “split” process. When clicked, the user will
be prompted as to whether the new item should use the original payee nhame and address
information for the new disbursement. If one of the resulting items should use the original payee
information, the user should reply in the affirmative. If the payee is to be different, reply in the
negative. The Split Disbursement detail screen (below) will then appear, with or without the
payee information defaulted, depending on the user’s response to the prompt.

The screen is virtually identical to the Modify Disbursement Item screen, with the addition of the
Percent field, into which the user can enter a split percentage for the new item. Once entered, a
detail line will immediately be created with the Amount reflecting the percentage times the

original full disbursement amount. The Description line will be opened for editing. Alternatively,

the user can click on the LsF New Line icon to create an entry for a specific dollar amount —
skipping the Percent field. Once the OK button is clicked the user is returned to the Split

Disbursement summary screen (above) where the L== New Disbursement button is used again
to create the next split item. This process is repeated until all the dollars are used up. If the user
“X’s” out of the screen when an Amount Remaining exists, he/she is taken to the Modify
Disbursement Item screen with the remaining balance applied to the item and the Description

available for edit.

Fee Check/ Fee Transfer Slip

Impact can be configured to issue a Fee Check or a Fee Transfer Slip. Most sites utilize fee
transfer slips as they are non-negotiable items and facilitate the collection of fees en masse
rather than check-by-check. In addition, there is a setup option that can require fee checks/fee
slips to have income codes on every detail line; this option is normally on. Regardless of
configuration, the Company’s revenue check should be verified on every escrow before checks

are printed.

The stub lines display the income
codes for each item. On GFE
Residential files, most of the
income codes are entered during
data entry. On rare occasion, a
fee item may be entered in a
location that does not require a
code, so the code will need to be
entered on the disbursement
detail line. On non-GFE
Residential files the codes may
be defaulted, but if not they must
be entered to the disbursement
detail records. All Commercial file
titte and escrow charges can have
their income codes entered during

Modify Disbursement Item

B NaF

Escrow File # SLOR315G
Escrow Officer:  SL - Sherm Lamb - EM-001

Branch: (001 - USA Digital Solutions. Inc. Main Office @25th Ave
Bank: 071 - Ist National Bank of Nevada [123456789]

Amourt Available: 4,510.86
Amourt Remainin g 448465

Status
@ Skip
" Check
 Hold

L EL ) USA DIGITAL SOLUTIONS. INC |

" Wiire-Out
" Transfer

Address #1 ‘1745 SHEA CENTER DRIVE #160

Address 82 |

City. State and Zip: |HIGHLANDS RANCH. CA 80129

Memo: |

Hold Until

Hold Reason: |

Onners Policy
Lenders Policy
8.1 and 5.0 endorsements

Jr. Loan Policy

Liability Amount
0.00 50000 w
420,300.00 1.784.00 | &
420.300.00 §75.00 K
0.00 19800 | K
420,300.00 20000 |~

4900 - Title Fees
5001 - Endorsements
4900 - Title Fees

L |l e le 1

Total- 3.657.00

data entry — but they should be confirmed in Disbursements to make sure they are correct. If the
Code is blank or incorrect, click on the Code field dropdown for the stub line in question and then
select the proper income code. The income Code field is only available for the revenue Fee
Check, or Fee Transfer Slip — those items with the ”:T” payee shortcut (the Company Name of
the database) on them. The Liability amounts will be pulled from the data entry, and, if non-zero,

cannot be changed on this screen.
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Depending on the system configuration, the file’s funds might only be able to be disbursed if the
file balance goes to zero ($0.00). If this configuration option is set, Impact will display a pop up
dialogue box with a “File balance not = 0” message when funds are left in the disbursement file.

Also depending on the system configuration, it can be required that a reason must be entered
explaining why funds are left in the disbursement file upon issuance of the fee check (or fee
transfer slip).

Depending on company configuration, the Closing Date and Recording Date can be set
automatically when the fee check or fee transfer slip is printed. Alternatively, the Date Closed
and Date Recorded fields can be set and modified with the Close File menu option, if enabled
for Escrow.

The Fee Slip can be reprinted, with a “Copy” watermark, by way of the @ Info icon from any
place that the Info icon is available to display the check information, for example in the Ledger.

Pending Wires Tab

The Pending Wires tab, on the Disbursements screen for CDF and Commercial files only, will
present with a red diamond in the label if there are charges that have been set up to issue wires.

Disbursernents 5
o Print ~

Escrow Fle #: 00001152 Branch: 001 - USA Digital Solutions, Inc. Main Office @25th Ave

Escrow Officer:  5L1 - Shem Lamb-D07-EQ Bank: 03 - Comerica Bank [1234567830]

& Pending tems & Pending Wires | Receipts | Checks | Wire Outs | & Receivables |
Payee Name Bank Name Amount
» ARIZONA CENTRAL CREDIT UNION 15020137 |3 | @
HAPPY SELERZ REPUBLICBANKAZ, NA kREXVARY [ ]

On the right side of the Pending Wires grid, there are green thumbs up “4 and red thumbs down

(# icons, next to each pending wire. These icons are used to complete or reject the pending
wires.

When the green thumbs up “ficon is clicked, on a pending wire, the Wire Outs for Escrow
Number #####HH# form is presented, pre-populated with the information previously entered for
the wire out. The user will review the information presented and add or correct any information
as needed. When the OK button is clicked, the wire will be removed from the Pending Wires
screen and will appear on the Wire Outs tab, and the disbursement totals will be recalculated. If
Wire Out Processing is turned on, the wire out will be routed through that process. If Dual
Authorization of wires is turned on, the wire out will be routed through that process, then to Wire
Out Processing. If the user clicks on the Cancel button, the user is returned to the Pending Wires
screen with no other action being taken.

When the red thumbs down E4 icon is clicked, on a Change Wire

pending wire, the user will be prompted to confirm that [0] o400 wih o change e Ve o Chock?
they wish to change the wire to check. If Yes is clicked, =
the item will be removed from the Pending Wires tab and
will be placed on the Pending Items tab. If No is
clicked, the user will be returned to the Pending Wires tab with no other action being taken.

‘Yes Mo |
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If the user switches the item to a check, and it then appears on the Pending Items tab, it can be
wired from there. If wiring from Pending ltems is started on a switched item, then cancelled
before completion, the item will return to the Pending Wires tab.

Receipts Tab

The Receipts tab, on the Disbursements screen, is available to the user to check on funds that

have been receipted into the file. In addition, the L= New Receipt icon can be used to enter a
receipt from this tab.

When the L== New Receipt icon is clicked on the Receipts tab, the Receipts screen is
presented. See the Receipts > View Receipts > New Receipt section, later in this manual, for
details on entering a receipt. The ability for users to be able to do receipting is a controlled
permission.

Checks Tab

The Checks tab shows a listing of all the checks previously printed for the escrow file. This tab
should be referred to, especially after re-starting Disbursements, to ensure that duplicate
disbursements are not attempted. In addition, this tab can be used to void unposted checks.
Generally, systems are configured to allow Escrow to void checks on the date of issue, so that
errors can be quickly addressed. Generally, systems are configured to require Accounting to void
checks older than the date of issue — to assist in enforcing policies on confirming checks being
voided, which might be in circulation, are “stopped” at the bank to avoid duplicate payments.

Disbursements =]
o Print -
Escrow File #: FNTSD Branch: 001 - USA Digital Solutions, Inc. Main Office @25th Ave.
Escrow Officer:  5L1 - Shem Lamb-001-EQ Bank: 02 - 1st Califomia Bank [83232678]
4 Pending ltems . & Receipts @ Checks | Wire Outs | 4 Recejvables
I A Void All Uposted Checks I
Branch | Bank Date Status
u—m-El BSOS SREGEPIAGALGIP I 5B o -
U | 000000000000235 06/04/2013 |CLERKCF THECOURT -829.30 [6)[=]
U | 000000000000237 | 001 0z 06/04/2013 | DIGITAL RECORDERS, INC. -18.00 [O)[=]
U | 000000000000236 | 001 0z 06/04/2013  |COUNTY TAX COLLECTOR 421328 [O)[=]

To void a check on this tab, click on the = Void icon on the right of the item. When the & Void
icon is clicked, the Void Check screen opens. The Memo field is defaulted with the text “VOID
VOID VOID” but can be edited as Company policy dictates. Click on OK to proceed with voiding
the check or Cancel to abort any changes. If the system configuration allows current day only
voids, you will only be allowed to Void a check on the date it was originally printed.

The  Void All Unposted Checks icon, at the top left of the check listing, can be used to do
just that...void all unposted checks that have been issued in one step, rather than individually.
This can be a time-saver if many checks were issued and need to all be reworked for some
reason.

The Status column will reflect the date a check was voided. If the system is so configured, a
voided item can have its void status reversed if the item hasn’t been “cleared” via a reconciliation.

The user would click on the ® Void icon to the right of the item, if available, to reverse the void.
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If a check is voided, for whatever reason, then a new check can be issued by selecting L=F New
Disbursement, from the Pending Items tab, on the Disbursements screen. Impact does not
automatically re-issue an item when a check is voided.

Wire Outs Tab

The Wire Outs tab show a listing of all outgoing wires that have been processed for the file. This
tab should be referred to, especially after re-starting Disbursements, to ensure that duplicate
disbursements are not attempted.

The user can click on the L== New Outgoing Wire to create a new wire out from this screen.

See the Wire Out section above for further details.

Receivables Tab

If the system is configured for the Receivables function, the Receivables tab will be available. If
configured for receivables, users that are to have permission to add/modify receivables will have
that permission assigned in the Users table (by the system administrator). The Receivables tab
shows all the receivables due on a file, for example, pending loan funds from the lender(s), funds
due from the broker, buyer or seller, based on the data entered into the file.

Disbursements @
[.5 Change File | = Submit ez Print =
Escrow File #: FNTSD Branch: 001 - USA Digital Solutions. Inc. Main Cffice @25th Ave.
Escrow Officer:  SL1 - Shemi Lamb-001-EQ Bank: 02 - 1=t Califomia Bank [80000751975]
4 Pending kems | @ Receipts @ Checks | Wire Outs 4 Receivables
L& New Receivable
Description Original Amount

—ll

Due from Buyer/Bomower 2,930.01 2,930.01 | Active

Eamest Money 1,000.00 1.000.00 | Active / Y

Meney to Lend 260,120.25 260,120.25 | Active AR

Money Tree, Inc. 74,535.00 74,535.00 | Active AR

@ Pending tems | @ Receipts | & CH
. . Receipts
The d_etalls on the Receivables tab are_ used on the -
Pending Items tab to reflect the “Receivables (less Deposted: 2500000
Deposited)” amount in the Receipts box. That (Less) Hekd: 0.00
figure is the total of the receivables less any and all Recetvabis flss Depostec) BB
receipted amounts. The “Receivables (less _—
) " . . Total Receipts Available: 378.585.26

Deposited)” amount will also be included when
calculating the file balance on the Pending Items File Balance: 421328

screen.

When configured for Receivables, if the loan amount is less than the fees being withheld
(including payoffs marked as net funding), the system will reflect a Due to Lender amount on the
Lender Summary screen and a disbursement to the lender will be created.
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Print

= =
_j(hange File diubm} & Print ~ l
The % Print icon, in the top left T e
. @ Pending ftems | @ Receipts @ Checks | Wire Outs | @ Receivables
corner of the Disbursements i
. . . Description Amount Description Amount
screen, provides for the printing of o
the Preliminary Disbursement e o St wasunan e e
Repo rt ! prlntlng Of CheCkS and fee Total Receipts Available: 378,585.26 'SF::IDEd Z;;iz Zz
slips, and the printing of the Final
. File Balance: -1.822.30 Actual Balance: 2137340
Disbursement Report.
& Mark All | & New Disbursement
Status Payee Amount ol
Check ¥ BRIDGE FINANCIAL GROUP, INC. @ 97500 |#| ® E

Preliminary Report

The Preliminary Report option is used to generate a report of what the file’s funding, checks and
other disbursements will look like as already completed or when generated based on the existing
data. The option will print the Preliminary Disbursement Report, which presents any existing
receipts in the file, any receivables (if enabled) and all completed and pending disbursements.

Print Checks

The Print Checks option is used to print checks flagged as ready to print (Status of Check).

When Print Checks is selected, then all the items on the Pending Items tab with Check in the

Status column will be printed.

Selecting Print Checks will open the Print
Checks screen. The screen will show the
Escrow File number, the Bank on which the
checks will be drawn, the Escrow Balance, the
Number of Checks to be printed, the Disbursed
Amount total of the checks that are to be printed,
and, if configured for post-dating of checks, a
field for the Check Date. If configured for post-
dating of checks, the Check Date defaults to
show the current date but may be able to be
modified so checks can be post-dated up to five

Print Checks

Escrow File:

Bank:

Escrow Balance:

Number of Checks:

Disbursed Amount:

Check Date:

EX=)
FNTSD
1st Califormia Bank
2317770
2
45.55
Cancel | QK |

(5) days from the Check Date currently displayed. The Check Date field will not display if post-

dating of checks is not enabled.

An @ Info icon has been added to the Disbursements screen, shown on those items that have
already been printed or processed, to warn the user, when they have rebuilt the Disbursements,
that they have been issued (matched on Payee and Amount).

Status Payee

BRIDGE FINANCIAL GROUP, INC.

Check _¥||CLERK OF THE COURT

Amount
6] 975.00 | /| % |H
[0]] & 82930 |/ | < |H

=B
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Disbursement File Overdraft

Depending on the configuration of the system, it may be possible to create an overdraft situation
with the escrow disbursement file. Also depending on a separate configuration option’s setting, if
an overdraft occurs, a reason for the overdraft may be required. This reason will be listed on the
Overdraft Report created in the Impact Accounting module. The system can also be configured
to not permit Escrow to overdraw a file.

The system can be configured to require a password for Escrow to overdraw a file. There are two
password options: dynamic and static. The dynamic password process follows a two-step
process to get a valid password. First, Escrow generates a “seed number” that must be given to
someone using the Accounting module. Second, the Accounting module uses this “seed
number” to generate a valid password that can only be used as the password on the current
Disbursements screen in Escrow. The password becomes invalid as soon as the Disbursements
screen is closed. Alternatively, the system can be configured to use a static password.

Print Final Report

The Print Final Report option is used to print the Final Disbursement Report. This report
presents all receipts and disbursements processed in a file. It is normally run after the file is fully
disbursed, to present a final overview of the accounting activity on the file. Full check detalil,
including check number, check date and the line items, is presented on the Final Disbursement
Report.

A Setup Option exists that will prompt users, after the printing of any checks, as to whether they
wish to print the Final Disbursement Report. Some companies have an established practice of
printing a Final after each and every check run, and so this prompting option is available for their
use...saving the users a step.

Dual Authorization of Disbursements (optional)

There is a system configuration option that provides for dual authorization of disbursements
(checks), separate and distinct from the dual authorization of wires outgoing. The option requires
one user to create disbursements, and another to approve them, before they can be printed.
Users cannot approve their own submitted checks. Users can be denied the ability to approve
disbursements originated by specific other users.

On the Disbursements window, once a user has worked up the check(s) they wish to print, they
will click on the =¥ Submit arrow at the top of the screen, and the Disbursements screen will
close.

At this point, another user in the branch, with Approve Disbursements authority, will use the
Disbursements Pending Approval option, on the Disburse menu, to pull up the
Disbursements Pending Approval screen, shown below.

Disbursements Pending Approval =]
Approve Selected ‘f.-:l
{+ By Branch |DDW - USA Digital Solutions, Inc. Main Office @25th Ave. j
™ By Filz Number:
I”"| File Number Escrow Officer Submitter Name Payee Name
B AT Sl Senlob oD S e DR EOGEAAICHL G SR,
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On this screen, the "< View and Approve icon, to the right of each item can be clicked on to pull

up full detail on the disbursement. There is an "=/ Approve icon on the Check Detail screen;
alternatively, the user can check on the checks to approve on the Disbursements Pending

Approval screen and click on the .4 Approve Selected icon at the top of the screen.

Disbursements [=

= Submit (g Print -
Escrow File #: FNTSD Branch: 001 - USA Digital Solutions, Inc. Main Office @25th Ave
Escrow Officer SL1 - Shemi Lamb-D01-EQ Bank: 02 - 1t Calfomia Bark [6123015676]
@ Pending ems @ Receipts | @ Checks | Wire Outs | & Receivables
Receipts Disbursements
Description Amount Description Amount

Deposted 25.000.00 Disbursed: 162230
(Less) Held: 0.00 Fending: 1,804.30
Receivables fless Deposited) 3532,55.26 Held 0.00
Skipped: 376,780.96

Total Receipts Available 378.585.26 Total:

380.407.56

File Balance: -1.822.30 Actual Balance:  21.373.40

BT Mark All | & New Disbursement

Status Payee Amount -

> Checkc '~ | BRIDGE FINANCIAL GROUF, INC. o500 |7« &
| |CLERK OF THE COURT af 82030 /| = [H

Skip _~||COUNTY RECORDER 25002 % B

ol 2 =

After items have been approved, they will reflect their approved status, with the ! Approved
icon, as shown here, and can then be printed.

Create & Print Individual Checks

The Create & Print Individual Checks menu item, on the Disburse menu, is used if one or
more checks are to be generated based on data that is not in the system, therefore are not
checks that would be generated through the Create & Print Checks function. For example, an
escrow file was opened but the transaction is now being cancelled and the Initial Deposit needs
to be refunded. If a disbursement file has not already been prepared, the system will open the

Disbursements screen with no detailed disbursements. The user will use the Ler New
Disbursement icon to create the disbursement. If a disbursement file had already been
prepared, and the user responded to not “start over” the existing disbursements would present; if
the user responded to “start over” the existing disbursement file would be purged and a blank
Disbursements screen presented. The discussion earlier in this manual on the Disbursements
screen should be referred to for further details. A Setup Option exists that will let the listing of

pending checks, issued through the Create and Print Individual Checks option, to stay in the
order they were entered, and to print in that order.

Print Final Disbursement Report

The Print Final Disbursement Report menu item, on the Disburse menu, is used to generate
the Final Disbursement Report. This report presents all receipts and disbursements processed
in a file. Itis normally run after the file is fully disbursed, to present a final overview of the
accounting activity on the file. Full check detail, including check number, check date and the line
items, is presented on the Final Disbursement Report.
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Fee Check Invoice

The Fee Check Invoice menu item, on the Disburse menu, is used to generate the Fee Check
Invoice Report. The report presents all of the disbursement data entry items (CDF, HUD,
Worksheet or Settlement Items entry — not checks) tagged with the “:T” Company payee shortcut
(and “E”, if used) (income code selection drives the Company payee on CDF and Settlement
entry) — representing the Company’s fees. The detail on this report should make up the fee
check or fee slip balance.

1099-S

USA Digital Solutions, Inc.
USA Digital Solutions Demonstration System v10.4
Fee Check Invoice
Print Date - Time: 11/19/2015 - 8:40:15 AM Page: 1
Escrow Number: 00001152-001 User: JMW
Escrow Officer Sherri Lamb-001-EQ
Buyer Name: Buyer, Bradley T
Seller Name:; Selerz, Happy
Description Other Buyer Seller Total
Title Fees
Title - Closing Fee 0.00 100.00 0.00 100.00
Title - ALTA Owner's Policy (6-17-06) 0.00 0.00 2,050.00 2,050.00
Title - ALTA Loan Policy (6-17-06) 0.00 150.00 0.00 150.00
Sub Totals: 0.00 250.00 2,050.00 2,300.00
Recording Fees
Recording Fee For Deed 0.00 57.00 0.00 57.00
Recording Fee For Mortgage 0.00 15.00 0.00 15.00
Recording Fee For Release 0.00 18.00 0.00 18.00
Sub Totals: 0.00 90.00 0.00 90.00
Grand Totals: 0.00 340.00 2,050.00 2,390.00

The IRS Form 1099-S, if required, is prepared in Impact/SQL and is given to the customer(s) at
the time of closing. The 1099-S data is aggregated throughout the year and there is a function in
Accounting for preparing the data for submission to the IRS. The 1099-S menu entry, on the
Disburse menu, is used to initiate the function for reviewing and/or preparing 1099-S items for
distribution. Any escrow may have several Form 1099-S’ created in it, but each Form 1099-S in a
file must have a unique Tax ID number assigned to it.

IR51099-5 Reporting
| gia Mew Entry Print Selected Email Selected Publish Selected

()

Escrow File #- GFE0Z Branch: 001 - USA Digttal Solutions, Inc. Main Office @25th Ave
Escrow Officer:  JMW - Jog Westrick
r TIN Date Name Sales Price

No records found.
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NOTE: If there is not at least one Form 1099-S filled out for a file, and the file is flagged
“reportable to the IRS”, the Closing Report (Reports > Closing Report) will show “Not
Reported”, in the IRS column.

Selecting 1099-S from the Disburse menu opens the IRS 1099-S Reporting screen, after
requesting the file number to be worked with.

The user would click on the L=k New Entry icon to create a new 1099-S item.

IRS 1099-5 Reporting ===
Escrow File #- SLCOM1 Branch: 001 - USA Digtal Solutions, Inc. Main Ofice @25th Ave
Escrow Officer-  SL1 - Shem Lamb-001-E0
Date Closed: [12/22/2015 [ Date Recorded: [12/22/2015 [ ]
Reparting Entity
I~ Exchange
TaxDType: [EN =]
Tax ID: |23 .8838683 | T sopies For |
Name: [METRO CENTER REALTY HOLDINGS, LLC| + .. | T Forsign Person
Address #1: [10735 N. 28TH. DRIVE I Foreign Address
Address #2: |
Cty: [PHOENIX State: [AZ =] ZpCode: [85029

Property Information

Sales Price 57.101,756.00
Buyer's Part of Real Estate Tax: 0.00

Address: [10835 N. 25TH. AVE I

City. State and Zip: [PHOENIX, AZ 85029

County: |PIMA

Conce

The first time this is done on a file that is flagged reportable, and where there is a property and a

seller defined, the screen that is brought up, after the L=r New Entry icon is clicked, will be
populated with the first seller’s information, sales price and the property information. The
information should be reviewed for accuracy, and if the sales proceeds and real estate tax figures
need to be altered (to split with another seller) they should be. Once the data is correct, the user
will click OK to print the 1099-S.

The Exchange checkbox is used if the transaction is involved in a 1031 Exchange and that
should be noted on the 1099-S when printed.

Reporting Entity
™ Exchange

Tax ID Type: -
TaxID: [ I Applied For

Name: | lJ ™ Foreign Person
The Tax ID Type options are SSN/ITIN (Social Security Number or Individual Tax ID Number) or
EIN (Employer Identification Number). If the correct flag is not set, it should be altered. Note,
however, that the data is coming from the Seller Party data and so if wrong here, should be
corrected in the seller’s data as well (changes made here will NOT flow back to the seller data).

NOTE: if masking of SSN, TIN, & EIN numbers has been
enabled, only the last four digits of the value entered will
be visible to the user, after existing the field, unless the
user’s setup has the override applied to unmask the Tax ID: |[=6789
value. If masking is enabled, the printed 1099-S will only
reflect the last four digits of the SSN, TIN, or EIN.

Tax ID Type: [SSN |
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If there is not a Tax ID number, but one has been applied for, the Applied For checkbox should
be checked.

IR51099-5 Reporting

'.0.' You have marked this 1099-5 as Involving 3 Foreign Person. Please be sure
the appropriate IRS forms have been completed, by the appropriate parties,
for this transaction and have entered the TIN into Impact. Also, please follow your compary's
procedures regarding Form 8288, as appropriate. I the form is required
to be filed, you have only 20 days from closing to do so

If the Foreign Person checkbox is checked, a message will pop up reminding the user to make
sure they follow their Company’s procedures for foreign seller transactions.

Checking the Foreign Address checkbox will result in the City, State and Zip Code fields being
replaced by a Location field, into which the proper mailing information can be entered.

If the HUD Style Entry was used, and on HUD lines 107-407 county taxes are entered, then the
amount will appear on the 1099-S in the Buyer’s Part of Real Estate Tax field. Alternatively, if
the Worksheet Style Entry was used and county taxes are being credited to the seller, then the
amount will appear on the 1099-S in the Buyer’s Part of Real Estate Tax field.

The Name field can hold 250 characters; the Address #1 & #2 fields can each hold 100
characters. Note: For IRS reporting, the Name and Address fields will be truncated to match the
IRS Publication 1220 field limits.

The ellipse (...) next to the Address, in the Property Information section, is available on
Commercial files, and is used to select the property for the 1099-S being prepared/edited.

Once completed, the 1099-S will appear on the IRS 1099-S Reporting screen, from where it can
be %= Printed, &5 Emailed or B Published (if so configured), by checking the checkbox in front
of the item and clicking on the appropriate icon at the top of the screen. The & Modify icon can
be used to edit the 1099-S and the + Delete icon can be used to remove it.

The user would click on the L= New Entry icon, at the top of the screen to add another 1099-S, if
more than one is required. The screen on subsequent 1099-S’s will be blank when first opened.
Clicking on the ellipse (...) button next to the Name field will bring up a screen of the Sellers in
the file. The user can then double click on the party to use for the new 1099-S and all available
data will pull to the 1099-S screen. The user will need to enter the Sales Price applicable to the
new 1099-S, and any tax that should be noted.

Close File

Close File [
Depending on the Company’s system configuration, Escrow File #1: SLOR3THG
. . Escrow Officer: 5L - Shem Lamb - EM-001
the Closing Date and Recording Date may be set Branch: 001 - USA Digtal Solutions, Inc. Main Office @25th...
automatically when the fee check or transfer fee slip Closing Date:
(the :T payee item) is printed. Also, depending on Recording Date:
the Company’s system configuration, the Escrow Remson tht thers is $4510.86 left in ile

user may have the ability to modify the Closing Date I
and Recording Date. If Escrow does not have the
option available, the Close File menu item will not be
presented on the Disburse menu. If it is available,

and is selected, a screen like the one shown below el || oK
will present.
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If funds are left in the file when the user sets the Close Date manually, he/she will be prompted to
enter a reason. The reason can be shown on the standard Trial Balance, if that print option is
selected. Once the escrow balance is reduced to zero (0), the reason is removed from the
standard Trial Balance.

Balance Statement

The Balance Statement menu option, on the Disburse menu, prompts the user for the file to
report on and will produce a report of all the Deposits & Credits and Disbursements on the file
— from data entered on the file (not ledger data). It also presents all Lender Summaries, to
support the lender figures on the main report. Once the report total reflects a zero balance, the
file is “in balance”. This report is helpful to identify missing payees on disbursement items. This
is a variant of the Preliminary Disbursement report.

Update Reason Funds Held

The last menu entry on the Disburse menu (if Dual Authorization of Disbursements is not
enabled) is Update Reason Funds Held.

Update Reason Funds Held @
This function will prompt the user for the -
K i . Escrow FRle #: SLOR315G Awailable Balance: 451086
file number to work with and will then Branch: 001 - LISA Digital Solutio... Bank: 01 -1t National Ea...
present a screen reflecting the file Escrow Officer- 5L - Shem Lamb - EM0..
balance and a Reason field into which Reason

the user can detail why there are funds Dsputengaten|

held in the file. This reason can print on
a version of the Trial Balance. Typically,
the user will have provided a reason —ee =]
when the fee check was disbursed, and a

balance was left in the file. This option lets that reason be updated to reflect new information.

Disbursements Pending Approval (optional)

If Dual Authorization of Disbursements is enabled, the last entry on the Disburse menu will be
Disbursements Pending Approval. This function is discussed earlier in this Disburse menu
section, and so will not be repeated here.

Wires Menu (optional)

The Wires menu may contain up to four options, depending on the system configuration and
specific user permissions; or it may not appear at all. It will not appear if neither of the options for
centralized wire processing are enabled. The four possible options are:

View Incoming Wires Approval
View Outgoing Wires Wire Out Audit Report
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View Incoming Wires

Assuming that the Incoming Wires module is made available, through the system configuration,
the View Incoming Wires menu option will be available. This option provides a method by which
escrow officers can notify a central wire desk of an anticipated incoming wire. Upon receipt of the
wire, from the bank, the wire desk can confirm the escrow officer’s notice and the wire will be
receipted into the file — and the escrow officer will receive an e-mail notification.

Selecting Wires > View Incoming Wires from the Escrow Number Entry e
Impact desktop will open the Escrow Number Entry &4 Search

dialogue box. If an escrow is open on the desktop, the
entry field will be pre-filled with the current escrow
number. See the Escrow Number Entry section for

more details on using the &2 Search icon. Cencel

Enterthe Escrow Number:

The user should click on the OK to open the View Incoming Wires screen, for the escrow
number provided. In the screen shot below, there are two anticipated wires that have already
been entered. The tools available to the user on this screen will be discussed in the following
paragraphs.

View Incoming Wires [zl

[ Change Fl\EI ek New Incoming Wire I

Escrow File #: SLOR319G Available Balance: 4.510.86 The LgF New Incoming Wire iCOﬂ,
Branch: 001 - USA Digital Solutions, Inc. Main Cffice @25th Bank: 01 - 1st National Banlk of Nevada [123456785] .
Escrow Officer: _SL - Sheri LambEML00T at the top of the screen is used to
Date Submitted Amount Sending Bank Name Status initi
T T — ] | "'U2te the entry ofanew
06/05/2013 12:58:13 P 418.865.45 |. Pending /|« |% anticipated wire. That screen will be
discussed below. The ability for
users to be able to do incoming

wires is a controlled permission.

There are up to four icons to the right of each of the previously prepared incoming wires (if any)
that are listed in the body of the screen.

The @ Information icon, when clicked on, will present an Incoming Wire Detail window that
displays information on the previously entered anticipated wire.

The & Modify icon will only be presented if the wire in is in a pending state (un-confirmed by
Accounting). Clicking on the icon will bring up the Incoming Wire entry screen (discussed below) with the
previously entered information available for edited. Again, once a wire is confirmed, it will not be able to
be modified.

The # Delete icon will only be presented if the wire in is in a pending state (un-confirmed by Accounting).
Clicking on the icon will bring up a confirmation prompt, asking the user if they are sure they wish to
delete the item. Again, once a wire is confirmed, it will not be able to be deleted.

The %= Print icon will let the user reprint the Incoming Wire Report on the anticipated wire.
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New Incoming Wire

The Incoming Wires screen has an Entry tab (for a new wire) and a History tab. The History
tab presents the same listing of previously entered wires shown on the View Incoming Wires
screen but no actions can be taken on them.

Incoming Wires @

NAF

Escrow Fle # GFE01
Escrow Officer-  5L1 - Sheni Lamb-001-EQ
Branch: 001 - USA Digital Solutions, Inc. Main Office @25th Ave.

Entry | History

Mame: /Buyer

Bank |[)3-Comenca Bank [1234567850] j

Escrow Balance:  0.00

Amount |

Other Wire Reference |N;"A

Sending Bank Information

Bark Name: |N)"A J

ABA: |NAA

Account Number:  |N/A

Remitter: |

Add Another Cancel

The Bank field will be filled with the bank of the file, and will be locked unless there is a zero
balance on the file AND there are multiple banks available to the branch of the file. If those
conditions are met, the Default Bank for the branch will be pre-selected but the Bank dropdown
will be available for the bank to be altered if need be.

The Amount of the wire should be entered into that field.
Additional comments can be entered into the Other Wire Reference field

The Sending Bank Information area is used to enter data on where the wire is expected from.
The Bank Name, ABA and Account Number fields require some form of data entry. If the user
does not know the source bank information, periods or question marks can be entered to satisfy

the data requirement. The E’ NAF can be used to fill the Bank Name, ABA and Account
Number field, if the bank is properly loaded into the NAF. The Remitter field is not required, but
the user should know that information.

Once the wire information is as complete as the user can make it, the OK button should be hit to
send the anticipated wire to the queue in Accounting. NOTE: the funds represented by the
anticipated wire are NOT available for disbursement until the wire is confirmed as received by
Accounting.

If an additional wire is to be done, the Add Another button can be hit, instead of the OK button,
and the current wire will be sent to the queue and a new blank entry screen will present for the
user to continue with the next wire.

The Cancel button can be used to cancel the routine without creating the anticipated wire.
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View Outgoing Wires

The reader is referred back to the discussion of outgoing wires, in the Disburse > Create & Print
Checks section earlier in this manual for full detail on Outgoing Wire processing under the
centralized approach.

This function is very similar in concept to the incoming wire function, discussed just above, but a
primary difference is in the treatment of the funds. Whereas in managing incoming wires the fu
nds are not available until approved by Accounting, with outgoing wires the funds are immediately
removed from the file when Escrow enters the information about the wire out before Accounting
has really done the wire out and confirmed via the Wires Outgoing queue in Accounting. This
ensures that the funds are not wired out a second time, and prevents a check being cut.

View Outgoing Wires &=
[:5 Change File | Mew Outgoing Wire

Escrow Fle #: SLOR315G Available Balance: 4510.86
Branch: 001 - USA Digital Solutions, Inc. Main Office @25th ... Bank: 01 - 1st National Bank of Nevada [123456785]
Escrow Officer: 5L - Sheni Lamb - EM-D01

Bank Name Initials
05/31/2013 12:00 AM ABC MORTGAGE LENDERS, INC. JMwW

05/20/2013 12:29 PM| | Initiated BANK OF AMERICA, N.A., TX SL
05/17/2013 11:03 AM| | Initiated BANK OF AMERICA, N.A., TX SL
04/01/2013 03:13 PM| | Sent BANK OF AMERICA, N.A., TX SL
04/01/2013 01:30 PM| | Sent BANK OF AMERICA, N.A., TX SL
04/01/2013 01:27 PM| | Sent BANK OF AMERICA, N.A., TX SL

In the screenshot above, note the “Initiated” indications in the Status column. They indicate that
the system is configured for Dual Authorization of outgoing wires (discussed below). Wires that
have been initiated have yet to be approved by an approver, and, therefore, have not yet gone to
Accounting for processing. For that reason, the can still be # Modified or # Deleted, with the

icons on the right.

Approval

There is a system configuration option that provides for a Dual Authorization process on
outgoing wires. If enabled, an Escrow user will initiate an outgoing wire, but it will not go to the
gueue in Accounting for processing until approved by another escrow user, with approval
authority assigned to their Impact login initials.

If the system configuration is set for Dual Authorization and the user’s password access is set as
a wire out approver the Approval menu option will be presented on the Wires menu. A wire out
approver must approve the wire out before the wire out will go to Accounting. A user with
approval authority should click on the Approval menu option to bring up the Wire Approval
screen (shown below). The screen will present all Initiated wires on files in the branch of the
approver.

The Filter box, at the top of the screen, can be used to limit the records presented. It will filter,

based on the entry made by the user, on the Escrow No and Customer Name fields. The v
Clear icon can be used to delete everything entered in the Filter box.
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Wire Approval | |
£l
| Fitter: ‘ Q |
Esc Off Date/Time Customer
Escrow No Inits Entered By Ent i N: Motes Amount Fle Balance
OO B A OvzvanmsAr Nossoermipe 100 25120023445 © /-
00000001 JB JDE 05/17/201311:25 AM |12 1.00| 251280234454 | @ /|5
SLOR315G SL sL 05/17/2013 11:03 AM | ABC MORTGAGE .. 18473 481859 @ 2|
SLOR315G SL 5L 05/20/2013 1229 PM | MISC 123.00 481859 @ /|

The @ Information icon, to the right of an entry, is used to pull up the “Outgoing Wire Detail —
(file number)” screen, so the approver can review the wire information. No action can be taken

from that screen.

The ¢ Modify icon, to the right of an entry, is used to pull up the “Wire Outs for Escrow

Number ########” screen, which has an Entry and a

History tab. The Entry tab will present

details on the specific wire. The History tab will present all processed outgoing wires for the file.

The approver should review the wire information, and make any corrections desired, and then
use the Approve or (¥ Disapprove icons, at the top of the screen to either send the wire on
to Accounting for processing, or to send a Disapproved email notice back to the Escrow Officer
of the file. The ﬁDisapprove action will leave the wire in an Initiated state. The & Approve

action will bring up the printer control dialog from which the user can print, preview or email the
Outgoing Wire Request form, which will reflect the approver’s approval. Once approved, a wire

will be removed from the Wire Approval screen.

Wire Outs For Escrow Mumber 00000001

[3 Approve [Ed Disapprove l

e

NAF

Escrow Fle #: 00000001
Branch: 001 - USA Digital Solutions, Inc. Main ..
Escrow Officer:  JB - Jason Brown 001

Available Balance: 251230234356

Bank: 02 - 1st Califomia Bank [83232678]

Entry |

Amount: 1.00

History |

The Wire Approval screen’s detail records can be sorted in two ways.

By clicking on a column heading, once for ascending order and twice for descending order, a
single column sort can be done. All column headings except for Amount and File Balance can be

used to trigger a single column sort.

Using the 7l Sort icon, in the upper right corner of the
Wire Approval screen, will present the Sort Order
screen through which a more complicated sort pattern
can be established. The Column Names can be
reordered for the sort order (top to bottom) with the *
Move up and ¥ Move Down icons at the top of the
screen. The ) Reset To Default icon can be used to
undo any user changes. The user can check the
appropriate checkbox for the sorting on the particular
column to be Ascending or Descending order.

Sort Order

==

Move Up & Move Down ) Reset To Default

e |

<<

Entered By
Date,/Time Entered

EURURY

Customer Name
Motes

_|_|_|_\_|n§

<l
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Wire Out Audit Report

Wire Out Audit Report @

The Wire Out Audit Report option, on the Wires menu, pipices

provides the user with a report of the wires entered and : :];:::1 o

actions ta.\ken with them, for the date range requested or e

for a particular escroyv. The report shows.the Escrow Fom [06OTT [ To [0AT
Number, Date the wire was entered, Action taken on the

wire, who the action was Done By, the Amount and Soodde | _Gred |[ ok ]
Reference Number.

Receipts Menu

The Receipts Menu, in the Escrow module, contains options relating to the receipting and
transferring of funds — both for escrow trust accounts and for savings accounts (IBA’s).
Depending on system configuration, the menu could have a maximum of four entries on it:

View Receipts Transfer Funds
Receipt Correction Transfer Savings

The View Receipts menu option will always present; the Receipt Correction and Transfer options
are configuration dependent.

View Receipts

The View Receipts screen is used to enter receipts, modify unposted receipts, delete unposted
receipts (if so configured) and reprint receipts. When first opened, for a file with no prior receipt
activity, the screen will be largely blank, as shown below. Note: the Error Correction and NSF
items will only appear for Escrow users if the system is configured to allow Escrow to use those
functions. The assumption here is that they can. While the initial receipt of earnest money may
be made from the Initial Questions screens, most receipts will be entered through this menu
option.

The = Change File icon, at the top left of the screen, is used to switch the file to be worked with.

View Receipts P
[ Change File J}NE’WRECE\pt' Error Correction NSF
Escrow Fle #: GFED1 Branch: (001 - USA Digtal Solutions, Inc. Main Office @25th Ave. H H H
ot Sher Lo G010 The J} New RecelpF icon is used
Qs | Bak | Banch | Dde | Tpe | Feooil Payor F— to bring up the Receipts screen,
for the selected file, the number of
which is just below the icon. The
ability for users to be able to do
receipting is a controlled
No records found. . .
permission.
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The Date field will default to the current date and be locked.

The Type field will default to Escrow

~ Receipts @
Tru§t and will be locked unless a Escrow Flo B GFED
savings account has been added to the Escrow Officer:  JMW - Joe Westrick
file. If there is one, or more, Savings Branch: 001 - USA Digital Solutions. Inc. Main Cffice @25th Ave.
account, the Type field will open up and Date: [07/14/2014 [
the user can select Savings if a receipt Type: ~| Escrow Balance: 0.00
related to a savings account is to be Bark: |03 - Comerica Bank [1224567890] =]
entered. Payor Name: |

Escrow Name: |SellerfBu=,fer
Receipt Type: | j

Receipt Number: | ____________

The Bank field will default to the bank of
the file, if Escrow Trust is selected in
the Type field. If the file has a zero
balance, and there are multiple banks
available to the branch of the file, the
user can select the bank to be used. If
there is a balance on the file, the bank
cannot be changed. If the Type field is L oot | Coce [ ok ]
Savings, the Bank field will present a
listing of all of the available savings accounts for the file, and the user should select the correct
account for the receipt being entered

ABA Number: |

Receipt Amount: ’7
[~ On Hold

[ 3rd Party Receipt

The Payor field can be used to enter information on the source of the funds. This field will
present on the Ledger, so entering a good description is important. The Payor field can be set to
be mandatory.

The Escrow Name field will default to the last names of the first buyer and seller, separated by a
slash (/). It can be edited to enter alternate information if so desired.

The Receipt Type field will present two different lists, depending on whether Escrow Trust or
Savings is selected in the Type field. The user should select the appropriate Receipt Type from
the dropdown list. While most of the receipt types are common across databases, sites can have
different receipt types; there is not a static set. Users should select WIN if entering an Incoming
Wire (if not using the Wire Processing function). Note: some receipt types are set as
“depositable” and some are not. It is important that if the user has a physical item in hand, that
will be taken to the bank in a deposit, that a depositable receipt type be used when entering the
receipt for the item. If not, the receipt will not appear on the Deposit Slip screen to be able to be
included in a deposit; the item will present directly in the bank reconciliation if entered with a non-
depositable receipt type.

If the user has selected Savings, in the Type field, the only two receipt types that will appear are
SAV and INT. These two receipt types are used to reflect savings balances being entered into or
taken from a savings account — with a positive or negative amount on an SAV receipt — and to
record interest paid on a savings account — with an INT receipt. These two receipt types will only
enter or remove dollars from a savings ledger. An STF (Savings Transfer) receipt would be used
on the corresponding escrow ledger receipt to reflect dollars going to or coming from a savings
ledger. Normally, the Savings Transfer function (described later in this Receipts section of this
manual) would be used to eliminate the need for doing two receipts (one out of escrow and one
into savings, or vice versa) to track savings activity.

The Receipt Number field will auto-fill and is locked.
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The ABA Number field can be used to enter routing information on the receipted item, if so
desired.

The Receipt Amount field is used to identify the amount being receipted.

If the funds being receipted should be considered “on hold” — as they may not be good funds or
for some other reason — then the On Hold checkbox should be checked. Only Accounting users
can release a hold on a receipt.

The 3" Party checkbox will, for a properly configured system, result in a Third Party Deposit
Escrow Instruction form being generated with the receipt for the third party to sign; and, will put
3 Party deposits on a separate HUD line.

Once completed, the user should click on the OK button to finalize the receipt. The user will be
presented with a printer control window through which they can print, email or publish the receipt.

*New functionality has been added in Version 10.8 to allow Receipt Reports to now be semi-
customized to allow for an electronic signature of the user to be automatically added when printing.
Each user will need to provide an e-signature sample to be attached to their user account by their local
IT department.

Most sites have a multi-copy receipt report template so they can print a copy for the customer and
one for their file (and maybe a copy for Accounting). The Cancel button can be used to exit
without generating a receipt. The Add Another button will save the receipt and present the
Receipts screen for entry of another receipt.

Once the receipt has been entered and printed, the View Receipts screen will present, showing
the item(s) that have been entered on the file.

é,'.lmpacta'SQL Escrow [USA Digital Solutions Demonstration Systern] (o= =]
File  Edit  Ticklers Disburse Wires Receipts Documents Projects Reports  Misc.  MNaf  Options Tools  About
O HERADB D% EHQB
[ ]
View Receipts I’= )
[LZ Change File _ ek Mew Receipt % Error Correction [@ NSF

Escrow Rle #: GFE02 Branch: 001 - USA Digital Solutions, Inc. Main Office @25h Ave
Escrow Officer:  JMW - Joe Westrick

Status

Bank Branch Date Type Receipt Payor
e o ON OONONONDED vt

The first column, Status, will reflect whether the receipt has been posted or not. Once posted, a
receipt cannot be modified.

The @ Information icon will bring up the Receipt Detail screen, on which information about the
receipt is presented.

The & Modify icon is used to bring up the receipt for editing. If the receipt is not able to be
edited by the user, the & Modify icon will not be presented.

The %= Print icon is used to bring up the Print control screen, from which the user can reprint the
receipt, or Preview, Email, Publish (if so configured) or send to Attachments the reprint of the

receipt.
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If the system configuration allows for it, the + Delete icon will present, when applicable, allowing
the user to delete the receipt. Few sites permit receipt deletion, as they want to retain all
sequential receipt numbers. If the user cannot delete the receipt, but wishes for it to reflect $0.00,

they can & Modify it and change the amount to $0.00.

The 2 Error Correction icon will present at the top of the screen if the system is configured to
allow for its use by Escrow, and be enabled if the highlighted receipt can have a correction made
for it. Clicking on the “# Error Correction icon will bring up the Error Correction Receipt
screen on which the user can enter information in the Payor Name, Escrow Name and ABA
Number fields, if desired, and can enter the CORRECTION amount in the Receipt Amount field
— positive or negative. The net amount should NOT be entered, just the amount of the correction.
The correction item will be given the same receipt number as the original.

The [# NSF icon will present at the top of the screen if the system is configured to allow for its
use by Escrow, and will be enabled if the highlighted receipt can have an Non-Sufficient Funds
receipt made for it, offsetting the original — reflecting the originally deposited item was rejected by
the bank. If clicked upon, the Non-Sufficient Funds screen will present with the information from
the original receipt, with the Payor and Escrow Name fields available for editing (so the user can
indicate the original was returned by the bank). Once OK’d, the detail presented will have an
offsetting dollar amount from the original. While the original item remains editable, only the
Payor and Escrow Name fields can now be edited — again, so the return can be detailed. The
Escrow Officer on the file will receive an email about the NSF, so they can pursue good funds for
the file.

Receipts - Some Common Situations

There are several common situations involving receipts. Some of these are discussed below,
with the steps that should be taken to correct an error situation or to complete a receipting
process.

Scenario 1: A receipt was entered into the wrong file, but has not been deposited or posted, and
deleting is not available.

e Receipts Menu

o View Receipts

o Enter the file number into which the erroneous receipt was entered
¢ Highlight the receipt to be edited

e Click onthe ¢ Modify icon

e Enter a zero, “0”, into the Receipt Amount field

o Enter “Entered in wrong file” in the Payor field

e Click on OK to save the change

= . .
e Then use the = Change File button and enter the correct file
e Create a new receipt in the proper file

e Orif Transfer Funds feature is available, use it to move the funds from one file to the other (see
Transfer Funds below).
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NOTE: If the original receipt has already been included in a deposit, the deposit will need to be
voided before you can edit the amount, then the deposit will need to be rebuilt, with the new
receipt.

NOTE: If the receipt has already been posted, use two new receipts to detail the movement of
funds from one file to another; use a negative amount on one, positive on the other.

Scenario 2: A receipt was entered for the wrong amount, but has not been deposited or posted.

e Receipts Menu

e View Receipts

o Enter the file number into which the erroneous receipt was entered
¢ Highlight the receipt to be edited

e Click onthe & Modify icon

e Correct the Receipt Amount of the receipt

e Click on OK to save the change

e & Print the corrected receipt

NOTE: If the receipt has already been included in a deposit, the deposit will need to be voided
before you can edit the amount, then the deposit will need to be rebuilt, with the corrected receipt.

Scenario 3: Areceipt was entered for the wrong amount, and has been posted.

e Receipts Menu
e View Receipts

o Enter the file number into which the erroneous receipt was entered

e Click on the L= New Receipt icon

e Enter the details for an adjusting receipt (positive or negative amount as needed). Should use
non-depositable receipt type (ADJ, for example), as this item will not be “going to the bank”, but
needs to show up in the reconciliation on its own.

e Click on OK to save the new receipt

e & Print the new receipt
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Receipt Correction

The Receipt Correction feature is a setting only applicable to companies that fall under the
jurisdiction of the California Department of Corporations (DOC) — that is “escrow only” companies,
in California. The regulatory requirement is that if funds are receipted into an escrow file, and it is
determined at a later date that the funds should have been entered into a different file, correcting
receipts with the same receipt number on each are to be entered into the original file (with a
negative amount) and into the correct file (with a positive amount). The option is enabled, by the
System Admin, through Setup Options, in Utilities.

The Receipt Correction menu option, on the Receipts menu, automates the procedure by
allowing the user to answer a few questions (original escrow number, original receipt number,
and new escrow number) and then the system will automatically generate the needed transfer
receipts.

The user should enter the original escrow file number in the Receipt Correction Entry =
From Escrow Number field and enter the original receipt
number, which corresponds with the original escrow file
number, in the From Receipt Number field. They should then From fiecept Number

enter the correct escrow file number in the To Escrow o Eserow fumber

Number field. Click on OK to continue. cncel [ ok |

From Escrow Number:

Impact will display a prompt asking for confirmation of the request to do the receipt correction.
Confirming the request will have Impact generate two receipts, with a receipt type of RCT, with
the original receipt number, showing funds taken out of the original file number and being credited
to the new file number.

Impact will allow a receipt correction on files in different branches as long as both files are
assigned to the same bank. If the From escrow number and the To escrow number are in
different bank accounts, Impact will display a prompt that the files are not assigned to the same
bank and will not let you do a receipt correction. The user would need to have an Accounting
user do a negative receipt out of the original file and a positive receipt into the correct file. If the
funds were deposited in the bank they will have to be transferred from the incorrect bank to the
proper bank.

The Receipt Correction function will not allow an overdraft to be created in the originating file.
Impact will display a prompt that the correcting receipt will cause an overdraft and not let the user
do a receipt correction.

It is also not possible to do a receipt correction on a receipt multiple times. Impact will display a
prompt saying a correction has already been entered for the requested receipt number. If the
correction was done to the wrong file, Accounting will need to create two receipts, one for a
negative amount out of the originating escrow and one for a positive amount into the correct
€SCrow.
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Transfer Funds

The Transfer Funds option, if available, will appear on the Receipts menu. The function makes
it easier to transfer funds between escrow files that share the same bank than having to go
through the routine of entering two receipts separately (one negative in one file and one positive
in the other). The Transfer Funds function will create a negative receipt from the originating
escrow file and a positive receipt into the new file with two separate receipt numbers assigned.
Impact will allow transferring funds from a file in one branch to a file in another branch as long as
both files are assigned to the same bank.

To transfer funds from one escrow to another, P— ==
the user would enter the originating escrow

number in the From Escrow Number field From Excrow Number: | Escron Belonce: 000

and the new file number in the To Escrow TobscoMumber: [ EsoowBdance: 000
Number, enter the dollar amount of the Trenster fmount

transfer in the Transfer Amount field and Ressonfor Transfer: [T
enter the Reason for Transfer in that field. e | T

The Reason for Transfer will appear on the escrow ledger. The user should click on OK to
proceed or click on the Cancel button to abort transfer of funds.

If the From Escrow Number and the To Escrow Number are in different bank accounts, Impact
will display a prompt that the files are not assigned to the same bank and not let the user do the
transfer. The user would need to have an Accounting user to do a separate negative receipt out
of the original file and a positive receipt into the correct file. If the funds were deposited in the
bank Accounting will have to notify the bank and transfer funds from the bank on the source file to
the bank on the target file.

Transfer Savings

The Transfer Savings option, if available, will appear on the Receipts menu. This function
makes it easier to transfer funds between the escrow ledger and a savings ledger on a file than
having to enter multiple receipts — one to take funds out of the escrow ledger and one to put
funds into the savings ledger.

When invoked, the function will ask the user for the file number involved in the transfer.

A savings account must already exist on the file before the Transfer Savings function can be
used. If the function is invoked and the file requested does not have at least one savings account
tied to it, the user will receive a message stating that fact.

Transfer Savings @

= Change File

Escrow File #: GFEDZ Branch: 001 - USA Digital Solutions, Inc. M...
Escrow Officer-  JMW - Joe Westrick Bank: 03 -Comerica Bank [1234567850]
Escrow Balance: 0.00
If there is at least one savings account @ ToSavings (" From Savings
on the file, the user will be presented Savings Account: | 1234554321 - Test Savings Bank =l
with the screen shown here. Savings Balance: (.00

Transfer Amourt:

Reason for Transfer: |

Cancel | oK |
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The Escrow Balance is presented at the top of the screen, just below the boxed file information.

The radio buttons just below the Escrow Balance are used to identify if the transfer is sending
money To Savings or pulling money From Savings — the appropriate option should be selected.

If there is more than one savings account, and the one involved in the transfer is not presented in
the Savings Account field, the user should use the dropdown to select the appropriate savings
account.

The Savings Balance of the savings account is presented just below the Savings Account field.

The user should enter the Transfer Amount in that field, and should provide an explanation of
the transfer in the Reason for Transfer field.

The user should click on the OK button to execute the transfer or Cancel if it is decided not to
continue.

Documents Menu

The Documents Menu contains functions for the generation of Escrow documents and the
printing of Title Instructions, Prelims/Commitments, HUDs, Settlement Statements, Legal
Description, Closing Disclosure Forms, and CDF Tracking . In addition, the maintenance of
master documents is managed from this menu, with the appropriate permissions. The
Documents Menu may contain up to eleven options, depending on the user’s access level. The

options are:

Select & Edit Documents Settlement Statement

Title Instructions ALTA Settlement Statement
Prelim/Commitment Legal Description

HUD Closing Disclosure Form

HUD-1A Closing Disclosure Form Tracking

Document Maintenance (conditional)

Select & Edit Documents

The Select & Edit Documents menu option is used to prepare and distribute the various escrow
documents created for any file. The documents are edited within Microsoft Word, in a controlled
Word window, from copies of “Master Document” templates. Users can give specific file copies of
documents unique names, for versioning purposes or to distinguish unigue versions of a common
document, for multiple recipients, for example. Existing documents on a file can be printed
without going into the document, and they can be published to a document management system
(if so configured), or emailed directly from within Impact. The Escrow document masters are
customized per company, and the document menu can be arranged as the business wishes.
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Selecting Select & Edit Documents from the Documents menu, or clicking on the IE Select
Edit Documents toolbar shortcut, opens the Escrow Number Entry dialogue box. If the user
has an escrow open on the desktop the Enter The Escrow Number field will be pre-filled with
the current open escrow number. If the field is blank, or the user wants to work on documents for
another file than that pre-filled, the correct file number should be entered and OK clicked to

continue to the Escrow Document Menu. The 4 Search icon is available if the file number is
unknown. The Cancel button should be clicked if the request to edit documents was in error.

Escrow Mumber Entry @

Enter the Escrow Number:

Escrow Document Menu

A sample of the Escrow Document Menu that is presented to users is shown in the screen shot
below. Again, the document menu is unique to each Impact database. When initially opened, the
menu is presented in “collapsed” mode, meaning only the document section headers are
presented, not the full listing of documents. Clicking on the boxed plus sign, in front of a section
header, will expand the document menu for that section, displaying all of the master documents
available within it.

Escrow Decument Menu @
[ Change File | := File Document List
Escrow Hle #:  GFEO1
Escrow Officer:  5L1 - Shem Lamb-001-EQ
Branch: 001 - USA Digital Solutions, Inc. Main Cffice @25th Ave.
IFi?ter: | Q I
E- i Uncategorized -
-~y MISCELLANEQUS
- ) AFFIDAVITS
-y DEMANDS
-y DEEDS =
& LETTERS T
-y NOTES
-~y RECORDABLE DOCS
- 1 OPENING DOCUMENTS
(-~ 2 CLOSING LETTERS
-7 3 ESCROW INSTRUCTIONS
- 4 TRUST DEED. NOTES & ASSIGNS
- 5 DEEDS
- 6 RELEASES
-y 7 AFFIDAVITS/POA'S
- 8 REQUESTS FOR INFO OR FUNDS
-7 9 DEMANDS
-~ 10 MISCELLANOUS LETTERS
+- ) 20 MISCELLANEOUS DOCUMENTS [1]
#- ) UCC FORMS
#- ) 1 CALIFORNIA FTE FORMS -

At the top of the screen are icons that the user can use to either = Change File - to work on
documents for a different file than the one currently selected - or to show the = File Document
List — which is a listing of documents already worked up for the selected file (discussed more
later).

In the boxed area near the top of the screen, the Escrow File #, Escrow Officer and Branch of
the file are presented.
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The Filter: field is used to quickly limit the listing presented to documents whose master
document name contains the content entered in the Filter: field, along with the section header of
the section the documents are in, or, if the entered text is in a section header, the section header
and all items within the section. Some experimenting by the user will help familiarize them with

the filtering mechanism. The 2 Clear icon is used to quickly clear out the Filter: field of any
entered content.

A bold section heading indicates that there is at least one document already prepared for the file
selected, from a master in the section whose heading is bolded (as demonstrated above with the
Miscellaneous Documents [1] heading). The number in brackets after the bolded section
heading indicates the number of documents from that section that have been prepared for the
selected file.

The &34 icon, in the upper right corner is used to close the Escrow Document Menu.

To create a new document, the user will expand the document section the master document is in,
or will use the Filter: field to expose the document masters whose names contain the filter’'s
content. Then the user will double-click on the document master name from the list being
presented. If the listing being presented is very long, the scroll bar on the right can be used to
move through it...or the Filter: field contents can be altered to narrow the presented listing.

In the example below, the Affidavits section of the menu has been expanded and the “Affidavit —
Not Same Person” document master has been highlighted (with a single click on the name).

Escrow Dacument Menu E=)| When the user double-clicks on the name, to signal that
N Chepoc BlciSiicRogmpent Lt a new document of that type for the selected file, is to be
o e o1 Lo G010 created, the system will present the Document Title
EEect IR Brice 1h don st hlex i Sl S screen. The user can then either give their copy of the
Fiter: | 2 document, prepared just for the selected file, a new title
. MiscEL AEOUS * | (inthe sample “- Buyer 1” was added to the title), or may
B TS owRS simply click on OK to continue. See the Edit
e o et ] Documents section below for details on how to edit the
L L document in Microsoft Word. If the wrong document
G Doy e pouse ConmProp was selected, clicking on Cancel will stop the document
.8 LETTERS from being prepared, and return the user to the Escrow
g gggé:DABLEDOCS Document Menu.
-+ 1 OPENING DOCUMENTS
[ 2 CLOSING LETTERS
5.2 & TRUST DEED, NOTES 8 ASSGNS Document Title =
g: :j : EEEE:SES Enter a title for this document
B 7 ATRATSTERS - [Affidavit - Not Same Person - Buyer 1]

Cancel | QK |

The Document Title entered in the title field (above) will be displayed when the = File
Document List icon is clicked to open the File Document List screen, which lists all the
documents created for the escrow file. This name will help you identify the unique document
when editing it in the future, so you may want to edit the name presented for ease of future
referencing. If there are no documents prepared for a file, the i= File Document List icon will
not be enabled.

There are optional editable HUD, Rent Schedule and Settlement Statement Excel templates that
can be installed on the Escrow Document Menu. In addition, it is possible to make any Excel
“document” Impact-ready. Contact USA Digital Solutions Support for more information on these.
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There is a background service that can be utilized to automatically delete escrow documents after
a pre-set number of days after last editing, as requested by the Company.

Documents by State

The Document Menu, when the system is configured for Documents by State, will present an
additional “filter” control at the top of the screen, labeled State. This filter can be used to limit the
documents presented to just those for a specific state (the available states in the list will be driven
by the states of the property(ies) on the file). When the State filter is blank, a General folder will
present, with all documents that are not state-specific; and, a folder will present for each state
represented by the property(ies) on the file. To limit the menu to just the state-specific
documents for one state, select that state from the State dropdown.

Escrow Document Menu | == |
,_’}!Change File | := File Document List
Escrow File #: 00001152
Escrow Officer:  SL1 - Sheri Lamb-001-ED
Branch: 001 - USA Digital Sclutions, Inc. Main Office @25th Ave.

State: -
Fitter: | QI

—_—
- General [2] &
LB Teoting Sionatie BTE1E

File Document List

The File Document List, when

requested, will present a screen File Docurnent List ==
. I;;; Print Selected (5] Email Selected < Delete Selected [ Publish Selected I 21l
like the one shown here, ——
presenting all of the documents Escrow Officer: L1 - Sher Lami-001-£0
Branch: 001 - USA Digital Solutions, Inc. Main Office @25th Ave.

that have already been created

i [V Description Date Created Date Changed
for the selected file. O Afidet-Not Same Person-Byer 1 DI/1/ARIZRAN O7/120131233°M /|

[ | Letterhead w/Loga - Sample 07/11/2013 10:50 AM | 07/11/201310:50 AM | &7 |dle

The user can click on the column
headers to sort the listing of
documents by that category
(either Description, Date
Created or Date Changed) in
ascending order; an additional
click on the same header will flip
the sort to descending order.

Across the top of the File Document List, there are four icons that may be available, depending
on system configuration.

e & Print Selected, to print the checked documents
e 3 Emalil Selected, to email the checked documents (discussed below)
e  Delete Selected, to delete the checked documents

. E—& Publish Selected, to publish (to a document management system, if available)
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To utilize these functions, the user will check the checkbox in front of the document(s) on the list
that they wish to print, email, delete or publish and then click on the appropriate icon. Multiple
documents can be checked.

On the right of each listed document, there are two icons:
& Modify, to open for editing the specific document

a¢ Rename, to open the Document Title screen for the specific document

The user should click on the icon next to the document they wish to edit or rename to execute
those actions.

Email Selected

If the user clicks on the &5 Email Selected icon, after checking one or more documents on the
list, the Email Options screen will be presented to them, as shown below. All parties to the file
will be listed on the screen and the user can check which to include as addressees on the emaill,
and whether they should be a primary addressee or a “cc” addressee. Depending on system
configuration, the user may also have the choice of sending the attachment(s) in Word form or in
PDF form;. The user may be able to alter the password protection on the attachment(s), if sent in

Word form.
Email Optiens @
Escrow File #. GFEO1
Escrow Officer:  5SL1- Shem Lamb-001-EQ
Branch: 001 - USA Digital Solutions, Inc. Main Office @25th Ave
Hachmenis 1 Once the recipient(s) has been
_ lected, and Attachment Opti
--—— selected, and Attachment Options
r Escrow Officer-1 | Primary Sheni Lamb-001-ED slamb @digisolaz com Set (|f any), the user Should CIle
on OK to start the email routine.
Click on Cancel if the emailing
should not be done, to return to
the File Document List screen.
Attachment Options
& Default Password:  [test
 POF

Publish Selected

If the system is configured for use of a document management system like SmartVIEW,
ePaperless or Impact Online the user will see the E‘.} Publish Selected option. To use the
function, the user would check the document(s) to be published and then click on the % Publish

Selected icon.

Each document management system will present different screens to the user at this point, but
generically, the user would usually identify the name on the document to be published, the
location it should be published to, and, possibly, the parties who have permissions to view the

document in the document management system.
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If multiple document management systems are available, the user will be presented with a screen
asking which of the systems are to be published to; more than one can be selected at the same
time.

Creating a New Document from a Menu Item

Once the user has located the document they wish to create on the Escrow Document Menu,
they should DouBLE-CLICK on the Description of the document. Impact/SQL will open the
Document Title dialog box on the screen (if there is not already a document of the selected type
on the file). If there is a document of the selected type on the file, a screen will present from

which the user can select the existing document to edit, or can click on the Ls= New icon to create
a new file of the type selected.

The user should type a description for the

document being created in the Enter a title Document Title =)
for this document field. The default S

description can be kept or the description [z Death oot Tenard]

can be modified (up to 100 characters) to fit Cancel [[ 0K

the user’s needs. CLick OK to create the
document when finished.

Click the Cancel button to return to the Escrow Document Menu without creating a document.

Impact/SQL will create a copy of the document for the user to work with and then open the
document in Microsoft Word. A typical document is shown below.

W LA 00240LEDC - Microsaft Word I [

=&
ImpactSQL | Home  Insert  Page Layout  References  Mallings  Review  Wiew  Developer  Design  Layout o @

'*_,} _5 Jﬂi % i Date + Checkmark i addressee Aa [ Date to text R, Format phone .-'El: }':E? Q‘_;,:J Q 0 H dﬂ

[ Checked bow = Degree  [[] Signatures I Date speiiea
Hest DDE  Clause  NAF , n Toggle  Tools Frint  Emal  Info save lf Save and return
Fill in browser [Jcneckbox S autotet  JqExceptions | caze  $ Dollaramount to text headerffooter document docurerl to ImpactsQL

Havigation Insert Into Document Formatting Tools

DS . - o+ + o+ + 1+~ 3«85+ 18—

=

lECORDING-REQU’ESTED-BY:qI o o
USA-DIGITAL-SOLUTIONS, INC.q

AND-WHEN-RECORDED MAITL-TO:

[FADDRESSEE=]

TITLE-ORDER-NO. DSITESTa ESCROWNOQ.:- DSITEST-CDo APN:--574-5967-33230 =]
AFFIDAVIT-OF -DEATH-OF-JOINT-TENANTY
: bl
5 STATE-OF CALIFORNIAY . b
| COUNTY OF [MARICOPA] ] }.S,.S,-D

[oooa0] .

-of'legal- age, being: first- duly sworn, -deposes-and-says:q

That-[°2°°°] -+ ‘the'decedent-mentioned- in-the-attached- certified- copy-off]
o Certificate: of Death,-is-the-[°°°°°°] - Al
named-as-one- of the-parties-in-that-certain- [>°°°°°] - -datecdq]
[oeoee0] - -executed byq|
[o00000] o tof]
Fage:lof 2 | Wordsi 325 | B | B | |[Eleag & = 0% (= 0 (+)
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Impact/SQL documents are color-coded to make working within them easier. Any field that pulls
information entered into the Initial Questions area in the database is colored red. If the
information displayed in red is not accurate, the user should return to the Impact/SQL desktop
and correct the data in the Initial Questions area. The information will be corrected when you re-
open the document. This insures ALL documents that you create will have the correct
information.

The Fill-Ins fields in the document are represented by blue square brackets separated with non-
breaking spaces such as [°°°°°]. (The user will not see the small o’s between the brackets unless
the MS Word option to show paragraph markers is turned on.) These Fill-In fields allow the user
to type information that is not stored in the database and is unique to the document. The user
should press F11 or CTRL-1 or click on the Next Fill In icon, in the ribbon bar, to move from Fill-
In to Fill-In until all the information has been typed. Once Impact/SQL reaches the bottom of the
document, it will return the cursor to the top and start the search for a Fill-In field once more.

When the user is pasting text into a document, the system will ensure that the correct formatting
and style is applied to the text being pasted, based on where the text is being inserted.

SmartTags vs. DDE Fields

As the newer versions of Impact/SQL have been released, the document masters have begun the
switch to using SmartTags to pull information from the database into MS Word documents. The
majority of the documents in the Escrow module are setup to pull the database information into
the document by using DDE fields. As Impact/SQL document masters advance over time, users
will start to see more of the documents they create open up to the Data Selector dialog box
shown below.

With the use of SmartTags in the documents, a Document Administrator has a lot more flexibility
when designing documents. In the case of the example shown here, one letter was created that
could be used for the Buyer or for the Seller on the Escrow Order Number. There isn’'t a need to
have two separate documents.

Data Selector <

Whe n the user Creates a docu me nt that In order to prepare the document the system needs additional information.

Please make a selection for each category below.

has SmartTags used in the master et Fremnt o s | -
document, the Data Selector window will Selectifrecuest or SELLER i
have a one or multiple drop-down
choices. The prompt next to each choice
is worded to help the user determine
which party should receive the document.

. Unused Field Options:
There may be more than one choice C crange wfilms  Leave _ o |

Lells]

Unused Field Options

The Unused Field Options area of the Data Selector is used to tell Impact/SQL how to treat the
SmartTags when the user is not sure which option to select from one of the drop-down fields.

The Change to fill ins radio button will remove the SmartTag field from the document and
replace it with a Fill-In ([°°°°°]). If the Leave radio button is selected (the default), the SmartTag
will remain in the document so the information can be provided later.

NOTE: The Xl is disabled on this dialog box. CLIck the OK button to close the window.

A Digital Solutions, Inc. Escrow v10.9.842 Manual
02/08/2017 Page 280 of 361



Unanswered Questions

If the user does not answer all the Prompt Text before clicking on the OK button, and they have
the Unused Field Options set to Leave, they can have the Data Selector shown on the screen
again at a later time by pressing CTRL-SHIFT-R. Only the Prompt Text that has not been
answered will be shown in the Data Selector. Alternatively, the user can simply Save & Exit the
document and then reopen it. Impact/SQL will show the Data Selector dialog box again for only
the unanswered questions.

NOTE: if the Change to Fill-Ins option is selected, Impact/SQL will no longer show the Data Selector
dialog box. This option should only be selected if the information can’t be obtained from any source.

The Escrow Document Toolbar

W = U= 002401 EDIC - Microsaft Word
ImpactSQl | Home  Insert  Pagelayout  References  Mailings  Rewiew  View  Developer

_&J} _5 Eﬂa E Epate & Chetkmark (2] addresses Aﬂ [ Date to tet &, Format phone __.:ll: };1:-!: J—;;J U=j 0 H lﬂﬂ

[ Checked box Degree JJ Signatures E,!‘lgData spelled
Mext DDE  Clause  MAF - ) Change Toggle Tools  Print Email Info Sawe  3ave and return
Fill in brouser [Jcheckoox S autotext [ yExceptions | case  $ Dollar amount to text headerfooter  + document document o ImpactsQL

Mawigation Insert Into Dacument Formatting Tools Actions

\w‘--)g-“w‘--1---|-“2‘--|-“3‘--|-“4‘--|---5-“w‘--5-“w‘--7-|‘w

Impact/SQL adds functionality to Microsoft Word through the Impact/SQL toolbar (ribbon) at the top of
the documents. The user can CLicK on any function they need on the toolbar using the mouse or can use

the keyboard shortcut key. The table below explains each item shown on the Toolbar.

Button Tool Name Keyboard Shortcut
,,.-t} Next Fill-In CTRL-1 or F11
Mext
Fill in
=t Insert DDE Field CTRL-2
=
DDE
Iﬂi Clause Browser CTRL-3
Clause
broweser
Eé Name and Address File CTRL-N
MAF
] Date Insert Date CTRL-5
b Checked box Insert Checked Box CTRL-7
[] Checkbox Insert Checkbox CTRL-6
" Checkmark Insert Checkmark CTRL-8
Degree Insert Degree * (apostrophe)
R Autotext Insert AutoText F3
A sddressee Select Addressee CTRL-4
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Button

Tool Name

Keyboard Shortcut

L] signatures Insert Signatures ALT-3
w] Exceptions Insert Exceptions ALT-5
A.E Change Letter Case SHIFT-F3
Change
case
[ Date to text Insert Date as Text CTRL-0
OHTE Date spelled Insert Date Spelled Out CTRL-9
 SLECI T BT Dollar Amount to Text ALT-1
%o Format phone Format Phone ALT-2
_.EF Show/Hide Headers and Footers
=1 |
Toggle
headerfooter
}:tu, Tools
Tools
=5 Print CTRL-P
Print
& ) Email Document CTRL-SHIFT-M
Ernail
document
o Information CTRL-SHIFT-A
Info
“ i Save Document CTRL-S
Save
document

oy

Save and return
to ImpacksQL

Save and Return to Impact/SQL

Each of the tools shown on the Escrow Toolbar/ribbon will be explained in detail below.

24

Next Fill-In i

The Next Fill-In tool will quickly move the cursor through the document stopping only on the
places where the typist must enter additional information that is not stored in the database. This is

usually text that is unique to the specific Escrow File.
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When the user has finished providing all the information for the Fill-In, CLIcK the Next Fill-In tool
icon again, or press F11 (or CTRL-1), to move to the next fill-in field. When the user has reached
the end of the document, Impact/SQL will return the cursor to the top of the document and start
the process again.

Mandatory Fill-In Fields

A document may have Fill-Ins that require the user to provide an answer before they can save or
print the document. These are called Mandatory Fill-Ins. They will appear in the document as
the same blue square brackets except they also include an asterisk, as in [* ]. If the user tries
to print or exit the document without providing information for this field, Impact/SQL will display
the warning shown to the right.

CLickK the Yes button to continue on with the requested Warning =
command (print, save, etc.).

There's at least one mandatory Fill-in field in this document,
% Do you want exit anyway?

CLick the No button to cancel the previous request that

was made. Impact/SQL will relocate the cursor to the vee [ ne
Mandatory Fill-In where the missing information can be
entered.

Phraseboxes

Phraseboxes are a special type of Fill-In field that may be used in documents. When F11 or
CTRL-1 are used to move through the document and land on a [=phrasebox=] Fill-In, a window
will pop up with a list of options the user can choose from which will be inserted into the
document at that location. The Document Administrator might use these to give the user a list of
attachments which could be mailed out with the document, for example. It is then up to the user
to CLick on which item(s) they will be including with the letter. After they have made the desired
selection(s), they should CLick the Insert button. The phrasebox will be replaced with the items
selected.

Select the items for the HOA letter @
I iour check in the amount of $[*] for [*]:

™ copy of recorded deed
I™ copy of recorded annexation

!

Insert | Cancel | Delete Phrasebox | Delete Paraaraph |

If the user sees square boxes, as shown in the sample phrasebox above, they can pick as many
options as they would like to have appear in the document. If the user sees circles, they will only
be able to choose one option.

Insert DDE Field oo

The Insert DDE tool opens the Insert Field dialog box (shown below). Each tab shows a list of
the available database fields that the user can insert into a document at the cursor’s location.
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Position the cursor at the location in the document where a DDE field’s information should be

inserted.

Press CTRL-2 (or CLick on the DDE tool) to open the dialog box.

Select the appropriate tab and highlight the field to insert into the document at the cursor’s

location.

CLIck the Insert button (or DOUBLE-CLICK on the field name).

CLick the Cancel button to close the Insert Field window.

ImpactSQL
2 |afs

DDE Clause
browser

Home Insert

3_: Z:EDate
— [~ Checked box
|:| Checkbox

MAF

Page Layout

I Buvyers I Sellers I Buyer Payoffs I Seller Payoffs I M.Homes 1| »

References railing
~" Checkmark ] Addressee !

Signatures
n . Cha
] Exceptions ca

Degree

g Autotext

Property Low Lot
Property High Lot
Property Block
Property HPR #1
Property HPR =2
Property Address #1
Property Address #2
Property City
Property County
Property Location

=1

Property State Abbrw
Property State

Froperty Zip Code
Property Type

Property Addresses - all
Project Mame

Sales Price

Selling Agent

Selling Broker Company
Selling Broker Address1
Selling Broker Address2
Selling Broker Location
Selling Broker Phone
Selling Broker Cell Phone

Cancel I

I Insert |]

NOTE: This dialog box will remain on
the screen until the user closes it
giving them the opportunity to insert
several fields if necessary. If the user
wants to leave the Insert Field
window open to insert fields in
different locations of the document,
they must CLick in the document to
change focus from the Insert Field
window to the document window in
between inserting the separate fields.

*New functionality has been added in Version 10.8 A new DDE field has been made available on the

GENERAL tab for the property state to be spelled out instead of abbreviated on the document being

produced. From the Impact MS-Word toolbar select DDE and search for Property State on the General

tab.

The user can also use the Insert DDE dialog box to double-check what information Impact/SQL
has in the database for a field. In the example Insert Field dialog box above, the Company
Name field is currently highlighted. At the bottom of the dialog box USA Digital Solutions, Inc.
is listed in red. This is the value that the user will see in the document if they were to insert this
particular field. If the information is not correct, the user should return back to the Impact/SQL
desktop to correct the information in the file data — to make sure the file data is current. Changing
a field’s content by typing over it in a document will NOT change file data.

NOTE: if masking of SSN, TIN, & EIN numbers has been enabled, the DDE fields for them will
present only the last four digits of the number, preceded with asterisks for the first five digits.
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s

Clause

Clause Browser tiws:

Escrow clauses are frequently-used
snippets of text that can be placed into
any document the user creates. These
are typically a paragraph in length but
can range from a sentence to pages.

Clause Insertion

=)

|
Erowse

[~ Retain each dauses's
paragraph and font settings

Insert Cancel |

The clauses installed on the system are available to all staff. The Clause Insertion dialog box is

shown here at the right.

1. Position the cursor at the location where you want to insert an Escrow clause.

2. Cuick on the Clause Browser tool (or press CTRL-3).

3. Type the name of the clause in the Browser field. You can list as many clauses as you wish here

by separating them with a comma.

4. CuicK the Insert button to place the clauses into the document.

The Browse button will expand the Clause Insertion dialog box to include a list of the available

clauses. If the user CLICKS on a clause name,
they can see a preview on the right side of the

window.

NOTE: the Escrow Clauses seen on the Clause Insertion
window of a particular site will be different than what is

displayed here.

DousLE-CLICK on any clause name to have
Impact/SQL insert the clause name in the

Browser bar.

Once all the desired clauses for insertion are
listed at the top of the window, CLICK the Insert

button.

Clause Insertion

[ /01realtor as byr sir

Clause Mame

(==
[~ Retain each dauses's

p—— =u
Eﬂ:fﬂmustzmﬂrm\ummmﬂmm.wmﬁ

051099=

01 0-disclosures

01 as-is

01 double esc acq
01 double esc resale
01 fee quote

01 firpta waiver

e

01 trustbene_adrs
01 trustbene_instrno
02 0-exchanges

02 taxfree exch byr
02 taxfree exch sl
10 notaryt
Dueonsale-dot
MNotaryc

Notaryi

Notaryib

Notaryis

Notaryt

ACKMOWLEDGE REALTOR AS BUYER/SELLER: The [Enter Seller or Buyer]
understands that the [Enter Seller or Buyer] is a licensed real estate
agentin the State of Arizona.

CLick the Cancel button to close the Clause Insertion window without inserting any clauses.

&5
NAF e

The Name and Address File (NAF) is
available to be used within Escrow
documents. The user can insert the
address and contact information into a
document without having to make the
individual a party to their Escrow File.
Impact/SQL will open the Name and
Address File window shown here.

1. The user should position the cursor at
the location in the document where they

Hiarme and Address £
&New  Prind | 73 Use 1) Use Specia

Search
Option: [A1 ] Hame: it
City Sae: [

Hame Address |

o |

v] Couny: [

% First Ever Savings & Loan
& First Foderal Bank
% Firt Lnding Corp.

4 results in 0 078 seconds

100 Lending Way
2980 . Execuive Way @
6895 N 121t Ave.

Full Detais

7] Show Desais || Expand Al

want to insert a name and address from the NAF.
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2. Press CTRL-N (or CLick on the NAF tool).
3. Select the search criteria on the left side of the Name and Address File window.

4. Highlight the selection that is to be used in the results window. Verify on the right it is the correct
individual and/or company.

5. CLIcK the Use button at the top of the window (or DOUBLE-CLICK on the Company name in the
results window).

Impact/SQL will close the NAF window and insert the address information at the cursor’s location
in the document. It will appear in similar form to the sample shown below.

First Amencan Flood Data Group
100 E. Washington St.

Suite 300

Phoenix, AZ 85001

NAF Use Special

The user also has the option to select which name and address information, from the NAF, is
placed into their document. In those cases, replace Step 5 above with the Use Special button.

The NAF Use Special window is shown

here on the right. CLICK on any of the three  |1rUs=see ==
radio buttons, on the left of the screen, to CrRy . MEminmmREnten
replace ALL of the NAF fields in the AL & Replace all {Private NAF 000 fislds in document; ::“‘d”j' :: )
ress. 100 E. Washington St.
H Address2 [ suite 300

document with the NAF entry selected, or » r553‘{”;""2!2525@?555“'“” e
use the Short or Full addresses, as Phocrt, A2 5001 e E

. Phone -
displayed. Or, the user may check the -

.ope . . . First American Flood Data Groug
specific items on the right side of the P o S Vst = g
. . y . Phoenix, AZ 85001 nE
screen for inclusion at the cursor’s location Coment
. Bank r
in the document; any number may be |
. Insert Cancel

selected at the same time. Roumg T~

Optionally, the Document Administrator may have used additional NAF fields to customize
documents.

Insert Date &bt

The Insert Date tool will insert the current date at the cursor’s current location as if the user had
typed it him or herself. This is not an updatable field. The date is inserted in the format of “July 18,
2013”. Alternatively, the user can press CTRL-5 to insert the date as text.

Insert Checked Box [ checked bax

The Checked Box tool inserts the M symbol at the cursor’s current location. There are numerous
documents that include the [O] Fill-In. This tool is very handy to indicate a chosen selection in
those lists. Alternatively, the user can press CTRL-7 to insert the checked box symbol.
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Insert Checkbox [ theckbox

The Checkbox tool inserts a blank square box at the cursor’s current location. The user can use
this tool to replace a checked box that might have been inserted via the Checked Box tool if it
was selected by mistake or if the information in the document has changed. Alternatively, the
user can press CTRL-6 to insert the blank checkbox symbol.

Insert Checkmark ¥ theckmar

The Checkmark tool will insert the checkmark character, v/, at the cursor’s current location.
Alternatively, the user can press CTRL-8 to insert the checkmark symbol.

Insert Degree * Degree

The Degree tool will insert the degree symbol, °, at the cursor’s current location in the document.
Impact/SQL has remapped the keyboard so pressing the ~ (back apostrophe) key will also insert
the degree symbol.

Insert AutoText "¢ Autoted

The AutoText tool will insert an AutoText entry into the document at the cursor’s current location.
AutoText are snippets of text that are stored in the users UserID profile. The options that a user
may have available to them may not be the same options that their co-workers have unless the
organization is using the global AutoText feature of Impact/SQL. There is a more detailed
discussion about using a Company-wide AutoText solution later in this chapter.

1. Place the cursor at the location in the document where an AutoText entry should be used.

2. Type the name of the AutoText entry and then press F3 if MS .
Word doesn’t prompt to include the phrase as shown to the right. s
Impact/SQL will replace the AutoText name with the contents of 1
the entry. 1

Select Addressee sz

*New functionality has been added in Version 10.9 making the Accommodator Parties available for
use in Documents.

The Addressee tool pulls up the Insert Addressee dialog box as shown below. This dialog box displays
all the parties to the selected escrow file that were entered in the Initial Questions, Parties screens.
Each tab at the top of the screen represents the party types. Each tab will list parties of that type that can
be selected for use in the document.

IMPORTANT NOTE: Each party that the user checks in the Use column will have a copy of the document produced
for it. In other words, if the user creates a one page letter and checks three parties, then Impact/SQL will copy the
document three times creating a letter for each party. The result is a three page document in Impact that is really
three separate letters, when all is said and done.
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¥ 1 =] o JSelerBil2 ||
A1 A i Seller, One
v 10 > L Seller, Two

||- Do notindude Address Information I Cancel

With the above in mind, if the document created is 15 pages long and three parties are checked, the end result will
be a 45 page document—one 15 page document for each party.

Grouping Addressees Together

The user can group two or more parties together on the same document by assigning them the
same 3-digit number from the drop-down menu in the Group column. The user can mix and
match between individual parties and groups of parties in the same document. The user cannot,
however, group parties on separate tabs. In other words, all members of a group must appear on
the same tab.

If there is a need to create more than one grouping in the document, assign each group its own
number from the drop-down menu. For example, if there are 4 buyers (2 husband and wife
parties) and the desire is to send one letter to both couples, all 4 individuals would have a
checkmark next to their individual names under the Use column; and, the first couple would be
assigned Group 001 and the second couple would be assigned Group 002.

1. Position the cursor where the address information should be inserted.
2. CLick the Addressee tool.

3. Cuick in the Use column next to each party to receive their own copy of the document on the
screen.

4. Setup any groups of parties under the Group column.

5. Cuick in the FWD column to have the forwarding address be used for that party (only available on
the Buyers and Sellers tabs).

6. Cuick the Do Not Use Address Information checkbox, at the bottom of the screen, to have only
the names of the parties included in the document.

7. Cuick the Insert button to have the names and addresses placed into the document—creating
one set for each individual and/or group.
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NOTES: You can CLick the Cancel button to return to your document without inserting any
addressing information in your document. If an individual is missing from the Insert Addressee
window, return back to the Parties screen under Initial Questions to verify they have been entered
into the database for your Escrow File #.

Insert Signatures [ sianatures

The Signatures tool helps the user design a signature table for their document that will fit exactly
what they need every time. The Signhature Table window is shown here at the right. When you
CLick the Signatures tool, Impact/SQL will populate the top half of the window with the number
of Buyers and Sellers that are currently listed on the Parties screen. The 3@ and 4t options give
the user the option to place the Buyers’ signatures on the right or left side of the table. Only one
of the 4 configurations listed can be selected.

*New functionality has been added in Version 10.9 that allows the User to format the signatures in a
single column or stacked format if desired instead of the previous side by side only formatting. This
functionality is found in the Format Options area of the Signature Table shown above.

The bottom half of the window is used for signature
formatting options described below. Signature Table

CLick on the Include an area for dates option to have | || _ .,

Impact/SQL create a space for the signatory to include € i Buyers;
the date they signed the document. " 0 Sellers
CLick on the Add BUYER: or SELLER: to have " 1 Buvers and 0 Sellers

Impact/SQL place a heading over the signature areas for
the appropriate party type.

" 0 Sellers and 1 Buyers

CLICK on the Single Column option to have - Format Options
Impact/SQL place the selected signatures from the top I™ Indude an area for dates
half of the window in a single column on your document. ™ Add BUYER: or SELLER:
After the appropriate options are selected on the | " single Column

Signature Table window to meet the requirements for Caution: If the number of Buyers or

the document, CLICK the Proceed button to have Sellers changes, you'l need to rebuild
Impact/SQL create the signature table. this signature block.
Removing the Signature Table L’EEdI L‘:‘E'I

Once Impact/SQL creates the table, it represents a

shapshot of the number of buyers and sellers that existed in the escrow I
file at the time the document was created. If any buyers or sellers are

added or deleted, at a later date, the user must delete the existing @L-"I’ERS::
signature table from the document and recreate the signature table.

[ R ]

The easiest way to delete the table is by moving the mouse over the top
of it until the Table Move Handle presents (see red circle on the right,
above the BUYERS heading). Once the Table Move Handle appears,
CLIick on it to select the entire table. The user can then CLICK on the
Layout ribbon bar tab at the top of the MS Word window then CLICK on
the Delete tool, and select Delete Table from the submenu. Be sure to CLicK the ImpactSQL
ribbon bar tab to return back to Impact/SQL’s toolbar.

MNorth Twenty-EFj
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NOTE: If the document is not complicated, it might be easier just to delete the entire document and

recreate it.

Insert Exceptions = Exceptions

Normally title and escrow documents don’t “talk” to each other.
The user can, however, use the Exceptions tool to have
Impact/SQL place the prelim/commitment’s exceptions into the
document at the cursor’s current location.

1. Position the cursor where the Exceptions are to be inserted.

2. CLIcK on the Exceptions tool or press ALT-5.

Insert Exception(s) @

Exception MNumbers
’li Example: all

2, 3,58, 10
There are 3 exceptions

Insert | Cancel |

Open Prelim/Committment as XXX.doc |

3. Type the exceptions numbers to be inserted in the Exception Numbers field. “All” can be
entered, or numbers separated by commas, or a range with a hyphen.

4. CuLick the Open Prelim/Commitment as XXX.doc button to open up a copy of the prelim and/or
commitment on the screen to review the existing exceptions before inserting them into the

document.

5. Cuick the Insert button to copy the designated exceptions.

NOTE: CLick the Cancel button to close the Insert Exception(s) dialog box without inserting any

exceptions into the document.

Not yet Released

If the user CLICKS the Exceptions tool and sees the s S GG, ==

dialog box shown here at the right, the Title

Department has not yet released the preliminary report .;0;. Prelim/Commitment hasn't been released yet.

or commitment yet. CLICK the OK button to remove the
notice from the screen. The user will need to contact the
Title department to find out when the

prelim/commitment may be ready.

Aa

Change

Change Letter Case =

The Change Letter Case tool will rotate through making selected text all lowercase letters, title case

letters (first cap), or all uppercase letters.

1. Select the text to modify by blocking it.
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2. Cuick the Change Letter Case tool (or press SHIFT-F3) to move through each option until the
form desired is presented.

The Change Letter Case tool is not a substitute for text that needs to always be presented in
UPPERCASE. The Change Letter Case tool applies the All Caps attribute to the selected text
which is just like applying Bold or Italics. If the text is subsequently imported into another
document that applies its own formatting, the text will return back to the original way it was
entered from the keyboard. Use the CAPS LOCK key to make sure text that needs to be typed in
UPPERCASE remains in UPPERCASE.

Insert Date as Text & otetoted

The Date to Text tool converts a numeric date into a long date format. For example, 07182013 is
converted to read 18" day of July, 2013. Note that the date is entered in “mmddyyyy” or
“‘mmddyy” format, without dashes or slashes. The cursor must be located at the end of the date
entry that is to be converted before CLICKING on the Date to Text tool (or pressing CTRL-0). The
DocGroup at USA Digital Solutions, or another Doc Admin, will recommend when this type of
date format should be used by creating a Fill-In field that says [Date then press CTRL-0]

Insert Date Spelled Qutibate speiled

The Date Spelled Out tool converts the numeric date (entered in the form “mmddyyyy” or
“‘mmddyy”) into the standard date format. For example, 07182013 is converted to read July 18,
2013. The cursor must be located at the end of the date to be converted before CLICKING on the
Date Spelled Out tool (or press CTRL-9).

Dollar Amount to Text 3 bottar amount to tet

The Dollar Amount to Text tool converts the numeric dollar amount into the cardinal
representation. The dollar amount should be entered without commas, but with the decimal point
before the pennies figures. For example, 93379.28 is converted to read Ninety-Three Thousand
Three Hundred Seventy-Nine Dollars And 28/100. The cursor must be located at the end of the
dollar amount to be converted before CLICKING on the $ Dollar amount to text tool (or press
ALT-1).

Format Phone * fm*phene

The Format phone tool converts a 7-digit or 10-digit phone number into the standard telephone
format. For example, 6028668199 is converted to read (602) 866-8199. The cursor must be
located at the end of the phone number to be converted before CLICKING on the Format phone
tool (or press ALT-2).

4
=

Toggle Headers and Footers ot

The Toggle Headers and Footers tool will open the Header & Footer toolbar and place the
cursor into the first header of the document. The user can then make any changes they need to
the header and footer text using Microsoft Word’s tools. They should CLick the Close Header
and Footer tool when are ready to return to the main document text.

NOTE: The user can also switch back and forth between the header and footer text and the main
document by DOUBLE-CLICKING in either area.
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Tools

Tools -

The Tools tool displays a drop-down menu when the user CLICKS on
this option. The menu is a collection of options that are useful to the
user’s overall Impact/SQL document editing experience. The Tools q
drop-down menu is shown here on the right. Each option will be
discussed below.

User Preferences

E s @ o
i S :
Toals | Print Ermnail Info Save

el document daocum
Standard Tools

User Preferences |
AutaText Load and Save
AutaCorrect Load and Save

Unlink all fields

Remaove fill-In fields

Print with remaining fill-in fields

The User Preferences window gives the user the opportunity to set up options on how
Impact/SQL will behave. The User Preferences dialog box is shown on the left.

=X

Set these preferences to how you
want MsWord to appear after you
open an Impact document.

User Preferences

View

" Mormal * Page

Zoom % 100

I¥ Insert DDE Fields as Bold
IV Insert DOE is bright red
¥ Return to Impact after Printing

v Display the Print Dialog Box
when AutoPrinting from Impact

Title Dept
v

Save & Return |

Cancel |

The View radio buttons allow the user to select if they wish to open their
documents in Microsoft Word’s Normal view or in Word’s Page view. The
Normal view will be straight text with no margins or page breaks shown. The
Page view shows how each page of the document will be shown on the printed

page.

The Zoom % option allows the user to set the magnification of their document
once it is opened in Microsoft Word. For most users a 120% to 144% setting will
show them the entire document from the left to right margin on the screen.

The Insert DDE Fields as Bold and the Insert DDE is bright red checkboxes
determine how fields inserted into the document by the user will be displayed.
These two options affect only the DDE fields that the user inserts into the
document using the Insert DDE field tool. They do not change how the Document
Administrator chose to represent the fields entered in the master document.

The Return to Impact after Printing checkbox will automatically close every document after the
user CLICKS the Print tool on Impact/SQL’s toolbar.

The Display the Print Dialog Box when AutoPrinting from Impact will open up Word’s print
dialog box when the user CLICKS the Print tool.

When the user is finished defining how they would like to work with Impact/SQL and Word
documents, they should CLICK the Save & Return button to close the dialog box and return to
their current document.

NOTE: Cuick the Cancel button to return to the current document without making any changes to

User preferences.
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AutoText Load and Save

Vou currently have 3 AutoText entries (=l

The AutoText Load and Save dialog box can be used to
import the Company-wide AutoText entries into a user’s Lend o

personal AutoText or to save a copy of what a user o

currently has for AutoText entries outside of Impact/SQL. el '

Load AutoText entries from an MsWord document

I Delete all your existing AutoText entries before loading the entries from the fle

The AutoText Load and Save dialog box is shown to the
right. The top portion deals with importing AutoText

entries into a user’s AutoText. The bottom portion deals g SR R e T
i . , . File Name MyAutoText.Doc No previously created file exists
with making a backup of a user's AutoText entries so Locaton A MPACT AutaTextCorrect)
they can retrieve them if they are lost in MS Word. s |
Cancel

Users have two options for loading AutoText entries. The
first radio button, Load from: (personal) MyAutoText.doc, will only be available if the user has
previously used the Store option on the bottom of the screen. The Load option will restore the
user’'s AutoText entries from whatever is currently saved in their MyAutoText.doc file. The
AutoText Load and Save dialog box will indicate the date the MyAutoText.doc was created, if one
exists. Anything that was saved to the user's AutoText after that date will be lost if there is a need
to replace a user’s corrupted Normal.dot (which is where a user’s MS Word AutoText entries are
stored).

The second radio button is the Load from: (all users) option and will only be available if the
company has a global AutoText document set up. Impact/SQL will display the path to the location
of the global AutoText document used by your company after the (all users) label (blanked out in
the screen shot above).

The Delete all your existing AutoText entries before loading the [ auotes 52
entries from the file checkbox will clear out the user’s existing -

AutoText entries, from their Normal.dot, before reloading with the @ ot
entries from the option selected.

The user should CLick the Load button once they have made their
choices. Impact/SQL will process either file option and display the
entry count for the user. CLICK the Yes button to proceed with the import.

CLick the No button to cancel the operation and return back to the AutoText Load and Store
window. From there the user can CLick the Cancel button to return back to the current document
without making any changes to AutoText.

The Store button will create a Non-Impact/SQL Word document in the user’s personal Impact
folder called MyAutoText.doc. This document contains a table with a row for each entry in the
user’s AutoText. This is a great backup tool for users if they rely on AutoText. Frequently DSI
receives calls from users who have lost all their AutoText entries for one reason or another. If
users back up their AutoText using the Store feature, we can easily assist in getting it back for
them by guiding them to use the Load feature.

It is highly recommended that all users use the Store feature if they use AutoText.

It is a good idea to repeat the Store procedure after modifying AutoText entries. DSI suggests
users make storing their AutoText entries a habit that goes along with a significant day like every
payday or at the first of every month.
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AutoCorrect Load and Save

The AutoCorrect Load and Save dialog box is shown to
the right. It behaves exactly like the AutoText Load and
Save option discussed above, but works with the user's MS
Word AutoCorrect entries, if any. In this screenshot the
reader can see how the dialog box appears if there isn’t a
personal MyAutoCorrect.doc or a company-wide
AutoCorrect option in place. The two radio buttons are
grayed out, indicating there is nothing the user can load. If
the user CLICKS on the Store button, the Load From:
(Personal) MyAutoCorrect.doc option will then be
available for a future re-load (if lost from the user’s

Normal.dot file).

AutoCorrect Options

AutoCorrect: English (U.5) 7 |
| Show AutoCorrect Options buttons
| Correct Two INitial CApitals Exceptions...
V] Capitalize first letter of sentences
] Capitalize first letter of table cells
| Capitalize names of days
/| Correct accidental usage of cAPS LOCK key
/] Replace text as you type
Replace: With: @) Plain text Formatted text
|
o._____e |}
(e) €
0] ®
om) 5 o
¥ Automatically use suggestions from the speling checker

Unlink All fields

You currently have 925 AutoCarrect entries =
Load AutoCorrect entries from an MsWord document

Load from: I Plain Text

-

(6] [ ]
I Delete all your existing AutoCorrect entries before loading the entries from the fie

Store all your existing AutoCorrect entries on an MsWord document
File Name  MyAutoCorrect.Doc No previously created file exists
Location  H:\IMPACT\AutoTextCorrect}
Store
Cancel

The MS Word AutoCorrect function is accessed through this menu
entry. Historically (MS Word 2003 and earlier) this option has been
available to users on the routine Word menus, but with version 2010
of MS Word, it was made inaccessible when within an Impact/SQL
document, so this function has been put on the Tools menu.

The Unlink All Fields tool will disconnect the current document on the screen from the database
and change all the DDE fields to regular text. None of the information brought into the document
will change from this point forward if the user chooses this option. The document will be a

shapshot of your database information at the point
in time the user chose this option.

2. Cuick on the Unlink all fields option on the pull-

down menu.

Unlink Fields

|el Are you sure you want to Unlink all Fields in this decument?

1. Cuick on the Tools tool on the Impact/SQL ribbon. =

3. Impact/SQL displays the dialog box shown here at the right. CLick on the Yes button to unlink all

fields from the database.

4. Cuick on the No button to return to the document without unlinking the fields.

Once the fields have been unlinked from the database, Impact/SQL will also remove all the red
font color from the document since it indicates database fields and those are no longer linked.

Once the document has been saved, there is no backing out of this change. If this was done in
error, the user will have to delete the document and recreate it in order to get the database fields

back as DDE fields.
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Remove Fill-In Fields

The Remove Fill-In Fields option will immediately remove all the square brackets in the
document. Impact/SQL does not ask the user to confirm the action so the user must make sure
they want to take this action before selecting the option.

This option will remove only the square brackets that create the Fill-In fields. Any non-breaking
spaces or prompt text will remain in the document.

NOTE: The user can use CTRL-Z to undo this action but will have to press CTRL-Z twice—once for the left square
bracket and once for the right square bracket.

Print with remaining fill-in fields

When a user chooses the Print tool from the Impact/SQL ribbon, any remaining Fill-In fields will
have the square brackets hidden so they do not show up on the printed page. Selecting the Print
With Remaining Fill-In Fields option from the Tools sub-menu will leave the square brackets
visible on the printed page.

J._;“bu

Print Fint

The Print tool will open the typical MS Windows Print dialog box on the screen. The users should
select the options they typically would do just as with any other Windows application. CLICK the
OK button to send the document to the specified printer. The user’s designated Document printer
will default as the selected printer on the Print dialog box.

Email

Email Document “«mn

The Email tool on the Impact/SQL ribbon opens the Email Options window shown here. The top
of the window displays information about the current Escrow File #.

The table portion of the window will list all EmilOptions ==
the Parties listed under Initial Questions. bl
Branch: 932 - Training Branch
CLick in the To column to have the party be | st
. . . L M T |7 cc Party Role Name: Email
listed in the main To: field of the Outlook CE M GOt e kb ke
r r Lender-1 Shely Jones £ om

email message prepared with the document
as an attachment.

Listing Agent-1 Realty Consuarts
Marketing Rep # House Accou
Warksting Rep & Willam Douglas

o e e A 1 |
i I e A 1 |

Seling Agert-1 Office @Realtyconsul com
CLICK in the CC Co|umn to have the party Title Agert-1 Lars Tilleman Henry iwestiick @«igisclaz.com
K K i Title Officer-1 Lars Tilleman Henry Ihenry @digisolaz.com
be listed in the CC: field of your Outlook
email message prepared with the document
Attachment Options
as an attachment. C ot Fosowrd: [
& PDF
Depending upon the company’s —

Impact/SQL configuration, the user may

have the option to send the document as a PDF or as an MS Word document. MS Word
documents also have the ability to set a password on the document so it can’t be edited unless
the correct password is given. If the user does not see the Attachment Options area at the
bottom of the Email Options window, their company has determined which type of attachment
will be created by everyone.
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NOTE: Do not forget the password that was used to protect the document if it is changed from the
Company’s default. No one will be able to unlock the document without it.

The user should CLIck on the OK button once all choices have been made and they are ready to send the
email, with the document as an attachment.

Outlook will open the usual email message window. The To: and CC: fields will be populated with
the choices made, by the user, in Impact/SQL. The document will appear as an attachment. The
user can type in the body of the email message and CLICK the Send button when they are ready
to send the email.

i

Information ™

The Information tool displays the dialog box shown to the —
right. The user can see which version of Impact/SQL they are T —

using if they are not certain. The other tabs contain useful USA
information when troubleshooting any difficulties users might DIGITAL
be having with their documents. USA DSI’s support staff may
guide users to this area in order to help solve any problems.

CLick the ®&3 Close icon to close the Information box and
return to the current document.

e

Save Document et

This is one of the more important tools on the Impact/SQL toolbar. CLick this button frequently to
have Impact/SQL save your document (or press CTRL-S). You will remain in the document so
you can continue working.

A good rule of thumb is to save the document as often as you want to retype. That means if you
are willing to retype four hours of work, save your document every four hours. The DSI DocGroup
recommends you save your document frequently and definitely before switching to another task
such as answering the phone or replying to email messages. Computers are fickle and can
behave badly unexpectedly.

dy
Save and Return to Impact/SQL ‘inpco
Save and Return to Impact/SQL will close the document and return the user to the Escrow
Document Menu. The user can then choose to create and/or edit other documents, or use the
= Change File icon to switch to another file to work on documents with, or to close the Escrow
Document Menu and return to the Impact/SQL Desktop.
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Title Instructions

Selecting the Title Instructions option, from the Documents menu, will allow the user to Print,
Preview, Email, Publish (if so configured) or send to Attachments a copy of the Title
Instructions.

The Title Instructions can be customized for each Impact site. The information that presents on
the Title Instructions is entered, and can be modified, on the Initial Questions screens.

Selecting Title Instructions from the Documents menu opens the Escrow Number Entry
dialogue box. If the user has an escrow open on the desktop the Enter the Escrow Number
field will be pre-filled with the current open escrow number. If the field is blank, the user should
type in the file number of the file for which they wish to generate the Title Instructions.

The Search option is available on that window as well.

Once a file number is entered and the OK button is clicked on, the standard Print dialog window
will present and the user should select their desired action options.

Clicking on the Cancel button will return the user to the Escrow desktop.

Prelim/Commitment

Escrow has the ability to print or preview (in PDF form), email or publish (if so configured) a copy
of the prelim/commitment once it has been released to Escrow by the Title Department.
Depending on the file type and the specifics of the transaction, there may be more than one
prelim/commitment available on a file. The Commercial file type can have multiple properties,
and each can have their own prelim/commitment.

Depending on the Company’s configuration, Escrow may receive an e-mail notification when the
prelim is ready. Escrow may also receive an e-mail notification when an amended prelim is
generated.

Selecting Prelim/Commitment from the Documents menu opens the Escrow Number Entry
dialogue box. If the user has an escrow open on the desktop the Enter the Escrow Number text
field is pre-filled with the current open escrow number. If the field is blank, the user should type in
the file number of the file for which they wish to print the prelim or commitment.

The Search option is available on that window as well.

Once a file number is entered and the OK button is clicked on, the Print Prelim/Commitment
window will present, as shown below. This sample happens to be a Commercial file, with three
properties in it, each with a prelim/commitment that has been released to Escrow.

Clicking on the Cancel button will return the user to the Escrow desktop.
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Print Prelim/Commitment

5 Print Selected &) Email Selected 3, Publish Selected
Escrow e #:  SLCOM1 Branch: 001 - USA Digital Solutions. Inc. Main Office @25th Ave.
Title Officer: Escrow Officer:  SL1 - Shem Lamb-001-£0
Fiter: | 2|
Property Address Typist | Examiner Last Updated
l_-

I | 10837 N. 25th. Ave., Phoenix, AZ 85029
I | 10838 N. 2%th. Ave.. Phoenix. AZ 85029

w

08/29/2013 08:03 AM | 08/29/2013 08:04 AM | 08/29/2013 08:04 AM
08/29/2013 08:04 AM | 08/23/2013 08:04 AM | 08/29/2013 08:04 AM

The Print Prelim/Commitment window will present any prelim/commitments that have been
released to Escrow. They are listed by Property Address and will reflect when they were
Created, when Last Updated and when Released. The Filter box can be used to narrow down
the list presented (useful for a file with a great number of properties in it).

Once at least one entry in the listing of available prelim/commitments for a file is checked, with
the checkbox in front of each entry, the options to Print Selected (can Preview with this option),
Email Selected and Publish Selected (if so configured) will be enabled at the top of the Print
Prelim/Commitment window.

The user should check all of the prelim/commitments they wish to print (or preview), email or
publish and then click on the appropriate icon at the top of the screen to trigger the action.

HUD

A HUD settlement statement can be generated, on any file of the Residential file type, after
utilizing either the HUD or Worksheet styles of data entry, with or without GFE. A HUD
settlement statement cannot be generated on a file of the Commercial or CDF file types — and a
message like that below will be received if a user attempts to do so.

Impact

! ,  The HUD s not available for Commercial files.

Selecting HUD from the Documents menu opens the Escrow Number Entry dialogue box. If
the user has an escrow open on the desktop the Enter the Escrow Number text field is pre-filled
with the current open escrow number. If the field is blank, or if the user wishes to generate a
HUD for another file than is displayed, the user should type in the file number of the file for which
they wish to print the HUD.

The Search option is available on that window as well.

Once a Residential (non-CDF) file number is entered and the OK button is clicked on, a Print
HUD Form or Print HUD with GFEC window will present. There are two possible windows,
depending on whether the file is a “with GFE” file or not, as shown below.

Clicking on the Cancel button will return the user to the Escrow desktop.

A Digital Solutions, Inc.
02/08/2017

Escrow v10.9.842 Manual
Page 298 of 361



NON-GFE FILE

GFE FILE

[:5 Change File

Print HUD Form (3]

Escrow File #: 00000047
Escrow Officer:  5C1 - Scott Chance-001-EQ

Branch: 001 - USA Digtal Solutions, Inc. M...

HUD Selection: ombined -

|

Type: | Estimated

=l
Paper Size: |Lega| ﬂ
In Box F: [Lenders #1822 ~|

Options

r

r

V' With Certffication

I Disclose Commission Breakdown

-

Cancel | 0K |

Print HUD with GFEC

= Change File

Escrow Fle #: 00000001
Escrow Officer:  JB - Jason Brown 001

Branch: 001 - USA Digital Sclutions, Inc. Main Office @25th Ave.

HUD Selection: ombined

-

Type: |Estimated
Cptions

[ Separate Lenders J -
[ Use Buyer Forwarding Addresses [
[~ Use Seller Forwarding Addresses |
[ With Cetification r
B -
-

=

ltemize Seller Paid Bomower Charges
ltemize Commission Breakdown
temize Orgination Charges

ltemize Title Services

ltemize Seller Changes on 1102

Cancel | oK |

There are more options on “with-GFE” files to provide for the itemization of the charges entered
in breakdown screens during charge data entry.

The user should select the Combined, Buyer Only or Seller Only option they wish from the
dropdown box next to the HUD Selection label. This will drive the data pulled into the HUD.

The Type dropdown is used to put a label on the HUD, such as Estimated, Final or Amended. The labels

available can be customized by database.

On non-GFE files only, there is a Paper Size option — Letter or Legal. The letter-sized option
will drop all of the unused lines, while the legal-sized option will print all of the standard lines,
whether used or not and any added lines. With-GFE files can only print a legal-sized HUD.

On non-GFE files only, there is an In Box F: option that provides for the insertion of Lenders #1
& #2 in box F of the HUD, or Lender #3. The with-GFE files always present all lenders entered

into the file.

The Options section of each form let the user control some additional facets of the HUD
presentation, as will be described below.

The first Option, on the with-GFE form, is used to specify whether, on a multi-lender file, there
should be multiple HUDs generated, or whether a combined HUD should be generated. There
will always be separate GFEC pages generated for each loan. The Separate Lenders checkbox
is used to indicate separate HUDs should be produced; and the ellipse button next to that option
lets the user select which lenders’ HUDs to print.

The Use Buyer Forwarding Address and Use Seller Forwarding Address option checkboxes
are used to switch from presenting the primary addresses of the Buyer &/or Seller to presenting
their forwarding addresses (entered on their respective Party screens in Initial Questions) in
Boxes E and D of the HUD. If either option is dimmed out, it means there are no forwarding
addresses available for the specified Party type.
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The With Certification option is used to indicate whether the Signature Page should be printed
with the HUD or not. The user should check to option to include it.

The non-GFE Print HUD Form has a Disclose Commission Breakdown option, which will
generate a schedule of the commission breakdown with the HUD. The same type of option is
available on the with-GFE Print HUD with GFEC form, in the right-hand column of options.

Should the option to have Escrow Officer and Escrow Assistant certification stamps stored in
Impact be enabled, the Include Certification Stamp option will be enabled (not grayed out), and
when checked will include the customized stamp of the user generating the HUD on the face of
page 1 of the HUD.

The right-hand side of the Options section of the Print HUD with GFEC form (with-GFE files
only) presents four itemization options that will add those breakdowns, as additional schedules,
after the GFEC page(s). The itemizations available are: Seller Paid Borrower Charges,
Commission Breakdown, Origination Charges, Title Services and Seller Charges on 1102.
While the with-GFE HUD consolidates these charges, often breakdowns are requested and these
options provide for them to be presented.

Once the user has selected their desired options, the OK button should be clicked on and the
Print dialogue box will present, from which the user can Print, Preview, Email, Publish (if so
configured) or send to Attachments the HUD.

If the user changes their mind and decides they do not wish to continue with generating the HUD, they
should click on the Cancel button.

Note: There is are optional, editable, Excel and Word HUD templates that can be installed on the
Escrow Document Menu. Contact USA Digital Solutions Support for more information.

HUD-1A

The one page HUD-1A is available for non-GFE/non-CDF refinance transactions (which are a
rare event since the 2010 RESPA changes). This form may only be used for buyer/borrower
charges. The file may not have any entries on the seller’s side within the Initial Questions or
HUD/Worksheet Style Entry screens.

Selecting HUD-1A from the Documents menu opens the Escrow Number Entry dialogue box.
If the user has an escrow open on the desktop the Enter the Escrow Number text field is pre-
filled with the current open escrow number. If the field is blank, or if the user wishes to generate

a HUD-1A fqr another file than is disp_layed, thg user Bt HUD-1A Farm e

should type in the file number of the file for which they B3 Change File

wish to print the HUD-1A. Escrow File #- 00000047

. . . . Escrow Officer:  5C1 - Scott Chance-001-EQ

The Search option is available on that window as well. 001 USA Dhglal Sctions, bic. M.

Once a non-GFE Residential file number is entered and T =

the OK button is clicked on, the Print HUD-1A Form PoperSize: [Loga =]

window will present, as shown here. If a file number of a Options

Commercial or with-GFE file is entered the user will get a r

message that the HUD-1A is not supported for files of M With Certfication

those types. I

Cancel | [8]:4 |

A Digital Solutions, Inc. Escrow v10.9.842 Manual

02/08/2017 Page 300 of 361



See the HUD section above for an explanation of the options available on this form.

Settlement Statement

The Settlement Statement option, on the Documents menu, is used to generate a Settlement
Statement for the file selected. Settlement Statements can be produced for any file, regardless of
entry style or file type. Commercial files can only produce Settlement Statements (no HUDs).
Settlement Statements can be customized by the USA Digital Solutions Support Team, with
specific verbiage for different statement versions, for each database.

Note: There are optional editable Settlement Statement Excel templates that can be installed on
the Escrow Document Menu. Contact USA Digital Solutions Support for more information on
these.

Selecting Settlement Statement from the Documents menu opens the Escrow Number Entry
dialogue box. If the user has an escrow open on the desktop the Enter the Escrow Number text
field is pre-filled with the current open escrow number. If the field is blank, or if the user wishes to
generate a Settlement Statement for another file than is displayed, the user should type in the file
number of the file for which they wish to print the Settlement Statement.

The Search option is available on that window as well.

Once a file number is entered and the OK button is clicked on, the Print Settlement Statement
window will present, as shown here.

Print Settlement Staternent @
,__f Change File 4L}
Escrow File #: 00001152
Escrow Officer:  5L1 - Shem Lamb-001-EQ
Branch: 001 - USA Digital Solutions, Inc. M..

Tipe

Selection: |Cumbined j
Options

r

™ Include Cerffication Page

r L]

r |

r |

'

™ Include Wiring Instructions
™ Show Actual Title Policy Premiums

The Type of statement selection is variable by Impact database; typical choices are Estimated,
Final, Amended and Sub Escrow. The text selected will normally print at the top of the statement.
Some companies have varying verbiage on the various versions of the statements.

The Selection dropdown is used to identify whether Both (buyers and sellers), Buyers, Sellers
or a Combined statement are to be produced. Selecting Both will result in the Buyer’s
Settlement Statement being produced, followed by the Seller’s Settlement Statement. The
Combined settlement statement shows buyer and seller debits and credits on one document.

If Certification Stamps are enabled, that option will be available for selection.
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The user should check the Include Certification Page option to get a signature page printed with
the statement(s).

The Commercial file Settlement Statement, when there are multiple lenders, will group the
charges first by lender and then list them in the order entered for the lender.

Settlement Statements, on Commercial files, can be Fractional statements. These statements
will divide up the transaction figures by the parties’ ownership interests. Fractional statements
are only available if Both, Buyer or Seller are picked in the Selection area of the print dialog.

The user should check the Fractional Statements option to get split statements. Again, this is
only enabled if Both, Buyer or Seller are selected in the Selection section. Below, the selection
screen that pops up when the Fractional Statements Print Option is selected (in this case,
Buyer was the Selection). The user should check the party or parties for whom statements
should be printed. Clicking on the checkbox at the top left, next to the Party heading, will check,
or uncheck, all parties listed.

[seectboyes . =

Select one or more buyers for which to prepare fractional statements.

¥ Paty | % Name
¥ | Buyer 75 | North Twenty-Fifth Ave. Ventures

= Buyer 25 Ventura, Bill B.

Bemove | concel |[ ok |

The Property Statements option will be enabled if the transaction has been set to allocate charges by
property. The user should check the box in front of each property for which a statement should be
printed, on the Select Properties screen.

Select one or more properties for which to prepare fractional statements.

|-| Type ‘1.| Name

— -
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The Exchange Statements Print Option would be used in a 1031 Exchange situation where the
Accommodators are desired to be shown as the Seller or Buyer/Borrower. When selected, the
user will be prompted with a screen like that shown below (if Both was the Selection made; if only
Buyer or Seller were selected, only the Accommodator(s) related to that party type would
present). They should check the parties to report with. The party will report with the
“Accommodator” label at the top of the settlement statement.

Select Accommodators @
Select one buyer accommodator and one seller accommodator for which to prepare fractional statements.
Representing Name
Mo 0 oo, e
I | Seller 1031-2 Seller Accomodators, Inc.
Remove Cancel | QK |

There is a database Setup Option (Utilities) that can be enabled that will identify the Accommodator as
the “qualified intermediary” for the buyer or seller, leaving the buyer or seller name on the statement, as
opposed to just reflecting the accommodator’s name.

The Show Breakdown of Sales Price option will itemize the sales prices by property (on a multi-property
file), if checked, or sales price will be aggregated if not checked.

The Include Wiring Instructions option will be enabled for use if a customized Crystal Report is in place
on the system, designed to generate wiring instructions. The report template is used, if this option is
checked, to produce wiring instructions, for the bank of the file, along with the Settlement Statement(s)
being printed.

The Show Actual Title Policy Premiums option is only applicable to CDF files. This option is used, in a
simultaneous issue situation, when the Seller is paying for the Owner’s policy and the Borrower is paying
for the Lender’s policy, to have the Settlement Statement reflect the rate manual premiums, rather than
the CFPB-mandated method of pricing of the Lender's and Owner’s policies — and the then-required
seller credit to bring the costs paid by each party back to the traditional pricing.
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ALTA Settlement Statement

The ALTA Settlement Statement entry, on the Documents menu, will take the user to the Print
ALTA Settlement Statements screen discussed earlier in this manual. ALTA Settlement
Statements are available only for CDF files.

Legal Description

The Legal Description option, on the Document menu, is used to Print, Email or Publish (if so
configured) the legal description document.

Selecting Legal Description from the Documents menu opens the Escrow Number Entry
dialogue box. If the user has an escrow open on the desktop the Enter the Escrow Number text
field is pre-filled with the current open escrow number. If the field is blank, or if the user wishes to
generate a Legal Description for another file than is displayed, the user should type in the file
number of the file for which they wish to use.

The Search option is available on that window as well.

Once a file number is entered and the OK button is clicked on, the Print Legal Description
window will present, as shown here. For Residential files, there will only be one property listed;
Commercial files may have more than one listed.

One or more listed entries can be checked off (checkbox in front of the address record) and, once
checked, the Print Selected, Email Selected and Publish Selected (if so configured) icons will
be enabled at the top of the screen. The user should select the desired action and proceed

accordingly.
Print Legal Description @
& Print Selected  £5] Email Selected & Publish Selected
Escrow Hle #: 00000058 Branch: 001 - USA Digital Sclutions, Inc. M...
Title Officer: Escrow Officer:  JB - Jason Brown 001
Filter: | Q
Property Address Last Updated
1u.°;15~ 25th Ave . Phoenix, AZ 85029 02/02/2011 08:33 AM
10837 N. 28th. Ave., Phoenix, AZ 85029 01/25/2011 12:31 PM
[~ | 10838 N. 25th. Ave., Phoenix, AZ 85029 01/28/2011 10:13 AM
[ | 123 Test Address Five
[ 123 Test Address Four
[ | 123 Test Address Seven
[ 123 Test Address Six
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Closing Disclosure Form

The Closing Disclosure Form entry, on the Documents menu, will take the user to the Print
Closing Disclosure Form screen discussed earlier in this manual.

Closing Disclosure Tracking

The Closing Disclosure Tracking entry, on the Documents menu, will take the user to the Print
Closing Disclosure Delivery and Tracking screen discussed earlier in this manual.

Document Maintenance

The menu option is only available to a user with Document Maintenance authorization. It is
used to develop or modify master document templates. Please refer to the Document
Maintenance manual for further information the Document Maintenance functionality. It is not
detailed here.

Training on the Document Administrator role is available from USA Digital Solutions, Inc.

Projects Menu

The functionality of Projects is used for timeshare, condominium, and subdivision transactions as
it provides for the grouping of several escrow files together under a single Project Name, linked
to a specific master escrow file.

The establishment of Projects is keyed to the branch of the user establishing the Project...and
only Projects assigned to a user’s branch will be visible to a user.

Custom reports can be generated, by Project, based on data collected from specified fields from
all the escrow files assigned to the Project. This ability to do aggregate reporting can be used as
a marketing tool. The custom Crystal Reports files must be created (usually by USA Digital
Solutions’ Crystal Reports team) before they can be generated. They are unique to the Project.

All the receipts and disbursements from escrow files assigned to a Project are linked to one
escrow trust account. Funds can be transferred from the affiliated escrow files to the master file
for the Project.

Multiple escrow files in a project can be closed automatically from the Projects screen.

Clicking on the Projects menu heading, on the prjecs =
Escrow desktop, will pull up the Projects screen, e o
shown here. Nome Dosorplion
o ermn &
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The Filter: field may be used to narrow down the listing of Projects presented. The user should
enter part of the name in the field and the listing will exclude all Projects that do not match the

selection. The € Clear icon should be used to clear the Filter: field.

New Project

The creation of a new Project can be initiated either on the first screen of Initial Questions or
through the Projects screen, accessed by the Projects menu entry on the Escrow Desktop.

On the first screen of Initial Questions there is a Project field where the user can tie a file to a
Project. The short name of the Project should be typed into that field. If a Project does not exist

under that short name, the user will be prompted as to T =
whether they desire to establish a Project by the presentation Priect PROJ-1

of a screen like the one shown here. If the user completes e :'7

this screen, a new Project will be created, pulling the Bank of ek | El
the Project from the bank of the Master Escrow identified by =
the user. A recognizable Project Title should be provided by

the user.

When users are opening new files, related to existing Projects, they should add the short name of
the Project to the new files, on the first screen of Initial Questions.

The other method for establishing a new Project is to click on the 5= New Project icon on the
Projects screen, shown on the prior page, reached through the Project menu entry on the
Escrow Desktop. This approach will let the user identify not only the information asked for on the
Project Setup screen reached via Initial Questions (with a previously unidentified Project short
name), but also the data fields that the user wishes to be able to have reported on the custom
report to be established for the Project.

Projects @
Project Name: || Setup Date:  09/03/2013
Project Title |
Master Escrow:
Bank: | j
Data Fields
Fitter: | Q
Escrow Data Fields Project Data Fields
Esc.Off. Intials -
Escrow Officer
Date Opened o
Date Closed Add
Proration Date
Transaction Type
Rate Code << Remove
Brief Legal
Subdivision Name
Property Address
Property city st,zip
Property County
Parcel Id #1
Parcel Id 52
Parcel Id #3
Parcel Id #4
Seller #1
5#1 Title Code
5#1 Title Descr Sl
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The user should enter a 6 character or less entry in the Project Name field.
A longer, more descriptive name should be entered in the Project Title field.

The Master Escrow field should be used to identify the primary file for the Project. This file will
be the one where all balances on closed files (either gross proceeds or remaining funds) are
consolidated, with the Transfer Funds function (discussed below).

The Bank field will self-populate from the bank on the Master Escrow, if there is one. Allfiles in
the Project must share the same bank.

The bottom of the screen is used to indicate which fields, of file data, should be available for
reporting on the custom report for the Project. The user should highlight the desired field on the
left side of the screen and click on Add >> to add it to the Project Data Fields list on the right of
the screen. Fields can be taken off the list with the << Remove button, after selection on the right
side. NOTE: selecting the fields does NOT prepare the report template. The custom report
layout for each Project must be created via Crystal Reports. Normally, this is done by USA

Digital Solution’s Crystal Reports team. If the format for one Project is used for others, the
template from one can be copied and renamed, simplifying the effort once the first template is
created.

Project Actions

The Projects screen will present all Projects, with action icons next to each, if the function is
available for the particular Project.

Projects =]
| Mew Project

Fitter: | Q
Name
o g P

Modify

The ¢ Modify icon is used to open the Projects screen, shown on the prior page, enabling the
user to change the Project Title or Master Escrow — if improperly established. The Project Data
Field listing can also be altered.

Delete

The  Delete icon is used to initiate the deletion of a Project. This action should only be taken if
the Project is completed and all required reporting has been done and the Master Escrow has a
zero balance.

Reports

The “= Reports icon is used to open the Project Reports screen. From this screen, the user can
either print their customized report format for the Project — showing either a listing of Files
Closing On (within) a date range or a listing of Open Files for the Project. There is a checkbox
that will Include Cancelled Files in either report.
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There is also an option to print a Trial Balance of all files in a particular Project.

Project Reports @
Report Selections
M Crystal Report (" Fles Closing On: | [ m | =
& Open Files
I Include Cancelled Files
[” Tnal Balance

Close Project

The ™ Close Project icon is used to set the Closed Date and Recorded Date values in Impact,
for files in the Project, with Estimated Close Dates (Initial Questions) within a specified date
range.

If the user wishes to flag all files with Estimated Close Dates within the range entered with the

Starting Date and Ending Date fields, with a specific Closed Date and Recorded Date, then the
date desired for all files should be entered in the Close Project Close =
Date field on the Project Close screen (shown to the

Project Name: Impact

right). Description:  Sample Project #1
If the user does not enter a Close Date on the Project Starting Date: [
Close screen, but checks the Use COE Date checkbox, Ending Date: E
those files with an Estimated Close Date within the date CoseDate | [
range entered with the Starting Date and Ending Date ™ Use COE Date
fields will have their individual Estimated Close Dates i—i
used to file the files’ Closed Date and Recording Date = | ok
fields.

Projects =]

| New Project

Fitter: | d

— Project Close [ In the sample to the left, a full year date

[N [

Description: Sample Project #1

Starting Date:  |01/01/2012 .
Ending Date: |12/31/2012 .

range was entered (not likely) and the
Use COE Date option was checked.
When the user clicked on OK, the

. message describing what was to
W Use COE Date happen was presented, giving the user
Cancel  [[ 0K the chance to confirm the action or halt
Project Close |t

':0:' This will close all escrows in the project Impact’ whose closing date is between 01/01/2012 and 12/31/2012.
=" The escrows wil have the closing and recording date set to the COE date specified in each file.
Do you wish to continue 7

Yes No |

In this hypothetical sample, after clicking

i Project Close
OK, the user received the message, to the

rlg ht indicating the Effect Of the aCtion. '0' The Project Impact’ contains 21 escrow(s) of which 7 were closed this time.
With either approach, any existing Closed

Date and Recording Date values (which may
have been filled by a “:T” fee check/fee slip having been issued — unlikely, but possible) will be
overwritten with the action triggered from this screen.
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Transfer Funds

The & Transfer Funds icon is used to initiate the transfer of R =
Project file balances, for files with Closed Dates within a Projoct Name- _Impact

specified range, to the Master Escrow of the Project. Often, Description:  Sample Project #1

this would be done with Timeshare or Condominium projects Starting Date: [01/01/2012 [
where the deposits are logged in each file, but the Ending Date: [12/31/2012 [

disbursements are centralized, from the Master Escrow. The
user should enter a range of closing dates, in the Starting
Date and Ending Date fields, and then click on OK to proceed with the transfer of funds.

Cancel |

The system will identify if there are funds to be transferred. If not, a message to that effect will be
presented.

If there are funds to be transferred, the Print control dialogue box will present and the user
should click on OK to generate the Transfer Project Receipts Journal to their printer. The
report will list the transfers out of the individual files and into the Master Escrow file.

After the report generates, a summary notice will T eI

present on the screen, asking the user to confirm s

the transfer should be completed, as shown here. 'e' e
The user should click on Yes to complete the Total Funds to Transfer $10,335.00.

transfer or No to cancel it. If cancelled, the
system will return the user to the Project Transfer
Funds screen, where they can either Cancel or
change the date range and restart the cycle.

Proceed with transfer 7

Yes No

Reports Menu

The Reports menu, on the Escrow desktop, will present entries for generating a number of
reports and for doing some other functions. The listing will vary depending on system
configuration, as noted below. The full listing of possible menu entries is shown here and each
will be explained in the following pages.

e Assigned Escrows o Daily Receipts Journal

e Log Book e Daily Disbursements Journal

e Closings Report e Trial Balance Report (optional)
e Income Analysis (optional) e Wire Out Journal (optional)

e Deposit Slips (optional) e Custom Reports (optional)

e View Deposit Slips (optional)

Custom Report Maintenance (if Custom Reports enabled)

Custom Report Maintenance (if Custom Reports Custom Report Maintenance (if Custom Reports
enabled) enabled)
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Optional items are controlled by assorted Setup Options that the System Administrator controls.
The options should be considered carefully and selected to work with established business
practices. Normally, all of the options available are reviewed, and set, with the business at the
time the Impact/SQL database is configured. The USA Digital Solutions Support team can
provide guidance on them, as well.

Assigned Escrows Report

The Assigned Escrows option, on the Reports menu, provides for the on-screen or printed
presentation of escrow file information for a selected escrow officer or escrow processor. The
information presented on-screen, or when printed, is the Escrow #, a Project Name if assigned
to an escrow, the date Opened, the date Closed, the date the title search was Ordered, and the
current Status.

The user should select the Assigned Escrows menu option to open the Assighed Escrows
screen. There are radio buttons to identify whether the user wishes to pull up data By Escrow
Officer or By Processor. Once that selection has been made, the dropdown arrows should be
used to present a listing of all Escrow Officers in the branch of the user or all Processors. The
user should choose a name from the selected list. When a hame is selected from the list, a listing
of all of their assigned files will be presented in the body of the screen.

The Options box, in the upper right of the screen, lets the user limit the returned file list to Open
Files, Closed Files or to not limit the list and show Both.

Assigned Escrows =
& Print
Select Options
@ By Escrow Officer [SL1 - Sherm Lamb-001-EQ =l
" OpenFles ( Closed Fles & Both
' By Escrow Processor | |

Total Found: 160

Escrow # Project Opened Closed Ordered Status =
00000651 09/13/2012

00000663 10/30/2012

00000685 11/15/2012 11/15/2012

00000637 11/29/2012

00000724 01/04/2013 “CANCELLED™
00000744 01/22/2013

00000754 01/24/2013

00000755 01/24/2013

00000757 01/28/2013

00000758 01/28/2013 01/28/2013 J
00000772 01/31/2013

00000773 01/31/2013 -

The %= Print icon, at the top left of the screen, will generate a report of the requested data.
When clicked, the print dialogue box will present, and the user can select to Print (OK), Preview
or Email the report. Click on Cancel to return to the previous screen.
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Log Book

The Log Book option, on the Reports menu, is used to generate a report of files opened within a
date range. The report presents information on opened escrow files per selected branch, escrow
officer, or escrow processor. Depending on a user’s access level, they may be able to see all
activity within their branch (Escrow Manager) or just their own files (Escrow Officer). The report
presents the File Number, EO #2, Opened Date, Transaction Type, Seller Name (#1), Buyer
Name (#1), Marketing Rep, Property Address, City, State, Zip and County, Sales Price, Loan
Amount, Sellers Broker, Buyers Broker and Source of Business.

The user should select Log Book from the Reports menu to open the Log Book dialogue box.
In the Print Options area of the screen, they should click on the appropriate radio button to
create a report generated By Branch, By Escrow Officer, or By Escrow Processor, then click
on the appropriate drop down list arrow to choose a name from the appropriate list. Escrow
Managers will have their home branch pre-selected.

Log Book @
Print Oiptions
% By Branch |ZZ] - USA Digital Selutions, Inc. Main Office @25th Ave. J
" By Escrow Officer | J
" By Escrow Processor | J

Date Range

From: [08/01/2013  [E] To: [08/31/2013 [

Schedule | Cancel |

The user should enter a range of file opening dates by completing the From: and To: date fields,
in the Date Range section of the screen.

The OK button will open the standard Print dialogue box, from which the user can Print (OK),

Preview or Email the report. Cancel, on the Log Book screen, will return the user to the Escrow
desktop.

The Schedule option is also available. Report scheduling is discussed earlier in this manual. It
may or may not be available, depending on site configuration.

Closings Report

The Closings Report option, on the Reports menu, is used to generate a report of files closed
within a date range. The report presents information on closed escrow files per selected branch,
escrow officer, or escrow processor. Cancelled files can be included in the report. In addition to
running this report to identify closed files, the report is run to determine whether required 1099-S
reporting has been done on the closed files. The reporting is limited to the branch of the user, if
the user is assigned to a branch other than Accounting (999). The report presents the Escrow
Number, Transaction Type, EO #1, EO #2, Open Date, Closed Date, Buyer Name (#1), Seller
Name (#1), Market Rep, Status, TIN Applied For and IRS status.
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The user should select Closings Report from the Reports menu to open the Closings Report
dialogue box. In the Print Options area of the screen, they should click on the appropriate radio
button to create a report generated By Branch, By Escrow Officer, or By Escrow Processor,
then click on the appropriate drop down list arrow to choose a name from the appropriate list.
Escrow Managers, Escrow Officers and Processors will have their home branch pre-selected.

Date Range

Fom: [01/0172013  [EE To: [03/0472013 [

Cancel |

Once the OK button is clicked on the Closings

Closings Report @
bt Ot Report screen (shown to the left), after
¢ By Branch | = selecting the Print Options and Date Range to
& By Escrow Officer  |SL - Sher Lamb - EM-001 o report on, the Print dialogue box will be
" By Escrow Processor | B| presented, from which the user can identify if

the report is to be Printed (OK), Previewed or
Emailed. Clicking on Cancel will return the
user to the Closings Report screen.

Once the user has made their selection (if not Cancel), a T =
Missing Parameters screen will be presented (shown to Repor:  Excraw Glosing Report

the right). On this screen, the user is to identify if they Custom Repot Parameters

wish to limit the returned file listing to those in different IRS Stz Fler: |41 Fies i ]
states of completion regarding 1099-S reporting and iciude ol ies: [ 3]
whether to Include Cancelled Files in the report. The -
IRS Status Filter options are: All Files, Not Reported,

Non-Reportable and Reported. If the user is looking for a listing of all closed files, the All Files
option would be selected (with the additional option of including cancelled files). If the reporting is
being done as part of the 1099-S scrubbing process, the Not Reported option would likely be
selected — as this would present closed files that have been flagged as requiring a 1099-S which
have not had one (or more) prepared on them.

Note: there is an IRS 1099-S report in the Accounting module that can be run to show all of the
1099-S data that has been entered. It is used to scrub whether the entered data is in the
appropriate format, but it is of little value if there are files left in the Not Reported state...so the
Closing Report should be run to confirm there are no files with status of Not Reported before the
1099-S report is run by Accounting. It is recommended that this be done monthly, for YTD
activity, to aid in keeping current with the scrubbing, so that it does not become a major project
right after year end.
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Income Analysis (optional)

The Income Analysis option, on the Reports menu, is available if the “Allow Escrow to View
Income” Setup Option is enabled.

The Income Analysis option provides for graphic or report presentations of fees collected by fee
check or fee slip (:T payee) on escrow files in the user’s branch for a date range. The reporting is
very basic and is usually supplanted with Custom MIS reporting — run through the Escrow module
or the MIS module — which is formatted more to an individual company’s requirements. Often
sites have too many income codes for the graphic presentations to be practical.

If the user has an access level of Escrow Officer, they will be able to view income data from their
files. If the user has an access level of Escrow Manager, they will be able to view income data
for their entire branch or a specific Escrow Officer.

Income Analysis @
Print Options
" By Branch: |CCI - USA Digttal Solutions, Inc. Main C'f'fi-:J
& ByOfficer: [SL - Shem Lamb - EM-001 |

Date Last Posted:  09/03/2013

Date Range

Fom: [05/01/2013  [E] To: [0531/2013 [

Format Options
" Summary 0]
@ Detailed @ Print

Cancel |

The choice of whether to report By Branch (assuming an Escrow Manager is running the
reporting) or by Officer, is made in the Print Options section at the top of the Income Analysis
window (shown above). The dropdowns, if available, can be used to specify the subject of the
reporting.

The Date Last Posted is reflected in the middle of the Income Analysis screen because income
data can only be reported on if it is posted through the daily posting routine administered by
Accounting. It does no good to run the report for a date range that goes beyond the last posted
date (but the system will let the user try).

The Date Range for the report is selected by entering dates in the From: and To: fields. Again,
the To: date should not be greater than the Date Last Posted. The range is inclusive of the
dates entered.

The Format section of the Income Analysis screen is used to identify whether Summary or
Detailed data is to be presented. Only the Summary format option can use the Display option
(on the right of the screen), which will present a screen of a table of data for the date range and
year-to-date, and attempt bar chart and pie chart presentations. Again, with a multiplicity of
income codes those graphical presentations can be hard to interpret.

The Detailed format option will only provide for the Print option, which will present a simple
report that can be Printed (OK), Previewed or Emailed. The report will list income by income
code by file, for the date range and party (branch or escrow officer) selected.
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Deposit Slips (optional)

The Impact/SQL system can be configured to allow Escrow module users to prepare deposit
slips; or, the task can be restricted to users with Accounting permissions only. If the Deposit
Slips option appears on the Reports menu, in Escrow, then Escrow can prepare deposits slips.
An additional control can be used to limit the depositable receipts that Escrow sees to those
created in their branch (typical setting). The ability to generate deposits slips (which generally
print on the check printer on the check stock, but do not have to if they are being scanned)
eliminates the addition errors common on manually prepared deposit slips. Deposit slips will
present in the reconciliation module as they would on the bank statement, rather than having the
individual receipts present therein, making the task of reconciling much more straightforward. Itis
recommended that deposit slips be prepared daily. Often, it makes sense to prepare one before
the cutoff for getting deposits to the bank and another of items that come in after that cutoff, to be
sent to the bank the next day.

Only depositable receipts are presented for inclusion on deposit slips. Escrow personnel should
be aware of which receipt types are depositable and which are not, so that when they are
preparing receipts, they only use depositable receipt types for items that they are in physical
possession of and which will be sent to the bank in a deposit (either physically or via scanner).
Wires In and Direct Deposit items are NOT depositable and, as such, should not have
depositable receipt types used for them (such as Earnest Money, which, if present, is usually a
depositable receipt type, to be used for an Earnest Money check). As each site may have
differing receipt types, a definitive listing cannot be provided here. Consult with the System
Administrator for that listing.

The user should select Deposit Slips, from the Reports menu, if they wish to prepare one or
more deposit slips. The Deposit Slips screen (like the sample below) will be presented.

Deposit Slips [
Create Deposit for Selected ﬁ
ltems For: [EEIZFIE] and prior that are undeposited
Branch: [001 - USA Digtal Solutions, Inc. Main Office @25th Ave =1

Bank: [03 - Comerica Bank [1224567890] 1

[”| Receipt Date  Branch | Receipt # Escrow H# | Type

T R S N |
r 6/3/2013 00 000043 ATSA3 CF 0.00
6/3/2013 00 000041 00000942 CF 0.00
6/4/2013 00 000046 00001111 EM 5,250.00
6/4/2013 001 000045 00001111 CF 9,154.00
6/10/2013 001 000053 00000963 EM 3400
6/10/2013 001 000054 00000964 EM 1.00
6/10/2013 001 000052 00000962 EM 1.00
6/10/2013 001 000050 GFE02 EM 1,500.00
6/10/2013 001 000051 00000961 EM 1M
6/24/2013 001 000057 00000391 EM 100.00 —
6/24/2013 001 000056 00000989 EM 500.00
6/24/2013 001 000055 00000388 EM 100.00
6/25/2013 001 000058 00000970 EM 500.00
6/27/2013 001 000059 00000987 EM 1,000.00 | »

T T T Sy

Total ltems: 0
Total Deposit: 0.00

At the top of the screen, there is a filter date field, called Items For:, that can be used to limit the
number of receipts presented. All receipts of the date entered and earlier will present. Normally,
this can be left at the current date, which defaults.

In this example, the restriction is in place to limit the receipts available for deposit to the branch of
the user, so the Branch field is grayed out. If the restriction is not in place, the user must select
the appropriate branch for the items in hand, or “All” if items from several branches are in hand.
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The Bank: dropdown should be used to select the escrow trust account (Impact “Bank”) for which
the deposit is being prepared. Often, a branch will only have one bank, but if there are several
available, the appropriate one for the deposit being prepared should be selected.

The user can sort the listing of undeposited receipts using the 2l Sort icon in the upper right
corner of the screen. The default sort is branch within receipt date.

The user should then click on the checkbox in front of all receipts for which they have a
corresponding physical item in hand and are to be including in the deposit being prepared. If
every item on the screen is to be included in the deposit, the checkbox next to the Receipt Date
heading can be checked. When all items that are being included in the deposit are checked (it

may not be all the items on the screen), the user should then click on the Ls= Create Deposit for
Selected icon, at the top left of the screen (which will not be

enabled until at least one item is checked). cresieRepeste =
Deposit Slip Details

A screen like that shown here will present detailing the number Ticket Number:  To be Assigned

of items in the deposit and the total amount of the deposit. kems to Depost: 15

There is a notice that, at this point, the Ticket Number (deposit Deposit Amourt:  18,141.01

slip number) has not been assigned; it will be assigned if the
user clicks on the OK button. The Date of Deposit field will
typically be the current date, and disabled, but if the database is Cros |[_o¢ ]
configured to allow back-dating of deposits it will be open for
editing (not recommended).

Date of Deposit:  |09/05/2013

The user should click on OK to continue with the deposit slip preparation, or Cancel to stop the
process. If OK is clicked, the routine Print dialogue box will present, from which the user can
Print (OK), Preview or Email the deposit slip. For sites that take their deposits to the bank, the
deposit slip should be printed to the check printer (which should default). For sites that scan
deposits, the deposit slip can be printed to the document printer, or the print function can be
Canceled, if a deposit slip is not needed. The deposit will still have been created, and the items
included on it will have been removed from the Deposit Slips screen.

Manual Deposit (optional)

There is a system setup option that provides for the entry of manual deposits. This option has
extremely limited utility and is therefore almost never turned on. If itis turned on, there is an

additional icon at the top of the Deposit Slips screen, EX New Manual Deposit, which can be
used to create a deposit that is at the bank but not supported by receipts in Impact. Practically,
only an account opening deposit would satisfy such a situation, and that can be supported by a
reconciliation adjustment entry — eliminating the need for a manual deposit — which is why the
option is seldom enabled.

View Deposit Slips & Voiding of Deposit Slips (optional)

If Escrow is configured to work with Deposit Slips, the View Deposit Slips option will appear on
the Reports menu. The View Deposit Slip screen, which presents when the user selects the
option, has several purposes: to display the general information about a deposit, to show the
contents of a deposit, to check on the cleared or void status of a deposit, to reprint a deposit’s
contents or to void a deposit (if so configured). In addition, a new deposit can be created from
this screen.
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View Deposit Slips @
| 4t New Deposit | 3 Search by Deposit

ftems For: |08/06/2013 ﬁ

Branch: [007 - USA Digital Solutions. Inc. Main Offics @25 Ave. |

Bark: |03 - Comerica Bank [1234567290] |

Ticket # Deposit Date ltems Cleared | Voided

0ol 000000000000007 5/4/2013 1814101 15
03 0ot 000000000000008 9/5/2013 1814101 15 @ =] @

When first opened a screen like that above is presented to the user.

The default entry in the Items For: field is the date 30 days back from the current date. The
purpose of that field is to limit the data on the screen, and so by starting with a date 30 days in
the past, the last 30 days of deposits is presented, for the selected Branch and Bank.

The user may be able to alter the Branch selection, depending on access level and branch
assignment, but typically not as an Escrow User.

The Bank selection will be available for editing if more than one bank account is assigned to the
selected Branch.

If changes are made to the Items For, Branch &/or Bank selections, the user should click on the
Search button to re-do the search, based on the new criteria.

On the main screen, the information on the deposit, since the Items For date, for the selected
Branch and Bank, includes: the Bank, the Branch, the Ticket # (DS #), the Deposit Date, the
Amount of the deposit, how many Items were in the deposit, whether the deposit has Cleared
the bank (daily account reconciling is critical for this to be truly effective) and whether the deposit

was Voided.

To the right of each entry are up to three icons. —
Details

. . . . . . Type: Deposit Ticket Amount:  3.000.00
The @ Info icon will bring up a listing of the items Dote: 03042013 P B: o e
. . . . . Ticket #: 000000000000006

within the specific deposit, as shown to the right. - ot
R T

The = Print icon will reprint the deposit slip selected. oz oo ooz oot e
00000322 001 05/10/2013 |CF 000000000000034 500.00
00000922 001 05/10/2013 [EM 000000000000035 500.00

The ; Vo|d |Con, avallable |f a dep05I'[ has not already 00000523 01 |0510/2013|EM 000000000000036 50000

. ) . i 00000934 001 05/24/2013 [EM 000000000000037 5,000.00
been voided or cleared, will void the deposit and put the [l o esoeie 100000

items in it back on the Deposit Slips screen.

The LsF New Deposit icon, at the top of the View Deposit Slips screen, will bring up the Deposit
Slips screen discussed earlier.

The &2 Search by Deposit icon will bring up a screen into which the user would enter a specific
deposit slip number, then click on OK, and the system will present all deposit slips, for any bank,
that have that deposit slip number assigned, on the View Deposit Slips screen.

Daily Receipts Journal

The Daily Receipts Journal option, on the Reports menu, is used to view and/or print the
detailed listing of unposted receipts (wires in and other receipts) for a specific Branch, for a
specific File Date. The Print Options include By Branch and Bank (useful if multiple banks are
available to the branch and entries for multiple banks are selected for printing) or By Bank.
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The Branch selection is controlled by the user’s branch assignment, so normally will only reflect
one available branch. The File Date is normally the current date, as previous days’ work is
generally posted by Accounting early in the following morning, so there would be nothing to see
for prior days.

This report is available to satisfy the requirement of some businesses to print a listing of all
receipts done at a branch in each day, at the end of the day. The same data is printed by
Accounting in the Daily Posting routine, so generally this report need not be prepared and sent to
Accounting.

The report is also useful to quickly review the receipts entered for the day, to ensure all items in
hand have been receipted, for example.

Print Daily Receipts Journal @
Branch: [001 - USA Digital Selutions, Inc. Main Office @25th Ave. |

File Date: |09/05/2013 .

| Date Bank

Branch Branch Name Amount
O osemn o b Uomswmewreenc m00

Prirt Options
&+ ByBranchand Bank By Bank

Daily Disbursements Journal

The Daily Disbursements Journal option, on the Reports menu, is used to view and/or print the
detailed listing of unposted disbursements (wires out and checks) for a specific Branch, for a
specific File Date.

The look and behavior of the Print Daily Disbursements Journal screen is exactly the same as
the Print Daily Receipts Journal screen discussed above on this page, so that description will
not be repeated here.

Trial Balance Report (optional)

The Trial Balance report presents the net ledger balance and aggregate saving balance for all
files with a balance (positive or negative), in either category, for a selected point-in-time date.
The default report presents the Escrow Number, Bank, EO Initials, Ledger Balance, Savings
Balance, Last Transaction Date (accounting activity), Open Date, Close Date, Recording
Date, Policy Date and Status (whether cancelled or not).

There is a configuration option in Impact/SQL that will permit the viewing of the Trial Balance
report by some Escrow access levels. If enabled, users with Escrow Officer access level will be
able to run the Trial Balance report for files assigned to themselves, and users with Escrow
Manager access level will be able to run the Trial Balance report for all files assigned to their
branch.
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Selecting the Trial Balance option, from the Reports menu, for a user with Escrow Manager
access level, will present the following Escrow Standard Trial Balance screen.

At the top of the screen, the Date Last

. . E: Standard Trial Bal
Posted is presented. Below that is a E—— ==
date field that the user can use to et Last Posted: 03/03/2013
indicate the date through which they Tial Balance as of: [ENANE]  [Z (Camot excesd the Date Last Posted)
wish to run the Trial Balance report Print Selection
(Trial Balance as of). Itis a point-in- o By Specfic Oficer | =]
time report. It cannot be run for a date o By Specfic Branch  [001- USA Digtal Soltions, Inc. Main C_v]
later than the Date Last Posted, as it
Print Options

Only reports pOSted data I Include Zero Balances I Include Buyer/Seller Names
The available Print Selection options [ Srowerlyflescpener o rfonge 1 el HeldFuncs Descipton

! I Print Ledgers
for an Escrow Manager are to run the
Trial By Specific Officer or By scheade | Cancel [[ ok |

Specific Branch. If the radio button is
selected on the By Specific Officer label, then the user should select the Escrow Officer from
the dropdown list available. Only officers in the user’s branch will be presented in the listing. If
the radio button is selected on the By Specific Branch label, the user’s branch will be reported
on. No other branches will appear in the dropdown for selection.

If the user has the access level Escrow Officer, they will not see the By Specific Branch Print
Selection option, just By Specific Officer, and they will be the only officer in the dropdown
listing.

Neither the Escrow Manager nor Escrow Officer access levels will permit the Trial to be run By
Bank — that is an Accounting-only option.

The Print Options section of the Escrow Standard Trial Balance screen is typically not utilized,
but can be to modify the reporting somewhat.

e The Include Zero Balances option will include files that have had accounting activity, but which
are at a zero balance on the “as of’ date of the report.

e The Show only files open for X months or longer option is used to limit the report to aged
files. The user should specify a number of months in the field provided.

e The Include Buyer/Seller Names option will do that and remove all of the dates other than the
Close Date.

e The Include Held Funds Description option will do that and also automatically includes the
Buyer and Seller names.

e The Print Ledgers option will generate the Trial and a separate ledger for each file on the Trial.
The property address will appear on the ledgers

Wire Out Journal (optional)

The Wire Out Journal option, on the Reports menu, is available only if the system is configured
for Outgoing Wire Processing and the option Enable Dual Authorization by Escrow is
selected. The report is used to identify wires that have been Initiated but which are not yet
approved under the dual authorization routine.
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If so configured, users with access levels of Escrow Officer, Escrow Manager, Floater (w/ or w/o
check write), Accounting, Accounting Manager or System Administrator will be able to use the
option.

The option presents information on Initiated but not yet approved outgoing wires. Once a wire
out is approved, by a wire out approver under the dual authorization routine, it will not appear on
the report.

Depending on access level, the user’s selection options, on the Wire Out Journal screen (shown
here), will vary. An Escrow Manager will be able to run the report for their own branch and for
escrow officers within their branch. Accounting access level users will see all Print Selection
options available to them.

Wire Out Journal @
Prirt Selection
¥ By Specfic Branch |DD1 - USA Digtal Selutions, Inc. Main C
" By Specfic Officer | J
© | =]
Cancel

A sample of the layout of the report is shown below.

Initiated Wire Out.Joumal
U5ADigital Solutions, Inc.
USADigital Solutions Demonstration System

Caw: 03032013 Usar 1
Srancht. {001} USA Cigial Saubians, Inc. Main Ofica @250 Ava. Pageha
o Lt T-5253AM
Erorow Eraron Dol BN
Numbsr Omoer Bubmitied Enierad Eank Cuciomer Esnefialary amount Ealanoe
00000001 J5 19092013 742 am Wi SANKOF AMERICA [ASA] 50000 25125028855
motre:  ast

Custom Reports (optional)

The presence of the Custom Reports option, on the Reports menu, is driven by a setup option.
If a business wishes to make some custom MIS reporting available to be run from the Escrow
module, this option will be enabled and reports will be developed and placed on the Custom
Reports menu in Escrow. There are reporting tools that can be incorporated into the reports put
on the Escrow Custom Report menu that can limit what files a particular user can see data on,
depending on Access Level. The use of those tools will be discussed with the business if they
request the preparation of any Escrow custom MIS reports.

When selected, the Custom Reports option will present a screen like that shown here (by default
the “tree view” is collapsed, showing just report categorth_e,aders; this sample is expanded to
show contents of the single folder in place for this sample system).

The user can click on the “+” sign in front of a e =
folder to expand it, to display its contents, or Fier: | 2

inversely, if expanded, the “-“ sign in front of the S o Offor Fepots

folder description will collapse the folder. Double- i e Gengs Fsen

clicking on the category heading will have the
same effect.
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Escrow Closings Report @

Date Range

Fom: [WEDPDIE [ To: [09/08/2013 [

Custom Report Parameters

IRS Status Fiter: | Al Fils =1 @
9

Include Cancelled Files: |

Schedule | Cancel | oK

To run a report, the user should double-click on the report name. Most reports will need a date
range, at a minimum, to be supplied by the user. Some will have other Parameters that the user
should respond to, making the desired selection(s) and then click on OK to generate the report,
or Cancel to exit without generating a report. If so configured, the Schedule function is also
presented (discussed earlier).

Custom Reports Maintenance (if Custom Reports avail)

The Custom Reports Maintenance option, on the Reports menu, is only presented to select
access levels and is used to reach the functions Create Custom Report, Modify Custom
Report Menu, and Statistics.

The Escrow Custom Report Statistics report will present the custom report menu and indicate
the number of times (since the upgrade to version 10.3) each report has been run, the first and
last dates each was run, and by whom. This will aid in the effort to determine which custom
reports are actively used and should be maintained when changes to underlying report criteria
(income code groupings, for example) are made. It is run with the Statistics option on the
Custom Reports Maintenance menu.

Generally, custom reports are prepared by USA Digital Solutions, Inc.’s Crystal Reports team, in
consultation with the business. Further guidance on these functions can be provided by that
team. They will not be described further in this manual.
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Misc. Menu

The Miscellaneous (Misc.) menu, on the Escrow desktop, contains a collection of functions that
are not related to the other functional groupings. The items presented on the Misc. menu will
vary depending on system configuration and user access level. The full listing is presented below
and will be discussed in the following pages.

e Amortization e Void Check (optional)
e Rate Calculator e Void Wire Out (optional)
e Search e Printer Setup
e View Ledger e Change Password (conditional)
e Savings Accounts (optional) e Manual Check Entry (optional)
o Add/ Modify
o Print
e View Check Status e Accounting Lock/Unlock File (optional)
Amortization
Amortization @
The Amortization option, on the Misc. menu, is Pincpal: [ 50000000 Tem{nMonths: [380
. . Interest Rate 35 Loan Start Date: |10/01/2012 .
used to ge_ner_ate an amortization sche_dule. T .
The amortization schedule generated includes Paymerts/Year. [1Z Morthy =] Stop Date
the Payment Number, monthly Due Date, T |
Payment Amount, Interest Paid, Principal O Trensactons
_ ) ) ) Type of Transaction Date Amount/Percent
Paid, Principal Balance, Unpaid Interest, [Nore = =
Balance Due, and if applicable, a comment [Nore = = |
about any Modification to the loan. Also, the ore = =
amortization schedule generated includes }: j : H :
subtotals for yearly payments, principal paid and Neore =l =l
interest paid, and the total amounts of [Nore = =R
payments, principal paid and interest paid for i vt ramamcion A et olowig st et o
the loan.
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The user is presented with the Amortization screen (shown to the right) when the option is
selected. To generate a basic schedule, the user should enter information into the fields at the
top of the screen — Principal, Interest Rate (0 is permitted), Loan Start Date, Payments/Year,
payment Start Date and EITHER the Installment Amount or the Term (in Months). One of
those two fields must be left blank. A Start Date must be entered, and it must be after the Loan
Start Date. A Stop Date need not be entered unless an Installment Amount is and a Term is
not — then a Stop Date is required. A Title can be added to the schedule so that the resulting
printout can have an informative heading — such as the customer’s name.

The bottom of the screen, in the Odd Transactions section, is used to detail atypical events that
will occur during the amortization period. The event type is selected from the Type of
Transaction dropdown listing, and the options are: Principal Reduction, Balloon Payment,
Change Installment Amount or Change Interest Rate.

The user, if they need to introduce one or more Odd Transactions (up to 7), should select the
Type of Transaction, enter a Date of the event and enter either an Amount or Percent, as
applicable for the event. There is a notation at the bottom of the screen reminding the user that,
“If an Odd Transaction date does not fall on a transaction date then the date will be adjusted to
the transaction date immediately following the date entered”.

Clicking on the Calculate button will create the amortization schedule. The user will be first
presented with the Print control dialogue, from which they can Print (OK), Preview or Email the
schedule. Clicking Cancel will return the user to the Amortization screen.

Should the data that was entered result in a situation where the interest accrued each period will
match or exceed the installment amount (a negative amortization situation) a message to that
affect will be presented (shown below), and the user will be asked to confirm they wish to
generate a schedule reflecting the addition of the unpaid interest to the principal balance. If the
user replies by clicking on Yes, the system will proceed; if No, then it will stop.

Amaortization

"9" Excluding Odd Transactions, the interest accrued each period will match or exceed the installment amount. This makes the term length infinite

Calculate until Stop Date applying deficit interest to balance due?

Yes No |

If the interest accrual is only less than the payment amount for some number of periods less than
the total number of periods, the balance due will grow until it begins to be reduced by the late
application of interest, and when the original principal balance is reached by the balance due,
principal will be applied thereafter. In either situation the last payment due will be marked up to
reflect payment of the full balance due.

A sample of a basic 30 year amortization of $500,000, at 3.5% interest, with a loan start date of
10/01/2013 and a first payment date of 11/15/2013 reflects a payment amount of $2,245.22. The
beginning of the amortization schedule produced is shown below.
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Amortization Schedule
Sample 30 Year Amortization
Print Date - Time: 08/09/2013 - 10:05:41AM Page: 1
Principal Amount: $500,000.00 Term (Months): 360 User: JMW
Interest Rate: 35 Payment Frequency: Monthly Start Date: 11/15/2013
Payment Amount: $2,245 22 Loan Start Date: 10/01/2013 End Date:
Payment Due Payment Interest Principal Principal Unpaid Balance
Number Date Amount Paid Paid Balance Interest Due Modification
1 11/15/2013 224522 2.138.89 106.33 490,893.67 490,893.67
2 12/15/2013 2.245.22 1.456.02 T87.20 499.106.47 499.106.47
Total Paid For 2013 $4,490.44 $3,596.91 $893.53
3 01/15/2014 2.245.22 1.455.73 780.49 408,316.98 498,316.98
4 02/15/2014 2.245.22 1,453.42 791.80 497 525.18 497.525.18

Rate Calculator

Please note that the Rate Calculator in Impact/SQL does not currently handle some common
pricing practices and is under review for revision (as of July 2016). Therefore, a full description of
the Rate Calculator will not be included in this section of the Escrow manual.

Search

The File Search function, reached with the Search option, on the Misc. menu, is described at the
beginning of this manual in the General Information and Helpful Hints section; and, it is also
discussed just below, in the View Ledger section; it will not be re-described here.

File Search

File Search

o [0 -
Search For. [ Fiter. [Al but fle rumbers =] * sowpesi

Description Found By File Mumber | bitials | Branch  Title Fle Mumber

The File Search screen gives the user the ability to search the database broadly or in a more
targeted manner. By entering the beginning of a last name in the Search For: field, for example,
and then clicking on the Search button without changing the search: default of All but file
numbers, the user will get a listing returned of all files that have names of either the Borrower or
the Seller which begin as requested. The more sure the user is of the item being requested, they
should enter a more complete description. However, if at first the user does not find what they
believe they should have, limit the information entered in the Search For: field.
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The user may also use the percent sign (%) as a wildcard in searches. It can be placed at the
beginning, middle or end of the entry to tell the system to find anything that ends with what was
entered, contains anything between the entry items, or begins with what was entered,
respectively.

The more targeted search options are listed below and can be selected from the Filter:
dropdown. The default is All but file numbers.

*New functionality has been added in Version 10.10 which will now allow the User to search by Party
Reference Number if entered in the Party Reference area of the Impact entry screens.

All but file numbers

Subdivision (Name)

e Sellers and Buyers ¢ Reference Number

e Buyers e Base File Number

e Sellers e Loan Number (Lender’s)
e Property Address o File Number

e Tax Parcel Number e Party reference number

Once the user clicks on the Search button, a listing of candidate items will present. The records
will indicate which search criteria they matched up on. Up to the first 1,000 records that meet the
criteria will be presented — the user will be prompted to narrow the search if over 1,000 hits are

made. There is a " View File Status icon next to each record returned; click on the icon to get
more information on the file that the record relates to. Double-click on a record to use the file
number on the Escrow Number Entry request screen.

View Ledger

The Ledger is where all of the accounting transactions on an Escrow file (receipts and
disbursements) are presented (whether posted or in process). When the request is made to
display a ledger, with the View Ledger option, on the Misc. menu, the user will be prompted for
the Escrow Number.

Escrow Mumber Entry @
Generally, the user will have the Escrow Number and 4 Search
will simply enter it and click on the OK button. SO
However, if they do not have the number, but have a —
name (for example there is a funding check in hand,
without an escrow number on it, but with a borrower’s Cancel

name), the user can use the #3 Search icon to initiate a
full system search of Impact.
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Once an escrow number is entered on the Escrow Number Entry screen presented above, or if
a file is selected from the search results screen (with a double-click), the Ledger will be
presented, as shown below. The Ledger, in version 8.0, has been redesigned from those earlier
versions of Impact/SQL used, and both Escrow and Savings account information is available
through the same screen. The Ledger is described in detail in the following paragraphs.

At the very top of the screen are three icons: = Change File and “= Print (on the left) and &
Collapse Summary (on the right). The Change File icon will let the user select a different file.
The Print icon will help the user print the ledger. The Collapse Summary icon will hide the file
and balance information, at the top of the screen, giving the user more room to view ledger

records. It will revertto an ¥ Expand Summary icon, which is used to re-present the file and
balance information.

At the initial opening of a ledger, general information about the file (Escrow Number, Escrow
Officer, Branch, Bank currently assigned, and Buyer and Seller names) is presented on the top
left of the screen, and summary accounting figures, relating to escrow trust balances, are
presented on the top right. The (Posted) Balance is modified with the work in process and on
hold to result in the Available Balance — which is what is left in the file to be disbursed.

Ledger ===
[:5 Change File | & Print Collapse Summary
File Number: 00000532 Balance: 240.525.00
Escrow Officer- 5C1 - Scott Chance-D01-EQ Receipts In Process: 0.00
Branch: 001 - USA Digttal Solutions, Inc. Main Office @25th Ave Disbursements In Process: -5,000.00
Bank: 03 - Comerica Bank [1234567850] Receipts On Hold: 0.00
Seller / Buyer: Beauchamp./Quigley Adjustments In Process: N/A
Available Balance: 23552500
_ Trust| Posted ltems Receipts In Process | Disbursements in Process
[=- Savings
i 1642953 -Quigley, John M | Date Sc | By Payor / Payee Type|  Number Receipts Disbursements | Balance
i.. 85749708 - Quigley, John [ | 07/03/2012 |R 03 |SCA |Guigley WIN 000007 289.000.00 289,000.00 | ®
07/23/2012 |R03 |WSC | Buyer EM 000009 500.00 289,500.00
08/07/2012 |R03 |WSC | Transferto Savings - IBA SVC 000011 -250.00 289.250.00
08/14/2012 |R03 |SCA | Buyer Test CF 000014 300.00 289.550.00
08/14/2012 |R03 |SCA | Buyer Test#2 CF 000015 275.00 289.825.00
08/15/2012 |R03 |SCA |test3 WIN 000016 200.00 290,025.00 | ®
11/13/2012 |R03 | WSC | Quigley CF 000018 500.00 290,525.00
WSC [BANKOFBIGPAYOFFS | | ooz || 5000000

Note that there are three tabs on this screen: Posted Items, Receipts in Process and
Disbursements in Process. Click on the tab heading to move from one to the other.

The ledger presents, for each transaction, from left to right:
The Date of the transaction; they are presented in date order

The Src column presents the type (R=receipt, T=transfer, W=wire and D=disbursement) and
source (Bank Number); if the file has switched banks, you will see different source numbers on
some of the items, and you will see multiple banks listed in the account tree on the left

Who entered the item (user’s initials), in the By column
The Payor of a receipt or the Payee on a disbursement

The receipt type (only on receipts), in the Type column
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The reference number of the item (receipt number or check number), in the Number column; an
“M” beside the check number denotes it was a manually prepared check; a “C” beside a check
number indicates the check has been cleared, through a reconciliation; an “H” will appear on a
receipt that is on hold (remember: only Accounting can release non-current-date holds), and a “V”

will reflect a Void.

The amount of the item (either in the Receipts column or in the Disbursements column, as
appropriate

The running Balance through each transaction

The @ Info icon next to some records can be used to present additional detail on the particular
item. If the item is a fee slip, it can be reprinted via this icon.

Savings Ledger - from View Ledger

The newly formatted Ledger, in version 8.0, will also give the user access to the Savings
account information, if any, associated with a particular file. On the left side of the screen, under
the file information, a “tree” of account numbers is presented. If there are one or more Savings
accounts, they will be listed under the Savings heading. Note: if there is escrow trust account
activity for more than one escrow trust account, those will be listed above the Savings heading,
under the Escrow Trust heading.

Click on a specific Savings account number listing and two things will happen. In the file
summary section above the ledger detail, on the left side, the Bank field will be filled with the
savings account’s information, and the Balance information, on the right side will reflect summary
information about that particular savings account. The ledger detail that is presented will be that
for the selected savings account.

Ledger =5
JChangaFMe = Print Cellapse Summary &
File Number: 00000552 Balance: 500.00
Escrow Officer: 5C1 - Scott Chance-001-EQ Receipts In Process: 0.00
Branch: 001 - USA Digtal Solutions. Inc. Main Office @25th Ave. Disbursements In Process: N/A
Bank: 1642553 - BANK OF BANKS Receipts On Hold: N/A
Seller / Buyer: Beauchamp/Quigley Adjustments In Process: 0.00
Available Balance: 500.00
- Escrow Trust Posted ltems | Receipts In Process | Adjustments in Process
- Savings
Date S | By Payor / Payee Type Memo Number Amount Balance
+- B5749708 - Quigley. John I | 08/07/2012 |503 |WSC |Quigley, John M SAV | Beauchamp/Qui... |000010 250.00 250.00
| 08/07/2012 |S03 WSC | Trandlerfrom Escow-IBA |SAV |Beauchamp/Qu. 000012 | 25000 50000

The tabs available for ledger detail records are Posted Items, Receipts in Process and
Adjustments in Process (no Disbursements), as all savings activity is done via receipts.

Close the Ledger with the B3 Close icon in the upper right hand corner.

Savings Accounts (optional)

The ability for Escrow users to create and work with Saving Accounts (interest bearing accounts)
is controlled by a system setup option.
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Add/Modify

The Add/Modify menu choice, under the Savings Accounts option, on the Misc. menu, is used
to add a savings account (interest bearing account) to an escrow or to modify information about
an existing savings account. The user can have an unlimited number of savings accounts
assigned to an escrow, and a separate ledger is maintained per savings account.

When selected, the Add/Modify function will display the same escrow file selection screen the
user sees when they ask for a ledger, with the same search functionality available. Hopefully, if
the user is adding a savings account, they know which escrow they are adding it to. Upon
selection of the escrow, the user will be presented with this screen:

Savings Accounts @

L} ChangeFile | | & New Account < Print

Escrow Rle #: 00000532 Branch: 001 - USA Digital Selutions, Inc. Main COffice @25h...
Escrow Officer:  5C1 - Scott Chance-001-EQ

Account Bank Name Transaction Date Balance
Tess | BANOFBANRS  ouaA . 500 s

85749708 Bark Of Testing 000|®| | %

To add a savings account to the selected escrow, click on the L== New Account icon, at the top

of the screen. To edit an existing account’s information click on the & Modify icon to the right of
the specific account to be modified. The user will be presented with a similar screen, with either
choice. A sample is shown below. The screen will be blank if entering a new account, or the
fields will be populated if modifying the information on an account. The ¢ Delete icon, on the
account listing screen, is used to delete an account entered in error, or which was not used.
Once an account has activity, it cannot be deleted.

The information entered or maintained here is:

o Account Number Savings Account @

Escrow File #: 00000552
Escrow Officer:  SC1 - Scott Chance-001-EC
Branch: 001 - USA Digital Solutions, Inc. Main Office @25...

e Bank Name

e Date Opened
Account Number: | L[ZE¥E5%]

e Date Closed Bark Name: [BANKOF BANKS
. . Date Opened: |08/07/2012 .
e SSN/TIN (Account Holder’s) (will be masked, if DaeCosed: [ [
masking enabled) SSN/TIN: [000234578

MName: |Ouig|ey, John M
e Name of the Account Holder Address: [£55 T8 Svest

City, State and Zip: |Phoerix, AZ 85022

e Address of the Account Holder

Cancel | QK |

e City, State and ZIP of the Account Holder

Use the Cancel button to exit without saving your entries or changes or click on OK to create the
savings account.
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After clicking OK to create a new savings o
. . avings Account
account, the user will be presented with a _

prompt asking if they would like to add an initial 'iei' T s ooourt s boen oreeled.
deposit to the account. If the funds are going to '
be deposited directly into the savings account, Yes | o |

the user would click Yes to create the savings
receipt in the savings ledger. If the funds are currently held in the escrow ledger, the user would
click No at this prompt, and would then go to the Transfer Savings function to move the funds
from the escrow ledger to the new savings ledger.

The == Print icon, at the top of the Savings

Print Savings Accounts @

Accounts screen, will open a screen of options ot Seoction
like the one shown here, which is used to @ Specfic Escrow:  [00000592
provide a report of all of the savings accounts - | =l
assigned to the selected escrow. This report is c
similar to that generated under the Print menu Prrt Out
) . . . rint Options
|tem, but that report can include information on V' Include Open Status W Include Closed Status ¥ Include Zero Balances
more than one escrow (the options for all

. . Cancel | QK I
savings accounts By Branch or all savings By

Bank Name are grayed out here, as they are
not applicable).

Print

Information about savings accounts for a particular escrow, accounts at any one or all branches
or about all accounts by bank (savings bank names) is generated with this function. The user has
the option to include zero balance accounts, as well as whether to include just open accounts,
just closed or both. The Print Savings Account screen is shown above.

This is a sample layout of the Savings Account Listing, by specific Branch Number. The
report presents, from left to right: the Escrow Number, the savings Account Number, the Bank
Name, the Open Date of the account, the Close Date, the Last Transaction Date, the Account
Balance and the information about the owner of the account (Name and Address). The report
always presents the current, posted account balances.

Report Viewer =] @
R-& @ T K 4 > M| 3R

USA Digital Solutions, Inc.
USA Digital Sclutions Demanstration System
oae 0110872013 Savings AccountListing Page
Tme: £.42:05 AM e
Far 001 - USADigital Solutions, Inc. MainOffice @25th Ave. Including Zero Balances, Show Both Opened and Closed
Accounts
Eraran. T ‘Open. Cioce  LectTran ‘Assount
wumosr  wumosr  amewams = = o = o

ooocoin cooass 240 07 TeE NERTH 1z 7801z

coteous 145 4 o7 BAYNGE smzon

0O004ED 1STHEITHE soEn Aotz

I

] e o7 2aeE san araonz

ooocossz ss7asTes Sane ot Tasnng axwron

Nicxoom 1z34sETES WeLLS FARSOBANG e a0

Totat Prinisc: l Fie
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View Check Status

The View Check Status option, on the Misc. menu, can be used to quickly see if a check has
been reconciled as having cleared the bank or if it has been voided. Depending on the user’s
access level and branch assignment, they may be restricted to only seeing information on checks

in their branch.

The option will present the View Check Status screen when selected (shown below after a Find
has been executed). The user should enter the check number they are seeking information
about, then click on the Find button. The system will search for all checks of the number entered,
across all banks and branches, and will present information on each found (again, depending on
access level and branch, a user may only see items from their branch). This screen indicates if
the item(s) shown are cleared or voided, and when, in the Status column.

00000006

View Check Status ==
Check Number: [30000000000D006
File Number | Branch | Bank
oo s o poeie S e e o))

001 02 07/21/2003 | MARTIN SWEET AND MELANIE SWEET 437243 | Cleared 07/31/2012 |©| &

There are two icons, to the right of each item listed, that can be used to get more information

related to them. The @ Info icon will bring up a screen with more information on the specific
check (like that shown to the right).

Check Detail

Check #:
Branch:

Bank:

Status:

Escrow Number:
Date:

Amount :

Pay to Name:
Address #1:
Address #2-
City. State and Zip:
Memo:

Created By:

0000000000D0D0G
396 - Recon Branch

03 - Comerica Bank[1234567890]
Voided 11/13/2012

00000625

08/09/2012

18789

NOTARY INC

(JDB}Jason D Brown on 08/09/2012 02:44 PM

The & View Ledger Information icon will bring up the Ledger for the file of the check.
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Void Check (optional)

The ability to void checks, by Escrow users, is controlled by system configuration options. They
may not have the ability at all, or may be restricted to voiding “same day only” items (checks
issued that day). It may be that only the Escrow Manager access level users can void checks. If
the option appears on the Misc menu, some permission exists for the user.

Typical business practice is to permit Escrow to void items on the date of issue, and only for
items they have in their possession. A check that is not in the business’ possession is usually
only voided in Impact AFTER a stop has been placed at the bank and has been verified
(generally the day after placement).

Selecting the Void Check option, from the Misc. menu, will bring up the Void Check screen, into
which the user should enter the number of the check they wish to void, and then click on the Find
button.

Void Check =

Checl Number: |I}DDDDDI}I}DDD1 056 Find

File Number Branch Bank

Gt om0z =

The @ Info icon will bring up a screen with more information on the specific check, as shown on
the previous page.

The & view Ledger Information icon will bring up the Ledger for the file of the check.

If the item can be voided by the user, the ® Void

Void Check

icon will be presented at the far right of the check Branch Number: 001 - USA Digtel Soutions, nc. Main Office @25t Ave. =
information line. An item that has been flagged as e O]

Check Number:  000000000001056
cleared, by the reconciliation process, will not be able R —
to be voided and the Cleared Date will appear in the AmDa: prees
Status field. When the ® Void icon is clicked on, S ——
the user will be presented with a screen like that e T
shown to the right. Ciy, State and Zp:  PHOENIX, AZ 85029
The screen details the check information and pre-fills MMu VoI5 VoI Voo
the Memo: field with VOID VOID VOID. The user can Cancel

edit that text if they wish. Clicking on the OK button
will complete the voiding of the check, and a message that the void has been completed will be
presented.

The user will be returned to the Void Check screen, where the voided item will now reflect that

information in the Status field. The & icon, if presented, now stands for Reverse Void. If the
user is able to reverse voids, they will see the icon. Clicking on the icon will initiate the routine to
eliminate the void — the reverse of the voiding routine.

Void Check =]
Check Number: |DDDDDDDDDDDTD55 Find
File Number Branch Bank S g
G DD bOBSTERMTE 5000 e §
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Void Wire Out (optional)

The ability to void an outgoing wire, by Escrow users, is controlled by a system configuration
option.

Selecting the Void Wire Out option, from the Misc. menu, will bring up the Void Wire Out
screen, into which the user should enter the number of the number of the wire out they wish to
void, and then click on the Find button.

Void Wire Out ==
Wire Number: |000000000000051 Find
File Number Branch Bank Date Payee Amount Status
B T N £ N O

The @ Info icon will bring up a screen with more information on the specific wire out.
The & view Ledger Information icon will bring up the Ledger for the file of the wire out

If the wire out can be voided by the user, the & Void icon will be presented at the far right of the
wire information line. An item that has been flagged as cleared, by the reconciliation process, will

not be able to be voided and the Cleared Date will appear in the Status field. When the & Void
icon is clicked on, the user will be presented with a screen like that shown above in the Void
Check discussion.

The screen details the wire out information and pre-fills the Memo: field with VOID VOID VOID.
The user can edit that text if they wish. Clicking on the OK button will complete the voiding of the
wire out, and a message that the void has been completed will be presented.

The user will be returned to the Void Wire Out screen, where the voided item will now reflect that

information in the Status field. The = icon, if presented, now stands for Reverse Void. Clicking
on the icon will initiate the routine to eliminate the void — the reverse of the voiding routine.

Printer Setup

Each user’s session is unique in the printers it has at its disposal and how they are configured.
Once printers are established within the computer environment (either in Citrix sessions, or in a
terminal server environment, or locally), Impact must be told which printers to use for each user.
They must be defined in the user’s environment before they can be selected in Impact. The first
time a user goes into Impact, if their printers have not been defined through this function, they will
be prompted about the matter and will be asked if they wish to define their printers. Once
defined, they will no longer get the warning prompt. Should they need to change their defined
printers, they would use this function, from the Misc menu.

Depending on the user, Impact will need a document printer defined (at a minimum) and,
possibly, a check printer will need to be defined. Note that the check printer is distinguished by
the fact that it uses MICR toner, so banks’ proof machines can recognize the encoded information
on checks and deposit slips.

This function is available in the Impact Escrow, Title, and Utilities module, as well as in
Accounting. The configuration only needs to be done once for each user.
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Two tabs are presented, one for the e =

Document/Report Printer and the other Document / Report Printer ' Check Firter |
for the Check Printer. Simply select the Prnter Curmently Selectedis:  \\DSI-PRINTSERVER'HP Laserdet 1022n JW/
printer to assign to each task, by Pinters Maladle :
. ) . . ) ) M!crnsnﬁ Oﬂ!ce Live Meeting ZDD? Document Writer
highlighting the desired printer from the list Microsaft Cfic= Document image Wirter
doPDF v7
presented, on each tab. fuhene iy
‘WDSI-PRINTSERVER\HP
When print jobs are queued up, Impact will

know whether it needs to send each to the
check printer or the document printer, and
will send the jobs to the correct printers.

Change Password (conditional)

If NT Authentication is not being used (not recommended), and the Impact system asks the user
for their Impact initials and a password when they access an Impact module, the users will be
able to change their own password with the Change Password function. Historically (pre
Impact/SQL version 8), a System Administrator had to change a user’s password for them.
Selecting the Change Password option, on the Misc. menu, will present a screen on which the
user will enter their old password and their new password. The new password will have to be
entered twice, to verify it was entered consistently.

The entries will be displayed as asterisks (***), so no one looking over the user’s shoulder can
read their password off the screen.

The system will NOT check to see that the password truly was changed — the same password
can be entered as the Old Password and in the New and Verify Password fields.

User passwords in Impact/SQL are restricted to six (6) characters or less.

Manual Check Entry (optional)

The availability of the Manual Check Entry option, T =
on the Misc. menu, is a system configuration option e Clovye it
. . Escrow File #: 00000626 Branch: 956 - Recon Branch
for Escrow, and is rarely implemented. E e (i) Errc o b IR
Check Mumber: [ Amount Available: 4,600.00
Use of the Manual Check Entry screen will allow Check e [01/152013 ]
. Post Date: |01/03/2013 ﬂ
the user to create a check entry for an escrow file S
where the physical check was manually typed — not a1 |
s .. Address #2: |
created within Impact/SQL. This is done to log a oy, S i 2 |
check that was manually prepared - during a power R
failure, for example. This is a very rare situation. Description Amount
NOTE: A stock of preprinted, pre- foran
numbered checks should be available for
. . Check Total: 0.00
this eventuality. i —

Select Manual Check Entry, from the Misc. menu,

to begin the manual check entry process. The user will be prompted for a file number. Once that
is entered, and they click OK to precede, the Manual Check Entry screen will be presented, as
shown below. The available balance of the file will be presented at the top of the screen.
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The =7 Change File icon, at the top of the screen, is used to select a different file for manual
check entry, if the wrong file happened to be selected.

Enter the manual Check Number in the field of that name.

The date fields (Check Date and Post Date) will be pre-filled, and if they are correct, TAB
through them. If they need to be changed, either enter dates or use the calendar tool to select
the proper dates.

Press TAB or place the cursor in the Payee Name field to fill out the name and address

information manually, or place the mouse in the Payee Name field, then click on the El Naf
button, in the upper right corner of the screen, to auto-fill this information with data from the Name
and Address File (Naf).

Click on the L2F New Item button, below the address information on the Manual Check Entry
screen, to add an unlimited number of stub detail lines. The bottom half of the screen will present
a detail line grid, as shown above. Each stub line description can be up to fifty characters. Press
TAB to move the cursor to the Amount field, and then enter an amount.

If entering a manual fee check, : T entered in the Payee Name field will activate a Code column,
next to the Amount column, for income code entry.

If a detail line is entered in error, click on the # Delete button at the right of the specific line to
remove the stub line. Click on the Yes button on the pop up confirmation dialogue box to confirm
the deletion of the stub item.

The Add Another button, at the bottom of the screen, can be used to add an additional manual
check for the same file.

Click on the OK button to save changes and return to the Impact desktop.
Click on the ®&38 Close button, in the upper right hand corner of the window, or click on the

Cancel button to abort any entries, and return to the Impact desktop.

Accounting Lock/Unlock File

The Accounting Lock/Unlock File menu entry will appear on the Misc menu if the user has the
Password option selected to permit them to use this function. Locking a file will prevent any
Accounting activity from being conducted in the file. Locks may be automatically placed on aged
files by an Impact Windows Service option.

Accounting Lock/Unlack File ==
. [ Change File | /% Print [ File Status | (£) Lock File

When selected, the following ER——T Fm— T
H Escrow Officer- 5L2 - Sheni Lamb-002-E0 Receipts In Process: 0.00
screen is presented, from Branch: 98- Trinng ianch P
. i . Bank: 01 - 1st National Bank of Nevada [153495874445) Receipts On Hold: 0.00
which the user can “= Print a Seller / Buyer: Sellr/Buyer Available Balance: 1032000

I’eport Of the ﬁle’s IOCking Accounting Lock / Unlock Histary

Date User Reason

history, review the '# File
Status and %) Lock (or &
UnIOCk) the f|le The ‘—-": Ne records found.

Change File icon is used to
move to another file.
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Naf

Add

When the &) Lock File icon is clicked, at the top left of the screen, a window will pop up that
asks for the reason the file is being locked. Enter the reason and click OK to save, or click on
Cancel to cancel the locking effort.

Lock File (=5

Enter the reason that the file is being locked.

Cancel | QK |

Once locked, the reason entered will be listed on the bottom half of the screen shown above, and

the = Unlock File icon will present at the top of the screen. Clicking on it will cause a similar
window to present, asking for the reason the file is being unlocked. The history of the

locking/unlocking that has been done can be printed with the %= Print icon.

The ¥ File Status icon, when clicked, will present a window with a detailed set of screens (Info,
Tracking, Policies and External Systems) that will give the Escrow user quite a bit of
information about the subject file. This screen has been described earlier in this manual; that
discussion will not be repeated here. Click on the ®&38 Close button, in the upper right corner of
the File Status screen, to return to the Lock/Unlock File screen.

Click on the ®&3d Close button, in the upper right corner of the Lock/Unlock File screen, to
return to the Escrow desktop.

Menu

The Name and Address File (Naf) or customer list is a very important tool in Impact. It is used
to aid in consistently filling name and address information into the appropriate fields in Impact.
Consistency in data entry helps ensure that documents properly present information.
Management reporting is also aided by consistent data entry. The Name and Address File
(Naf) is displayed in a tiered manner: Company — Branch — Individual (Top — Middle —
Bottom). This provides a good way to show the relationship between an individual and where
he/she works, within the larger organization. The Naf can be centralized or branch-specific,
depending on system configuration. If the user is doing maintenance in a branch-specific
environment they must be aware of the branch their Impact login initials are assigned to.

and Modify

Maintenance of the Naf is done through this menu entry, if the user has authorization to change
the Naf.

Search criteria are entered at the top of the screen. The first is the Option field. The nine
options presented are the eight categories which can be used to categorize entries by type of
firm, as they are entered/edited, and the All option is used to assist in searching the entire
database, regardless of categorization of the entries.

In addition to the Option field, there are five other fields that are used to refine the Search to
include either Name, ID, City, State and/or County. When more than one character is entered
into any of these fields (three in Name), the Search button will be activated, and the user should
click it when all desired criteria have been entered.
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You may use the percent sign (%) as a wildcard character. Those records that have a specific
match, and their related records, are displayed in the tree on the lower left of the screen. In the
search results display, the company entries are bolded, branch entries are not bolded and
individuals’ entries are italicized for enhanced readability. Details of the highlighted entry will
appear on the right side of the screen, if the Show Details checkbox is checked (at the bottom of
the screen).

Double-click on an entry to Use it, if you are in a field where a NAF entry could be used, when the
NAF was invoked. Alternatively, highlight the entry and then click on the 1 Use icon at the top of
the screen, or right-click on an entry and pick Use from the menu presented.

When a NAF entry is pulled into the file under Parties, Contacts, Source of Business, Bill To
Customer, Title Information, Documents or Payoffs, if the NAF entry is a branch or individual,
and the address information is empty, the parent’s address information is used. The same is true
if the Work Number, Work Extension and Fax Number are blank; the parent’s values will be
used.

When first accessed, the screen is blank, with the Search Option field filled with the All option,
and the cursor is in the Search Name field, in anticipation of the user entering the beginning of a

name to be searched for. There are two icons at the top of the screen, LgF New and “= Print,
which will be discussed below.

L New | ¢z Print
[~ Search

Option IAI\ j Name: I\ ID: I
o | | = con |

Mame Address1 ID: Is Active: [~
Date Entered:
Date Modihed:
Entity Type:
Entity MName:
Contact Name:
Address #1:
Address #2:
City: ID:
State: Zip:
County-
Work Number: Ext
Cell Number:
Fax Number:
Home Number:
Email:
Bank Name:
Account Number:
Routing Number:
Receives Auto Emails: [~
‘Comments:

Hame and Address File [ %] |

| County:

1

66
NN

T

Full Details

[ Show Details [* Expand All

" Add new individual under
Eranch: Bank of America - S\W Branch

Lddress: 39393 Dallas Parlovay

Cancel | ok |

3 results in 0.021 seconds [~ Show Details [+ Expand All
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A user with maintenance authority can add a new Naf entry by clicking on the L=r New icon, at the
top of the screen, or by right-clicking, while a specific entry is highlighted. Depending on whether
there is a highlighted entry or not, and at what level the highlighted entry is (Company (top),
Branch (middle), Individual (bottom)), Impact may display a prompt asking what the user would
like to do, presenting currently available options, which could include: Add a New Company,
Add a Branch Under the Company, Add an Individual under the Branch or Add an Individual
Under the Company.

Clicking L=F New, when no entry is highlighted, will bring up the entry screen, assuming a new
Company entry is being made.

B

b
[ow 1 Lisne/Oter | o 1o Uommeo/Dther
F Active? Campary Licenss kifomatior
Bty Tyve: [ | T
D# | e iD: [
Ertty Name: | |
Propased Insured Clause =] t Br: | o]
=l Cartast License infcrmatiar
= |
Address #1: [ I jol|
Address 2. | ]
aay: |
State: | = |
Courty: |
Wok Muber: [ Baswon: [
Camber [ FsMember [
Home Mumber: [
Emai: |
Camments: j
H
Bank Name: |
Account Mumber: [
Fotng Marber: [
¥ Recenves Auto Emails
ones | ] B

Based on the user’s selection, they will be presented with an empty form into which they will enter
data on the new entry. Depending on what level of entry was requested, some fields may already
be completed and will not be able to be edited. Complete the form with as much information as is
available. The form shown to the left was presented when a New Company entry was
requested.

The Entity Type is used to categorize the company to help in searches. If the Entity Type
selected is Lender, the Proposed Insured Clause field will open for data entry. This verbiage is
available as a DDE field for documents (when completed in the NAF and the lender is drawn from
the NAF); the verbiage is stored on a tab in the Lender Party screen, when the lender is drawn
from the NAF.

Depending on system configuration, an automatic Id # can be assigned to each customer. The
automatic ID #'s are useful to coordinate customer numbering with an outside accounting or CRM
system. The Comments area of the screen can be used for information not provided for in the
fields presented.
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At the bottom of the screen the Naf has fields available for a Bank Name, Account Number and
Routing Number. This is useful information to have filled out before wiring money to the entity.
The bank Routing Number must be a valid receiving bank ABA number or Impact will not accept
the routing number. While bank routing numbers are downloaded from the Federal Reserve
website and updated by the system administrator periodically, in order to validate ABA #'s on wire
entries, the entries in the Naf are NOT updated by the ABA downloads.

The License/Other tab is used to enter licensing information that is used on the CDF Contacts
table.

Click on OK to accept the entry, or on Cancel to quit without saving.

Info

The Info icon, next to each entry presented, is used to bring up the full data set for the entry,
including the License tab (which is not visible when the Show Details checkbox, at the bottom of
the screen, is checked). The Full Details button, at the bottom right of the screen, under the
selected entry’s information, brings up the same full data set window.

Modify

To make changes to a Naf item, the user should double-click on the record they wish to change,
or right-click on the record and select /" Edit from the options presented, or click on the /" Edit
icon to the right of the entry. If the user has rights to edit the Naf, the entry will be presented for
editing. The initials of the person who created, and who last edited, each Naf entry are stored
and presented.

The Naf allows the Naf Administrator to flag a Naf record as Inactive. Setting a Company level
record as Inactive sets all related parties as Inactive. Setting a single related party as Inactive will
dim the specific entry and still allow the user to use the Company level record and any other
records not set as Inactive.

Click on Cancel to abort any changes and return to the NAF Entity screen, or OK to save any
changes or new entries to the screen.

Delete

To delete a Naf entry, right-click on it and select + Delete from the options presented, or click on

the  Delete icon to the right of the entry. If there are related entries below the one selected for
deletion, the user will be prompted to delete them before attempting to delete the current record.
The function will delete the entire Naf entry (a dialogue box will ask for confirmation).

Print

A name and address listing can be generated for any or all of the Naf categories. This can be

done either from the main Naf screen, using the %= Print icon, at the top of the screen, or by
using the Print menu option, from the main Naf menu. By default, in the Print Options area of
the screen that is then presented, all the fields are checked, meaning they are selected. Click on
a check box to uncheck any categories that should not be printed.

A Digital Solutions, Inc. Escrow v10.9.842 Manual
02/08/2017 Page 337 of 361



Print Marmne and Address File @

MName and Address file for Branch: 959

Click on OK to print the report, or Cancel to abort and return to Print Optionis

3
the Impact desktop. l'; E’j:;"aneous
Optionally, click on OK, then on Preview. From this preview :; i:::’iendm
screen, the print results can be exported to a file (click on the P Morgags Brokers
£1 Export icon on the top left corner of the screen, for example E E,;:f:tma;::kem
to an XLS or DOC file) and used in other systems, for seasonal ¥ Atomeys

greeting cards, mass mailing, etc.

Cancel | QK |

Options Menu

The Options menu, on the Escrow desktop, has two settings on it that the user can select to
provide helpful tools to their Escrow desktop: Show Toolbar and Show Recent File List. There
is information on both of these tools at the beginning of this manual, so only a brief comment on
each will be made below.

Show Toolbar

Selecting the Show Toolbar option, on the Options menu, displays a row of icons under the
menu at the top of the Escrow desktop. The icons can be used to initiate actions without using
the menus. Holding the cursor over the icons will present tooltips identifying each icon’s purpose.
The purpose of each icon is described at the beginning of this manual.

s H D R ERADPS L ID Y E QB

Show Recent File List

Selecting the Show Recent File List option, on the Options menu, will provide a listing of the last ten
(10) files accessed, at the bottom of the File menu. This is the Recent File List. The user can simply
click on a file number, on the list, to open it up. To access the list the user can use ALT+F to display the
File menu.

Tools Menu
There is one option on the Tools menu, currently: Event Log.

Event Log

The Event Log, in Impact/SQL, keeps a record of most unexpected errors that a user might
experience in Impact/SQL. It gives the USA Digital Solutions Support Team a good place to
review the history of error events when an issue is being researched. Details captured on the
errors can be emailed to Support@Digisolaz.com, after clicking on the Info icon next to a
particular error entry, and then clicking on the Email button at the bottom of the Event Details
screen.
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About Menu

The About menu, on the Escrow desktop, will bring up a screen of the current Impact/SQL
installation, including the version and build numbers. This information is often helpful for the USA
*NewDigitals Solutions Support Team when researching an issue. There is no functionality on
this screen, other than a link to the USA Digital Solutions, Inc. web site.

IMPACT
v % \ L W Lsadsi.com

Froduct: Escrow
Version:  Version 10.9.0 Build 842

Installed Compaonents:

Description Wersion Diate =
= 11/01/2016 0@:3
Aszpose Pdf di 11.1.00 11/01/2016 02:33 AM
Aspose . Words.dl 11.3.00 11/01/2016 02:33 AM
lonic.Zip dl 17216 11/01/2016 08:33 AM
Microsoft. Practices. Enterprise Library Common dil 41.00 11/01/2016 08:33 AM
Microgoft. Practices. Enterprise Librany. Logging il 41.00 11/01/2016 08:33 AM
Microsoft Visual Studio Quality Tools Unit Test Framewar dll 50.30729.1 1170172016 08:33 AM | &

Waming: This Program is a confidential and proprietary product of USA Digital Solutions, Inc.
Ay unautharized use, reproduction or transfer of this program is strcthy prohibited.
Copyright 19597 - 20017 by USA Digtal Sclutions, Inc,

{Subject to limited distibution and restricted disclosure only.)
All rights reserved. 0K |
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Appendix A - Washington State —-Taxes

The Impact/SQL system can be configured to add the sales tax and excise tax calculations, for
Washington State, to the applicable HUD screens (1100 — Title Charges & 1200 — Government
Recording and Transfer Charges) and CDF screens (Title Insurance, Endorsements on Title
Insurance, other charges screens, and E. Taxes and Other Government Fees). This setting
should only be applied to databases in the state of Washington. The discussion below will detail
the system alterations for “with GFE” Residential files. The non-GFE Residential and Commercial
data entry screens are also altered to accommodate sales taxes, but the concepts are similar so
only the with GFE and CDF Residentials will be detailed below. The businesses are responsible
for maintaining the sales tax tables (via the Utilities module) as rates change — not USA Digital
Solutions, Inc.

GFE - Sales Taxes on Escrow and Title Charges

The “with GFE” Residential file 1100 Title Charges screen, on a site configured for Washington
sales tax calculations, looks the same as on other sites, until the user enters the GFE charge
breakdown screens for the 1102, 1103 & 1104 figures (shown below). Note the Sales Tax
additions to the screens.

foctiementor cosnglees x|
w
Diescription Income Code ; FOC Tokal Amaunt Total Sales Tax
[ ooz o.oo 0.00
| Liyer Armnount eller Credit To Buyer eller Arnaunt
Sales Tax Paid 0.00 [ om
Amount Paid | oon | oon | 0.00
Tatal Paid 0.00 0.00
i charges appbcable o owners oty 5|
: Il' Override sales tax I

i Chaige Type:
W

1 T
Descipiian Income Code H POC TotalAmount | Toial Sales Tax | Liabilly Amount
[ | ozl [ || 0.0

i
Buper smount  Seller Credit To Buper
Sales Tax Paid 0.00

Amount Paid I o.on I o.0n

Total Paid | oo | oo

lTitle Charges Applicable to Lender's Policy x|

I™ Overide sales tax
| Chaige Type:
Wl
T
Desciplion Income Code H FOC Tolal &mount Tolal Sales Tax | Liabilly Amaunt
[F51 Fiefinance] J2 | Lo = 0.00 0,00
Buyer Amourt Seller Credit To Buyer
Sales Tax Paid 0.00
Amount Paid | 0o | 0.00
Total Paid | | 0.00

The Override Sales Tax checkbox, at the top left of each screen, will open up the sales tax fields
for manual entry. If not checked, the system will calculate the sales tax on each line.

The calculations are based on the Estimated Close of Escrow Date.

Taxes on Escrow Charges are based on the file’s closing center (Escrow Branch) Municipality
Type, City, County and State.
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Taxes on Title Charges are based on the file’s title service center (Title Branch) Municipality
Type, City, County and State. So, if a file’s title branch is in another location from the escrow

branch, the rates may be different for the two types of charges

GFE - Excise Taxes

The Washington sales and excise tax option replaces the blank HUD 1206 & 1207 lines with a

1206 line set of fields dedicated to Excise Tax.

@ Recording Charges [4) @ Recording Chaiges [B) @ Recording Charges IL)
Lender Hame:
Loan Number: Paid From Paid From
Loan Amount:  0.00 Bomower's Funds Seller's Funds
Seller Credit at Settlement at Settlement
I™ Disclose Seller Amounts in Sallers Column Buyer Amount to Buper Amount__ Seller Amount FOC
1201, Gavernment iscording charges GFE Amount: | 0.00 0.00
1202, I Agaregate Recording
Deed s Mortgage 5| Rieleases 5 [ = r &l
Recording Fees to: B Y
1203 Transfer Tases BFEAmount [ [T oo
1204, City/County tax/stamps: Deed § [ 0.00 Mortgage § [ [ | 0.00 0.00
City & County ta stamps:; Deed § [ Mortgage $ | | | =] Ol =]
City & County tax stamp to: Y
Ciy ransler tas payableto: [[7 o [ [ =1 =
County transter tas to: [T =N I I [=1| ml[=]
1205 State tax stamps Deed 3| Mortgage 5| [ [ | = r &l
State tax stamps to: ﬂ
1208, Excise Tax Deed § [
Exsise Tax 1o | =9 = r =]
Seller Paid Owners Policy: 0.00
Seller Paid Loan Charges: 0.00
The £ Calculator icon, to the right of the fields, is used to open
. . State Excise Tax Fate: N/A
the Excise Tax screen — shown to the right. Lo Evci o e e,
The State and Local Excise Tax Rates will present at the top of o s e o
the screen (not shown in this sample). e gty oo
Taxable Sales Price: 0.00
The Gross Selling Price and Personal Property data, if
entered , |S ShOWn . State Excise Tax Amount: 0.00
Local Excise Tax Amount: 0.00
The taxes will be calculated and presented. Defnquent Interest St —
: i . Delinguent Interest Local:
The user should enter figures in the Delinquent Interest State, Btz —
Delinquent Interest Local and Delinquent Penalty, as needed. Tetal Due: 0.0
Amount to charge Buyer:
The Amount to Charge Buyer and Amount to Charge Seller Amout o chaige Seller —
fields should be used to split the Total Due, as applicable. — e | 5]

Click on OK to save and return to the 1200 screen. The excise
tax data from the calculator will be presented and locked.

Once data is entered on the calculator screen, re-entering that screen and clicking on Remove
will clear the data on the screen and when OK is then hit, the user is returned to the 1200 screen
with the previously computed data still there, but editable (unlocked). The data can either be

manually removed or adjusted as desired.

Click on Cancel to not save any changes and return to the 1200 screen.
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CDF- Sales Taxes on Escrow and Title Charges

The Title Insurance Policy
CDF screens include a Sales
Tax box to the right of the
policy premium information.

The Override checkbox, at the
bottom of the box next to the
Tax Amount field, will open up
the sales tax fields for manual
entry. If not checked, the
system will calculate the sales
tax on each line.

Title Insurance - Lender's Policy [
Policyto lssue: [ERENE 22T |
Income Code: [3121 - TFP L1 ~l
Liabiey: | 400.000.00 Sales Tax
Base Premum: [ 4.00000 Borrower Amount
G | Seller Amount
owoort: [ PadByOthers: | 100000
Total Premium 200000 Tax Amourt(~ Ovemde): [ 1.000.00
Simuttaneous: [~
Bomower Amourt: |
Selec Amount: [
Paid by Others ['m__]
COF Amount: [ 500000 Description: [Tele - CLTA Lender's Poicy Send To: [SectionC ~ _~]
Loan Estimate: [W Tolerance: m

Add/Edit Endorsement [==l| When an endorsement is added from the
Endorsemert: | A Title Insurance Policy screens, there is
income Code: | - Nane ] a Sales Tax box on the Add/Edit

labiy: [ SoesTar — Endorsement screen.
Borower Amount:
Seller Amount:
Seller Amount:
Peid by Others: ’7 _I Paid By Cthers:
= . Tax Amourt{ [~ Ovemide): 0.00
Total Amourt:
Loan Estimate: Tolerance: | Ten Percent -
Send To: | Section C | Description: |
H. Other e
Information | Notes |
On the pther charges screens, if o [ — =
an applicable charge Type is Descrition: [Tte - Endorsemert Foe
selected, the same sales tax box Kioone Core '3537'E"°Wi‘j — Poboy: [lenders  v]
i Bormower Amount 500 Bomower Amount 125
will gppear, as shown here for e o, [———
section H. Other. Padbyomes: [ | padbjoses |
Total Amourt 625 ToxAmourt(I™ [Overdel [ 125
Loan Estimate I Tolerance: [Not»‘-wbcable ﬂ

The calculations are based on the Estimated Close of Escrow Date.

Taxes on Escrow Charges are based on the file’s closing center (Escrow Branch) Municipality

Type, City, County and State.

Taxes on Title Charges are based on the file’s title service center (Title Branch) Municipality
Type, City, County and State. So, if a file’s title branch is in another location from the escrow
branch, the rates may be different for the two types of charges.

The determination of whether a charge is Escrow or Title is based on the MISMO charge Type.
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CDF - Excise Taxes

The CDF section E. Taxes and Other Government Fees screen provides for the Excise Tax
Calculator when the charge Type of Excise Tax is collected.

The E calculator icon, to the right of the Borrower Amount field is used to open the Excise Tax
screen — as shown to the right.

The State and Local Excise Tax
Rates will present at the top of

E. Taxes and Other Government Fees 2

) ) Information | Notes \
the screen (not shown in this
Type: |Ex1:\saTax j
sample). Descrption: [Boetse Tax
. . Income Code: [1 - Recording Fee NONE ~|
The Gross Selling Price and P =
. Excise Tax
Personal Property data, if Eohms -
: Paid by Others: State Excise Tax Riate: 0015
entered' is shown. Total Amourt: [ Local Excise Tax Rate: 00175
The taxes will be calculated and Loan Bsmate Gross Seling Price: 40000000
| Credits / Funding Fersonal Froperty: 0.00
presented. Wibhaldfrom Loan: [~ Taxable Sales Prce: 40000000
Seller to Bormower:
The user should enter figures in [Poc Sote Bxose T nount so0m
. Local Excise Tax Amount: 7.000.00
the Delinquent Interest State, BorowscPOC: [ Delnguent nerest Site: [
Delinquent Interest Local and seerPoc: EorE e
i Description: ,7 Delinquent Penalty: ,7
Delinquent Penalty, as needed. Payes information o o
The Borrower Amount, Seller Dol Name: [T DSTWASHIVGTON e m—
. Payee Name: [JH DSIWASHINGTON eller Amotrt:
Amount, and Paid by Others N —— Paid by Others Amour: —
ress
Ampunt fields should be us.ed to i [ | —
split the Total Due, as applicable. - [l

Separate Check: [~

Click on OK to save and return to
the charge screen. The excise | e | ok |
tax data from the calculator will

be presented and locked.

Once data is entered on the calculator screen, re-entering that screen and clicking on Remove
will clear the data on the screen and when OK is then hit, the user is returned to the charge
screen with the previously computed data still there, but editable (unlocked). The data can either
be manually removed or adjusted as desired.

Click on Cancel to not save any changes and return to the charge screen.

Appendix B - Sub Escrow Functionality

There is sub-escrow functionality available in Impact. It is largely utilized by the Southern
California marketplace. The reader is referred to separate documentation on the matter, titled
“Sub Escrow Functionality”, available from USA Digital Solutions, Inc., and on the USADSI
website.
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Appendix C - Troubleshooting

USA Digital Solutions, Inc. (DSI) Support personnel may ask that you make a screen shot so that
you can e-mail Support a “picture” of the screen as it appears when the error occurs.

To create this screen shot, save it and send it to the Support personnel, do the following:

Press the PRINT SCREEN key on the keyboard, which is usually located on the top row of the
keyboard, and is usually the third key from the right.

Open your e-mail client, start a new e-mail, to Support@Digisolaz.com, and Paste the screen
shot into the body of the e-mail. This will work if the e-mail format is HTML. If the screen shot
does NOT paste properly, open a Word document and paste the screen shot into it; save the
Word doc; and, attach it to an email addressed to Support@Digisolaz.com.

DSI Support personnel can be reached at (602) 866-8199 extension 2.
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