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Approving/Denying Orders

Introduction

Impact Online v3.0 is the latest release for use with the Impact/SQL Title and Escrow software suite.
Impact Online is a web-based application that allows clients to open orders and to view critical escrow file
information, including documents and escrow status, from anywhere, through the convenience of a web
browser. Additionally, Impact Online allows external clients to enter new orders via the web. The
application is directly integrated with the Impact/SQL Title and Escrow software suite, so all information
shown is up-to-date. Impact Online v3.0 requires the Impact/SQL database to be on version 7.0 or
higher. Impact Online is compatible with Internet Explorer 6.0.

This manual, Impact Online V 3.00 — User Manual Addendum for Internal Users, provides information on
the tasks only available to internal users, in support of activity initiated by external users: approving
orders and approving the posting of documents.

The rights to approve orders &/or approve documents are granted to the user by the System
Administrator.

The Impact Online site can be configured to limit users with the right to approve orders &/or documents to
see and approve (or reject) orders &/or documents relating to their branch only, unless the user is
assigned to branch 099 (Title) or branch 999 (Accounting) OR to allow users with the right to approve
orders &/or documents to see and approve (or reject) orders &/or documents related to any branch.

The External User’'s Manual should be referenced for all other user functionality, and the Site and User
Administration manual should be referenced for those functions.
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Approving/Denying Orders

Approving/Denying Orders

The Impact Online system can be configured to automatically approve all orders entered by your clients,
or to require an approval of the order by an internal user before a file number is assigned and the data is
entered into Impact/SQL. The following steps will outline what the internal user needs to do to approve
orders, if the system is so configured. These instructions assume the user is configured as an internal
user linked to a branch in the related Impact/SQL database, and that the user has been granted the rights
to approve orders.

Once logged into Impact Online, you will be presented with a display like that below, with My Home and
My Account top level tabs and with Watch List, Orders Pending and Documents Pending tabs, under

the My Home tab, with the Watch List tab selected. There will be a check mark icon % on those tabs that
have items on them.

NOTE: if you have been in your session for some time, and there is a lot of file ordering or document
uploading being done by your external users, click on the Internet Explorer refresh button (the page with
the two curved green arrows) to trigger a re-check of the system for new pending orders or pending
documents.

npact Online - My Home - Microsoft Internet Explorer

File Edit ‘“ew Favorites Tools Help | ,'f
0 Back = 1 - |_1 lﬂ , | ) Search © Favarites | g ﬂ | i’}
Address [&] http /10,11,17.33:101/Default, aspic I Bso |unks »
Welcome =
Onna Linney
USA Dlgltal SolutlonS: Inc USA Digital Solutions, Inc.
| Search
[ @ MyHome | & My sccount Log Out
</ Watch List & Orders Pending & Documents Pending
| File Humber Date Opened Est. Close Date Act. Close Date Status Transaction Hame:
[T ooot1114 Jun 19, 2008 Juil 08, 2008 Open SmithiBradley E |
Legal Disclosure @ 2008 USA Digital Salutions, Inc. Wersion 3.0.0.93
|‘§| l_ l_ l_ l_ l_ 1@ Trusted sites %

The Watch List tab’s functionality is explained in the External User's Manual, and so will not be re-
explained here.

Click on the Orders Pending tab, if there is a green check mark by the tab name, indicating there are
orders to be reviewed, so you can work the orders.
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Approving/Denying Orders

The Orders Pending tab, when populated, will display a limited set of information about orders that are
pending approval for your branch (or all branches if you are assigned to Br. 099 or 999, or if the system is
configured to not limit approvals to one branch). The fields presented are Date Entered, Entered By (the
external user), Property Address (line 1 only), Transaction Name (Buyer/Seller), Transaction Type
and Escrow Officer selected.

My Home - Microsoft Internet Explorer

File Edit Wew Favorites Tools Help | .'f
0 Back = 1 - |ﬂ lﬂ ;l ) Search © Favarites | I .-_5. ﬂ | ii
Address [&] http /10,11,17.33:101/Default, aspic I Bso |unks »
Welcome |
Onna Linney
USA Digital Solutions, Inc. Heaing et Suiltions e
l—- Search
| @ MyHome || 3 Myaccount Log Out
& Watch List %' Orders Pending & Documents Pending
Date Entered Entered By Property Address Transaction Hame Transaction Type Escrow Officer
’ . . RESIDEMTIAL . =
C ST 09, 2003 Aamin Smin B53'W, Cooper Street Pearson REFINANCE Cnna Linmey _f
’ " . " RESIDEMTIAL : . =
& W’ 03, 2003 Admin Admin 421 M. Bailey Avenue PowvellFoe PURCHASE onna Linrey | =
Legal Disclosure @ 2008 USA Digital Salutions, Inc. Wersion 3-0-0-93
|‘§| Done l_ l_ l_ l_ l_ 1@ Trusted sites %

There are two icons to the left of each order:

« % This icon is used to Approve the pending order. This icon should be clicked on only after
reviewing the detail on the order and assuring yourself that the order information is entered properly.
You may also wish to try to confirm that the order is not a duplicate order. There is no “second
chance” on this icon...once clicked, the order will be created within Impact/SQL and an e-mail will be
sent to the Entered By party with that information.

« # Thisicon is used to Deny the pending i : iy
order. After reviewing the order you may USA Digital Solutions, Inc. -
determine it is a duplicate or may wish to B
decline it for some other reason. Once Denial Comments =X

nt

clicked on, a window will be presented
asking for the reason for the denial. Enter
the reason and click on Continue or Cancel © owes .~ |

to send the denial or return to the Orders Fateredny [admin@admin.com action Ty
Pending tab, without denying the order. |

Denial Email will be sent to
|Adm|n Admin (ddministrator)

Denial Comments EMTIAL
fMCE
ENTIAL
H&sE

Enter an explanation for the denial of ‘:J
the order here...

=
» Ready

Impact Online v3.00 User Manual Addendum - Internal Users Page 3 7/24/2008



Approving/Denying Orders

On the right side of each order there is an icon used to preview the order j Clicking on this icon will
take you to the same screens used to enter the order (described in detail in the External User’s Manual)
and the Order Entry Wizard will start up. Once you have reviewed the order detail, and exited out of the
wizard, the order information screen will present with the three sections of Order Details, Property
Details and Order Parties.

'3 Impact Online - Order Entry - Microsoft Internet Explorer

Flle Edit Yiew Favortes Toolsw Help | '?

OBack Tl T l_] lﬂ p |, ! Search © Favarites -Pl - .'_‘., ﬂ - i‘}_

Address [€] http:)/10.11,17,33: 101 /NawOrder. aspx?OrderID=24 B |Links »
Welcome =l

. " Onna Linney
USA Digital Solutions, Inc. b Digtal Salions fnc.
’— | Search
@ MyHome & Myfccount | Log Cut
,;-'1' Order Details rd ._§~ Order Parties - # |"
. Branch [

=-Buyers (1]
- Pearson, Diang O

Online Orders

Transaction Type
RESIDEMTIAL REFIMNAMCE
Escrow Officer

Cnna Linney

enders (1)
USaA Digital Solutions, Inc,
uyer Payofis (1)

Marketing Rep - BofA
Marketing Rep 2

Iy Property Details Fd
Address 1 Lot
853 %Y. Cooper Street 45
Address 2 Block
City State Zip Tax Parcel Humber
Phoenix AL aa004 7T4-92-871
County Brief Legal
Maricopa Lot 1, Blk C, Coopet Trails
Special Instructions Sales Price
§0.00 |
( | Approve Order ‘ ; Deny Order |
Legal Disclosure © 2008 LISA Digital Solutions, Inc. Versi 0049 _’
¥
& [ T T T @ Trusted siees 4

In the lower right corner, are buttons labeled Approve Order and Deny Order. These will trigger the
same action as the icons for those actions, in the front of each order, on the Orders Pending tab.

To move away from this screen, without taking either action, click on the My Home tab, and you will be
returned to that tab, with the Watch List sub-tab presented.
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Approving/Removing Documents

Approving/Removing Documents

Click on the Documents Pending tab, if there is a green check mark by the tab name, indicating there
are uploaded documents to be reviewed, so you can determine if the documents should be approved or
removed. In the sample below, there are four documents, for file #00011111. Information about each is

contained in the File Number, Document Type, Description, Document Name, Published Date and
Uploaded By fields.

'3 Impact Online - My Home - Microsoft Internet Explorer

File  Edit  “iew Favorites Tools  Help | G'f
QY Back =3 + %] [2] o | ) Search Favarites & | v ﬂ - i
Address [&] http:/10,11,17,33 101/Default aspx =] E] & |L\nks 2
Welcome =]
Onna Linney
USA Digital Solutions, Inc. LA Dkl Buliions
[ Search
| @ MyHome | 2 My Accaunt Log Out
& Watch List & Orders Pending + Documents Pending
File Humber Document Type Description Document Hame Published Date Uploaded By
& % ooo11111 ESCROWY INSTRUCTIONS Escrovw Instructions 1-Ezcrowe Instructions. pdf Jul 11, 2008 Acdmiristratar
& ® o111 DOCUMENTS HO& Demand reguest 1-HOA Demand reg pof Jul 11, 2008 Acdministrator
¥ ® oo DOCUMENTS Payoff request 1-Payoff Req.pof Jul 11, 2006 Addministratar
& ® ooor11d DOCUMENTS Afficdavi 1-Afficdavit pdf Jul 14, 2008 Acdministratar
Legal Disclosure @ 2008 USA Digital Solutions, Inc Version 3-0-09_.J
‘3&‘] |_ |_ |_ |_ |_ (@ Trusted sites 5

There are two icons to the left of each document listed:

% This icon is used to Approve the pending document. This icon should be clicked on only after
reviewing the document and assuring yourself that it should be made a part of the record for the file
related to it AND you have set the Security Options on the document (see Document Approval
Review on the next page). There is no “second chance” on this icon...once clicked, the document

will be made available for viewing within Impact Online. A message “Document Approved
Successfully will be presented.

® This icon is used to Remove the pendin . : Ol
document.  After reviewing the document yF())u ma?/ 2 Jane il i
determine it should be declined for some reason. Once

the icon is clicked on, a window will be presented asking

for the reason for the denial. Enter the reason and click on | beneicomments ==
Continue or Cancel to send the denial or return to the | | peris;wssesen

Jocument Type [marnin admin administrator) d Date

Documents Pending tab, without removing the document. e

JOCUMENTS [admin@admin.com

Email address I

Denial Comments

Enter an explanation for the denial of =
the document's posting here...|

Cancel

> Ready
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Approving/Removing Documents

There is an icon on the right side of each document listed | that will open a Document Approval
Review window. On this window, presented below, the Document Type can be adjusted (the types are
a function of the Escrow Document Menu headings in the related Impact/SQL database), and you can
determine which party(ies) to the file should have access to view the document within Impact Online — by
selecting the appropriate party(ies) in the Security Options box.

Click on the View button (right side) to view the document.

Click on the Approve or Deny button for the desired action.

'Impact Online - M!_I_-I_c_u:ne—_ soft Inter_l:lf_tjﬁgll_)_r_t_a_t
View  Favorites |
=) @) ] P semch i ravortes ] (3- f ] - [J

ar0ypetaulasy

Document Approval Review

Document Type
[DOCUMENTS
Description

|HOA Cemand regquest

Document

|1-HOA Cermand reg.pdf
Uploaded By
|Administrat0r

Security Options
1~ Ewer Access
W seller Access
¥ Lender Access

~ Listing Broker Access

[¥ Selling Broker Access
[” Other Broker Access

> Ready

Impact Online v3.00 User Manual Addendum — Internal Users Page 6



Other Documentation and Support

Other Documentation

Detailed instructions for Impact Online external users is provided in the Impact Online version 3.00
External User's Manual.

Detailed instructions for Impact Online site and user administration is provided in the Impact Online
version 3.00 Site and User Administration guide.

Support

Please contact USA Digital Solutions, Inc. at (602) 866-8199 x 2 or by email at Support@Digisolaz.com
for support issues.

USA
DIGITAL
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