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Copyright and Licensing Information

Impact/SQL Version 10.6.0

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.
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Introduction to Impact/SQL Utilities

The Impact/SQL Utilities module provides the system administrator with the tools required to oversee the
configuration of the entire Impact/SQL suite. The Utilities module controls both the operating configuration
of all of the other Impact modules and contains some tools used to monitor the system and address
issues that might arise.

This manual will explain all of the configuration parameters controlled from the Impact/SQL Utilities
module and explain the available tools. There are a tremendous number of configuration options that can
affect the functionality of the system. Other program functions that used to be discussed in this manual
(Invoice Export and Income Export) are now found in the Accounting module, and are explained in that
module’s manual. As each company functions in its own unique way, there are some functions within
Impact/SQL that may not be utilized, but you are encouraged to examine and consider all of them to
ensure you are getting the most out of Impact/SQL.

IMPORTANT NOTE: The settings made through Impact/SQL Utilities are very critical and
some of them, once determined, cannot be altered without serious consequences. Therefore,
those responsible for system administration must be very clear on what each of the settings
is for and the ramifications of their use. A careful review of the information in this manual
should help in that regard. Access to the Utilities module should be limited to those with an
absolute need to be in it, and those individuals must have adequate training.

Please contact USA Digital Solutions, Inc. before making any changes in the Utilities module
unless you are comfortable with the subject matter.

There are three major areas of focus in Impact/SQL Utilities:

Fundamental system configuration

Configuration of the large number of “lookup tables” with company-specific information
Tools to correct problems or perform functions that are not routine

Again, some of the settings will be established during system installation and testing and will not be
changed going forward. Others may be altered as the company changes how it uses Impact/SQL as time
goes by. For example, turning on a function like “Wire In Processing” might be done post-implementation.

While there may be more than one person who utilizes the Utilities module, there should not be many
more; and, those that do have access should communicate clearly with each other to keep everyone
aware of changes that are being made therein. Generally, a System Administrator and the manager of the
Escrow Accounting area will be the primary users of Utilities. Due to the impact of some of the settings, it
is imperative that only qualified users are given access to Utilities. It is also critical that all changes made
through Utilities are documented. A change might be made that has an unanticipated effect on the user
environment and it will be easier to troubleshoot if there is documentation about all changes made
through Utilities.

NOTE: Several functions discussed herein require the Impact Windows Service, which was
introduced with version 8.0 and is documented separately, to be installed and running.
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General Information and Helpful Hints

This manual progresses through the functions in Impact Utilities in the order that they appear on the
menus within the module. This is not how you will work with the product, as that will depend on your
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.

System Files > License Manager means that you select System Files from the main menu and
then select License Manager from the sub menu.

Quick Keys

In the Impact/SQL Utilities module, as in other Impact/SQL modules, there are opportunities to move
through the options available without using the mouse. Most menu items contain an underlined letter. If
you hold down the ALT key and press the underlined letter of the option list you want displayed, the menu
will drop down.

ALT+S will open the System Files drop-down menu list;
ALT+U will open the User Tables drop-down menu list;
ALT+T will open the Tools drop-down menu list; etc.

Info Icons

The @ Info icons are found in various screens throughout the Utilities 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 Utilities

As with most Windows applications, you can close Impact/SQL modules by clicking =S in the upper-
right hand corner of the Utilities desktop.
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Dates

For dates in the current year, enter the two-digit month and two-digit day; for example, “0625” for June 25,
2015 (in 2015). Do not enter hyphens or slashes when entering dates into Impact. If the date is not within
the current year, but in the current century, enter the date as two-digit month, two-digit day and two digit
year, for example: “062516” for June 25, 2016. 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.

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

P

Update Escrow Information

Escrow Rle #: 00001152
Seller Name H1: Selerz. Happy
Buyer Name #1: Buyer, Bradley T.

Date entry area _—\&Kﬁ'ﬁcﬂr— SL1 - Sheni Lamb-001-EQ

S v
Cloze Date: .

Recording Date: .

4| January. 2015 |

28 29 30 31 1 2 3
4 5 6 7 3@
M 12 13 14 15 16 17
18 19 20 21 2 23 24
25 26 27 28 25 30 3

1 2 3 4 5 @

Today: 01/09/2015
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Logon

Access to the Impact Utilities module (as to all Impact modules), is controlled by a user-rights table, and
administered by a limited set of user initials 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
users should routinely change their own password which can be done from within any Impact/SQL
module, 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 later in this 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 Utilities icon on their
desktop. The user should select the database to be accessed and click on OK to continue.

i Log On to Impact/SQL Utilities (=25l
USA Digital Solutions. Inc

lj M P Copyright © 19592-2016
- -
DSI-SUPPRT-WS07

jwestrick
Verzion 10.6.0 Build 545

Logonto: -

Use the drop-down list
arrow to access other
databases, if available.
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When configured to require a logon step, the user will be identified within the system by their initials (three
maximum), and will be given a password.

Enter your user initials in the first field, and then TAB to the Password field. Enter your 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 you do not want to use the mouse to click OK, you can press the TAB key until OK is
highlighted, and then press ENTER.

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

If you don’t want to continue, click Cancel instead. This will cause the Log On to Impact/SQL Utilities
dialog box to close and the Impact Utilities module will not be opened.

KEEP YOUR PASSWORD PRIVATE. You should not share your password or log on to the system and
then let someone else operate under that session. Access to the Utilities module should be severely
limited.

If you forget your password, the administrator of the Impact application must assign a new one.
There are three user levels that provide access to the Impact Utilities module:

Utilities

Utilities — User Tables Only

System Administrator
User levels are assigned in Utilities > Users (discussed later in this manual).
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The Impact/SQL Utilities Desktop
Impact Utilities Desktop

Impact will display a desktop as shown below when you log onto the Utilities module.

When the Utilities module is initially opened menus present across the top of the screen. Each menu
option has a drop-down menu below it, which will be displayed when you click on the option name. Once
you have clicked on one option name, and the menu list below it is presented, you can slide your cursor
down the list, with your mouse, to get to the function you wish to use. If you are not sure under which
option heading the desired function is housed, click on any option heading and, once the menu list is
presented, slide your mouse to the left or right, to other option headings, and their menu lists will present
without you having to click again, and you can then browse all of the menu choices available to you.

The Impact Utilities desktop

/ may show your company logo

& Impact/SQL Utilities [USA Digital Salutions Demonstration System v10.5] / [r=lFE s

File  System Files  UserTables Tools  SoftPro360  About

USA
DIGITAL

Impact \idget Dashboard

Ready | oe Westrick - Sys Admin - (939) Systems Administrator | |02/15/2016

Logged in user’s name ,/ Current date J

and access level

The current date should be displayed in the lower-right corner of the Impact desktop. If users do not have
the current date displayed, they should notify their 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.
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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.

Ready Joe Westrick - (939) Digital Solutions [o1/12/2006
Impact Profiles @
Please select the profile to use when logging on
to Impact/SQL.

Initials Access Level Branch
Jw2 Accounting 555
JW3 Order Desk w/Title & Escrow 599
Jwd Ltilities 539
SE1 Sub-Escrow 39

Cancel | QK |
USA Digital Solutions, Inc. Utilities v10.6.545 Manual
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Exit Impact

You should exit out of Impact when you are leaving your desk for an extended period, or are going home
for the day. To exit, click on the [5] Exit icon, located in the upper right corner of the Impact desktop
window. Always exit out of Impact at the end of each day, before logging off of your computer. If you

leave your Impact Utilities session logged on, others will have access to your “rights”, and this could raise
security concerns. You can also use File > Exit to close Utilities.

Impact Widget Dashboard

At the bottom of the Utilities desktop window there is a dark band, labeled as the Impact Widget
Dashboard. In the Utilities module, the Record Locks widget is the only widget available on this

dashboard.
¢ Impact/SQL Utilities [USA Digital Solutions Demonstration System v10.5] ol o (==
File  System Files UserTables Tools SoftPro360  About
USA
DIGITAL

Record Locks.

Impact \widget Dashboard

| Joe Westrick - Sys Admin - (999 stem:

To open the widget, click the = Widget icon on the right side of the dashboard and select Record
Locks. The Record Locks widget displays a list of locks on all records.

@

-

@U)E)
¢ Clear Selected
Fitter: | Q
I"| Amea Locked Lock Key

Locked By Locked On Description
00001152 iwestrick on DS-SUPPRT-WS07 (impact... | 05/18/2015 07:43 AM

[ | EscMst_Escrow 00001152 jwestrick on DSI-SUPPRT-WS07 (Impact... |05/18/2015 07:43 AM | Escrow

The three icons located at the top-right corner of the widget window are used to:
‘:} Refresh the window content

* Collapse or + Expand the window

X Close the window
To find a specific record lock, use the Filter box. Enter information about the record lock in the box, such
as the Area Locked, Lock Key (file number) and the User who locked the record. The records that

match the entered information will display in the grid. Click the 2l clear icon, to the right of the filter field,
to clear the filter.

To remove a lock on a record, select the checkbox next to the record and then click . Click

Yes when the confirmation message displays to remove the lock.
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File Menu

The File menu only has one item under it: Exit. This option can be used to close the module, or click

54 in the upper-right hand corner of the screen to close the Utilities desktop.

System Files Menu

The System Files menu has up to fourteen entries on it — one of which may not be accessible,
depending on a setup option setting (it is grayed out if it is not accessible). Each item is very distinct from
the other and will be explained in detail in the following pages. The items do not ‘flow’ one to the next as
in a process workflow order. These functions cover a wide range of initial configuration options and

include some routine maintenance functions (such as adding a branch or bank).

NOTE: Remember, improper changes to some settings can have serious consequences — so do not
make changes you are not sure of. Consult USA Digital Solutions, Inc. if you are in doubt.

The options on the System Files menu are:

Xref

Users

File Table

Branches

Banks

IRS Reporting Entities

Set Next Escrow\Direct File Number
Set Next Title File Number (optional)
Set Posting Information

Set Next Invoice Number

Printer Setup

Setup Options

License Manager

Messaging Manager

USA Digital Solutions, Inc.
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Xref

The Xref menu selection takes the user to three screens on which basic company information and “paths”
are assigned for all of the functional components of Impact/SQL. The “path” is the UNC path through
which the program will search for required files. The only entry that must be a mapped drive is the Local
Work Path (on Path 2 tab). The locations for the Escrow Master Documents, the Report files, the Legal
Clause files, among others, are defined on the Xref screens.

NOTE: These paths will have been set up by the USA Digital Solutions, Inc. installation manager
and should only be changed at the direction of USA Digital Solutions, Inc. personnel.

Href (3w

Company Info | Path 1 | Path 2 |

Company Number: |[EIY

Company Name: |USA Digttal Solutions, Inc

System Name: |USA Digttal Solutions Demanstration System

NMLS/License ID:

Other License ID
Cther License lssued By: | g

The first tab, on the Xref screen, is Company Info, shown above.
The Company Number is used for CRRAR configuration (FNF only).

The Company Name field is very important. The entry made here will be used for the Company Name in
all documents produced out of Impact/SQL. It should be entered in mixed upper and lower case so as to
appear normally in documents. This is the name that will be entered as the payee when the “:T” (read as
colon T) payee shortcut is used.

The System Name field can be used to identify a different name from that shown in the Company Name
field — which would be useful if a subsidiary division, with its own Impact/SQL database, wanted to show
both the parent company’s name and the division name on reports. The parent company name would go
in the Company Name variable, and the subsidiary division’s name would go in the System Name field.
Then, as Crystal Reports is used to develop custom reports, the appropriate names are available for use
on the reports. The Company Name would be the name printed on the HUD and Settlement Statements
and documents (as mentioned above.

The NMLS/License ID, Other License ID and Other License Issued By fields are to be used to record
licensing information for the company. That data is used on the Contacts table of the Closing Disclosure.

The two “Path” tabs are described in the following pages.

USA Digital Solutions, Inc. Utilities v10.6.545 Manual
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Href (=)

Company Info Path 1 | Path 2 |

RE R (P PORT-SQLWMASTER _SUPPORT _ DATABASES'10.0.00DSI_DEMO_EWMST DOCS\REPORT:

\WDSI-SUPPORT-5QL\MASTER_SUPPORT_ DATABASES\10.0.0°DSI_DEMO_E\DATA\PROJEC

Project Path:

Crystal Reports Path:

Legal Clause Path: |\\DSI-SUPPORT-SQL\MASTER_SUFPORT_ DATABASES'10.0.00nDSI_DEMO_ENMST_DOCS\LG

System Path: |\\DSI-SUPPORT-SQL\MASTER_SUPPORT_ DATABASES\10.0.0MDSI_DEMO_E\DATAY

Escrow Master Documents Path:  |\\DSI-SUPPORT-SQL\MASTER_SUPPORT_ DATABASES 10.0.0MDSI_DEMO_ENMST_DOCS\ES

Laser Forms Path:  |\\DSI-SUPPORT-5QL\MASTER_SUPPORT_ DATABASES\10.0.0\DSI_DEMO_E\MST_DOCSM\LS

Escrow Clause Path: |\\DSI-SUPPORT-SQLN\MASTER_SUPPORT_ DATABASES,10.0.0MDSI_DEMO_ENMST_DOCS\ES

Title Clause Path:  |\\DSI-SUPPORT-SQL\MASTER_SUFPORT_ DATABASES\10.0.0\DSI_DEMO_ENMST_DOCSNTT

Title Master Documents Path:  [\\DSI-SUPPORT-5QL\MASTER_SUPPORT_ DATABASES\10.0.0N\DSI_DEMO_E\MST_DOCS\TT

Subdivision Masters Path:  [\\DS5I-3UPPORT-5QL\MASTER_SUPPORT_ DATABASES10.0.0NDSI_DEMO_E\DATANSUBDIVY

Messaging Components Path: |C:"-.Pr0g|am Files\USA Digital Solutions"D5| Messaging®.

Impact Plugin Path: |

The specific XREF paths defined on the Path 1 tab are:

Report Path All standard and custom Crystal Reports report templates.

Project Path Location of project information. Projects are established in
the Escrow module.

Crystal Reports Path The location of the Crystal Reports Designer program, if it
is installed.

Legal Clause Path Where the Word documents of standardized legal clauses,
used to assist in the creation of legal descriptions, are
located.

System Path Houses all the data files.

Escrow Master Documents Path The ESCTMP folder is where all the master forms for the

escrow documents are stored. They are attached to the
‘Escrow.dot’ template. The global AutoText used in the
Escrow module is also stored here.

Laser Forms Path Where the master template for each check (and duplicate
check files, if used), the overflow stub (STUB.RPT), and
the transfer fee slip (TRANSFER.RPT) are stored. Each
check corresponds to a bank number assignment. For
example, if the bank number for an escrow trust account
on your system is 01, then the corresponding check
template would be CHECKSOL1.rpt.

Escrow Clause Path The ESCCLS folder is where all the Escrow clauses are
stored. They are attached to the ‘Escrow .dot’ template.
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Title Clause Path

Title Master Documents Path

Subdivision Masters Path

Messaging Components Path

Impact Plugin Path

The TTLCLS folder is where all the Title clauses (the Title
Codebook) are stored. These are Word documents
attached to the ‘Title.dot’ template, and have special
formatting applied to each code (Word document).

The TTLTMP folder is where all the master Word forms
are stored for Title. This includes the prelim, commitment,
policies, endorsements, miscellaneous transmittal letters,
and the global AutoText used in the Title module.

The SUBDIV folder is where all the master subdivisions
that are created by the Title Department, within the Title
module, are stored.

The path to where the messaging components are
installed.

The path to where the Impact Windows Service Plugins
are installed. Typically this is located on the same server
that the Impact Windows Service is installed on.

USA Digital Solutions, Inc.
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Kref

Compary Info

Title Plant Interface Path
Local Work Path
Local Save Path

Desktop Logo Path
Local EXE Path
Help Path

Other Base Path
Dot File Path
Receive Path
Send Path

SoftPro Addin Path
Addin Path

Document Logo Name Path

| Path 1 Path 2 \

\DSIFPS SVR\User Data'Master_Support_Databases'10.6.0\D5] DEMO_K\DATA
[HAIMPACTY

|--DSI—FPS—SVR “User_Data\Master_Support_ Databases10.6.0\DSI_DEMO_K\MST_DOCS\SAVE

|"-"-.DSI-FF‘S-SVR'.User_Data"-.Master_Support_ Databasest10.6.0°\DSI_DEMO_K\DATAN

[+\DSI-FPS-SVR'User_Data\Master_Support_ Databases'10.6.0'DSI_DEMO_Kiuns',

[H:amPACT,

|' \DSI-FPS-5VR\User_DataMaster_Support_ Databases'\10.6.00DSI_DEMO_K\DATAOTHERY

|'-'-.dswupportﬁql'-.MasterfSupporL Databases\ImpactVersions\W10.64D0OTSY

|" MDS5I-FPS-5VRAUser_Data‘\Master_Support_ Databases'10.6.04DSI_DEMO_K\RECVDIRY

| \WDSIHFPS-5VR\User_Data\Master_Support_ Databases'10.6.0%DSI_DEMO_K\SENDDIR®

|SoftPro360

|Addins

|I'-Logos'.

Title Plant Interface Path

Local Work Path

Local Save Path

Desktop Logo Path

Local EXE Path

Help Path

Other Base Path

Dot File Path
Receive Path

Send Path

SoftPro Addin Path
Addin Path

Document Logo Name Path

The specific XREF paths defined on the Path 2 tab are:

No longer used.

Where all of the users’ temporary files are located. This must be
a mapped drive, as it must be a unique path per user.

Where “SAVE” files used with Crystal Reports are stored.
NOTE: This XREF path is used in Impact/SQL, version 7.8.

Where the “company.gif’ file is located in graphic information
format. This is the Impact desktop backsplash logo. Files can
also be in PNG & JPG formats.

Where the Impact executables (“.exe” files) are stored (the
programs that run Impact)

Not currently used.

Where base orders established on a previous system are
located. These bases are used in the Title Department when
creating prelims.

Where all the Word template files are located.
Reserved for future use.

Reserved for future use.

Where any Add-Ins related to SoftPro 360 are located

Where any Add-Ins for other products are located

Where document logos are located (often |:\Logos\) - mapped
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Users

The Users function is the security control center for all users of all Impact/SQL modules. This function
was called Password in pre-8.x versions of Impact/SQL. New users’ accounts must be created here
before they can access the system and the user accounts for those that leave the company should be
terminated here. Changes to a Name, Password, Title, Email Address, Branch Number, Access
Code, and Type of User are made using this function.

Great care should be taken to only provide the “rights” required for a user to do his/her job. The risks of
serious errors being made by an untrained user go up substantially if they are given rights to access
functions beyond their scope. In addition, the rights that users are assigned will determine which functions
are made available to them on the screen. Limiting the functions to those required for them to do their job
will simplify their environment.

When first opened, the Users function will display the following screen:

Users @
| &t New User ¢z Print
ShOWS e Filter: | QI ¥ Show Inactive Users
Active / Active | Initials NT Name Name Branch =
|na CtiVe o SN2 snorwood Sandra Norwood 099 FlR
L ] SN3 snorwood Sandra Norwood 002 RS
Users o ST slamb Shemi Lamb-Title 099 s
©  |suB slamb Sue Best oot AR
© T Timothy Title 099 xR
[ TK tkovach Tom Kovach 9599 b
© VR vrefre Victor Refre 939 xR
L] WSC schance Scott Chance 999 VAR
L HX sSmenges Steve Menges - Policy 055 FlR
o LAl smenges Steve Menges - Escrow Sec 055 FlR
L HA2 sSmenges Steve Menges - Accounting 555 FlE T+

The Active column on the Users screen indicates if a user is active or not. The © Active icon indicates
a user is active. The © Inactive icon indicates a user is inactive. Users with the “Terminated Employee”
access level are considered inactive.

Use the Show Inactive Users checkbox to display inactive users, along with active users, in the list of
users.

The Filter field can be used to aid you in locating a specific entry to modify or delete.

Filter: || ﬁl

Simply enter some contiguous information that you believe is in any of the four fields presented (Initials,
NT Name, Name and Branch) and the system will search the entire table and display those records that
match the search criteria.
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Add a New User

To add a new user, click at the top of the screen. The User Info screen is displayed.

User Info @
User Info '
User Initials: | Type of User
r :
NT User Name: | Eec o
1 | [~ Title Officer
ame:
I”" Processor
Password:
. | Addttional Pemissions
e
I”" Document Administrator
Eet | I~ NAF Administrstor
Phone Number: | Ext | r
Fax Number: r
Branch Number: | j r
Access Code: | j r
-
Ltd Practicing No.: | -
NMLS/License ID: | -
Other License 1D: | ™ Change Marketing Reps
Other License lssued By: | g Dol Athriecton A
ual Ionzation Ccess
Employse ID: | ™ Wire Out Approver
™ Wire Out Seff Approver

Enter the following information about the new user:

NOTE: Depending on the company’s configuration, the Dual Authorization Access section may
not display. Other items may be disabled or enabled on the screen, depending on the access level
selected for the user, as explained below.

User Initials — Enter up to three characters. The initials must be unique to the database. (No two users
can have the same initials in the system).

NT User Name — Enter the user name of the Windows NT account. Only accessible if the option for
Enable NT Logon is turned on.

Name — Enter the full name of the user. The names should be entered consistently in upper and lower
case, if that is the company preference, or all in uppercase. These names will appear on reports and in
documents.

Password — Enter a password consisting of numbers and letters, up to a maximum of six (6) characters.
As with the login screen, the password will not be displayed (it will present as a line of asterisks “******”)
and so it must be replaced if forgotten. Even though the use of NT Authentication eliminates the need for
this password to be entered by the user, one must still be entered here.

Title — Enter the user’s job title. Again, consistency of entry format should be followed with regard to case
(upper and lower case).

Email — Enter the email address of the user. The full email address should entered, not just the portion
before the “@” sign. For example, Bob Smith, of Great Title Agency, Inc. has the e-mail address
“bsmith@greattitleagency.com”. The address should be entered completely as shown, not as “bsmith”.
These addresses should be entered with care as they will be used by the system to send notifications to
the user from within several functions (such as when prelims are ready or when wire transfers are
complete).
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Phone Number — Enter the phone number of the user. Do not enter hyphens, the system will auto format
the number. There is a field for the user’s extension, if needed.

Fax Number — Enter the fax number of the user. Do not enter hyphens, the system will auto format the
number.

Branch Number — Select a Branch Number from the drop-down list. This field is required.
Title users should be assigned to the Title branch (099 — or the appropriate Title branch number if
more than one has been created).

Escrow users should be assigned to their home branch and they will be restricted to only
accessing files assigned to their branch number.
Accounting users should be assigned to the “999” branch number. This will permit them to work
with all branch data.
Floaters should be assigned to branch “099” or the floater's home branch with the access code
“Floater”. This will permit them to work in any branch.

Access Code — Use the tables on the following pages to determine the appropriate Access Code to

assign to the user. Access Codes are across the top of the chart and the modules (and some
components within them) are listed down the left side.

NOTE: Access Code is the most critical field on this screen. This is the place where “rights levels”
are assigned to a user. As has been said repeatedly, care should be taken to assign just the rights
required by a user to perform their job. This will limit the functions they see on the screens and limit
the potential risk of them taking actions or changing settings on which they have not been trained.

NOTE: It is possible that more than one set of initials may be assigned to a user to give them the
combination of permissions desired.

NOTE: The description of the balance of the User Info screen will follow the Access Code tables.
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The following table (on several pages) details the rights provided with each access code:

x =Norights v =Rights
0- 1- 2 - Escrow 3 - Escrow
Module Terminated Receptionist Secretary Officer 4 - Escrow Manager
Accounting x x x x x
Setup Banks
Add Banks to Branches
Change Banks
Accounting Lock/Unlock
Escrow x v v v v
Income Analysis x x v’ Only theirs v All within branch
Log Book x x v Only theirs v'All within branch
Tickler Maintenance x x v v
Projects x v v v
Cancel Escrow x v v v
Trial Balance x x v Only theirs | vAll within the branch
Savings Accounts x v v v
v'only their v'only their
Print Savings Accounts x branch branch v'only their branch
Print HUD Certification Stamp x v v v
Void Checks x v v v
Assigned Escrow Report x v v v
Closing Report x v v v
Deposit Slips v v v v
Daily Receipts Journal v v v v
Daily Disbursements Journal v v v v
Wire Out Journal (if Dual Auth enabled) x x v v
Wire Out Audit (if Dual Auth enabled) x x x v
Accounting Lock/Unlock x x x v v
Utilities x x x x x
SQL Error Log
View Clear Locks
Copy Naf (must be NAF admin)
Check Template
Title x x x x x
Order Desk x x x x x
MIS x x x x x
Reconveyance Tracking x v v v v
Archive Viewer x v v v v
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The second set of access codes:

x =Norights v =Rights

6 -
5- Accounting
Module Accounting Mgr 7-MIS 8 - Title 9 - Policy

Accounting v v x x x

Setup Banks x v

Add Banks to Branches v v

Change Banks x v

Accounting Lock/Unlock v v
Escrow v v x x x

Income Analysis v v

Log Book v v

Tickler Maintenance

Projects v v

Cancel Escrow v v

Trial Balance v v

Savings Accounts v v

Print Savings Accounts v v

Print HUD Certification Stamp x x

Void Checks v v

Assigned Escrow Report v v

Closing Report v v

Deposit Slips v v

Daily Receipts Journal v v

Daily Disbursements Journal v v

Wire Out Journal (if Dual Auth enabled) v v

Wire Out Audit (if Dual Auth enabled) v v

Accounting Lock/Unlock v v x x x
Utilities x x x x x

SQL Error Log

View Clear Locks

Copy Naf (must be NAF admin)

Check Template
Title x x x v v
Order Desk x x x x x
MIS x v v x x
Reconveyance Tracking v v x x x
Archive Viewer v v x v v
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The third set of access codes:

x =Norights v =Rights

Module 10 - Utilities 11-CP 12-E&T 13 - Sys Admin 14 - Utl Tables only

Accounting v x x v x

Setup Banks v v

Add Banks to Branches v v

Change Banks v v

Accounting Lock/Unlock x x x v x
Escrow v v v v x

Income Analysis v x v ifEO v

Log Book v v v ifEO v

Tickler Maintenance x b v ifEO v

Projects v v v v

Cancel Escrow v v v v

v" All within the
branch if not
Trial Balance assigned to 999 x x v
Savings Accounts v v v v
V" Indiv.

Print Savings Accounts x file only v v

Print HUD Certification Stamp x x x x

Void Checks v v v v

Assigned Escrow Report v 4 v v

Closing Report v v v v

Deposit Slips v x v v

Daily Receipts Journal v x v v

Daily Disbursements Journal v x v v

Wire Out Journal (if Dual Auth enabled) x x x v

Wire Out Audit (if Dual Auth enabled) x x x x

Accounting Lock/Unlock x x x v x
Utilities v x x v v - User tables only

SQL Error Log x v x

View Clear Locks x v x

Copy Naf (must be NAF admin) 4 v x

Check Template x v x
Title v v v v x
Order Desk v x x v x
MIS v x x v x
Reconveyance Tracking v v v v x
Archive Viewer v v v v x
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The fourth set of access codes:

% =Norights v =Rights

15 - Order Desk
w/ Escrow &
Module Title 16 - FLTR 17 FLT w/Chk 18 - Sub escrow
Accounting x x x x
Setup Banks
Add Banks to Branches
Change Banks
Accounting Lock/Unlock
v the following areas are
disabled for Sub Escrow: IRS,
Copy File, Order Title Search,
Rent Schedule, Balance
Statement, Commissions
(HUD 700), Lender Summary,
v No access to v No access to HUD 800, HUD 900, HUD
Escrow disbursements disbursements v 100 thru HUD 510, HUD 1000
Income Analysis x x x x
Log Book x x x v
Tickler Maintenance x x x v
Projects x x x v
Cancel Escrow v v v v
Trial Balance x
Savings Accounts v
Print Savings Accounts x x x v
Print HUD Certification Stamp x x v x
Void Checks x x v v
Assigned Escrow Report x x x v
Closing Report x x x v
Deposit Slips x x v v
Daily Receipts Journal x x v v
Daily Disbursements Journal x x v v
Wire Out Journal (if Dual Auth enabled) x x x x
Wire Out Audit (if Dual Auth enabled) x x x x
Accounting Lock/Unlock x v v x
Utilities x x x x
SQL Error Log
View Clear Locks
Copy Naf (must be NAF admin)
Check Template
Title v x x x
Order Desk v x x x
MIS x x x x
Reconveyance Tracking 4 v v x
Archive Viewer v v v x
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The fifth set of access codes:

% =Norights v =Rights

Module

19 - Order Desk
Only

Accounting

x

Setup Banks

Add Banks to Branches

Change Banks

Accounting Lock/Unlock

Escrow

Income Analysis

Log Book

Tickler Maintenance

Projects

Cancel Escrow

Trial Balance

Savings Accounts

Print Savings Accounts

Print HUD Certification Stamp

Void Checks

Assigned Escrow Report

Closing Report

Deposit Slips

Daily Receipts Journal

Daily Disbursements Journal

Wire Out Journal (if Dual Auth enabled)

Wire Out Audit (if Dual Auth enabled)

Accounting Lock/Unlock

Utilities

SQL Error Log

View Clear Locks

Copy Naf (must be NAF admin)

Check Template

Title

Order Desk

MIS

Reconveyance Tracking

Archive Viewer
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Ltd Practicing No — Enter the Limited Practicing Officer Number, if the escrow officer has one
(requirement in state of Washington).

NMLS/License ID — Enter the user's NMLS licensing number, if required. Used on the Closing
Disclosure form.

Other License ID — Enter any additional licensing number, if required. Used on the Closing Disclosure
form.

Other License Issued By — Enter the state abbreviation or licensing entity name for the issuing entity for
the “Other License ID” entered above. Used on the Closing Disclosure form.

Employee ID — Enter up to 20-character ID. This feature can be used for reporting purposes.

Type of User & Additional Permissions — This section (right side of the User Info screen) contains
several unrelated items. There are three types of users and the appropriate box(es) should be checked
for each user. In addition, there are controls for Document Administration, NAF Administration,
disbursements, receivables, receipting, altering marketing reps and, for Accounting access-coded users,
a file lock control and reconciliation permissions. Wire out dual authorization permissions are also granted
here. If a box is checked, some specific functionality is enabled as discussed below.

Escrow Officer - If checked, the user's name will appear in
the drop-down list as an available escrow officer within the Type of User

branch of the user. Users will only see escrow officers [ Escrow Oficer
assigned to the branch the file is assigned to. Some reports

[ Title Offi
are generated by “Escrow Officer”. = s

[ Processor
Title Officer — If checked, the user's name will appear in the
drop-down list as an available internal title officer. Users will Additional Pemissions
only see the Title Officers assigned to the title branch(es) [ Docimment Adminisstor
available to the escrow branch of the file. Some reports are

[ NAF Administrat
generated by “Title Officer”. insirEter

-

NOTE: If the system is configured for Multiple Title =

Departments then all Title Officers must be assigned to
branch 099 or none assigned to branch 099. If most are not
and at least one is assigned to branch 099 only those
assigned to branch 099 will be available to users.

|

B B (= (]

Processor — If checked, the user's name will appear in the
drop-down list as an available processor. Processors are
escrow assistants or central processing staff members. Some
reports may be generated by “Processor”. If Processor is [ Change Marketing Reps
checked, the Escrow Officer, Title Officer, and Document
Administrator options are not available for selection.

Document Administrator — If checked, the user will have | Wie Out Approver J

Document Maintenance as an option under the Documents | Wire Out Sef Approver

menu. The user may have both escrow and title document

maintenance access if they have an access level that allows multiple module access. Users that have this
functionality will require special training.

-

Dual Authorization Access

NAF Administrator — If checked, permits the user to edit the Name and Address File (NAF). Generally, a
company will want to limit the number of individuals who can edit the NAF to prevent the file from being
filled with inconsistent and redundant entries. This works in conjunction with the Setup Options relating to
the NAF.
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Add/Modify Disbursements — If checked, the user will have access to the disbursements menu in
Escrow, if their access level will permit it.

Add/Modify Receivables — If checked, the user will have access to add and modify receivables.
Print Checks — If checked, the user will be able to print checks, if their access level will permit it.

Approve Disbursements — If checked, the user has the ability to approve disbursements. This checkbox
is available if Dual Authorization on Disbursements is enabled. Dual Authorization on Disbursements is
enabled in Utilities > Setup Options > Escrow Functions > Disbursements > Enable Dual
Authorization on Disbursements. The (...) ellipse icon is used to open a screen on which permissions
can be granted/removed for approving specific users’ disbursements — as an added control.

Add/Modify Receipts and Incoming Wires — If checked, the user has receipting and incoming wire
entry ability, if their access level will permit it.

Add/Modify Bank Reconciliations — Users with Accounting or Accounting Manager access level can be
granted permission to work trust account reconciliations. This lets that role be restricted so not all
Accounting users need to have that permission.

Lock/Unlock File — This checkbox will be accessible if the user's Access Level is Accounting, Accounting
Manager, Escrow Officer, Escrow Manager, Floater with Check Write, Floater without Check Write and
System Administrator. If checked, enables the ability for the user to lock or unlock accounting activity on
specific files.

Change Marketing Reps — This checkbox controls whether the user can alter marketing reps, once they
have been initially entered, if the setup option for this control is turned on.

Dual Authorization Access — This section will display if the Dual Authorization of Wires is enabled in
Utilities > Setup Options > Accounting Functions > Wire Processing > Outgoing > Enable Dual
Authorizations for Wire Outs. There are two rights associated with this access:

Wire Out Approver requires another approver’s interaction.

Wire Out Self Approver does not require a second approval.
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Hud/Worksheet Stamp — The Hud/Worksheet Stamp tab will display for access levels of Escrow Officer,
Escrow Secretary, Escrow Manager or Floater With Check Write, if the Enable Hud/Worksheet Stamp
Functionality option is enabled in Utilities > Setup Options > Escrow Functions > HUD Printing. This
allows you to assign a small (<64K) image file to the user. This image file will appear on the HUD and
Settlement Statements if the Include the Certification Stamp print option is selected. Settlement
Statements, being customized by system, must be modified for the stamp to appear.

Userinte =

Lser ko HUD / Worksheet Stamp

-

Cancel oK

Click Select Image to open a Windows Explorer window that will let you browse to the location of the
BMP file to be used as the certification stamp for the user. These files are created by the client, not USA
Digital Solutions, Inc. Supported file types are GIF, BMP & JPG. If the selected image should no longer
be used, click Delete Image to de-select it.

Click OK to save the settings established for the new user or click Cancel to return to the Users screen
without saving the new user’s settings.
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Print a Report of All Users

To generate and print a report of all of the users defined in the user file, click at the top of the
Users screen. The Print dialog box is displayed.

Print @
Printer
oK
"WDSI-PRINTSERVERVSHARP MX-2700N PCLE - g
Background Processing Preview...

[ Pt [ Email Me [ At Time: |11:22:08AM = ]
Email...
Page Range Copies
= Al
" Range Mumber of copies: |1 3: Cancel

=R = W Colate

Complete the options on the Print dialog box, and then click OK to print the report.

NOTE: It is recommended that the users report be printed routinely and reviewed for terminated
employees and for employees who have moved from one department to another who, therefore,
may have improper rights assigned to them.

Modify an Existing User
To view or change the settings for an existing user, highlight the user you wish to modify, and then click
7 Modify to the right of the selected user or double click on the user.

Users =]
Filter: | QI [ Show Inactive Users
Active Initials NT Name Name Branch -
[ 9] AC acraig Austin Craig 999 A
« ACC slamb Shermi ACCT Lamb 599 RS

The User Info screen is displayed, with the settings for the selected user. At this point, you can view
and/or change the settings. Click OK to save your changes to the user’s settings or click Cancel to return
to the Users screen without changing the existing settings.
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Delete a User

To delete the user highlighted on the Users screen, click #+ Delete to the right of the selected user.

Users 3
Fiter: | Q [ Show Inactive Users
Active Initials NT Name Name Branch -
o AC acraig Austin Craig 999 VAR
© |acc slamb Sheri ACCT Lamb 399 /

The system will attempt to delete the user. Impact will not delete a user that has files assigned to their
initials. You will need to re-assign the files to another Escrow Officer’s (or Title Officer’s) initials before
being permitted to delete the Escrow Officer (or Title Officer) from the Users file. If you have created a
user in error, or a user has not been assigned to any files, then you can delete the user from the file.

When any employee departs the company, their Access Code should be immediately changed to
Terminated Employee. Then, if they have files assigned to them, those should be re-assigned, if so
desired, before deleting the user is attempted. Non-escrow officers or non-title officers can be deleted
immediately, but should be flagged as Terminated Employee at a minimum upon their departure so they
cannot access Impact/SQL. Escrow and Title officers that have been assigned to files can be marked
Terminated Employee, and they will remain assigned to the files they are assigned to, until the
assignments are changed, but will not appear on the EO and TO drop-down lists, so they cannot be
assigned to new files.

Close the Users Screen

Click [=3 in the upper-right corner of the screen to close the Users screen and return to the main Utilities
desktop.
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File Table

The File Table function is used to establish the locations and file count restrictions for the storage
provided for document files relating to legal descriptions, prelims, policies, and MS Word documents —
both for escrow and direct order files. Generally, these settings are established by USA Digital Solutions,
Inc. at setup and do not need to be adjusted. The system administrator may wish to check on the number
of files that are being stored in each location for each type, which can be done here.

File Table (=23
Type: - Mex Fies: [6000
Locations Counts

"WDSI-SUPPORT-SQLAMASTER _SUPPORT_ DATABASES\10.0.0MDSI_L |'| 595

"WDSI-SUPPORT-SQL\MASTER_SUPPORT_ DATABASES\10.0.0MDSI_D |D

"WDSI-SUPPORT-SQL\MASTER _SUPPORT_ DATABASES\10.0.0MDSI_D |I}

"WDSI-SUPPORT-SQLAMASTER _SUPPORT_ DATABASES\10.0.0MDSI_L |D

"WDSI-SUPPORT-SQL\MASTER _SUPPORT_ DATABASES\10.0.0MDSI_D |I}

"WDSI-SUPPORT-SQLAMASTER _SUPPORT_ DATABASES\10.0.0MDSI_L |D

"WDSI-SUPPORT-SQL\MASTER_SUPPORT_ DATABASES\10.0.0MDSI_D |D

"WDSI-SUPPORT-SQLWMASTER _SUPPORT_ DATABASES\10.0.0MDSI_L |D

"WDSI-SUPPORT-SQL\MASTER_SUPPORT_ DATABASES\10.0.0MDSI_D |D

"WDSI-SUPPORT-SQL\MASTER _SUPPORT_ DATABASES\10.0.0MDSI_D |I}

Cancel | oK |

Impact/SQL utilizes ten sub-directories for each type of file per database. This permits files to be spread
across systems or drives. A maximum number of files per sub-directory is identified in the Max Files field.
Depending on the operating system in use and the drive space available, the Max Files setting may be
relatively small or large. Initially, files are assigned to the first identified sub-directory until it has reached
the maximum count then the next sub-directory is utilized. As files are deleted and the counts within sub-
directories fall, files will be assigned to the first sub-directory in the list with space, then to the next with
space available, and so on. The Document Deletion function can be set to remove documents from
some of these directories to free up disk space. Configuration of the Document Deletion function is done
in the Impact Windows Service administration module, not through Utilities.

The system will automatically increase the max count per directory if all directories reach the limit that is
set.

NOTE: These paths will have been set up by the USA Digital Solutions, Inc. installation manager
and should only be changed at the direction of USA Digital Solutions, Inc. personnel.
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Branches

The Branches function, on the System Files menu, provides for the entry of new branches into the
system, and for the editing of settings for an existing branch. This module is exactly the same as that
found in the Impact Accounting module via the Misc. > Set Up Branch path. Generally, the function in
Utilities would be used by the system administrator or USA Digital Solutions, Inc. when setting up the
system the first time, and then Accounting staff would use the function within Accounting on an on-going
basis.

IMPORTANT NOTES:
The original Title Department office is always assigned the branch number ‘099’ (not ‘99’, but ‘099’).

The Accounting Department (Escrow Accounting, not Financial) is always assigned the branch
number ‘999’.

The branch number ‘998’ is often reserved for a “Training Branch”.

ALL bank accounts must be assigned to branch ‘999’ (Accounting), in addition to the branch(s) that
use them.

When the function is selected, the Branches screen is displayed, presenting the branches that have
already been set up in Impact/SQL. The branch Status, Number, Name and Address are shown, along
with action icons and buttons.

The Status column on the Branches screen indicates if a branch is active or not. The © Active icon
indicates a branch is active. The € Inactive icon indicates a branch is inactive. The Status is set on the
Branch Information tab when the branch is added or modified. If the Branch Active - No radio button is
selected, the branch is inactive, which could indicate the branch is closed, merged with another or sold.
The No setting will prevent users from creating new escrows within the branch, but will not prevent users
form working files that have already been opened in the branch. Reconciliations can continue to be done
that involve transactions originated at the inactive branch.

Branches @
| & Mew Branch ¢ Print
Filter by —p | sy
ACt|Ve/ Status Number Name Address il
Inactive T T T
L ooz My 2nd Escrow Branch 1111 E. 1st Blwd. VARS
Status o 003 Escrow Division 486 West McDonald Strest RS
© 004 Branch 4 xR
L] 005 Newland Branch &R
o oos Branch 008 123 Address RS
[ 3] 0o Washington Omak Escrow Branch P
[ 3] mz2 Washington Spokane Escrow Branch P [
o 030 Bozo's Title 123 Clown Ave RS
[ 3] 050 Washington Omak: Title AR
[ 3] 092 Washington Spokane Title P
o 039 TSG Unit 8888 W. 888th Blvd. RS
L ¥ 108 Branch 108 P
© 109 109 AR
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Add a New Branch

To add a new branch, click at the top of the screen to display the New Branch screen.

The Branch Information tab is the only tab displayed at first. After a new branch number is entered,
other tabs will appear. Up to four tabs across the top of the screen will display, representing four screens
of information about each branch. The settings established on these screens are very important and

should be done with care.
The four tabs are:

Branch Information
Bank Information
Savings Information

Title Departments (only shown for Escrow branches if the option for multiple Title Departments

is set in the Utilities Setup Options)

Branch Information Tab

The Branch Information tab is where the basic information about each operating unit is established.
While it is called “branch” information, Title and Accounting units are also established as “branches”. A
training branch (998) may also be set up, by USA Digital Solutions, Inc., to facilitate that effort.

MNew Branch

Branch Information |

Branch Type: [P - | Eranch Acte
Branch Number: |000

558

* Yes " No

Name:

Address #1:

|

|

Address #2: |
City: |

Phone Number:
Manager's Initials: Unknown

Fax Number:

County: |

Last EOM Date: E

State: | j Zip:

Altemate Compary MName: |

Use [

Default Underwriter: |D- None

=l

IRS Reporting Entity: |[EED123455] - USA ESCROW COMPANY

=l

Email: |

Compary Cost Center:

Branch Cost Center:

Company Identifier:

NMLS/License |D:

Cther License lssued By:

ALTA Universal 1D:

|
|
|
|
Other License |D: |
|
|
|

Document Logo Mame:

lo lele

Cancel | oK |
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Complete the following fields on the Branch Information tab:
Branch Type —Select the Branch Type from the drop-down list. There are three types of branches:

Escrow — This type is assigned to normal escrow branches and to the Accounting “999” office,
and provides for the routine escrow functionality within Impact. This setting permits receipts and
disbursements to be generated under the number established for the office, in addition to income
tracking. Again, the Escrow Accounting office is set up as an “escrow” office.

Title — This type should be assigned to pure title offices; no receipts or disbursements are
permitted under Title branches.

NOTE: If a Title Department is going to generate receipts and track income, then establish
a separate “escrow’-type branch for this purpose. Sub-escrows need to be established
under an “escrow” branch. Direct Orders are only created in Title-type branches.

Other — If an office is being set up as a “control branch”, it should be designated with the Other
type. A “control branch” is one established solely for the purpose of managing the check, receipt,
deposit and wire-out numbers issued across a range of branches, when the numbers are not
assigned across all branches using the same bank.

Branch Number — Enter a number three positions long, zero-filled from the left, if less than three non-
zero numbers.

NOTE: The number “099” is reserved for the primary Title unit, and the number “999” is reserved for
the Accounting unit. As noted above, “998” is generally also used, as the “Training Branch”.
Therefore, there are 996 office numbers available for use, at a maximum.

Name — Enter a name for the office that is accurate and descriptive. It is the identifier that will appear on
most reports and many documents, and may or may not appear with the branch number. The names
should be unique; to prevent confusion in cases where the number is not presented.

Address Information — Enter the physical location of the branch. This will appear on many documents
and reports so do not use the same address for all branches, unless they really are in the same location.
The Phone and Fax Numbers should also be for the specific office.

Manager’s Initials —Complete this field only if all escrows opened in the office should be assigned to one
escrow officer. The initials should be a valid set of user initials, as set up under System Files > Users.

County — Enter the name of the county that will be the default value loaded into the county field in each
escrow file opened under the branch number being established. It can be changed, in each escrow file, if
needed. The use of a default is because most transactions opened by an office will relate to properties
from the surrounding area. There is a Setup Option that will let the auto-filling of the County field be
disabled.

Last EOM (End-of-Month) Date — Enter a date that will be used to specify the “as-of date” for the EOM
Balance data on the Bank Information and Savings Information screens. This is the starting date from
which Impact will aggregate data, at each posting, until the Close Month function is performed, rolling the
new end-of-month figure up to be the new starting figure for the next month’s aggregations.

NOTE: The system will maintain this date automatically in the normal course of business, however
when adding a new branch this date should be filled in with the Last EOM date.
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Alternate Company Name — Select the Use checkbox to activate this field, and then enter an alternate
company name. The alternate name will be used on letterhead and other documents for this specific
branch, rather than the name established for the database-wide company (through System Files> Xref.).
It will be used as long as the Use box is checked. Normally, you would also have another IRS Reporting
Entity involved as well, if more than one “brand” is being utilized in one database. This option is available
only to Escrow type branches.

Default Underwriter — Select the default underwriter for the office from the drop-down list, to override the
database-wide default. If an underwriter is selected here, it will automatically be loaded in the Initial
Questions area, after an escrow file is opened. The default underwriter can be changed before the order
is sent to Title from Escrow. If 0-None is selected on the Branch Information screen, then the default
underwriter established under Utilities > System Files > Setup Options > General will be loaded into
the Initial Questions area. The underwriters are set up in the Impact Title module, under Documents >
Document Maintenance > Edit Underwriter Menu Table. There is more to establishing an underwriter
than adding them to the Underwriter table. DSI Support should be contacted to add an underwriter.

IRS Reporting Entity — Select the IRS Reporting Entity for the office from the drop-down list. If you are
using an alternate name, you might also have a separate IRS Reporting Entity. This is the name and tax
ID number that appears on the 1099-S forms. If you have multiple IRS reporting entities, then you will
generate a separate file for each, under 1099-S Reporting, for the IRS.

Email — Enter an email address (may be a distribution list) for the branch.
Company Cost Center — Available for entries that can be used in reporting.
Branch Cost Center — Available for entries that can be used in reporting.
Company Identifier — Available for entries that can be used in reporting.

NMLS/License ID — Enter the branch NMLS licensing number, if applicable. Used on the Closing
Disclosure form.

Other License ID — Enter any additional branch licensing number, if applicable. Used on the Closing
Disclosure form.

Other License Issued By — Enter the state abbreviation or licensing entity name for the issuing entity for
the “Other License ID” entered above. Used on the Closing Disclosure form.

ALTA Universal ID — Enter the ALTA Universal ID for the branch, if available.

Document Logo Name — for any branch that is to have a logo other than the standard logo, enter the
document logo name for the custom branch logo. Nothing should be entered if the standard
DocLogo.doc or DocLogoT.doc logo files are to be utilized. Note: The logo for Title docs is driven by the
title branch selected on the file. The logo file must have already been placed in the logo path location
specified in Xref, tab 2, or the filename entry will not be saved here upon clicking on the OK button.

Branch Active Yes/No — Select the No radio button to “turn off” a branch, if it is closed, merged with
another or sold, for example. The No setting will prevent users from creating new escrows within the
branch, but will not prevent users form working files that have already been opened in the branch.
Reconciliations can continue to be done that involve transactions originated at the “turned off” branch.
This toggle also permits the system administrator to set up branches in advance of their “go live” date (by
creating them, but making this setting No) and then switching them on at the appropriate time.
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Bank Information Tab

The Bank Information tab relates to the Escrow Trust bank account(s) used by the branch and the
numbering sequences to be used for checks, receipts, deposits and wires out for each branch/bank
account combination. The tab will appear once a Branch Number is entered on the Branch Information
screen. Savings accounts are not administered here. On an on-going basis, this screen (shown below)
will also present the aggregate month-to-date accounting balances for each branch/bank account
combination.

The Active column on the Bank Information tab indicates if a bank is active or not. The © Active icon
indicates a bank is active. The © Inactive icon indicates a bank is inactive. If the Inactive Bank
Account checkbox is selected on the Edit Associated Bank screen, then the bank’s status will display
as Inactive.

Modify Branch @
Branch Information Bank Information Savings Information ‘ Title Depatments |
Banks assigned to (002) My 2nd Escrow Branch
[&F Add Bank
. p O 4 03 Wells Fargo - Test 2 6145843691 Fat2
Inactive © 01 Banik 01 1235000346 7|2
Status N T N = T
Information for Bank {04) Bank of Johntown [12345678530]
Aggregate Check Numbers Assigned By
Bank 000000000000021
month-to-date EOM Balance: 0.00
: MTD Recei 3.047.00
accou nt | ng —_— > SR : Receipt Numbers Assigned By
b I f h MTD NSFs: 0.00 Tn 5
ar 0000000000008
alances tor eac MTD Disbursements: 0.00
bra nCh/ba n k MTD Voids: 0.00 Deposit Numbers Assigned By
accou I’]t Currert Balance: 3.047.00 Bank 000000000000013
combination. Wire Out Numbers Assigned By
Bank 000000000000017

Set Default Bank

If the % Default icon displays in the bank’s row, then that bank has been selected as the default bank.
The default bank is selected using the Default bank for this branch checkbox on the Associate New
Bank/Edit Associated Bank screen.

Relate Bank Accounts to a Branch

To relate a bank account to a branch, click at the top of the Bank Information tab. The Select
Bank dialog box is displayed.

NOTE: Before a bank account can be related to a branch, the bank account must be established
within Impact. This can be done in Utilities > System Files > Banks > New or in Accounting >
Misc. > Set Up Bank. The assumption will be made here that the bank has already been set up.

USA Digital Solutions, Inc. Utilities v10.6.545 Manual
07/08/2016 Page 33 of 183



Select Bank @

Bank: |01 - Bank 01 [1235000346] j

Cancel | QK |

Select the desired bank account from the drop-down list, and then click OK. If you clicked in
error, click Cancel to return to Bank Information tab.

Any number of accounts may be assigned to a branch.

NOTE: All bank accounts should be assigned to the Accounting “999” branch.

Once a bank account has been selected to be assigned to the branch, the Associate New Bank screen
will be presented, on which information about the branch/bank relationship can be defined.

¥

Associate Mew Bank @

Information for Bank (01) Bank 01 [1235000346]

Check Numbers Assigned By

Default bank for this branch [
Bank ~| |o0000DOD0DD1094

Inactive Bank Accourt [

EOM Balance: | 0.00

: Bank ~|  |ooooooooooot34
MTD Recsipts: | 0.00
MTD NSFs: | 0.00

Deposit Mumbers Assigned By

MTD Disbursements: | 0.00 Bark j |DDDDDDDDDDD1 051

MTD Voids: | 0.00
Curmrent Balancs: 0.00 ‘Wire Out Mumbers Assigned By

Bank ~|  [oooooooooooioss

Mote: Any values set or changed will be implemented upon chosing DK on this
| form. Canceling in the underying form will not necessarily undo these changes. ‘ ’Tl

Default bank for this branch — For all but the Accounting branch (999), select this checkbox to tag one
bank as the default bank for this branch.

Inactive Bank Account — You can set up a bank ahead of time for a branch and set it as inactive using
this checkbox, until you are ready to have Escrow users “see” the bank. Accounting users will see all
banks, regardless of active status.
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The next step is to assign starting numbers for the numbering of Checks, Receipts, Deposits and Wires
Out. There are three options for governing how numbers are assigned to these items: by Branch, by Bank
or by a Check Control branch. Use the drop-down arrow for each item type to make your selection.
Numbers assigned By Bank is the strongly recommended option for each type, for each account, for
each branch.

Check Numbers Assigned By:

By Branch: This option is most appropriate if you have separate accounts for each branch, but
the By Bank option will serve in that instance as well. Should your company be using pre-
numbered checks (hot recommended), you may want to use this option. Great care should be
taken, if multiple branches are using one account, as you want each branch to have unique
sequence number ranges, to space your starting check numbers sufficiently apart, from branch to
branch, to prevent one branch from “running into” another. If this selection is made, enter one
less than the starting number in the field to the right of the selection. As the account is used
(checks are issued), the number that appears in this field will increment up.

NOTE: While the field for check number can hold up to 15 digits many banks are limited to
12 digits (or less) for their check numbers. Confirm your bank’s limit before determining the
numbering scheme for your company.

By Bank: This is the most common, and recommended, setting, with laser printers using MICR
toner, generating checks on blank check stock. Whether you have separate accounts for each
branch or not, using this setting will govern the administration of check numbers across all offices
that are using each account. If this selection is made, the starting number entered in the field to
the right of the selection will be the same for all offices that will be using the account. Once the
number is set on one branch/bank screen, it will be used everywhere the same bank and “by
bank” setting is selected. This field will reflect the last check number used.

By Check Control: This option should be selected ONLY if you are using one account for
multiple branch numbers AND have other branches, also sharing the account, which will have
unique sequences assigned to them. In this situation, you cannot use the “by bank” option, as
not all of the sharing units are to be pulling the next available number from a single point. This is
most applicable to physical locations that may have multiple operating units (‘branches’) within
them, and which are using pre-numbered checks (not recommended), and where not all of the
branches are to pull from the same starting number. For those offices that are sharing a number
sequence, select the control branch option. Rather than entering a starting humber under this
option, you will enter a branch number: the check control branch’s number. The check control
branch will need to have already been set up, and, within its configuration, the bank account will
have been selected, with the by branch option and a starting check number. This can be a “real”
branch; it need not be a “dummy” branch number. You can use the branch number of one of the
“sharing” units as the control branch.
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Receipt Numbers Assigned By

These options are identical to Check Numbers Assigned By. The considerations in assigning numbers
to receipts are also similar, and the By Bank option is common, and recommended, in most instances, as
this prevents the chance of duplicate nhumbers being assigned to receipts. It also permits a Receipts
Journal to be run by bank so missing receipts can easily be identified (when troubleshooting issues).
Some companies wish to tag their receipt numbers with the branch number in the leading digits (for
example: “562000001”, for branch 562’s first receipt), to help the Accounting staff be able to rapidly
identify the branch responsible for a receipt. In this instance, you would need to use the “by branch” or
“by check control branch” options. As each company’s environment is unique, how the numbers are
assigned is left to each company — but should be carefully considered.

Deposit Numbers Assigned By

These options are also identical in presentation, and the considerations are similar to receipts. The By
Bank option is recommended in most instances.

Wire Out Numbers Assigned By

These options are also similar. Wires Out are considered disbursements in Impact. Again, the By Bank
option is recommended in most instances. Wires Out are numbered regardless of whether the Wire Out
Processing feature is in use or not.

Month-to-Date Aggregate Information

This information, shown on the left of the Bank Information tab will be filled over time as transactions are
done, and may be of use when troubleshooting issues. At the initial assignment of a bank to a branch,
the fields will be zero. As daily posting is done, the “buckets” are incremented up by the total amount for
each type of transaction for the branch/bank account combination. When the Close Month function is
run, the final Current Balance will be moved up to the EOM Balance and the other buckets will be
cleared out, in anticipation of the new month’s data coming in. The Current Balance should match your
Trial Balance total for the branch/bank account. On rare occasion, these figures might need to be
altered — but that should only be done under USA Digital Solutions, Inc. direction.

Modify Bank Information

To view or change the settings for an existing bank, highlight the bank on the Bank Information tab you

wish to modify, and then click ¢ Modify to the right of the selected bank. The Edit Associated Bank
screen is displayed, with the settings for the selected bank. At this point, you can view and/or change the
settings. Click OK to save your changes to the settings or click Cancel to return to the Bank Information
tab without changing the existing settings.

Remove Bank Information

The € Remove icon removes link between the bank account and the branch. It does not delete the bank
account. To remove the link, highlight the bank on the Bank Information tab you wish to remove, and
then click € Remove in the selected row.
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Savings Information Tab

The Savings Information tab presents the aggregate month-to-date totals of savings activity for the
selected branch. When creating a new branch, these figures will be zero, and nothing need be done on
this screen — unless a starting balance is required when switching from another system to Impact. The
Current Balance should reflect the total of the Savings Trial Balance, as of the current posting date, for
the branch involved. The savings balance is a total of all savings accounts assigned to the escrow file.
An escrow file may have unlimited savings accounts.

Medify Branch (=25l

Branch Information | Eank Information Savings Information | Title Departments |

Savings Account Information

EOM Balance: [2535.0(
MTD Depostis: ’—['.'DD
MTDinterest: | 000
MTD Withdrawls: [ 0.00

Cument Balance: 2.535.00

Cancel | QK |
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Title Departments Tab

Impact can be configured to permit more than one Title Department to be made available to the branches.
However, at least one title “branch” must be set up before branches can have it assigned to them. If
more than one title branch is set up, the Title Departments tab will be made available in Branch Setup.
Branches designated as “Title” branches will not have the Title Departments tab presented in Branch

Setup.

The Title Departments tab displays a list of the previously selected title units available for use by the
branch being configured — this will be blank for a new branch set up (as shown below).

Mew Branch

Branch

Information | Bank Information | Savings Information

;Add Title Departrnent & Set as Default

X5

Title Departments |

Active

Default | Branch

No Title Departments currently assigned for this branch.

Cancel | QK |

Add a Title Department

Click

& Add Title Department | 4t the top of the screen to display the Select Title Department dialog box, from
which you will select a title unit to be assigned to the branch.

Select Title Department

=3

Title Department: | 092 - Washington Spokane Title

Cancel

o]
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Select the desired Title Department, and click the OK button. Repeat, if you wish more than one title
branch to be available to the escrow branch in question. Click Cancel to indicate you are finished with
selecting title units for the branch.

Set Default Title Department

Select the appropriate one of the assigned Title Departments, and click to flag that
department as the default for the Escrow branch.

If more than one title unit is assigned to a branch, all will be visible within the Escrow module, when
submitting an order to Title, unless an Internal Title Officer has been selected (and the TO’s are not all
assigned to 099). In that case, the order will be submitted to the Title Branch of the Title Officer.

NOTE: If the option for multiple Title Branches is enabled, then each Escrow Branch under Setup
Branch must have at least one Title Branch assigned to it.

Print a Report of All Branches

To generate and print a report of all branches defined click at the top of the Branches screen.
The Print dialog box is displayed.

Print @
r— Prirter oK
"WOSHFPRINTSERVERNSHARP MX-2700N PCLE - 4|_
Background Processing Preview... |
I Pint I~ Email Me I ATme: [11:23.08AM — ,
Email .. |
— Page Range Copies S |
[ —
¢ Range Number of copies: |1 3: Cancel |
= N = W Collae

Complete the options on the Print dialog box, and then click OK to print the report.

Note: It is recommended that the branch report be printed out routinely, and reviewed for accuracy.
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Modify a Branch Record

To modify a record on the Branches screen, click 7 Modify to the right of the selected branch or double
click the highlighted entry.

Branches
| &t New Branch & Print
Filter by: I.Pdi\re ;I
Status Number Name Address -
< o FHA-Concord Office 138 N. Mentszuma Fars
< 002 My 2nd Escrow Branch 1111 E. 1st Blvd. PR
L 003 Escrow Division 486 West McDonald Street VAR
e

The Modify Branch screen is displayed, with the same four tabs that are described under Add a New
Branch, but now there is data in the fields (refer to the Add a New Branch topic for more information).
Use the Modify function to update branch configurations and to view the month-to-date figures for each

branch/bank account.

NOTE: Care should be taken when changing some settings (such as how check and other
transaction type numbers are assigned) once they have been in use.

Delete a Branch Record

To delete a branch record that has no activity, for example, a branch that was set up in error, click #
Delete.

Branches
| ¢ Mew Branch & Print
Filter bry: I.P«:tive LI
Status Number Name Address -
L 001 FHA-Concord Office 138 N. Montszuma AR
L 00z My 2nd Escrow Branch 1111 E. 1st Blvd. Pars
L 003 Escrow Division 486 West McDonald Strest raEs
» o4 Branch 4 A

Once a branch has activity of any kind, it cannot be deleted. Attempting to delete a branch with activity
will result in a warning message explaining why the branch cannot be deleted.

Close the Branches Screen

Click in the upper-right corner of the screen to close the Branches screen and return to the main
Utilities desktop.
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Banks

The Banks function on the System Files menu provides for the entry of new escrow trust bank accounts
into the system, and for the editing of settings for existing bank accounts. Each account is called a Bank
in Impact/SQL. Every escrow trust bank account will be assigned a separate bank number within Impact,
even if at the same financial institution. Depending on your user permissions level this function may or
may not be available. This module is exactly the same as that found in the Impact Accounting module,
under Misc. > Set up Banks. Generally, the system administrator or USA Digital Solutions, Inc., when
setting up the system the first time would use the function in Utilities, and then the Accounting Manager
would use the function within Accounting on an on-going basis to add or modify escrow trust bank
account information.

The Banks screen shows all bank accounts that have already been set up in Impact. A Filter drop-down
list allows you to control the accounts to be displayed by Active, Inactive, or Closed status.

Banks =23
| gt New Bank ¢ Print
Filter by — Fitter by: |Active ﬂ
Active/
Status | Number
inactive/ n_mll
Closed Bank 02 234567890 @7 | %
Status C' 03 Wells Fargo - Test 2 6145343691 @A K
¢ | Bank of Johntown 1234567290 @A K
o |05 Bank of Bunker Hil 3456 @£ =
[ D& Bank of America Test 1 12345678 @& w
L 7 Key Bank - Test 1 153790570763 @& =
¢ (o Bank of America - Test 2 3203352 @ F R
¢ |09 Bank of the Americas 856320 @A K
o n Chase 123456789 @£ =
¢ |13 MewClean Bank 13 1313131313 @A R
o |14 NewBark 14 14141414 @& =

The @ Info icon, located to the right of each account listed, displays a non-editable screen of information
about the account. For example:

Bank Detail (=2a]

Bank: 04 - Bank of Johntown [1234567890]
Status: Active
Address #1: 123 Mockingbird Lane
Address #2:
City. State and Zip:  Munsters, Az 85111
Account Mumber: 1234567890
Last Statement Date: 06/01/2012
Last Statement Balance: 1,000,000.00
Max Length of Other Wire Reference: 255
Cutoff Time:  2:30 PM
Date Closed:
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NOTE #1: When a new bank account is established, USA Digital Solutions, Inc. must create the
laser check and laser deposit slip template files. Please give USA Digital Solutions, Inc. as much
advance notice as possible of plans for utilizing a new account.

NOTE #2: The bank’s specifications for its reconciliation export and positive pay import files must
also be forwarded to USA Digital Solutions, Inc., so we can confirm that the filter programs already
in existence will work properly, or assist in creating new filters as needed (assuming you intend to
use a bank download in the reconciliation process, and intend to upload check issue data to the
bank for positive pay processing).

NOTE #3: Once a bank account has been established it must always be assigned to the
Accounting branch “999” and to each branch that will be using the account.

Add a New Bank Account

To add an escrow trust bank account into Impact, click at the top of the screen. The Info tab
on the New Bank screen is displayed.

New Bank (===

Info ‘ Positive Pay |

Bank Mumber: |06

W Active

Name: |

Address #1:

[
Address #2: |
City, State and Zip: |
Account Number: [

Last Statement Date: I—E

Last Statemert Balance: |

Max Length of Other Wire Reference: [285

Cutoff Tme: [

Date Closed:

Deposit Routing No: ,7

Disbusemert Routing No: [

SWIFTCode: [

Bank Number — The next sequential bank number is automatically selected as the next number to be
used. You may not change this selection. If multiple bank numbers have been established and one was
deleted then Impact will use the first available sequential number for the bank assignment.

Active — When a bank account is initially set up, you may wish to make it inactive (Active checkbox NOT
selected), until the real “go live” date is reached. Then, at the time you wish to make the bank account
available to users, you will select the Active checkbox.

Name/Address — Enter the name of the financial institution and address in their respective fields.

Account Number — Enter the account number.

NOTE: If bank downloads are used with the reconciliation process (with the Import function), the
account number entered here should be in the same format as seen in the bank download. You do
not have to worry about this initially, but if the import in the reconciliation fails with a message that
the File Format is Invalid, you may need to change the account number here. For example, the
bank export may have a number of leading zeroes before the account number that would need to
be entered here. This field can be altered without impacting checks or deposit slips (they do not get
their number from this field).
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Last Statement Date/Last Statement Balance — These fields are used by the reconciliation module as
starting figures. Nothing need be entered in the date field and the balance field can be left at $0.00.

Overhead Fee Escrow No — This field will be on the screen if the system is configured to use overhead
fee accounts (System Files > Setup Options > Accounting > Enable Overhead Fee Account). If so
configured, this is the escrow file into which the company’s fees (:T & :E payees) would be automatically
transferred to upon disbursal at closings. The fees can then be taken, en masse, from this escrow on a
periodic basis (daily is recommended). A separate escrow file per bank account must be set up, and the
number of the escrow is entered in this field. The overhead fee escrows should be set up under the
Accounting branch “999”. This is discussed in more detail later under the Setup Options section of this
manual.

Max Length of Other Wire Reference — Enter the character limit for the bank’s “other information” field,
used to provide additional information on the bank’s wire out form. This is only available if you are using
Impact’s wire out feature, where Accounting confirms the wire out with a bank tracking number.

Cutoff Time — Enter the cutoff time for transmitting wires. This field is just for printing on the wire out
form. It provides notification to the user that their accounting department will not transmit wires after the
cutoff time. This will not prevent the user from entering a wire out after the cutoff time.

Date Closed — This field is used to close a bank account in Impact. It should be left blank when adding a
new account. See Modify a Bank Account for more details on this field.

The Deposit Routing No/Disbursement Routing No — These fields provide data that can be used in
Wiring Instructions. This will allow a single set of wiring instructions to be used with multiple banks.

SWIFT Code — The SWIFT code for the bank, if entered here, will be available to be used on Crystal
Reports-produced or MS Word-produced wiring instruction documents. Its use will provide the SWIFT
number based on the bank assigned to the file. The Crystal Reports and MS Word master templates
used for wiring instructions must be edited on a site-by-site basis to utilize the SWIFT code.
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New Bank — Positive Pay Tab

Selecting the Positive Pay tab will present the screen shown below. It is used to detail information
needed by some positive pay filters to generate positive pay export files.

New Bank (23]

Remate 1D: ||

Batch ID:

|
Password: |
|

Header:

cncel |[ ok ]

Click OK to save your entries, or Cancel to close the form without saving your entries. You will return to
the Banks screen, from where you can add another bank account, modify an existing bank account or
delete an unused bank account. A report of all of the account information in the table can also be printed.

The [E3 Close button in the upper-right corner of the screen will prompt you about saving changes, if
any were made, and, once that prompt is replied to, will return you to the Banks screen.

Print a Report of All Bank Accounts

To generate and print a report of information on all banks that exist in the system, click at the top
of the Bank screen. The Print dialog box is displayed.

Print @
Printer
"WDSI-PRINTSERVERVSHARP MX-2700N PCLG - QQK

Background Processing Preview...
I~ Pint [ Email Me [T A Time: [11:23:08AM — .
Email ...
Page Range Copies
= Al
" Range Mumber of copies: |1 3: Cancel

=R = W Colate

Complete the options on the Print dialog box, and then click OK to print the report.
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Modify a Bank Account

To change a bank’s existing information, click s Modify to the right of the account on the Banks list or
double-click the highlighted entry.

Banks .
| &k Mew Bank ¢ Print
Filter by | Active ﬂ
Status | Number MName Account Number
O m Bank 01 1235000346 @A =
E' 02 Bank 02 234567290 @A ®
Wells Fargo - Test 2 6145843691
R

The tabs shown are the same as the New Bank screens, Info and Positive Pay, but with the fields filled
with previously entered data (refer to the Add a New Bank Account topic for more information). The
current (last reconciled) bank statement date and balance will be in their respective fields.

The following information can be changed on the Modify Bank screen:

Active — You can change the bank’s active status — If you are “turning on” an account or “turning off” an
account. If a bank account that has activity against it is made inactive, no new escrows will be permitted
to be assigned to the bank, but existing files with balances may continue to be worked off, and postings
and reconciliations will continue to post to the account.

Name/Address — Enter the name of the financial institution and address in their respective fields.

Account Number — Enter the account number.

NOTE: If bank downloads are used with the reconciliation process (with the Import function), the
account number entered here should be in the same format as seen in the bank download. You do
not have to worry about this initially, but if the import in the reconciliation fails with a message that
the File Format is Invalid, you may need to change the account number here. For example, the
bank export may have a number of leading zeroes before the account number that would need to
be entered here. This field can be altered without impacting checks or deposit slips (they do not get
their number from this field).

Last Statement Date/Last Statement Balance — These fields are used by the reconciliation module as
starting figures. There should be no need to change this information.

Overhead Fee Escrow No — This field will be on the screen if the system is configured to use overhead
fee accounts (System Files > Setup Options > Accounting > Enable Overhead Fee Account). If so
configured, this is the escrow file into which the company’s fees (:T & :E payees) would be automatically
transferred to upon disbursal at closings. The fees can then be taken, en masse, from this escrow on a
periodic basis (daily is recommended). A separate escrow file per bank account must be set up, and the
number of the escrow is entered in this field. The overhead fee escrows should be set up under the
Accounting branch “999”. This is discussed in more detail later under the Setup Options section of this
manual.

Max Length of Other Wire Reference — Enter the character limit for the bank’s “other information” field,
used to provide additional information on the bank’s wire out form. This is only available if you are using
Impact’s wire out feature, where Accounting confirms the wire out with a bank tracking number.
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Cutoff Time — Enter the cutoff time for transmitting wires. This field is just for printing on the wire out
form. It provides notification to the user that their accounting department will not transmit wires after the
cutoff time. This will not inhibit the user from entering a wire out after the cutoff time.

Date Closed — To close an account, enter a date in this field. The system will run through some tests to
determine if the account can be closed, and will report back any reasons why it cannot be, if that is the
case. An account can be closed if there are no files with outstanding balances using that account and
there are no outstanding (unreconciled) items for the account. Once closed, no activity will be permitted
with the account, by any users (Escrow or Accounting). Reports on that bank’s activity will still be able to
be run.

The Deposit Routing No/Disbursement Routing No — These fields provide data that can be used in
Wiring Instructions. This will allow a single set of wiring instructions to be used with multiple banks.

Click OK to save and exit, or click Cancel to close without saving your entries.

Click 34 in the upper-right corner of the Modify Bank screen, will prompt you about saving changes, if
any were made, and, once that prompt is replied to, will also return to the Banks screen.
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Delete a Bank Account

The # Delete icon, on the right of each account listed, will only be effective if there is no activity on the
account; receipts, checks, wires out, and escrows are not assigned to it. If an account was set up in error
and has no activity against it, the account will be able to be deleted.

Benks =
| gt Mew Bank & Print
Fitter by: I.ﬁcti'ue LI
Status | Number Name Account Mumber
o |;n Bank 01 1235000346 @& =
O (o2 Bank 02 234567890 DA w
O (03 Wells Fargo - Test 2 5145843691 @ L ®
P M Bank of Johntown 1234567890 a o

Close the Bank Screen

Click =3 in the upper-right corner of the screen to close the Banks screen and return to the main
Utilities desktop.
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IRS Reporting Entities

The IRS Reporting Entities screen must be completed to provide accurate information on all 1099-S
forms issued out of the system and to identify the transmitter information for reporting 1099-S information
to the Internal Revenue Service.

* | Mew Company (= Print |

IRS ENTITY ABC

Add a New Entity

To add a new entity, click at the top of the screen to display the New IRS Reporting Entity
Information screen.

—Company Information as it appears on the 105955 form — Transmitter Information for reporting to the IRS
Name: || TCC Number: l—
Address: I Name: I
. | sadess |
state: | = cay: |
oo — st | <]
o embec [ = —
Contact [
iz I Contact: I
Phone Number: | Bt: Phone Nurber. | Ba: |
Email: |
concel [ ok |

Company Information as it appears on the 1099-s form — Complete the Name Address, Phone, and
Contact fields for the company.

Transmitter Information for reporting to the IRS — Complete the TCC Number of the firm. Do not
include the “-“ (dashes) in the TCC field. Make sure to enter the contact information as well. If a different
firm is responsible for transmitting the data to the IRS annually, then the information on the right side of
the screen will be different from that on the left. Otherwise, it will be the same, with the addition, at the top
of the screen, of the transmitter's TCC Number (received from the IRS).
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Multiple reporting entities can be set up in Impact/SQL to accommodate multiple legal entities within one
database. The appropriate reporting entity for each branch is selected on the Branch Information
screen.

USA Digital Solutions, Inc. is the transmitter of 1099-S information for many of our clients. There is a fee
for this service. In that situation, the information on the right side of the screen would be USA Digital
Solutions, Inc.’s. (What is shown below is sample data.)

Click OK to save and exit, or click Cancel to close without saving your entries.

Modify an Existing Entity

To modify an existing entity, click 7 Modify on the right of each existing Company entry or double click
the highlighted entry to display the Modify IRS Reporting Entity Information screen.

IRS Reporting Entities [é]
| & Mew Company & Print

IRS ENTITY ABC ESCROW & TRUST 12-3456789
Meodify IRS Reparting Entity Infermation
—Company Information as it appears on the 10955 form — Transmitter Information for reporting to the IRS
S (RS ENTITY ABC ESCROW & TRUST] TCCNumber: [IRE1Z
Address: |123 MAIM 5T. Name: |TRANSMI'I'I'ER STAN SMITH
City: [PHOENIX Address: 123412 CAMERON RD
State: |Az - ARIZONA ~| City: [PHOENIX
Zp: [ssi28 State: [AZ - ARIZONA =]
Phone Number: IM Zip: IE&DZB—
Cantact TIN: [234332334
Name: [STAN SMITH Cortact: [STAN SMITH
Phone Number: I Et: Phone Number: I Ext: I
Email: I
cancel  |[ ok ]

The fields are filled with previously entered data (refer to the Add a New Company topic for more
information). Modify the fields, as needed.

Click OK to save and exit, or click Cancel to close without saving your entries.

Delete an Unused Entity
To remove an unused entity, click # Delete to the right of each existing Company entry in the list.

IR5 Reporting Entities
| g New Company & Print

IRS ENTITY ABC ESCROW & TRUST 12-3456783

Close the IRS Reporting Entities Screen

Click on the Close button in the upper-right corner of the IRS Reporting Entities screen to display a
prompt about saving changes, if any were made, and, once that prompt is replied to, will return to the
Utilities desktop.
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Set Next Escrow\Direct File Number

During initial setup, the starting escrow number to be used by the system needs to be established if
automatic assignment of numbers is turned on in System Files > Setup Options > General Functions >
File Numbering. Automatic escrow numbers may be assigned within a branch or system wide, again a
setting controlled in Setup Options. Depending on which setting has been selected, when you select
System Files > Set Next Escrow\Direct File Number, you will see one of the following two screens:

Escrow Numbers Assigned by Branch Escrow Numbers Assigned System Wide
Set Mext Escrow’\Direct Mumber @ Set Mext EscrowtDirect Number @
Eranch Mumber: ||
MNext Available Next Available

[ Escrow'Direct the same

Next Escrow Mumber Escrow Number: (00002032
Last Escrow Mumber Direct Number:  |00001752

Cancel ‘ | Cancel ‘ oK |

By Branch: If this is the configuration option selected, you will need to enter a Branch Number, and then
the Next Escrow Number and Last Escrow Number to be used by the system for that branch. If you
enter a Title branch number, you will be entering the range for Direct Order (DO) numbers. You will need
to enter a range for each branch in the system. The Next Escrow Number field will increment up as files
are opened. The numbers assigned by branch should not overlap. The numbers can be up to eight
positions and may be all numbers or a combination of alpha and numeric. The Last Escrow Number will
limit the automatic numbers issued to the range specified.

System Wide: If this is the configuration option selected (recommended), you will enter only the starting
number for each type: Escrow Number and Direct Number, or just one number if you check the
Escrow/Direct the same box. The number(s) will increment up as files are opened. The numbers can be
up to eight positions and may be all numbers or a combination of alpha and numeric.

With either approach: There must be four (4) numbers in a group in order for a numbering scheme with
alpha characters to sequence. For example: ABOOO1AB would sequence the numbers, with alpha
characters “AB” on both ends; another example would be ABC00001. Often, “00000001” is the starting
value on a new database.

Click OK to save and exit, or click Cancel to close without saving your entries.
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Set Next Title File Number (optional)

This option is used if Title wishes a different numbering scheme to be used on escrow files to represent
the Title File Number. This is not used with Direct Orders.

This System Files menu option will only be available if the Enable Title File Numbering option is
selected in Setup Options > General Functions > File Numbering. This applies to each of the three
options under Enable Title File Numbering, Begin at:

Manually

When File is Opened

When File is Ordered.

If this option is enabled, the Set Next Title Number screen is displayed, showing the next Title Available
Title Number to be assigned. This number can be changed on this screen.

-

Set Next Title Number =

Mext Available

Title Number:  |[EES]

Cancel | QK |

Click OK to save and exit, or click Cancel to close without saving your entry.

NOTE: This is a system setting and applies to the database even when Escrow Numbers are
assigned by branch.

USA Digital Solutions, Inc. Utilities v10.6.545 Manual
07/08/2016 Page 51 of 183



Set Posting Information

The starting information on this screen is entered at the original configuration of the system. The
information will increment as transactions are entered (Transaction Number), as postings are done
(Date Last Posted), and as the Close Month function is performed (Current Posting Month).

P )

Set Posting Information @

Cptions
Transaction Number: | MEIIREE
Date Last Posted: [11/13/2014 [

Current Posting Month: |Nu:n.rem|:uer ﬂ

Cancel | QK |

NOTE: These values should NOT be changed except under USA Digital Solutions, Inc.’s direction.

Click OK to save and exit, or click Cancel to close without saving your entries.
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Set Next Invoice Number

During system configuration, the starting Invoice Number and Pre-Bill Number will be established on
this screen. The values will increment up as invoices and pre-bills are generated. Pre-Bill is an option for
invoices that presents estimated charges for work to be performed. Different invoice forms are designed
for pre-bills than for regular invoices.

Set Mext Invoice Mumber @
Mext Available

Invoice Number:

Pre-Bill Number: | 10000007
Cancel | oK |

NOTE: Care should be taken in changing these numbers once they have been established to
prevent duplications.

Click OK to save and exit, or click Cancel to close without saving your entries.
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Printer Setup

Each workstation or user's work session must have printers defined within Impact/SQL AFTER printers
have been established through Windows or the network operating system. Impact/SQL does not simply
utilize the default Windows printer. Generally, two printers are defined: one Document / Report Printer
and one Check Printer (also for deposit slips). Generally, both printers are laser printers and the check
printer is loaded with blank check stock and MICR toner so that its output can be “read” by bank check
processing equipment.

Printer Setup @

Document / Report Printer Checlc Printer |

Printer Cumrently Selected is:  “\DSI-PRINTSERVER\SHARP MX-2700N PCLE

Printers Available

Microsoft Office Document Image Wiiter -
Fax

doPDF w7

“WDSI-PRINTSERVERYHP Laserdet 4
“WDSI-PRINTSERVERYHP Laserdet 4300 PCL 5e
“WOSI-PRINTSERVERYHP Laser)et 1022n DD
“WOSI-PRINTSERVERYHP Laserlet 4050 Seres PCL 6
"WOSI-PRINTSERVERYWin2PDF

m

“WOSI-PRINTSERVERNSHARP MK-2700N PCLG

Carcel [ ok ]

As most users do not have access to Utilities, this function is also available under the Misc. menus in the
Escrow, Title, and Accounting modules. The printers presented are those configured for the user’s
Windows session.

On each tab, select the document printer to be used by highlighting it. Click OK to save and exit, or click
Cancel to close without saving.
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Setup Options

The primary configuration of all of the Impact modules is done through System Files > Setup Options.
The settings established here are based in large part on the Configuration Worksheet completed by the
company prior to installation of Impact/SQL and the system will be configured by USA Digital Solutions,

Inc. personnel.

NOTE: Extreme care should be taken when making changes to these settings, especially after the
system has been in operation, as they can have drastic ramifications to the behavior of the system.
Changes should be discussed with USA Digital Solutions, Inc. prior to being made if there is ANY

doubt as to the effect of the change.

Users with experience with the Setup Options in Impact/SQL versions prior to 8.0 will recognize that there
has been a complete reworking of the user interface starting with version 8.0. The interface is now based
on a “tree” layout, with the categories on the left side of the screen and details shown on the right. In
addition, the assorted options have been re-grouped by functional areas and are no longer grouped by
the predominant Impact/SQL module to which they relate.

Setup Options =
&5 Print
2] Geners
Defauit Underwrter
Fle Numbering -
Invoicing 1 Default Underwriter
- Miscellaneous
- NAF » Default Underwriter: 1 - Fidelity National Title Insurance Company
Tile Instnuctions
Accounting Functions
Deposit Slips =1 File
-~ Income
~ Manual Checks « File Numbers Assigned by Each Branch: No
Miscellaneous » Enable Alphanumeric File Numbers: Yes
Overdrafts = Enable Title File Numbering: No
Posting o Begin At: When file is opened
- Recandilation = Allow Automatic Escrow Numbers: Yes
- Wire Processing « Allow Manual Escrow Numbers: Yes
Incoming # Allow Automatic Direct Order Numbers: Yes
Outgoing » Allow Manual Direct Order Numbers: Yes
Escrow Functions
- Data Entry
- GFE Defaults =1 Invoicing
Proration Defaults (GFE, COM, CDF)
Disbursements » Allow Invoice Date to Be Changed: Yes
HUD Printing » Default Invoice Type To- Pre-Bill
CDF Printing
- Stalement Prnting + Accounting
Miscellaneous o Allow Invoice Entry- Yes
Receipts w Create and Edit Pre-Bill: Yes
Receivables = Create and Edit Regular: Yes
CDF Defautis = Switch Pre-Bill to Regular: Yes
- Title Functions = Delete: Yes
- Data Entry = Allow Voiding: Yes
Policy
Prelm + Escrow:
Sub Escrow o Allow Invaice Entry- Yes
- Order Desk = Create and Edit Pre-Bill: Yes
- Word Functions = Create and Edit Regular: Yes
Emai Functions = Switch Pre-Bill to Regular: Yes
CRRAR Functions = Delete: Yes
= Allow Voiding No
-

V.

The functional categories available to users with Utilities access are:

General Functions
Accounting Functions
Escrow Functions
Title Functions

Order Desk

Word Functions
Email Functions
CRRAR Functions
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When a group header is highlighted, on the left side of the screen, as shown above, the right side of the
screen will present a display of the current settings under that functional category, with a scroll bar to
move through the display. When a “branch” of the tree is highlighted, below a functional heading, the
presentation on the right side of the screen will change to display the editable options. Each will be

discussed in the following pages. The %= Print function at the top of the screen can be used to print the
entire current setting set.

Click OK to save and exit, or click Cancel to close without saving (safest route).
General Functions

Default Underwriter

The Default Underwriter for the database is set on this screen. Underwriters are established, in Impact,
via the Document Maintenance menu in the Title module. Up to 99 underwriters can be set up in
Impact. Once set up, one can be picked to be the default for the database. As is noted on the screen,
the database-wide setting can be overridden for individual branches, via the Branch setup screen. The
default underwriter will appear on the Initial Questions Dates/Transaction Information screen when a file
is opened. Escrow or Title users may override the default underwriter, file-by-file, as necessary.

Setup Options (=]
o= Print

(- General Functions

- Defautt Undenwriter
- File Numbering

- Invoicing

- Miscellaneous

- NAF

- Title Instructions
- Accourting Functions
- Dieposit Slips

- Income
oo Marnnal Thacles

Default Underwriter: |1 - Fidelity National Title Insurance Company j

This database-wide setting can be ovemidden for individual branches
on the branch setup screen.

File Numbering

The File Numbering options deal with file numbering, both for Escrow and Title.

e

"

Setup Options

= Print

[=1- General Functions

- Defaultt Underwriter

- File Mumbering

- Invoicing r
- Miscellaneous

. MAF

- Title Instructions
[=- Accourting Functions
- Deposit Slips When file iz opened J
- Income

- Manual Checles
- Miscellaneous
- Overdrafts

- Posting

- Reconciligtion
[=- Wire Processing

File Mumbers Assigned by Each Branch

<l

Enable Alphanumeric File Numbers
Enable Title File Numbering

-

<]

Allow Automatic Escrow Mumbers

<l

Allow Manual Escrow Numbers

<l

Allow Automatic Direct Order Numbers
Allow Manual Direct Order Numbers

<]
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File Numbers Assigned by Each Branch — This option is used in conjunction with having file numbers
automatically assigned. If enabled, then the number ranges for files at each office must be set under
System Files > Select Next Escrow\Direct File Number. See that section of this manual for a
discussion of that function. The alternative is file numbering with one sequence across the database.

Enable Alphanumeric File Numbers — Allowing alphanumeric file numbering permits users to use letters
in their file numbers as opposed to just numbers. This can come in handy when establishing Project files
or naming files for training purposes where the “name” of the file is a handy reference rather than the
users having to remember a specific file number. In the normal course of business, however, if automatic
file numbering is turned on, most file numbers will be numeric and sequentially issued — generally only a
manual assignment would be done alphanumerically.

Enable Title File Numbering — This option will provide for a separate file number for the title file than that
used for the escrow file. This is not required; it is a business preference. There are three sub-options that
determine when and how the title file number is assigned.

Manually, if selected, will require the Title user to assign a manual number after the title search is
ordered. The user will need to select the file using the escrow number assigned via Escrow >
Edit > Update Search and Exam Info and change the file number from the original escrow
number to the desired number. Once that is done, both numbers will appear in the status bar.

When File is Opened, if selected, will automatically assign a title file number when an escrow file
is created. The title number will appear after the escrow number in the status box (lower left
corner of the Impact screen).

When File is Ordered, if selected, will not assign a title file number until the title order is
generated. This will preclude numbers from being assigned that are related to escrow files that
will not be involved with title or which are cancelled.

Allow Automatic Escrow Numbers — Turning this option on, which will then require completing the
System Files > Select Next Escrow\Direct File Number screen, will provide for automatic and
consecutive numbering of escrow files (and Directs, if linked). If not selected, then the user will be forced
to enter a unique file number manually.

Allow Manual Escrow Numbers — If the company wishes to permit the users to enter manual numbers,
even if automatic numbering is turned on, this option should be checked. This is useful, for example,
when transferring from another system to Impact/SQL and you wish to be able to enter numbers already
established on the other system as you transfer file information to Impact/SQL. This option will also be
required to be turned on if you want the users to have the ability to enter alphanumeric file nhames for
Projects, Overhead Fee Accounts, or training files, for example.

Allow Automatic Direct Order Numbers — This is similar to automatic escrow file numbers above, but
for Direct Orders.

NOTE: On the System Files > Select Next Escrow\Direct File Number screen, you can tell
Impact/SQL to use the same automatic numbering scheme for both Escrow and Direct Order files.
Also, if Direct Orders are not used by the company, Automatic Direct Orders will be enabled as a
default. (One type of Direct Order setting is required.)

Allow Manual Direct Order Numbers — This option is similar to manual escrow numbers above, but for
Direct Orders.
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Invoicing

The Invoicing options deal with Invoicing; for Accounting, Escrow, and Title.

Setup Options
2 Print

General Functions
- Default Underwriter
- File Numbering

Miscelansous

- NAF
Tile Instructions

Accounting Functions

- Deposit Slps

- Income
Manual Checks
Miscellansous

- Overdrafts
Posting
Reconcilistion

-}- Wirs Processing

- Incoming
Outgoing

Escrow Functions

- Data Entry
GFE Defauks
Proration Defaults (GFE, COM, CDF)

- Disbursements
HUD Prnting
Statement Printing
Miscellansous

' Alow Inveice Date to Be Changed
Defaut Invoice Type To: [Precbil <]
Aogourting
R Allw Invoice Entry
¥ Create and Edi Pre-Bil
¥ Create and Edit Regular
¥ Switch Pre-Bil to Regular
W Delete
™ Alow Vaiding

Escrow

M Alow Invoice Enry
W Create and Edt Pre-Bil
' Create and Edt Regular
¥ Switch Pre-Bill to Regular
¥ Delete
I™ Alow Voiding

m,

- Receipts
Receivables

Title Funcions Titls

- Data Entry ¥ Alew Invaice Ertry
Policy
Preim
Sub Escrow ¥ Create and Edit Regular

- Order Desk
Word Functions
Emal Functions I Delete

~CRRAR Functions - I Alow Voiding o

Cance

4

¥ Create and Edit Pre-Bil

¥ Suitch Pre-Bil to Regular

Allow Invoice Date to be Changed - If this option is not enabled, the system will be set to only allow the
current system date to be used on new invoices and no invoice dates will be permitted to be edited.

Default Invoice Type To: Regular or Pre-Bill — If the company, in the normal course of business, issues
“estimated cost” invoices on each order (pre-bills), then the Pre-Bill option should be selected from the
drop-down list. Otherwise, the Regular option should be selected. The humbering for each type is distinct
and set under System Files > Set Next Invoice Number.

Accounting

Allow Invoice Entry — When this option is enabled, users in the Accounting module will have an
option, Invoicing > Add and Modify Invoices, to enter invoices for fees. While invoicing
historically has been a Title function, this option permits Accounting users to issue invoices.

If enabled, the following checkboxes display:

Create and Edit Pre-Bill — This option allows an Accounting user to create and modify pre-bills.

Create and Edit Regular — This option allows an Accounting user to create and modify regular
invoices.

Switch Pre-Bill to Regular — This option allows an Accounting user to switch pre-bills to regular
invoices.

Delete — This option permits an invoice to be deleted by an Accounting user. Because invoices
are issued with automatic, sequential numbers, if the company wishes to preserve a record of
each invoice issued, this option is not recommended.

Allow Voiding — This option permits an invoice to be voided.
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Escrow

Title

Allow Invoice Entry — When this option is enabled, users in the Escrow module will have an
option, File > Add and Modify Invoices, to enter invoices for fees. While invoicing historically
has been a Title function, this option permits Escrow users to issue invoices.

If enabled, the following checkboxes display:

Create and Edit Pre-Bill — This option allows an Escrow user to create and modify pre-bills.

Create and Edit Regular — This option allows an Escrow user to create and modify regular
invoices.

Switch Pre-Bill to Regular — This option allows an Escrow user to switch pre-bills to regular
invoices.

Delete — This option permits an invoice to be deleted by an Escrow user. Because invoices are
issued with automatic, sequential numbers, if the company wishes to preserve a record of each
invoice issued, this option is hot recommended.

Allow Voiding — This option permits an invoice to be voided.

Allow Invoice Entry — When this option is enabled, users in the Title module will have an option,
Misc. > Add and Modify Invoices, to enter invoices for fees.

If enabled, the following checkboxes display:

Create and Edit Pre-Bill — This option allows a Title user to create and modify pre-bills.
Create and Edit Regular — This option allows a Title user to create and modify regular invoices.
Switch Pre-Bill to Regular — This option allows a Title user to switch pre-bills to regular invoices.

Delete — This option permits an invoice to be deleted by a Title user. Because invoices are issued
with automatic, sequential numbers, if the company wishes to preserve a record of each invoice
issued, this option is not recommended.

Allow Voiding — This option permits an invoice to be voided.
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Miscellaneous

This set of options is a catch-all category for items that do not have a number of related options.

Setup Options @
iz Print

I General Functions ‘
i~ Default Underwriter

<

Enable Mutiple Title Departments

Remove Delete lcon from Receipts and Disbursements
Enable Viewing of File History Log
Enable File Tracking

< 7

i Title Instructions
[ Accourting Functions
[ Escrow Functions

<l

(- Title Functions V' Allow Title to Access Escrow Tracking
Order Desk = . X .
. Word Functions Enable Waming Message When Accessing a Closed and/or Cancelled File
- Email Functions [ ForClosed Flles Use Intial Questions Close Date
-~ CRRAR Functions W Allow Escrow to View Conversation Logs from Title

[ DSl Functions
W Alow Title to View Conversation Logs from Escrow

I” Force deletion of cument users attachment files sfter specfied number of days
Mumber of days to retain files: |7

W Defautt Property County to Branch County on New Orders

r ol

™ Muto Publish to Document Management Systems

Cancel

A

Enable Multiple Title Departments — This option permits the existence of more than one title department
branch. If turned on, each escrow branch that is set up must be linked to one or more of the title
departments that are established. See Branch Setup > Title Departments tab. With multiple title
departments, orders can be routed (by printing or emailing) to a more targeted audience.

Remove Delete Icon from Receipts and Disbursements — This option used to be able to only be
set/modified by USA Digital Solutions, Inc. personnel; it has now been “exposed” for use by local system
administrators. Selecting the option will prevent users from being able to delete receipts or disbursement
entries. It is strongly recommended that this option be turned ON, to prevent a break in item sequencing.
From an audit standpoint, being able to delete items is not recommended. Receipts can be zeroed out
and disbursements can be voided, as alternatives to deleting them.

Enable Viewing of the File History log — Certain events that occur within Impact/SQL when you access
a file are tracked and written to a history log. If this option is enabled, you can select the File > View
Escrow History menu in Escrow or the File > View File History menu in Title to display the History Log
screens. The items tracked are detailed in the Escrow manual.

USA Digital Solutions, Inc. Utilities v10.6.545 Manual
07/08/2016 Page 60 of 183



Enable File Tracking — This option controls the Tracking function that provides a place where dates can
be recorded relating to the start date and completion date of various requirements of each file. For
example, some items might include: demand for the payoff for the 1st mortgage, the appraisal, and the
termite inspection. A default tracking table can be established under Utilities > User Tables > Tracking
Descriptions > Escrow (or Direct Order) for both Escrow files and Title Direct Order files, and can be
further customized by Transaction Type. The tracking entries may be customized by file as well. The
entries of the Date Ordered and Date Received are made manually through the Escrow and/or Title
modules.

Allow Title to Access Escrow Tracking — This is a sub-option under the Enable File Tracking
option discussed above. If enabled, the Tracking screen maintained in the Escrow module is
made available to Title users. This is handy as some of the items being tracked may be under
Title’s control. When they complete the work, they can then record that fact which increases
communication channels with Escrow.

Enable Warning Message When Accessing a Closed and/or Cancelled File — When this option is
enabled, and a user tries to access a closed and/or cancelled file, a pop-up notification will be received
warning the user of the file’s status. This can help ensure work is not done in the wrong file (if a similar
but incorrect file number was entered, for example). The date in this message is, traditionally, the date
the fee check was taken (assuming the option to set the Closed Date when the fee check is cut is
enabled).

For Closed Files Use Initial Questions Close Date — This sub-option lets the date in the
warning message (above) be the Close Date from the first screen of Initial Questions.

Allow Escrow to View Conversation Logs from Title, and

Allow Title to View Conversation Logs from Escrow — These two options relate to conversation logs
available to Title on Escrow files, in addition to those which are available to Escrow on Escrow files. With
these options, the two conversation logs can be shared in one or both directions.

Force deletion of current users attachment files after specified number of days - This option is
designed to limit the space requirements of “user attachments”, a function which lets users attach
dissimilar documents to files so they can be emailed or published together. It is intended as a temporary
function, and this option enforces that by prompting users about older documents.

Number of days to retain files: ## - the number of days to allow documents to be retained as
user attachments is defined with this sub-option.

Default Property County to Branch County on New Orders — This option does as it says, which is the
historic behavior for Impact. Some clients do not wish for that behavior, so it was made optional.
Deselecting this option will keep the county from defaulting to that on the Branch setup screen.

Prompt for Automated Title Search — This option is only available if USA Digital Solutions, Inc.
Messaging is installed, and with a title provider’s integration configured. If not, this option is grayed out.
Click @ for additional information about the field.

Auto Publish to Document Management Systems — When this option is enabled, the system will
prompt the user as to whether they wish to publish whatever document they have just edited to a third-
party document management system. When not enabled, manual triggering of the publishing is required
(available when a document management system integration is in place).
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NAF (Name and Address File)

The NAF (Name and Address File) is used to house the company-wide, or branch level, directory of
names and institutions that are commonly involved with transactions. Using the NAF to enter data
speeds data entry and helps ensure data consistency for reporting.

Setup Qptions @
i Print

El- General Functions

- Default Underwriter
- File Mumbering
nvoicing
Miscellansous

[¥ Enable Central NAF
[ Enable Automatic 1D Numbers in NAF

.- Title Instructions Ii
B~ Accounting Functions -
[ Escrow Functions
@~ Title Functions
- Word Functions
- Email Functions
- CRRAR Functions
(- DSI Functions

There are two options on the NAF screen:

Enable Central NAF — Having a centralized Name and Address File (NAF) where all users share the
same listing, when combined with a limited number of NAF administrators, can greatly enhance the
effectiveness of the NAF. This will help limit redundant entries, making it easier for the users to find and
select the correct entry, and can make managerial reporting of more use by limiting data-splitting across
the redundant entries. If this option is not enabled, there will be a separate NAF established for each
branch number; and, separate NAF Administrators will need to be available for each branch.

Enable Automatic ID Numbers in NAF — When this option is enabled, the NAF (Name and Address
File) issues a unique ID number for each entry in it. This can be useful when integrating data from the
NAF with other non-Impact systems such as a general ledger accounts receivable package. If selected,
the Start At: field is accessible, for entry of the starting ID number. The figure presented in that field will
not increment up as numbers are assigned; it simply indicates where the numbering started. Numbers
cannot be manually assigned, so an entity would be established in the NAF first, have its number
assigned, and then that number could be attached to the corresponding entity in the outside system.
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Title Instructions

Settings related to Title Instructions are controlled on this screen.

Setup Options
o Print

[} General Functions

i Default Undenariter
- File Numbering

i Invaicing

i Miscellaneous

L NAF

i Title Instructions
[ Accounting Functions
[+ Escrow Functions

[+ Title Functions

- Order Desk.

- Word Functions

I Print Full Legal on Title Instructions

¥ Do Not Print Title Instructions; Email Instead
I Send Emailto Title Officer
¥ Send Email to Title Department

¥ Send Email to Marksting Reps Lpon Order Acceptance
[~ Mtach Copy of Title Instructions to Email

- Email Functions

Print Full Legal on Title Instructions — This option, combined with properly configured Title Instruction
report templates, controls whether the full legal description is presented on the Title Instructions.

Do not print the Title Instructions; email Instead:
Send email to Title Officer
Send email to Title Department

This option allows the Title Instructions to be routed to one or more persons or to a department
instead of being printed. An e-mail account will need to be configured for use by the Print Title
Instructions module. The Print Title Instructions module is configured through the Impact
Windows Service interface, documented separately. An e-mail address for the recipient(s) is
entered on the Branch setup screen for the Title Branch(es) and the User setup screen for Title
Officers.

Send Email to Marketing Reps Upon Order Acceptance — This option will send an email notification to
the Marketing Reps on the file upon the receipt of the Title Order in Title. The Marketing Reps must have
their emails loaded in the Marketing Reps User Table for this function to work.

Attach Copy of Title Instructions to Email — This sub-option will attach a copy of the Title
Instructions to the email notification to the Marketing Reps upon order acceptance.
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Accounting Functions
Deposit Slips

The first category of settings, in the Accounting Functions group, is Deposit Slips. All options relating
to deposit slips are consolidated on this screen.

Setup Options 2
¢ Print

--Genelal Functions
F.I--Apcourding Functions
- Deposit Slips

5
o
=]
3
m
<

Print Deposit Slips on Check Printer

- Miscellaneous ¥ Alow Escrow to Prepare Deposit Slips
- Overdrafts I¥ Restrict Access by Branch
----- Posting

<]

Allow Accourting to Prepare Depostt Slips

(- Wire Processing [ Alow Manual Deposit Slips
[ Escrow Functions . .
B} Title Functions [V Mlow Escrow to Void Deposit Slips
- Word Functions [~ Mlow Backdating of Deposit Slips

- Email Functions

Print Deposit Slips on Check Printer — If this option is enabled (recommended), all deposit slips will
route to the user’s check printer where they will be printed on the blank check stock with MICR toner.
Also, the encoding will be done in the MICR font. This will result in an item that can be “read” by banks’
item processing equipment. Users will then not need to prepare a deposit slip manually and the company
will not have to purchase pre-encoded deposit slips. This may limit deposit slip errors and enhance
reconciliation efforts.

Allow Escrow to Prepare Deposit Slips — Receipts coded with “depositable” receipt type codes will not
appear directly in reconciliations; they must be tagged for inclusion on a deposit slip, if either this Escrow
option or the Accounting equivalent is checked. If neither is checked, all receipts will appear individually in
the reconciliation file. Depending on who is preparing and making the physical bank deposits of
depositable items (checks and cash) the company may want to turn this option on. If Escrow personnel
are performing this function, then the option must be turned on. This will allow Escrow users to tag
receipts generated with a “depositable” receipt type code into deposits and to generate deposit slips out
of the system, precluding the need to prepare a deposit slip manually. If the Accounting staff is preparing
the deposits, there is no need to turn this option on.

Restrict Access by Branch — This option refers to the Escrow users only being able to see
receipts from their branch in the deposit slip preparation screen. This option is highly
recommended so deposits are not mixed up across branches. Accounting users will still see all
receipts on the deposit slip preparation screen.

Allow Accounting to Prepare Deposit Slips — If this option is enabled, Accounting users will have
access to the deposit slip preparation screen. While Escrow users can be restricted to seeing only the
receipts from their respective branches during deposit slip preparation (option discussed above),
Accounting users will see all receipts that are available from all branches. The company may wish to turn
this option on even if the bulk of deposits are prepared by Escrow users as there may be instances where
Accounting may need to make a deposit for Escrow (for making deposits of loss fundings, for example, or
just as a backup resource for Escrow). The options discussed above should be used in conjunction with
this option to best “fit” Impact’s configuration into your company’s specific policies regarding deposits,
specifically as Escrow users may not be permitted certain behaviors, which Accounting will then need to
perform.
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Allow Manual Deposit Slips — This option is used when a company is switching from not using Impact-
generated deposit slips to using them. Outstanding deposits would be entered manually so they will
appear in the next reconciliation. This is a rarely used option.

Allow Escrow to Void Deposit Slips — When enabled, this option permits voiding of deposit slips. When
a deposit slip is voided, the receipts that were assigned to it will move back to the deposit slip preparation
screen for inclusion on another deposit. A receipt may not be modified if it is included in a deposit slip, so
the slip would need to be voided to allow modification of a receipt that was on it.

Allow Backdating of Deposit Slips — Users authorized to prepare deposit slips (Escrow and/or
Accounting) can be given access to backdate a deposit ticket with this option. As deposit slips should be
prepared promptly each day, there is generally no need for this functionality.

Income

There are quite a few income-related options. “Income” refers to the escrow fees, title premiums and
other pass-through fees collected under the Company’s name. The Company’s payee shortcut for
income items is : T (read as “colon T”).

Setup Options =
o Print
General Functions |
= Accourting Functions
- Deposit Slips
- icame Fee Instrument Type: | Transfer Slip =|  Set Number
i+ Manual Checks
i Miscellaneous I Enable Overhead Fee Accourts
- Overdrafts
- Posting ¥ Require Income Codes on Fee Checks and Transfer Siips
+- Reconciliation
Wire Processing ¥ Close Escrow Files on Issuance of Fes Checks or Transfer Slips
(- Escrow Functions ¥ Remove Closed and Recording Dates upon Veiding of Fee Checks or Transfer Slips
[ Title Functions
Order Desk ¥ Alow Escrow to Enter, Modify or Delete Closed and Recording Dates Manually
-~ Word Functions
Email Functions I™ Wam I Invoice Exists When Printing Fee Checl/Slip
- CRRAR Functions
- DS Functions

I Restrict Changes to Posted Income to Allow Only the Income Code to Be Changed

¥ Enable Adjust Income Analysis By tem Enable Adjust Income Analysis By Ttem

¥ Allow Escrow to View Income Fo? This option is only enabled when FNF Standards are disabled

Fee instrument Type — There are two options available:

Check — A check must be physically generated out of each file to provide for the collection of
Company fees (escrow, title, and miscellaneous). The Company check is identified by the use of
the “T” payee (read “colon T”). When “T” is entered in the payee field during data entry on the
HUD or worksheet, it means the funds are to be issued to your Company. These checks must
then be endorsed and deposited into the operating account. The information on fee checks is
stored in the Income Analysis system, for reporting purposes.

Transfer Slip — This option can be a great timesaver and involves no negotiable instruments.
You can select this option, with two alternatives for how fees are tracked for transfer to the
operating account, and stop the generation of paper fee checks file-by-file. In lieu of checks,
transfer slips (aka fee slips) will be issued, when the “.T” payee is used, on the document printer
and the fee information (dollars by income code by file) will be entered into the Income Analysis
system. Reporting from that system can support the routine transferring of funds from the escrow
trust account(s) to the Company’s operating account. The funds may also be transferred to an
“overhead fee account” (another escrow file) should the Company desire to see the funds
retained on the Trial Balance until physically moved to the operating account. (See Enable
Overhead Fee Accounts below for more information).
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Should multiple escrow trust accounts be used at a specific branch, the reporting out of the
Income Analysis system cannot be relied upon to support the transfers until a “Bank” break is
added to the reporting. Overhead fee accounts can be used in that situation in conjunction with
fee transfer slips; there must be an Overhead Fee Account (OFA) for each escrow trust account.
With the use of overhead fee accounts, the funds are either disbursed by check from the
overhead fee accounts, after being collected there via the transfer slip function, by wire out
disbursement, or negative receipt in the case of a bank transfer.

Voids of fee transfer slips are managed smoothly by passing the reversing entries to the Income
Analysis system and overhead files, if used, thereby netting down subsequent transfers to reflect
the voiding of a previously taken fee.

Set Number — This option is required for the Transfer Slip setting. When this option is
clicked, it will ask for the next fee ticket number. The number cannot be 0, and the numbering
sequence must not conflict/overlap with the check numbering sequences of any of the banks
set up in Impact/SQL. Generally, a high starting number, with many more digits than those of
the banks’ check sequences, is utilized. The sequencing is for all transfer slips, across all
escrow trust accounts.

Enable Overhead Fee Account — (Refer to the Banks section earlier in this manual, and the discussion
of the income options above, for more information related to this topic in making the determination
whether to use this option.) If fee transfer slips have been selected to be used, the funds can be reflected
as having been pulled from the escrow files. The Trial Balance will reflect a lower balance in total even if
the funds have not yet been pulled from the escrow trust bank account. Alternatively, the funds can be
reflected as having been pulled from the escrow files and transferred to an “overhead fee account”. There
would be one overhead fee account, which is just an escrow file that will be continuously used for this
purpose, set up for each escrow trust account. If this function is turned on and a fee transfer slip is
generated, the funds will be automatically receipted out of the escrow file and into the overhead fee
account established for the escrow trust account of the file from which fees are being taken. The funds
will remain in the overhead fee account ledger, and would therefore be reflected on the Trial Balance,
until a check or transfer out was issued to remove the funds, which would then be deposited in the
operating account and recorded in the general ledger of the Company. A void of a fee transfer slip will
flow through to the overhead fee account as a reversing entry and a reversal of a void will flow through
with the appropriate re-crediting of the fee. The primary consideration for use of an overhead fee
account(s) is whether the company wishes for fees to continue to be reflected on the Trial Balance until
they are actually moved out of the escrow trust account(s).

Require Income Codes on Fee Checks and Transfer Slips — This option affects Escrow users directly
in day-to-day operation. If turned on, the option requires that every line item on a fee check or fee slip
must be coded with an income code. While some lines may be coded by default based on their entry
point on the HUD, not all lines will be. This option forces the users to edit the fee disbursements (those
made out to the “:T” payee) to include an income code on every line item. The revenue check or fee slip
will not be able to be printed until all items are coded. This is a highly recommended option as it ensures
that all revenue data makes it into the Income Analysis system and that information reported out of that
system is full and complete. This is mandatory if bulk transfers of fees are being done based on reporting
from the Income Analysis database.
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Close Escrow Files on Issuance of Fee Checks or Transfer Slips — When this option is enabled, it will
cause the date of the fee check/fee slip to be entered into the Close Date and Recorded Date fields
within Impact/SQL Escrow. The “fee check/fee slip” is identified as the check/slip issued to the “T” payee
(read “colon T”, for Title Company). If the company’s policy is to issue fee checks on the day of closing,
then this option helps to guarantee that the files are properly tagged with the correct closing date. If fees
are routinely, by company policy, taken before or after the formal closing date, then the Company may
decide this option should not be turned on. If turned off, the escrow staff must be trained to routinely enter
the appropriate date(s) into the Close Date and Recorded Date fields or reporting that keys off of those
dates will be meaningless. When this option is turned on, the Allow Escrow to enter, modify or delete
Closed and Recording Dates manually option (discussed below) can be disabled so the only way a file
can be flagged with a Close Date is with a fee check/fee slip being issued. The only way to change a
Close Date if being forced from the fee check is through Utilities > Tools > Update Escrow Information
if the Allow Escrow to enter, modify or delete Closed and Recording Dates manually option is
disabled. The Close Date appears on the Trial Balance report and on some MIS reports in addition to
being stored in the ledger.

Remove Closed and Recording Dates upon Voiding of Fee Checks or Transfer Slips — This option
will remove the Closed and Recording Dates on a file when the fee check/slip is voided. Normally, the
Close Escrow File on Issuance of Fee Checks or Transfer Slips option is turned on (above) and the dates
entered as a result of that option are the ones being removed when the void is done. This may impact
MIS and other reporting (based on Closed Date) if voids are done on prior month items.

Allow Escrow to Enter, Modify or Delete Closed and Recording Dates Manually — If this option is
turned on, the user can, or must, if the Close Escrow files on issuance of Fee Checks or Transfer
Slips option is not turned on, enter the close date for a file without involving the fee check/fee slip
process. This option adds Close File to the Escrow Disbursements menu. Note: the Close Date in Initial
Questions is not the same field; that one is the “Estimated Close Date”, which does not “close” the file.

Warn if Invoice Exists When Printing Fee Check/Slip — This option will result in the user being warned
that an invoice exists for a file if a fee check/slip is being printed. The user may still print the fee
check/slip.

Restrict Changes to Posted Income to Allow Only the Income Code to Be Changed— This option
limits changes to posted income data, via Accounting > Misc > Adjust Income Analysis, to just income
codes. Amounts, dates and other data will not be permitted to be changed. This provides tighter control
over income data but does permit errors in income code selection to be corrected without going through a
complete fee check/slip voiding and reissuing cycle.

Enable Adjust Income Analysis by Item— There are two variations of the Adjust Income Analysis
editing function — By File Number and By Iltem. The By File Number alternative is the default function,
beginning with Impact/SQL version 8.0. Historically, the By Item method was the norm. Both are
described in detail in the Accounting manual. The By File Number option provides greater control over
ensuring that the original fee check/slip remains intact, from a dollar total standpoint, than the By Item
function does — which is why By File Number is the new standard. Clients that insist on the old, By Item,
approach, can turn on this option...otherwise the By Item approach is not presented. The @ Info icon
brings up the screen shown in the earlier screenshot, explaining the option is not available if FNF
standards are enabled.

Allow Escrow to View Income — The Company can control whether they wish Escrow module users to
be able to view and/or print their own income information from the Reports menu. The Escrow Manager
will be permitted to print income data for the entire branch while individual Escrow Officers will only be
permitted to print their own information. If management does not want this data to be available for such
access, then this option should not be checked. All income reporting would then come out of the
Accounting and MIS modules exclusively.
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Manual Checks

There are two options on the Manual Checks screen, both relating to escrow users and manual checks.

NOTE: Accounting users can always enter manual checks. Manual checks, in this context, are
checks that are not prepared in Impact, but which are truly hand-completed outside of Impact
(during a printer failure, for example).

Setup Options @
o Print
& General Functions
- Accounting Functions
Deposit Slips

Income

_ W Allow Escrow to Enter Manual Checks
Miscellaneous I Allow Floaters w/Check Write to Enter Manual Checks

- Overdrafts

Allow Escrow to Enter Manual Checks — In normal operation, checks are issued out of Impact/SQL to a
laser printer on blank check stock. This functionality ensures that information about checks is captured by
the system through their generation. There can be, however, instances where manual checks might need
to be issued: the check printer(s) might be disabled, the entire system may be out of commission, and
there is demand for an immediate check. In this case, the Company should have a policy governing who
will issue manual checks (Escrow or Accounting) and will need to have some pre-printed check stock at
the disposal of the appropriate people. After a manual check is prepared, data about the check (payee,
amount, escrow file, date) will need to be entered into Impact/SQL. This option allows for that information
to be entered by Escrow users in addition to Accounting users. Generally, as these are “special events”
and will have potential positive pay processing and/or reconciliation impacts, Accounting needs to be
aware of the existence of manual checks and so often the entry of that data is restricted to Accounting
users. It may be that the physical issuance of manual checks is also restricted to Accounting users, but
that is outside of Impact/SQL’s reach. Manual check entry also allows for the entry of address information
on the checks.

Allow Floaters w/Check Write to Enter Manual Checks — One category of users, controlled by Access
Code in the Users table, is Floaters - with Check Write ability. As these individuals may be in and out of
many branches, the company may wish to restrict their functionality a bit more than an Escrow user
permanently assigned to one branch or, conversely, expand it if they are “power” users. If the option is
selected permitting Escrow users to do manual checks, Floaters - with Check Write ability can be
restricted if the company so desires or the company may only want these users to do manual checks and
not all of Escrow.
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Miscellaneous

The Miscellaneous screen, under Accounting Functions, addresses two functions that do not fit in the
other categories...and they are not related to each other.

Setup Options @
o Print

- General Functions
E--Accounting Functions
- Deposit Slips

- Income

- Manual Checks
. Positive Pay Options: |Buth ﬂ
- Overdrafts

ER =Py

I~ Allow File Transfers on Files with Negative Balances

Allow File Transfers on Files with Negative Balances — File transfers, between branches and/or
banks, will not be permitted for negative balance files, if this option is not enabled.

Positive Pay Options — Select an option from the drop-down list to allow the system to be configured for
no positive pay (None), Positive Pay, Reverse Positive Pay, or Both. This option depends on the
banks used by the Company for their escrow trust account(s).

Positive Pay: This feature generates a file of checks issued out of Impact, for transmission to the
bank, to be matched against items presented for payment. Please refer to the Impact Accounting
manual for a more complete discussion on Positive Pay. This option, when selected, makes the
feature available to Accounting module users. The decision to use this function does not need to
be made at the initial setup.

Reverse Positive Pay: As with Positive Pay, the need for this feature to be enabled is a function
of the bank being utilized by the Company. Some banks will not accept a Positive Pay upload, but
will generate a file of items presented for payment that the company can then, through
Impact/SQL, match against checks issued. The Company will then notify the bank of items to be
rejected. Please refer to the Impact Accounting manual for a more complete discussion on
Reverse Positive Pay. This option, when selected, makes the feature available to Accounting
module users. The decision to use this function does not need to be made at the initial setup.
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Overdrafts

The Overdrafts options screen address permitting overdrafting of escrow files as well as logging reasons
for overdrafts.

Setup Options @
i Print

[~ General Functions ‘
B Accounting Functions

i~ Deposit Slips

v ;
Manual Checks Allow Overdrafts with Password

Miscellaneous Password: |PASS [ Use Dynamic Password
Posting
i-- Reconciliation Password: |PASS [ Use Dynamic Password
[#1- Wire Processing
- Escrow Functions

1 Tale Comedicnn

¥ Allow Overdrafts on Outgoing Wires with Password

[¥  Require Reason on Overdrafts

Allow Overdrafts with Password — There are two methods available to the company for handling
overdrafts (caused by a check): (1) with passwords or, (2) the company may choose to forbid overdrafts
completely. Leaving this option unchecked will prevent overdrafts caused by a check from being
permitted in any instance. Checking this option permits overdrafts with two different safety mechanisms:
dynamic or static passwords.

The sub-option Use Dynamic Password, when checked, will trigger the use of a two-step
password routine if a user tries to disburse more funds than are in a file. The user will be
presented with a “key” (set of numbers) and will be prompted to call the responsible Accounting
user for the password that goes with the key presented. The Accounting user will enter the key
provided by Escrow into the password module in Accounting and a unique key will be returned
which is then given to the Escrow user to be entered into that system. This password will permit
the file to be overdrawn. A log of all of the instances of overdrafts being authorized through this
mechanism is maintained in the system and can be printed out. If Use Dynamic Password is not
checked, but Allow Overdrafts with Password is checked, then the Password field will be
opened up into which a static (unchanging) password is to be entered. Selected users will need to
be given this password with which they can permit a file to be overdrawn. As static passwords
tend to get pretty wide distribution quite quickly, the dynamic approach is safer, but it takes more
time in execution at each overdraft. If a static password approach is taken, routine changing of
the password is highly recommended and serious training on limiting its distribution is necessary.

Allow Overdrafts on Outgoing Wires with Password — This option behaves similarly to the Allow
Overdrafts with Password option above, but relates specifically to outgoing wires as opposed to checks.
The two alternatives of password protection discussed above (dynamic and static) are applicable here as
well. Please refer to the discussion above for further details.

Require Reason on Overdrafts — In addition to requiring a password in an overdraft situation, a reason
for the overdraft can be required. This option forces a reason to be entered. This reason will be printed on
one version of the Trial Balance and on the Overdraft Report, if available.
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Posting

There are only two options relating to the posting of the daily work, and both are recommended to be
turned on.

Setup Options @

= Print

--Geneml Functions

- Accounting Functions
- Deposit Slips

- Income

- Manual Checks
- Miscellaneous ¥ Daity Receipts Joumal by Bank

Overdrafts ¥ Daily Disbursements Joumal by Bank

Include the Following Reports in the Posting Analysis:

Include the Following Reports in the Posting Analysis — There are two reports that can be added to
the output generated when the daily work’s posting process is started:

Daily Receipts Journal by Bank
Daily Disbursement Journal by Bank

These are handy reports to have on hand to assist in researching posting issues that might arise. While
the routine output generated, as the Posting Analysis, contains the posting detail, these two reports are
formatted to make the data more readable, on a macro level.

Reconciliation

These options relate to the escrow trust account reconciliation functionality.

Setup Options @
i Print

[- General Functions ‘
=8 Accourting Functions

i~ Deposit Slips
- Income -
I~
Marual Checks Auto-Clear Voided Checks
- Miscellaneous W Mark Zero-Dollar kems as Cleared

-Overdrafts
- Posting

<

Create Auto Adjustments for Checks lssued/Paid Differences on Recon Impart

. [ Only Clear Deposit Slips by Tickst Number on Recon Import

(- Wire Processing W Include Book Adjustment for Total Undeposited Receipts

[]- Escrow Functions . . -
&1 Tile Functions ™ Prompt Userto Print Reports Before Posting Reconcilistion

- Ward Finction

Auto-Clear Voided Checks — With this option enabled, checks that have been voided as of a date up
through the date of the reconciliation being done will automatically be flagged as cleared and will not
appear in the reconciliation when it is opened. Checks that are voided as of a date beyond the
reconciliation date will still appear in the reconciliation with a Status flag of “V”. These are referred to as
“future voids”. If the option is not turned on, voided items will appear in the reconciliation and will have to
be cleared by hand. It is recommended that the option be turned on.

Mark Zero Dollar Items as Cleared — When you perform a reconciliation, zero (0.00) dollar amount
items, through the date of the reconciliation, are automatically marked as cleared when this option is
enabled. Itis recommended that the option be turned on.
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Create Auto Adjustments for Check Issued/Paid Differences on Recon Import — This option is
utilized when using the Recon > Import function in Accounting to build the reconciliation file. This feature
automatically creates a bank adjustment, in the reconciliation, for any difference between the amount of
the check issued, and the amount that was actually paid at the bank.

Only Clear Deposit Slips by Ticket Number on Recon Import — This option will require a match on
both ticket number and dollar amount, when Import is utilized in preparing a reconciliation file, before a
deposit slip will be marked cleared. Some bank downloads of cleared items contain the deposit slip
number, and this option utilizes that feature. This aids in making sure that common-dollar deposits are
properly cleared — rather than just the first deposit for the dollar amount that matches the download item.

Include Book Adjustment for Total Undeposited Receipts — An automatic Undeposited Receipts
adjustment, in the reconciliation, on the Book tab in the bottom summary data area, is controlled by this
option. In addition, the Receipts Journal, when run for “undeposited receipts only” through the date of the
reconciliation, presents the data from the deposits details table, which is undeposited through the date of
the reconciliation...and so should match the automatic adjustment created if this option is enabled.

Prompt User to Print Reports Before Posting Reconciliation — Critical reports that are printed out of
the Reconciliation function (Summary, Cleared and Uncleared) cannot be re-printed after a reconciliation
is posted. This option, to prompt the user to print the reports before posting of the reconciliation, is
designed to ensure that the reports are printed. This is helpful when there is turnover in the Accounting
area and the habit of printing before posting is not ingrained in the personnel doing reconciliations.

Wire Processing — Incoming

There are two sub-sections under the Wire Processing section: Incoming and Outgoing. This is
because the functions are separate and distinct and need not both be enabled or disabled at the same
time.

Setup Options @
i Print

(- General Functions
= Accournting Functions
i Deposit Slips

- Income

- Manual Checks
i Miscellaneous [ Prompt for Additional Email Addresses on Accourting Acceptance

I¥  Enable Incoming Wire Processing

B- Wire Processing

Qutgoing

forn I R

Enable Incoming Wire Processing — This option controls whether the incoming wire processing
functionality of Impact/SQL is turned on. With this function turned on, Escrow users fill out an incoming
wire screen on an anticipated wire, which is then reviewed by Accounting. The funds associated with that
wire are not receipted into the escrow file until Accounting has provided a Fed Wire ID upon confirming
the physical receipt of the wire at the bank. This can help limit overdrafts as the receipting of wired funds
is more controlled, as wires should not be receipted into multiple files.

Prompt for Additional Email Addresses on Accounting Acceptance — This option is made available if
incoming wire processing is turned on. This option will result in a prompt asking the Accounting user if
they want to add additional email addresses to the acceptance notice that is generated for the originator
of the information on the incoming wire screen and the escrow officer on the file (if not the same person).
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Wire Processing — Outgoing

The outgoing wire processing functionality is separate and distinct from incoming wire processing. Some
companies may use one, but not the other, depending on their structure and distribution of
responsibilities. This process has the Escrow user complete an outgoing wire screen detailing information
about the wire they wish to send. The funds are immediately withdrawn from the balance in the file.

Setup Options @
oz Print

[#- General Functions
- Accounting Functions

- Deposit Slips
 Income Eriable Otgoing Wire Processing:
going Wire Processing: | All -
-- Manual Checks J
- Miscellaneous [ Prompt for Additional Email Addresses on Accourting Corfirmation
gv:tll'dlaﬂs [ Allow Escrow to Put Outgoing Wires on Hold
i Posting
‘... Reconciliation [ Allow Accounting to Enter Manual Outgoing Wires
B- ‘.“:u'ire Processing ¥ Enable Dual-Authorization by Escrow
Incoming

[ Escrow Functions I Allow Escrow to Void Outgoing VWires

Ll THla Fmeting

Enable Outgoing Wire Processing: The following three options are available from the drop-down list:

None: If selected, only Accounting users will have the short form available to them to enter
information on wires out. Escrow would communicate, on paper, with Accounting about wires
out.

Short Form in Escrow: If selected, Escrow users enter basic information about the wire out, and
Accounting does not confirm the wires. This option is used if Escrow personnel are doing the
wire activity with the bank directly.

All: If selected, a “long form” is presented to Escrow users, onto which they detail information
about the wire out they want sent, and Accounting is then notified of the desired wire and when
they execute the wire and get the bank confirmation it has gone out (indicated by the entry of a
Fed Wire ID on the wire out form by Accounting), a notice is returned to the originator of the
request and the EO on the file.

Prompt for Additional Email Addresses on Accounting Confirmation — This option is the same as the
similarly labeled option under Incoming Wires, discussed above.

Allow Escrow to Put Outgoing Wires on Hold — This sub-option allows the user to create a long form
wire out request in advance and place a hold on it, thereby not releasing it to Accounting. If the file is to
be overdrawn by the wire out and overdraft protection is turned on, the user will be prompted for the
overdraft password. (With the MFS Wire Integration option turned on, the user will not be prompted
about the overdraft until the wire out is released from the hold.)

Allow Accounting to Enter Manual Outgoing Wires — This option will permit Accounting users to
complete the short form outgoing wire screen, within Accounting, while Escrow users are using the long
form format, which interacts with Accounting. This will permit Accounting to create an outgoing wire
directly.
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Enable Dual Authorization by Escrow — This sub-option provides for dual authorization of wires out,
before they appear on the Accounting wire out confirmation screen. This option, when enabled, will
provide a Wire Approval screen, in Escrow, and Escrow users must be configured as either a Wire Out
Approver (user can approve wires entered by other users) or Wire Out Self Approver (wires entered by
such a user do not require a second approval) in the Password file.

Allow Escrow to Void Outgoing Wires —This option determines whether Escrow users are permitted to
void outgoing wires via the Misc. > Void Wire Out menu. The user will be required to enter the wire
number. Once the wire is identified, the user will have the option of voiding the wire out or canceling the
operation. As it can lead to duplicate disbursal of funds if voids are done improperly, care should be taken
when providing this function to a wider range of users than just Accounting. However, in a smaller
environment where Escrow staff handles all of the interactions with the bank(s) on wires, this setting
might be appropriately turned on.

Escrow Functions
Data Entry

There are quite a few options on the Data Entry screen, under Escrow Functions. They all relate to the
configuration of the Escrow users’ data entry screens, and default options thereon.

Setup Options (=
& Print
General Functions ‘
Accounting Functions
El- Escrow Funcions
L Type of Entry:
- GFE Defauts ¥ HUD
- Proration Defauts [GFE. COM, CDF) ¥ Worehedt
- Disbursements
*. HUD Frinting ¥ CDF [Closing Disclosure Fomm)
- CDF Printing ¥ Commercial
|+ Statement Prirting Defaut Ertry Type: [HUD <]
- Miscelaneous
- Receipts ¥ Enable Order Type Designation
- Receivables jeraton. [Boon&T0e =]
il Defaut Order Type Designation: |Escrow & Ttle
- Title Functions W' Enable Impact Bxpress
Order Desk I Enable Bil Toin Initial Guestions
Word Functions
Email Functions I Show Commissions in Iniial Questiors

CRRAR Functions ™ Show Recording/ Transfer Charges in Initial Questions
¥ Enable Misc. Data Entry in Initial Questions
' Enable Prelim DistribLtion in Intial Questions
I™ Creste Distribution Letter for Escrow Branch
[¥ Enabie Legal, Vesting and Plotted Easemertts
W Enable Marketing Reps #3 & #4 in Initial Questions

HUD Title Option (Files Without GFE Only): |HUD Lines 1105-1110B hd g

¥ Calculate Commissions Based on % of Sales Price/Commission Base g
™ Alow Escrow to Edt Full Legal After Acceptance by Ttle

I™ Enable Secondary Escrow Officer

¥ Prompt far Order Tite Search and Prit from il Questons

I Enable Excrow Processors 243

I On Commissions Validate Scrivener Fee (CO Orly) ~ ®)|

Vi

Type of Entry — There are four choices under this option and those to be available to users should be
checked. The types are HUD, Worksheet, CDF (Closing Disclosure Form) and Commercial.

Default Entry Type - It is up to the Company as to whether to present a default entry type and, if so,
which one. The options are None, HUD, Worksheet, HUD with GFE, Worksheet with GFE, and CDF
(Closing Disclosure Form). The choice made will pre-suppose for the users which format they will use,
but they can still pick the format they prefer. Regardless of the manner of data entry, either the
Settlement Statement or HUD documents can be generated (on residential, non-CDF files).

Enable Order Type Designation — This option turns on the ability to flag each file with an order type.
Order types can be used for assisting with data breakdowns for reporting to the California Department of
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Insurance (which uses this type of breakdown in their reporting) or for other custom reporting purposes.
The Default Order Type Designation options are:

None

Escrow & Title
Escrow Only
Title Only

Enable Impact Express —The Impact Express function provides for the quick entry of a number of new
escrow files over a range of consecutive numbers with a minimal amount of requested information initially.
As an escrow number cannot be “unused” once selected for use, the company may wish to turn off this
function to prevent the erroneous use of a large number of file numbers by accident.

Enable Bill To in Initial Questions — This option will put the Bill To Customer screen on the Initial
Questions menu of screens in Impact Escrow, so the party to be invoiced for escrow & title fees can be
identified. If invoicing is not being done by the Company, there is no need to have this option enabled. If
data has been entered in earlier data entry for the party identified by the check box selected, it will
automatically populate the fields presented. If not, the data for the party to be billed (for escrow and title
fees) must be entered manually or pulled from the NAF. While there is not an Accounts Receivable
module within Impact/SQL, data on invoices that have been generated can be exported to external A/R
systems for follow-up tracking.

Show Commission in Initial Questions — If this option is enabled, the Commissions menu option will
also be available on the Initial Questions menu, of Residential files. If this option is NOT enabled, then
the Commissions menu option will be only available from the HUD and Worksheet data entry menus.

Show Recording/Transfer Charges in Initial Questions — If this option is enabled, the Gov’t
Recording/Transfer Charges data entry screen will be displayed in the Initial Questions section of
screens, right after the Commissions screen, if present, or after Parties.

Enable Misc Data Entry in Initial Questions — A custom data entry screen, which can be utilized in
Escrow, can be defined in the Utilities module. The company may identity data fields they wish to collect
on each file through this utility. If enabled, this screen is available from the Initial Questions menu.
Select the Misc Data Entry menu item to open the Miscellaneous Data Entry screen. Also, a report can
be printed from that screen. Enabling this option will enable configuration of the screen through Utilities
> User tables > Dynamic Data Entry.

Enable Prelim Distribution in Initial Questions — This option turns on the preliminary title report
distribution tracking function. The Prelim Distribution List screen is called from the Escrow module via
Initial Questions and provides a place where the escrow officer or support staff can track the number of
copies of the Prelim, the CC&R’s, and sets of other documents, which should be sent to a wide range of
pre-identified parties (seller, buyer, lender, broker, etc.). The methods of delivery (Via) drop down
provided on the user screen in Escrow are pre-established through Utilities > User Tables > Prelim
Distribution Via.

Create Distribution Letter for Escrow Branch — If this sub-option is selected, this listing can
also be used to trigger the generation of opening letters after the prelim/commitment has been
issued.

Enable Legal, Vesting and Plotted Easements — If this sub-option is selected, three additional
document types are listed on the Distribution screen.
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Enable Marketing Reps #3 and #4 in Initial Questions — Normally, on the Initial Questions > Dates /
Transaction Info screen, fields are presented for two marketing representatives per file. This option
expands the field set to four marketing representatives and allows for all four to participate with split
percentages. The primary rep’s percentage is inferred as 100% less the percentages identified for the
others. Marketing representatives are established in the system through Utilities > User Tables >
Marketing Reps.

HUD Title Option (Files without GFE only) — These options relate to how title charges are displayed on
the HUD, and are only applicable to files of “with no GFE” entry types. Click on the © Info icon on the
screen for additional information about this field.

The options available on drop-down list are:

None

HUD Lines 1109-1110B — When using the rate calculator, normally the system uses HUD line
1108 to show the total charges paid by the buyer and seller and shows the policy liability amounts
on 1109-1110B (with no dollar amounts in the buyer and seller columns). If the HUD Lines 1109-
1110B option is enabled, then HUD 1108 shows the payee for the title charges (no buyer/seller
amounts) and 1109-1110B show the policy liability amounts AND the amount paid by the buyer
and seller.

Title Fee Breakdown — If the company routinely splits title fees between itself and other title
companies, such as when out-of-county policies are sold, then it may want to turn on this option.
It provides a mechanism at the bottom of the title fee detail screen for generating a split of title
fees based on a percentage and for identifying the payee for the split. A check will be generated
to the payee identified. The detail of the split will be shown on the fee slip detail as a reduction to
the Company’s fees.

On Refi’s Copy Seller Name to Buyer Name — With the introduction of the Parties routine for entering
parties to the file, this option is no longer utilized and should be unchecked.

Calculate Commissions Based on % Of Sales Price/Commission Base — This option provides for the
calculation of agent commissions to be based on a percentage of the commission base (normally the
sales price), as opposed to a percentage of the total commission amount. Click on the @ Info icon for
additional information about this field.

Allow Escrow to Edit Full Legal After Acceptance by Title — Escrow is permitted to edit the full legal
description attached to a file after the title order has been accepted by Title (printed or emailed to Title
after being “ordered”) if this option is enabled. Often, Title departments do not want Escrow to be able to
edit the full legal, after the order has been sent to Title.

Enable Secondary Escrow Officer — When this option is enabled, a user has the ability to identify a
Secondary Escrow Officer on an Escrow file.

Prompt for Order Title Search and Print from Initial Questions — This option displays a prompt to the
user asking if the file should be submitted to Title, when they exit Initial Questions. An Escrow Only
operation would likely turn this option off.

Enable Escrow Processors 2 & 3 — This option boosts the number of Processors that can be associated
with any file from one to three.

On Commissions Validate Scrivener Fee (CO Only) — This option provides for a validation test to see if
a “Scrivener Fee” has been added to any of the Listing Agent’s sub-agents (on Residential or Commercial
files) for sales transactions. The testing is done on the Commissions screen. If enabled, the test is done
on files whose transaction type’s “Refi” property is flagged “No”. This testing is applicable to Colorado
only, due to a workflow established there.
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GFE Defaults

Setup Options

- General Functions
[ Accounting Functions
El- Escrow Functions

. Data E,-m-y

O IV Disclose Seller Recording Fees in Column

- Proration Defaults (GFE. COM, CDF) Default Descriptions:

ﬁ'a%ur::rn;i:;ds Seller Paid Loan Charges: |Se||er Paid Loan Charges
- CDF Printing Seller Paid Owners Policy: |Se||er Paid Owners Policy
- Statement Prirting

. Miscellaneous Settlement or Closing Fee: |Seﬂlement or closing fee
- Receipts

- Receivables IV Link Seller Credit to Buyer Amount (1103 & 1204)

- CDF Defaults

Disclose Seller Recording Fees in Column — This option affects default behavior of the HUD 1200

section on “with GFE” files. This setting will be the default for new files; however, the user may change
the setting on the HUD 1200 screen, file-by-file.

Default Descriptions — Enter a default description for each of the following:

Seller Paid Loan Charges

Seller Paid Owners Policy

Settlement or Closing Fee
Link Seller Credit to Buyer Amount (1103 & 1204) — This option adds a Lnk checkbox to these two
screens (which is checked by default) and which will trigger the system to automatically populate the

seller credit to buyer amount field based on the buyer amount. If the link does not apply to a specific file,
the user can uncheck the Lnk checkbox and edit the amounts independently.
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Proration Defaults (GFE, COM, CDF)

These settings apply as the database-wide defaults for proration calculations for GFE, Commercial and
CDF files.

Setup Options

<= Print
- General Functions
-- Accounting Functions
- Escrow Functions
-~ Data Entry Prorations Based On: Bazed On Frequency
- GFE Defaults
Proration Defaults {GFE, COM, CDF) Courty Taxes: |365 Days | |Annual |
- Disbursements .
. HUD Frirting Cty/Town Taxes: |35 Days =] [Aanual =l
- CDF Printing Assessments: | 365 D > |Annual hd
- Statement Printing | o J | e J
Miscellaneous Daily Interest: | 365 Days -
- Receipts
- Receivables Other: |355 Days ﬂ |Ar|r|ua| j
- CDF Defaults

Prorations Based On —This option sets the default Based On setting for new prorations during setup.
Select the default setting for each of the following:

County Taxes — Select 360 Days, 365 Days, or Days in Period. This affects HUD 100, 210,

400, and 510.

City/Town Taxes — Select 360 Days, 365 Days, or Days in Period. This affects HUD 100, 210,
400, and 510

Assessments — Select 360 Days, 365 Days, or Days in Period. This affects HUD 100, 210,
400, 510.

Daily Interest — Select 360 Days or 365 Days. This affects HUD 901.

Other — Select 360 Days, 365 Days, or Days in Period. This affects HUD 100, 210, 400, 510,
and 1300.

USA Digital Solutions, Inc. Utilities v10.6.545 Manual
07/08/2016 Page 78 of 183



Disbursements

The Disbursements setup options screen, under Escrow Functions, controls Escrow functionality
regarding disbursement of funds out of escrow files.

Sctup Options ==
& Print

- General Functions ‘
Accourting Functions

T
&
i
Ey
Ej

<

| GFE Defaulis Allow Escrow to Void Checks

- Proration Defauits (GFE. COM. CDF) ¥ Allow Escrow to Reverse a Voided Check
¥ Alow Escrow to Void Fee Sips

HUD Frinting
COF Prnting I~ Allow Escrowto Reverse a Voided Fee Slip

- Statemert: Printing

i Miscelaneous
Receipts

i~ Receivables

\--CDF Defauts

B Title Functions

- Order Desk

- Weord Functions
Email Functions

- CRRAR Functions

E3- DS Functions

Reestrict Voiding of Checks to Escrow Manager Access Orly
Restrict Voiding of Fee Sips to Escrow Manager Access Only
Reestrict Voiding of Checks to Curert: Day Only

Reestrict Voiding of Fee Sips to Cument Day Only

Frint Sub-Agents on Commission Checks

Frompt User for Full Address when Priniing Checks

U B

<l

Require 1099-5 Prior to Disbursement
Remind to Do 1093-5 After Disbursement

< 7

Allow Escrow to Post Date Checks upto 5 Days

U

Allow Escrow to Enter Reason Funds Held on Open Files

Require File Balance = 0 Prior to Disbursement

.

Enable Dual Authorization on Disbursements
-
-

<

On Buyer Refund Checks use forwarding address ff available
Keep individual checks in onder ertered

Set Disbursement Date on issuance of Fees

| |

9
-

¥ Prompt for Final Disbursement Report After Printing Checles

A

Allow Escrow to Void Checks — Errors can be made during check entry. The issue is whether the
company wishes all Escrow users to be able to void checks or whether that action should be limited to
Accounting users and, potentially, the Escrow Manager — see below. Limiting the voiding of checks to
Accounting users will require a greater degree of communication between Accounting and Escrow and
will require Accounting to be prompt in response to Escrow in order to prevent a bottleneck. Some
companies insist on Accounting authorizing and performing every void. This option is provided for them,
as turning it off will prevent Escrow from voiding any checks.

Allow Escrow to Reverse a Voided Check — Impact will permit the reversing of a void. This may be
required if the wrong check was voided or a check was voided legitimately (it was lost) and then was
found to be truly outstanding (it cleared the bank). Such items can complicate reconciliations and
therefore some companies want only Accounting users to be able to reverse voids so they can be made
aware of the item and be prepared to give it the attention it needs. This option will restrict Escrow users
from reversing voids if not enabled.

Allow Escrow to Void Fee Slip — This option is similar in nature to the void check option discussed
above. It is only relevant if the Company is using fee slips for collection of escrow and title fees with the
“T” payee instead of checks. As fees can be a sensitive issue and the changing of fees after they have
been approved might need to be noted by someone other than the Escrow Officer this option is separate
from the check option above.

Allow Escrow to Reverse a Voided Fee Slip — This option is similar to the reversing of a voided check
option described above, but relates specifically to fee slips.
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Restrict Voiding of Checks to Escrow Manager Access Only — If the company wishes to restrict the
voiding of checks from most Escrow users, but permit users designated as Escrow Managers (System
Files > Users w/ Access Code = Escrow Manager), in addition to Accounting users, to be authorized to
void checks, then this option should be turned on. This can ease the bottleneck discussed above (Allow
Escrow to Void Checks).

Restrict Voiding of Fee Slips to Escrow Manager Access Only — This option is similar to the voiding of
checks by Escrow Manager access level only option discussed above, but relates specifically to fee slips.

Restrict Voiding of Checks to Current Day Only — Another alternative to completely restricting Escrow
users from voiding checks is to limit the checks they can void to current day items only. These are most
likely checks cut in error and which are most likely still in the possession of Escrow personnel limiting the
risk of them clearing the bank along with re-issues. Check this option to give this flexibility to Escrow
users.

Restrict Voiding of Fee Slips to Current Day Only — This option is similar to the voiding of checks
restriction to current day items only, but relates specifically to fee slips.

Print Sub Agents on Commission Checks — To reflect any reductions made to the Listing and Selling
Agents’ commissions, through payments to sub-agents, on the commission checks, this option should be
turned on. The payments will be noted, on an optional addendum, as line items beginning “(Less) sub-
agents name” and showing the amount paid as a negative number, reducing the primary agent’s gross
commission down to the net paid on the check. Up to five sub-agents may participate in each Listing,
Selling, or Other Broker check. A separate check is issued for each sub-agent’s commission.

Prompt User for Full Address when Printing Checks — This option will trigger a prompt for a full
address on any check about to be printed that is missing address information.

Require 1099-S Prior to Disbursement — This option, if selected, will require the 1099-S process to
have been completed prior to any funds being disbursed from the file. If the file is flagged Reportable, the
information for one or more 1099-S forms must have been completed and the form(s) generated. If the
file is flagged Non-reportable, this flag is ignored. This option may enforce compliance with the 1099-S
process, but may introduce a possibly undesirable hurdle for pre-closing disbursement items. Impact/SQL
is designed for 1099-S forms to be distributed at closing, not for mass mailings after year-end.

Remind to do 1099-S After Disbursement — After a user has printed the revenue check, a message is
presented to the user if the file is marked as Reportable and a 1099-S has not yet been completed. The
user is then given the opportunity to enter their 1099-S information. It is recommended that this setting be
enabled, as it is less restrictive that the Require 1099-S prior to disbursement option (above), but still
warns the user that there is an outstanding issue.

Allow Escrow to Post Date Checks up to 5 Days — This option will permit Escrow users to advance
date (postdate) checks by up to 5 days. Checks that are post-dated will Post to the ledger (s) (move from
“in process” to “posted”) with the posting (in Accounting) of the check date(s), not the date of creation.

Allow Escrow to Enter Reason Funds Held on Open Files — If this option is selected and funds remain
in the escrow file after the fee check/fee slip is generated, the user will be prompted to enter a reason for
holding the funds. A version of the Trial Balance can be printed that presents the reasons entered on
these files. This can make it easy to document why funds are held and to prompt follow-up action on
those items whose reasons no longer seem valid. It is recommended that a follow-up date be provided in
the reason field.

Require File Balance = 0 Prior to Disbursement — If this option is enabled, it will require disbursements
to completely exhaust the funds in a file each time they are made. Checks and/or wires out must exactly
total all of the funds receipted in the file at the time of the generation of the disbursement file. This will
prevent held funds from being an issue, but can raise some difficulties in practice.
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Enable Dual Authorization on Disbursements — This option is used to enable the control that
mandates two different users must be involved in the issuance of checks. Once enabled, when a
disbursement file is ready for check printing, the user will click the Submit button and the item(s) will be
put in a status of pending approval. The checks will not be able to be printed until approved by another
user. When enabled, the Approve Disbursements permission is made usable, in Users. Users must be
granted permission to approve checks. They can be restricted as to which other users items they may
approve.

Enable Emailing of Authorization Requests — When enabled, this option will trigger an email to
the email address (may be a distribution list address) assigned to the branch of the file involved
upon submission of checks for approval. This speeds communications between users.

Prompt for Email — When enabled, this option brings up the authorization request emalil
so that additional information can be added, instead of automatically sending the email.

On Buyer Refund Checks use forwarding address if available — This option will have the buyer’s
forwarding address automatically be used on buyer refund checks, if there has been a forwarding address
entered for the buyer.

Keep individual checks in order entered - This option will let the listing of pending checks, entered via
the Create and Print Individual Checks disbursement function, stay in the order they were entered; and,
checks will print in that order. Without this option enabled, the listing and printing is in alphabetic order.

Set Disbursement Date on issuance of Fees — This option will result in the Disbursement Date field,
on the first screen of Initial Questions, being filled with the date of the fee check/fee slip when issued.

Auto Publish Checks to Doc Management System — This option will only be available for use if a
document management system is installed (currently functions with smartVIEW). If enabled, each
disbursement batch of checks will be published as a single document to the document management
system.

Auto Publish Checks to Doc Management System with Copy Watermark — This sub-option
will place a “COPY” watermark on the pages of the published disbursement batch.

Prompt for Final Disbursement Report After Printing Checks — This option will prompt users, after
they print any check(s), 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 this
option facilitates that routine.
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HUD Printing
These options relate to the generation of the HUD document.

Setup Options
i Print

[#- General Functions
- Accounting Functions
[=)- Escrow Functions

- Data Entry Defaut HUD Size (Files Without GFE Only): |Legal 8 1/2X14)
- GFE Defaults
- Proration Defaults (GFE, COM, CDF) Show POC Paid By (Files Without GFE Only)
- Distursements Display Intials on HUD {Files Without GFE Only)
- HUD Prirting
. CDF Prirting Default HUD Printing to "Without Certification’
- Statement Prirting Suppress ‘Printed by’ Line in HUD Footer
Print Comparty Name in HUD Box H
Enable HUDWorksheet Stamp Functionality

<l

<1

- Miscellaneous
- Receipts

- Receivables
- CDF Defaults

CUBC

Default HUD size (files without GFE only) —The HUD (for files prepared with the “with no GFE” formats)
can be printed in either legal-sized or letter-sized format. This option merely selects which format should
be pre-selected by the system.

Legal (8 Y2 x 14): The legal-sized format will print all standard lines, whether used or not, and all
extra lines with data on them. The HUD for files prepared “with GFE” is always a legal-sized
document.

Letter (8 ¥2 x 11): The letter-sized format will only print lines that have buyer and/or seller dollar
amounts on them.

Show POC Paid By (Files Without GFE Only) — If the company’s policy is to present the payer (Buyer
or Seller) of “paid outside closing” (POC) items, then this option should be turned on. The payer will be
presented in the description field of the POC item along with the amount paid (as “Buyer” or “Seller”).
This option is only applicable to files prepared with the “with no GFE” formats. The formatting on files
prepared via the “with GFE” formats have a fixed style of just presenting “B” for buyer or “S” for seller — as
there is insufficient room with the new HUD layout to spell out the words.

Display Initials on HUD (Files Without GFE Only) — The addition of “initial lines” on the bottom of each
page of the HUD report is controlled by this option. Some companies want each page of the HUD-C
initialed by parties to the transaction. This option is only applicable to files prepared with the “with no
GFE” formats.

Default HUD Printing to ‘Without Certification’ — The certification page of the HUD is where the parties
to the transaction certify that they have reviewed the HUD and concur with what it presents — aka the
signature page. This option determines whether the default setting, when printing the HUD, is for this
page to print or not. Regardless of this setting, the certification page can be printed, or not, each time the
HUD is generated. This option just makes the most desired choice the default, thereby speeding up the
user’s interaction with the system.

Suppress ‘Printed by’ Line in HUD Footer — The “Printed by” verbiage on the bottom of the HUD and
Settlement Statement can be disabled or enabled with this option. It will indicate the user’'s name and the
date & time of the printing of the document.
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Print Company Name in HUD Box H — Box H, on the HUD page 1, contains the name of the settlement
agent and the place of settlement (address of the settlement agent). This will be automatically filled with
the Company Name identified on the XREF > Page 2 screen, if this option is checked. If the majority of
closings are handled by the company at the company offices, this box will normally be checked.

Enable HUD/Worksheet Stamp Functionality — This option enables the ability to add an image/stamp,
to a user’s setup, that will appear on the HUD or Settlement Statement. The image files should be a
small (<64K) bitmap (BMP) file. See the Users section earlier in this manual for image assignment
details.

CDF Printing

There is a single option on the CDF Printing screen of Escrow Functions.

Setup Options
5 Print

[#- General Functions
- Accourting Functions
crow Functions
| i.Dats Entry &
| GFE Defauts able Commission Breakdown

|- Proration Defaults (GFE, COM, CDF)

{ i Disbursements
{1~ HUD Printing
i 1-CDF Printing

Enable Commission Breakdown — This option provides for the generation of a Commission Breakdown,
on the Attachment, when printing the CDF.

Statement Printing

There are two options on the Statement Printing screen of Escrow Functions.

Setup Options

= Print

- General Functions |

[#- Accounting Functions

[ Escrow Functions

;- Data Enty [ Vihen Prirting the Exchange Statements use Qualfied Intermediary Verbiage
i~ GFE Defaults v

i L. Proration Defaults {GFE, COM, CDF) ¥ Enable ALTA Statements

H Disbursements
- HUD Prirting
; CDF Printing
[ _S}aterr.\ent Printing
When Printing the Exchange Statements use Qualified Intermediary Verbiage — This option will put
the name(s) of the Accommodator(s) in front of the buyer &/or seller names, with “as Qualified
Intermediary” between the party names, on Exchange Statements. This is instead of replacing the buyer

&/or seller names with the Accommodator’s name(s).

Enable ALTA Statements — this option will present users with the option of generating ALTA Settlement
Statements on CDF files.
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Miscellaneous

This screen contains an assortment of disparate options relating to Escrow functionality.

Setup Options

& Print
General Functions
Accounting Functions
[l Escrow Funcions
g:’: 5;;“5 ' Retsin Check Stub Information
.. Proration Defauits (GFE, COM, CDF) ¥ Show ‘Approved by’ on Freliminary & Final Disbursement Reports
- Disbursements I Payoffs, Defaut NAF Search ta Payoff Lenders
* HUD Printing
. CDF Printing [¥ Enable Escrow Custom Reports
- Statement Printing ¥ Allow Escrow to Generate Tral Balances
*. Miscellaneous
" Recmpts I Do Net Alow Tetal Amourt Withheld to Bxceed Loan Amount
i Receivables
. CDF Defaults = 9
#1- Title Functions | @
Order Desk Is]

Retain Check Stub Information — When turned on, this option will provide for full check stub details to
be retained and presented on the Final Disbursement report. If the option is not turned on, the Final
Disbursement report will only print the payee information and the total of the check, but will not present
the full check breakdown. This option, if on, makes it easy to review check detail, without having to locate
the original check stubs in the paper file.

Show ‘Approved by’ on Preliminary & Final Disbursement Reports — When selected, this option will
cause an “Approved by: ” signature line to appear on the Preliminary and Final
Disbursement reports.

Payoffs, Default NAF Search to Payoff Lenders — This option will pre-select the Payoff Lenders
category on the NAF search screen when the user is entering information about payoffs. This simply
saves a mouse click or two, but does speed up use of the system. This option should only be enabled,
however, if the business routinely categorizes appropriate NAF entries as Payoff Lenders.

Enable Escrow Custom Reports — While most custom reports, written in Crystal Reports, are available
through the MIS module, the company may wish for some to be made available to Escrow users. If so,
this option should be enabled. Then, while in the Escrow module, users can generate custom reports that
have been established for them or even develop their own depending on the configuration of the system.
When turned on, the users will find the reports under Escrow > Reports > Custom Reports.

Allow Escrow to Generate Trial Balances — One consideration to be evaluated in turning on this option
is the ready availability of listings of aged files with balances, which are at higher risk for fraudulent
activity. Escrow users will only be permitted to generate Trial Balance reports for their specific branch.
The “upside” of this option is that Escrow can use the Trial to work aged files without Accounting having
to send them reports.

Do Not Allow Total Amount Withheld to Exceed Loan Amount — When enabled, this option will warn
the user that an item being flagged to be withheld from lender's funds (WTH) pushes the total being
withheld over the available funds, and they will not be permitted to flag the item WTH.

Auto Send Email When File is Opened and Sent to Title — When enabled, this option will automatically
send an email to outside parties when the file is opened and when it is sent to title. The parties must
have email addresses in the file and, if their email addresses are found in the NAF, the NAF entries must
have the “Can Receive Auto Emails” checkbox checked. The Auto Email DSI Messaging component is
required for this function.

Auto Send Email When File is Closed — When enabled, this option will automatically send an email to
outside parties when the file is closed. The parties must have email addresses in the file and, if their
email addresses are found in the NAF, the NAF entries must have the “Can Receive Auto Emails”
checkbox checked. The Auto Email DSI Messaging component is required for this function.
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Receipts

This screen’s options relate to receipting of funds in escrow trust accounts and interest bearing accounts
(savings).

Setup Options

o Print

- General Functions

[~ Accounting Functions
[ Escrow Functions

. Data Ertry

- GFE Defaults

- Proration Defaults (GFE, COM, CDF)
- Dishursements

- HUD Prirting

- COF Printing

- Statement Printing
- Miscellaneous

- Receipts

- Receivables

- CDF Defaults

- Title: Functions

- Order Desk

<l

Allow Additional Deposits Without Receipts

<l

Allow Escrow to Do Receipt Comections Per Calfomia DOC Regs
Allow Accounting to Do Receipt Comections Per Calfomia DOC Regs

<l 71

Allow Escrow to Do Receipt Transfers

<

Allow Accounting to Do Receipt Transfers

<l

Allow Escrow to Do Savings Transfers

<l

AMlow Accountingto Do Savings Transfers
Email EQ on Receipt of NSF

Allow Escrow to Delete Receipts

<l %l

Allow Additional Deposits Without Receipts — If this option is enabled, then on the Additional
Buyer/Borrower Deposits screen an Enter Receipt checkbox will be displayed and checking it will
provide for a receipt to be created for the additional deposit. The user can manually uncheck the
checkbox in order to enter items into Impact/SQL without creating a receipt.

Allow Escrow to Do Receipt Corrections Per California DOC Regs — This setting is only applicable to
companies that fall under the jurisdiction of the California Department of Corporations (DOC); “Escrow
Only” companies in California. It is USA Digital Solutions, Inc. understanding that 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). This setting automates the procedure by allowing the user to answer a few questions
(original escrow number, receipt number, and new escrow number) and then the system will automatically
generate the needed transactions. Both escrows must be on the same bank account and the correction
cannot cause an overdraft in the original file. If turned on, the menu item Receipt Correction appears
under the Escrow > Receipts menu.

Allow Accounting to Do Receipt Corrections Per California DOC Regs — This option is the
Accounting module equivalent of the Escrow option discussed immediately above. If turned on, the menu
item Receipt Correction appears under the Accounting > Receipts menu.

Allow Escrow to Do Receipt Transfers — If this option is enabled, a Transfer Funds menu item is
provided on the Escrow > Receipts menu. This option makes it easier to transfer funds between escrow
files that share the same bank. Rather than the users having to enter two receipts, they must simply
identify the two file numbers and the amount to be moved. The system will generate the receipts.

Allow Accounting to Do Receipt Transfers — If this option is enabled, it will provide a menu item,
Transfer Funds, on the Accounting > Receipts menu. This option is identical to the Escrow option
discussed immediately above.

Allow Escrow to Do Savings Transfers — The ability to transfer funds to/from Savings accounts in one
step (as opposed to the SAV and STF receipt pairs historically entered) has been introduced with version
7.0, and this option extends that ability to Escrow users. The transfer function is on the Escrow >
Receipts menu, labeled Transfer Savings, if this option is enabled.
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Allow Accounting to Do Savings Transfers — This option is identical to the Escrow option discussed
immediately above. The transfer function is on the Accounting > Receipts menu, labeled Transfer
Savings, if this option is enabled.

Email EO on Receipt of NSF — After Accounting personnel enter a receipt for an NSF item, when this
option is enabled, an email will be sent to the escrow officer whose user initials are linked to the file. The
email will let the escrow officer know that the item deposited was returned by the bank. This can improve
the communication between Accounting and Escrow regarding NSF items. As with the emailing of notices
from Title to Escrow, this option requires that the email addresses for escrow officers be properly
maintained in the Users table. The NSF receipt type must be used to trigger this behavior.

Allow Escrow to Delete Receipts — Errors can be made during receipt entry. The issue is whether the
company wishes all receipts to be retained in order to provide an audit trail of all activity, with sequential
receipt numbering, or permit a receipt to be deleted by Escrow users prior to posting. The alternative to
deleting a receipt completely is for the user to zero out the amount of the receipt, but leave the numbered
receipt in place. Turning this option off will deny Escrow users the ability to delete a receipt. They can
only zero it out prior to posting. The system will check that the file involved will not be overdrawn by the
change in amount and the user may be prompted for an overdraft-authorizing password before
proceeding. If the option is turned on, a requested deletion that will cause an overdraft will have the same
effect. It is not recommended that this option be turned on.

Receivables

r

Setup Options
< Print

(- General Functions
-- Accounting Functions
[l Escrow Functions

. Data Entry
GFE Defaults
Proration Defaults (GFE, COM, CDF) ¥ Show Mortgage Broker Receivables and Disbursements
Disbursements
HUD Printing
Statement Printing
Miscellaneous
i Receipts
- Receivables

¥ Show Pending Recsipts/Recsivables on Disbursement Entry

Show Pending Receipts/Receivables on Disbhursement Entry — for states that do table funding, this
option will show the escrow user the amount that should be receipted into the file to cover the
disbursements currently set up.

Show Mortgage Broker Receivables and Disbursements — This option is only available if the
Show Pending Receipts/Receivables on Disbursement Entry is checked. The system will
calculate the Mortgage broker’s check by deducting any items marked as POC by the broker. If
the Mortgage broker’s check is insufficient to cover the POC by the broker items, then a
receivables item is shown for the difference.
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CDF Defaults

There is a single option on the CDF Defaults screen of Escrow Functions.

Setup Options
= Print

- General Functions |
(- Accourting Functions
- Escrow Functions

- Data Entry

- GFE Defaults

i+ Proration Defautts (GFE, COM, CDF)

I¥ ©On CDF Files when Withhold from Loan is selected default the payee to the lender

On CDF files when Withhold from Loan is selected default the payee to the lender — when enabled,
this option will do exactly as its label indicates, if the Payee field is blank. An existing Payee will not be
overridden.

Title Functions

Data Entry

Setup Options ==
2 Print
General Functions
Accourting Functions
Escraw Functions
El-Tille Functions Subset of Intial Questions Which Tile s Alowed to Update: [AI ] @®|
:
L Policy r g
i Prelim
" Sub Escrow
¥ Enable Direct Ord
- Order Desk oo merien
Ward Functians W Enable Misc. Data Entryfor Direct Orders
~ Email Functions

Subset of Initial Questions Which Title is Allowed to Update — The Company must determine whether
Title users should be permitted to edit all information in the Escrow Initial Questions menu set or a
limited set of data. The drop-down list options are:

Select None if Title users are not to be permitted to edit any data entered by Escrow, in Initial
Questions, with the exception of the Full Legal Description.

Select Partial to allow only Property Information, Buyer/Seller Names/Addresses, and the Prelim
Distribution List (if enabled) to be edited.

Select All if Title is permitted to edit all screens of Initial Questions, in addition to the Full Legal.
Click @ for additional information about this field’s options.

Allow Title to Update Title Charges (HUD 1100) — This option will only be available if the All or Partial
option above is selected. It will permit Title users to edit the data entered on the title charges line(s) of the
HUD 1100 section of Residential fiels, and Title Charges on Commercial files. The company must decide
if this will do more good than harm, as it will permit Title to alter the balances on the HUD. Good
communication between Title and Escrow personnel would be a necessity if this option were enabled.
Click @ for additional information about this field’s options.

Enable Direct Orders — The ability to work with the file type Direct Orders is controlled by this option. If
unchecked, no Direct Orders will be able to be created (and no existing Direct Orders will be accessible);
it is a complete disabling of Direct Orders, if unchecked. Direct Orders are fully explained in the Title
manual.

Enable Misc. Data Entry for Direct Orders — A custom data entry screen for Direct Orders,
which can be utilized in Title, can be created through the Utilities module. The company can
identify data fields they wish to collect information in through this utility. If enabled, this screen is
available from the Edit > Opening Info menu for a Direct Order file.
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Policy

These options relate specifically to policy production.

Setup Options @
< Print

General Functions ‘ |
Aceounting Functions

- Escrow Functions
£l Title Functions

i Data Entry

¥ Defautt Approved Date (Submission Date) to Date Policy Typed

W Enable Endorsement Tracking ffor Inclusion in Submission Reporting)
- Prefim
Sub Escrow

Default Approved Date (Submission Date) to Date Policy Typed — When this option is enabled, it will
default fill the Approved Date field on the Policy Entry screen to the current day as the policy is being
typed. This will help ensure that the Approved Date is filled, which is important, as this is the field that is
used to determine if a policy will appear on the Underwriter Remittance (Submission) report. The auto-
entered date can be changed. Care needs to be taken when changing the date to make sure the date is
not moved back earlier than the date for which remittance reports have already been run or the policy will
never be reported to the underwriter. If the field is blank, the policy will appear on the Policy Exception
Report.

Enable Endorsement Tracking (for Inclusion in Submission Reporting) — This option provides a sub-
screen on the Policy Entry screen for endorsement information to be entered in conjunction with policy
preparation. Endorsements entered here will be made part of the Underwriter's Remittance (Submission)
Report. Generally, this option would be selected. Endorsements prepared from the separate
Endorsement Menu are not available for inclusion in remittance (submission) reporting.
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Prelim

These options relate specifically to the production routine for the preliminary report or commitment —
called “Prelim” in Impact/SQL.

Setup Options Ed

5 Print
General Functions
Accourting Funclions
Escrow Functions
G Thle Funclions ¥ Send Email Notfications) on Release of Freim
Data Entry
Policy ¥ Email Escrow Officer on Release of Preim
Freim ¥ Email Processor on Release of Prelim
| Sub Escrow
1 Order Deske ™" Prompt for Addtional Email Addresses on Release of Prelim
- Word Functions O g

- Email Functions
- CRRAR Functions
DS! Functions I Prompt for Release of Prelim After Edt

I™ Auto Publish Prelim When Releassd

¥ Require Reelease of Prelim/Commitment upon amendmert

I™ For CDF files show full loan and simuktaneous rate on Prelim/Commitmert in Title Charges

Send Email Notification(s) On Release of Prelim — If this option is enabled, email notifications are sent
when the prelim is released by Title. The sub-options specify who should be notified by email.

Email Escrow Officer on Release of Prelim — Select this option to indicate “Yes”.

Email Processor on Release of Prelim — Select this option to indicate “Yes”.

NOTE: The e-mail addresses for EO and Processor are pulled from the User file, so the data
there must be kept up-to-date.

Prompt for Additional Email Addresses on Release of Prelim — When this option is enabled,
the notice of the release of the prelim can be emailed to multiple parties instead of just the
processor and escrow officer. Once enabled, the user will be prompted as to whether others
should be notified and if the response is positive, the email screen will be presented for more
addresses to be added by the user.

Auto Send Email to Outside Parties on Release of Prelim — When this option is enabled, the
notice of the release of the prelim is automatically emailed to outside parties that are listed in the
Prelim Distribution Via table to receive at least one copy of the prelim, with a “Via” method of
“Email”, and who have email addresses. A PDF of the prelim is attached to the email. The Auto
Email DSI Messaging component is required for this function.

Prompt for Release of Prelim After Edit — If this option is enabled, the prelim typist, upon exiting the
editing of a prelim, will be presented a dialog box asking if the prelim should be released to Escrow. If
this prompting is not enabled, the typist must remember to manually release the prelim to Escrow upon
completion.

Auto Publish Prelim When Released — If this option is enabled, the notice of the release of the prelim is
automatically published to a third-party vendor, if the database is configured for a Document Management
system.

Require Re-release of Prelim/Commitment upon amendment — This option is used to require Title to
re-release the prelim or commitment after amending it. The prior Release Date will be cleared when an
amended order is submitted to Title.

For CDF files show full loan and simultaneous rate on Prelim/Commitment in Title Charges — This
option is used to present both the full and simultaneous loan policy rates under the Title Charges section,
on a prelim/commitment configured to reflect Title Charges, on CDF files.
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Sub Escrow

Setup Options
5= Print
- General Functions
- Accounting Functions
I Escrow Functions
g?g E;:lhs W Enable Sub Escrow
- Proration Defautts (GFE, COM, CDF) ¥ Charges Not Shared with Escrow
- Disbursements .
- HUD Frinting Alow: | Shared ~ @
- Statementt Printing Title Status Default Notification Options
Miscellaneous ¥ Send Email
- Receipts T £oEs o
. Receivables and Processorto Recipients
(- Title Functions I~ Attach Biling Statement
. Data Ertry -
. Attach Sub Escrow Instructions
- Policy
- Prefim
- Sub Escrow ™ Allow :E

Enable Sub-Escrow — This functionality was created for use primarily in the Southern California market.
Within the Escrow module, a set of menu options dedicated to “sub-escrow” behavior was created that
consolidated existing functions together for ease of use by the “sub-escrow” user. A special user-level
access of Sub-Escrow was created and only those users will see the sub-escrow functionality. If the next
option is not enabled, the original sub-escrow functionality will be in place.

Charges Not Shared with Escrow — When enabled, this option will introduce a new set of Sub Escrow
programming (these changes were initially described in separate Impact/SQL version 7.7 documentation
which should be reviewed prior to setting these options). Both the Title and Escrow modules will reflect
altered sub-escrow changes if this functionality is turned on. In the Title module, screens have been
made available on a three-tab window for the Title Officer to enter Title, Recording, and Additional
charges.

Allow — Click on the @ Info icon on the screen for additional information about this field. Select one of
the following options from the drop-down list to set the access level for Sub Escrow and Title users:

Shared — both Title and Sub-Escrow users can edit the same charges

Title — only Title can enter charges; Sub-Escrow can view but not edit charges

Separate — Title and Sub-Escrow users can edit charges, but cannot edit each other’s entries
Title Status Default Notification Options — Use this option to select the Title charge status default email
notifications.
Select Send Email, and then select additional options for the email:

Add EO and Processor to Recipients: Adds the Escrow Officer and Processor to the email

recipients.

Attach Billing Statement: Attaches the Billing Statement to the email.

Attach Sub Escrow Instructions: Attaches the Sub Escrow Instructions to the email.

Allow :E — This option will allow for the use of the “:E” payee shortcut for Escrow charges, entered by
Escrow personnel, to distinguish them from the “:T” payee shortcut used on Title charges, entered by the
sub-escrow group, in a situation where the sub-escrow functionality was in use. Both “:E” and “:T” entries
will end up on the same fee slip/check. “:E” is just a substitute for “:T” in this situation to distinguish who
entered which charges.
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Order Desk

The Order Desk screen is used to fine tune the configuration of the Order Desk module.

r 9
¥ Prompt For Email, Publish And Prirt
M Defautt Prompt To Email

™ Defautt Prompt To Print
I Defauk Prompt To Publish
I Use Eser

Default Source of

Source of Business hd

I™ Suppress duplicate warming on closed and canceled files

Defautt Bill to

When opening a residential fle set the entytypeto: | COF (Closing Disclosure Fom) =

Enable Publish File in Order Desk Upon Acceptance — This option enables the automatic publishing of
the file to a third-party file management system (such as smartVIEW) upon Order Desk acceptance

(creation of the file). An ® Info icon will present next to this option, if no file management Messaging
component is located on the system, and clicking on it will present a message saying just that.

Prompt for Email, Publish and Print — This option will substitute the routine prompt about printing the
Title Instructions, received after submitting the order to Title, with a prompt asking the user whether they
wish to Email &or Print &/or Publish the Title Instructions. The user may select any or all of the options.
The three sub-options below, if checked, will pre-select the identified action on the prompt screen.

Default Prompt to Email
Default Prompt to Print
Default Prompt to Publish

Use Escrow Company Party Type — This option will put the data that is entered into the main Order
Desk entry screen, for the Escrow Company, into a party designated as “Escrow Company” rather than
into “Other Party #1” (which was the original behavior). If this option is to be enabled, a review of
document masters that might be using “Other Party #1” information to identify the outside escrow
company (possibly the prelim/commitment masters) must be done and affected document masters would
need to be updated. That effort (doc maintenance) will need to be coordinated with the option setting
change. If there are files that were started before the option was changed, that do not yet have the
affected documents prepared from the old setting, the users will need to copy the “Other Party #1” party
information to the “Escrow Company” party, then prepare the newly-formatted document(s).

Default Source of Business to: - This option lets a default party be set as the Source of Business on the
Order Desk screen. The options are Other, Escrow Company, one of the Brokers or one of the Lenders.

Default Bill to Customer to: - This option lets a default party be set as the Bill to Customer on the Order
Desk screen. The options are the Source of Business (defined above) or the same alternatives
discussed above.

Suppress duplicate warning on closed and cancelled files. — This option will restrict the testing of
existing files for duplicate Address 1 or APN values being entered on a new Order Desk file to files that
have an Open status; Closed and Cancelled files will not be looked at in the testing for duplicates.

When opening a residential file set the entry type to: - This option is used to set the default entry type
on a new file opened via the Order Desk. Options are None, HUD, HUD w/ GFE, Worksheet, Worksheet
w/ GFE, and CDF (Closing Disclosure Form).
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Word Functions

This option screen deals entirely with the MS Word integration with Impact/SQL. The descriptions of
these options, presented below, are not a substitute for Document Administration training, available from
USA Digital Solutions, Inc.

Setup Options 3
o Print

[ General Functions

#1- Accourting Functions
crow Functions

itle Functions

rdler Deslc I Clear Headers on All Exhibits I Allow Emailing of 3 or More Docs at Once
lord Functions I Clear Footers on All Exhibits I Do Mot Use Prelim Exceptions Style in Policies
R?;'A?:ZT:C:; e ¥ Paragraph Fomat Legal Descriptions [ Allow Muttiple Documerts to Print at Once
SI Functions I~ Only Update Fields in the Main Story, First Header and First Footer [~ Copy Fee Type Wording from Preiim to Policies
I Leave Prelim Open as X% doc when Editing Policies [~ Do Mot Display Toottips
™ Only Remove Fillins from the Main Story, Mot from Headers and Footers I™ Run Hide Brackets Twice when Saving
I™ Special Policy Clause Processing (12 Poirts Before Old Styls Clauses) ¥ Keep Documents in 2003 Format
™ Force Legal Description Boldness to 100% (as in Docs Legal Description Table) I~ User Atemate Search Routine for Saving Docs
¥ Bookmark Styles Before Starting Prelims ffor MSWord 35 Prelims) [” Enable Documents by State
r

<

Enable DDEs in Legal Descriptions
Add Fillin After Exceptions Bookmark
| Add "=Clause=" Hot Stop J

Fix Missing Extension in INCLUDETEXT

-

™ Do Not Re-Bookmark Styles During CopyBase Functions
™ Do Not Pull Exceptions From the Prelim/Commitment When Creating a Policy

There are no sub-sections to this group of options.

Clear Headers on All Exhibits — Whenever Impact/SQL creates an Exhibit in a document, this option
controls whether the header from the previous section in the document will be copied into the new section
created for the exhibited text. If this option is enabled, then the exhibited text will have a blank header. If
this option is not enabled, then the exhibited text will use the same header as the previous section.
Enabling this option is recommended by USA Digital Solutions, Inc.

Clear Footers on All Exhibits — Whenever Impact/SQL creates an Exhibit in a document, this option
controls whether the footer from the previous section in the document will be copied into the new section
created for the exhibited text. When this option is enabled, the exhibited text will have a blank footer.
When it is not enabled, the exhibited text will use the same footer as the previous section. Enabling this
option is recommended by USA Digital Solutions, Inc.

Paragraph Format Legal Descriptions — Legal descriptions (the Full Legal, contained in a special MS
Word document, not to be confused with the Brief Legal, available in a DDE field) are typically included in
a document through the use of the INCLUDETEXT field. This is an active link to another MS Word
document, which could have its own paragraph and character formatting. This option determines whether
the linked text will keep its own formatting when placed into the User document or will it be reformatted to
match the rest of the document. When this option is enabled, the legal description will be reformatted to
match the main document. If it is not enabled, the legal description will keep its own formatting.
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Only Update Fields in the Main Story, First Header and First Footer — When Impact/SQL opens a
document, it updates all the fields linked to the database with the current information in the database. The
Impact/SQL user may experience a delay while this processing occurs. This option controls the time
spent updating these fields when the document is opened by skipping the fields contained in headers and
footers outside of page one. If you use bookmarks and REF fields for information in these
headers/footers, this option should be turned on. When this option is enabled, headers and footers
outside of page one will not be updated when the document is opened. When this option is not enabled,
all fields regardless of their location will be updated when the document is opened.

Leave Prelim Open As XXX.Doc when Editing Policies — Impact/SQL opens the Prelim document
when it is creating policies in order to copy information from the Prelim to the policy(ies). When this
process is finished, Impact/SQL normally closes the Prelim and the Impact/SQL user is presented with a
list of policy documents to edit. This option controls whether Impact/SQL will leave the prelim document
open as “XXX.doc” - a read-only document. The Impact/SQL user can then switch back and forth
between the policies and the Prelim on their own. When this option is enabled, the prelim is left open as
“XXX.doc”. When this option is not enabled, the prelim is closed after the polices have been created.

Only Remove Fill-Ins from the Main Story, Not From Headers and Footers — Impact/SQL searches
the document before printing or emailing and changes all unfilled Fill-Ins to hidden text. This means they
will not show up on the printed page or in the emailed version of the document but can be brought back
when the document is edited again. This option is similar to the Only Update Fields in The Main Story,
First Header and First Footer option (above). Since it is very rare to find a Fill-In field in a header or a
footer, this option could be enabled to speed up processing of the documents. When this option is
enabled, only unused Fill-Ins in the main body of the document will be hidden during the printing or e-
mailing processing. When this option is not enabled, all unused Fill-Ins in the document will be hidden
during the printing or e-mailing processing.

Special Policy Clause Processing (12 Points Before Old Style Clauses) — This option will only effect
Policy documents. When clauses are inserted into the document, Impact/SQL can make sure there is one
blank line before the clause. The first paragraph of the clause will be reformatted to include a 12 point line
before the paragraph begins. This guarantees there will be a blank link before each clause inserted into
the document. When this option is enabled, each clause inserted into the Policy will have a blank line
before the clause begins. When this option is not enabled, there will be no blank lines inserted between
clauses.

Force Legal Description Boldness to 100% (as in Doc’s Legal Description Table) — Impact/SQL can
change the legal description’s formatting when it is inserted into the document. This option determines
whether the Bold attribute should be changed to match the Master.

If the legal description is within a table, Impact/SQL will look at how the table itself is formatted. If the
legal description is not in a table, it will look at the paragraph formatting. If the table or paragraph is
bolded, the legal description will be bolded when this option is enabled. The Bold attribute for the text in
the legal description will be changed to match the formatting applied to the table or paragraph containing
the INCLUDETEXT field in the Master. If this option is not enabled, the bolding will be untouched. Only
the text that was initially bolded in the legal description will be bolded. The Bold attribute for the text in the
legal description will not be changed from how it appears outside of the Master.
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Bookmark Styles Before Starting Prelims (for MSWord 95 Prelims) — This option will affect only
Prelims. Impact/SQL will search through the Prelim and place bookmarks around any text formatting with
the following character “styles”

Exceptions
Requirements
Notes
Restrictions
InsA, B, C,D
FeeType
Vested

If this option is enabled, then the formatted text will have bookmarks applied. If this option is not enabled,
no bookmarks will be automatically inserted

Enable DDE’s in Legal Descriptions — Impact/SQL will allow you to place DDE fields from a certain
subset into your legal descriptions. These fields will be preserved when the legal description is then
transferred into a User document. Be aware that only a subset of DDE fields work in the legal description
so you need to be careful when you copy and paste text from other documents. If this option is enabled,
any legal description DDE fields will be preserved when the text is copied into a document. If this option is
not enabled, all DDE fields in the legal description are ignored by Impact/SQL. Enabling this option is
recommended by USA Digital Solutions, Inc.

Add Fill-In After Exceptions Bookmark — In the Prelim/Commitment master documents, the
Exceptions bookmark contains the Fill-In field [=clause=]. This Fill-In opens the Insert Clause dialog box
and makes it easy for the Impact/SQL user to add Exceptions to the document. When they have finished
selecting clauses, the Fill-In field is automatically removed and the clauses are inserted within the
Exceptions bookmark. When the policy is created, all text within the Exceptions bookmark is copied from
the Prelim into the Exceptions area in the policy.

If the Add Blank Hot Stop sub-option is selected, Impact/SQL will automatically add a regular
Fill-In field, [°°°°°], to the end of the Exceptions bookmark. This allows the Impact/SQL user to
easily locate the position where additional clauses could be entered directly into the policy.

If the Add “=Clause=" Hot Stop sub-option is selected, Impact/SQL will insert the [=clause=]
Fill-In instead of the normal [°°°°°] Fill-In.

Do Not Re-Bookmark Styles During CopyBase Functions — It is recommended that this option be
enabled. The option prevents Impact/SQL from re-bookmarking all areas of the Prelim document based
on applied character styles. Under normal operations, when the Prelim is used as a base document for
the CopyBase function, the default bookmarks, such as Requirements and Exceptions, are removed from
the original file and redefined based on the current character style. In other words, all text that has the
Exceptions characters style will be within the Exceptions bookmark. Allowing the DOT to bookmark text
automatically in this manner has resulted in too many errors. This is because the Impact/SQL user will
copy text from one location in a document to another not realizing they are also copying the character
style. If the Exception character style exists in several separate locations in the document, the DOT will
automatically include all the instances within one Exceptions bookmark. This caused unexpected results.
With this option enabled, the existing bookmarks in a Prelim will be left alone if the document becomes
the base document for a CopyBase function.

Do Not Pull Exceptions From the Prelim/Commitment When Creating a Policy — This option allows
the system to be configured to automatically include or exclude the Exceptions, from the
prelim/commitment, into a policy.
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Allow Emailing Of 3 or More Docs at Once — This option is not used by the system in versions from 7.8
and beyond.

Do Not Use Prelim Exceptions Style in Policies — This option prevents the Exceptions character style
in a policy document from being automatically changed to match what the current settings are for the
Exceptions style in the Prelim. For example, if the Prelim Exceptions character style is defined as Arial 10
and the Policy Exceptions character style is defined as Tahoma 12, the enabling of this option will make
sure the Exceptions in the Policy are Tahoma 12.

Allow Multiple Documents to Print at Once — Under certain circumstances, a setting of “Yes” for
Background Printing in MS Word (Options -> Print tab) may contribute to automation errors when
printing from a list of documents. This option allows the Impact/SQL user to keep Background Printing
set to “Yes”.

Copy Fee Type Wording From Prelim to Policies — This option prevents the program from deleting all
text inside the ‘FeeType’ bookmark except for the words Fee Simple when it is copied from the Prelim to
the Policy. This option should be enabled.

Do Not Display Tooltips — Some Citrix environments have, historically, had a problem with MS Word
reverting to the background and documents printing with the Fill-in brackets still in place ([ ]"). It was
determined that if Tooltips were disabled, the issue went away. This option should only be turned on if
such behavior is being experienced.

Run Hide Brackets Twice when Saving — This option was introduced to counter a condition in some
environments that result in the square brackets ([ ]”) for Fill-In fields being printed on the document.
Under normal operations, they should have been marked as hidden text. This switch will cause the
routine to run a second time before documents are printed. This option should only be enabled if the
brackets are appearing.

Keep Documents in 2003 Format — This option is used to retain the “DOC” extension on all user docs,
as opposed to reverting to the “DOCX” extension used by Word 2007 & 2010. For sites that are
transitioning from Office 2003 to 2010, this option should be enabled. Only after all users are using Word
2010, and will not be using 2003 again, should the option be disabled.

Use Alternate Search Routine for Saving Docs — This option is for client sites running MS Word 2002
or higher. The behavior of MS Word, when saving prior to printing of a document, changed with Word
2002, so this option was developed to accommodate the change. The DOT’s use a ReplaceAll routine to
hide the square brackets associated with Fill-In fields when the document is printed. If there is more than
one document open when this routine is run, MS Word tends to lose track of which document is the active
document.

Enable Documents by State — If a company operates in several states and is using a common SQL
database for those operations, Impact/SQL can customize the Escrow menu for master documents with
documents unique to each state. This is driven by the state identified on each property in the file being
worked. This option should not be turned on and off as that can cause major problems with the Escrow
document menu.

Fix Missing Extension in INCLUDETEXT — Word 2010 does not support an INCLUDETEXT statement
where a file name does not include an extension (Word 2003 did), and this option addresses that issue. It
should be enabled if the problem is being experienced.
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Email Functions

This group of options deals with the email integration within Impact/SQL. There are no sub-sections to
this group of options.

Setup Options @
= Print

General Functions
Accounting Functions
[z Escrow Functions
[#- Title Functions

~ Order Desk

¥ Add the Following Text to All Emails Sent Through Impact

Word Funclions Corfidertiality Hotice: The information contained in this elsctroic e-mai and any accompanying
attachment(s) is intended only for the use of the intended recipient and is non-public in nature and
CRRAR oo may be corfidential and/or privieged. F any reader of this communication is not the intended

recipient, unauthorized use, disclosure, dissemination or copying is strictly prohibited, and may be
unlawful | I you have received this communication in emor, please immediately notfy the sender by
retum e-mail, and delete the original message and all copies from your system and promptly destroy
any copies made of this electronic message. Thank you

[#l- DS Functions

[¥ Display MSWord Document Password on Screen when Emailing MSWord Document
[¥ Prefer PDF Attachments on Email, if Available

I Require Emai Attachments to Be PDF

[¥ Allow User Control of Email Preferences

Default M5Word Documert Password:  |test

Add The Following Text to All Emails Sent Through Impact — This option provides for the addition of a
Privacy Notice, or other message, to all email sent out of Impact/SQL. The message to be added should
be entered into the space provided.

Display MSWord Document Password On Screen When Emailing MSWord Document — When email
attachments are prepared in MS Word format, rather than PDF, they are most often password protected,
so the recipient cannot change the document without the password. This option will present the
password to the user, so that they can know it and provide it to the recipient if they wish the recipient to
be able to modify the document being emailed. If this is done, understand that the default password will
become common knowledge in short order.

Prefer PDF Attachments on Email, if Available — This option will default the option of what format an
email attachment should take to PDF, but will make available to the user the option to select the MS Word
format, alternatively, at the time of the preparation of the email attachment. A separate PDF “printer” is
no longer required for this functionality; the capability is part of Impact/SQL.

Require Email Attachments to be PDF — If this option is enabled, then all email attachments are forced
to be in PDF form, protecting them from being edited. A separate PDF “printer” is no longer required for
this functionality; the capability is part of Impact/SQL.
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Allow User Control of Email Preferences — This option permits the user to see and change the email
password (if they are sending an MS Word formatted attachment), and permits the user to select the
format to be used (MS Word or PDF), if the Prefer PDF Attachments on Email, if Available option
(above) is also selected. In Escrow, a screen like the one shown below is presented for the user’s
interaction when they request to email documents. In this sample, both MS Word and PDF attachments
are available, and the user is permitted to see and change the MS Word password on the attachment; in
addition, parties to the file can be selected as recipients of the email with its attachment.

Email Options E3

Escrow File #: 00000001
Escrow Officer: E1 -Escrow Trainee
Branch: 998 - Training Branch

Attachments: 1

I To |r cC l Party | Role | Name | Email

Buyer-1 Buyer, Maxwell Uno m:»‘lhuyer@noueal com

| Attachment Options
' Default Password: |test
 POF

o] || oK |

Default MSWord Document Password — If the site is going to email attachments in MS Word format,
the default password to be used to protect the attachments is entered into this field.
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CRRAR Functions

CRRAR is a propriety accounting data transfer routine, utilized exclusively by Fidelity National Financial
subsidiaries. Configuration of these settings can only be done if the Enable FNF Standards flag has been

set on the database, by USA Digital Solutions, Inc. personnel. Non-FNF clients should ignore these
options.

Setup Options <=

o Print

- General Functions |
Accourting Functions
E- Escrow Functions

- Title Functions I
‘.- Order Desk Enable CRRAR Interface

v N
i Email Functions r )
- CRRAR Functions Allow Escrow to Choose Fee Checlc/Transfer or Invoice

- DS| Funcions

‘... Miscellaneous
. Central Archive (AKA Central Base Repasitory) I”" Enable Dual Send (Fee Check/Transfer and Invoice on Same Fils)

™ On Submission of an Invoice Prompt to Close File
[ Output Log File for Data Sent to CRRAR
I Send Source of Business to CRRAR

r

™ Title and Escrow Fees are to be Reported to Different UTC Operation Codes

Cash Push Op Code: |

Cash Push Bank Number: |

I Allow Receipt Modffication for Cument Day Only
I~ Allow Voiding of Deposit Tickst in Closed Morth

Enable CRRAR Interface — This option indicates that the CRRAR interface is to be utilized.

The URL for the interface to send data through should be entered in the field provided. This information
will be provided by FNF Accounting.

Allow Escrow to Choose Fee Check/Transfer or Invoice — This option will give the Escrow user a
facility, on the first screen on Initial Questions, to identify whether they intend to report revenue via a fee
check or invoice. The system will then only permit the selected action to be taken. Up to the point that
either a fee check or invoice is issued, the user can alter their selection. If this option is enabled, the
Default Fee Type field will activate and let you select the Default Fee Type (Invoice or Fee Check).

Enable Dual Send (Fee Check/Transfer and Invoice on Same File) — When this option is enabled, the
Allow Escrow to Choose option (immediately above) is precluded from being selected. As it states, the

option will allow both fee check and invoice data to be generated on the same file and have that data
transfer via CRRAR.

If neither Allow Escrow to Choose or Enable Dual Send is selected, the first action done by the user
(Fee check or invoice) is accepted and the file is locked to that format. Either option will be permitted
(unlike with the Allow Escrow to Choose option) until one is utilized.

On Submission of an Invoice Prompt to Close File — This option automatically sends a prompt to close
the file on submission of an invoice, instead of the user manually closing the file.
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Output Log File for Data Sent to CRRAR — This option identifies that there will be a CRRAR data log
file created.

Output Log File Directory — This field is used to identify the output directory for the log file.

Send Source of Business to CRRAR — This option controls whether information on the Source of
Business is sent to CRRAR or not.

Disbursements; Display Warning if Source of Business is Not Valid — This sub-option will
enable the validation of the SOB information vs. the NAF.

Title and Escrow Fees are to be Reported to Different UTC Operation Codes — This option provides
for separate revenue flows for Title and Escrow fees, for Southern California operations that follow that
reporting pattern. The categorization of Income Codes is key to this functionality.

Cash Push Op Code — The appropriate value must be entered here.
Cash Push Bank Number — The appropriate value must be entered here.

Allow Receipt Modification for Current Day Only — The FNF Standards, by default, do not permit
receipt modifications. This option overrides that default.

Allow Voiding of Deposit Ticket in Closed Month — The FNF Standards, by default, do not permit
voiding of Deposit Tickets in closed months. This option overrides that default.
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License Manager

The primary activity in the License Manager is managing user licenses for Impact/SQL. Administrators
with Utilities access can open the License Manager using Utilities > System Files > License Manager.
The License Manager screen shows the currently licensed products on the site. Some product licenses
are managed “by user” counts and others “by site”.

License Manager @

¢ Print | ' Activations i} Export Data To DSI

License Method Number of Licenses
_—l
Msg - eFaperess
Msg - ImpactOnline Document Management Site 1
Impact Online Site 1

Automated routines are integrated into the License Manager. New licenses are registered and activated
by communicating with a licensing server at USA Digital Solutions, Inc. In addition, product licenses
(applications and integration services) are managed via the License Manager. Unused user licenses are
automatically freed up, upon an extended period of inactivity, and are made available to new users.
Access to the Internet from the client network is required.

Activate a Product License

If a new product is installed, it must be “Activated”. An e-mail notification could be sent to the Product
License contact on record at USA Digital Solutions, Inc. for the database, with the Activation Key in it.

Click on the License Manager screen to open the Activations screen, highlight the product to
be activated and enter the Activation Key to complete the process.

NOTE: Normally, new product activation would be managed by USA Digital Solutions, Inc.
personnel.

Print a Report of Licenses

Click = at the top of the screen to print a report of all licenses.

Export Data to USA Digital Solutions, Inc.

Click to export product license data to USA Digital Solutions, Inc. A message displays

when the data has been successfully sent to USA Digital Solutions, Inc.

NOTE: Use the Export Data to USA Digital Solutions, Inc. function only if requested by Support at
USA Digital Solutions, Inc.
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View/Modify License Details

To view or change user license detail of a product, click ¢ Details in the selected Product’s row. The
License Detail screen is displayed, with a listing of all registered users for the product.

NOTE: Only products with a License Method of User have the ¢ Details icon.

License Detail - Impact/Sql (=23
i Print Unregister Selected | il Purchase [J7]License Options 82, Edit Workgroups
Fitter: | Q g
Last Login Days From Login Temporary
l—_—m
I | cduett 12/06/2012 12:37 PM i
I | cioyner D5l 12/13/2012 08:25 AM |14 i
I | ddavee D5l 12/13/2012 09:08 AM | 14 _j
I | jbrown D5l 12/26/201202:40 PM |0 i
[ |ihedges D5l 12A17/201207:52 AM |10 i
[ | jwestrick D5l 12/27/201209:28 AM |0 i
[~ | molsen D5l 11/21/2012 02:55 PM |35 i
I |nlococe D5l 10/18/2012 09:31 AM | 70 _j
I |schance D5l 12/27/201209:33 AM |0 i
[ | slamb D5l 12/26/2012 09:03 AM |1 i
™ smenges Ds1 12/18/2012 03:25 FM |8 _j
[ |tkovach D5l 12/20/2012 03.05 PM |6 i
[ | vrefre D5l 09/25/2012 08:10 AM |93 i
Total Licenses: 16 Cumertly Used: 13
Mon Billable Licenses: 1 Available foruse: 3

The Days From Login column reflects the number of days since the user’s last login. If a user name is
tagged as Temporary, the license has been activated, but not yet reported to USA Digital Solutions, Inc.
Non-billable users’ accounts will be highlighted in yellow; only DSI can control billability of users.

You can search for a particular user using the Filter at the top of the screen. Enter part or all letters of

user's name in the box. The records that match entered information display in the list. Click 2 to clear
the filter.

The toolbar at the top of the License Detail screen provides the following options:
£t PFIME
i Unregister Selected
1l Purchase
License Options

82 Edit Warkgraups

Print

Select one or more users for whom you want to print the User Details report, and then click at the
top of the screen.
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Unregister Selected

If an employee no longer needs access to Impact/SQL (from termination, for example) their license
should be “unregistered” in the License Manager, so it will be immediately available for a new user to pick

up.

Check the box in front of the user and click | <2 Unregister Selected | at the top of the screen to unregister a user’s
license, freeing it up for another user. Click Yes when the prompt displays. This will free up their license
immediately for use by another.

Unregister

'je:' The following user will be unregistred.

jwestrick

Would you like to continue?

Yes | No

Purchase

Click [# ur<hase] ot the top of the screen to purchase additional licenses. The system will check on the
total number of licenses purchased, and the number that are registered to users. This option is only used
to manually purchase licenses. Most sites will be set to AutoRegister users (see license options below).

Purchase Licenses @

There are available unused licenses in your license pool.
Are you sure you want to purchase additional licenses
= now?

Product: Impact/Sql

Available for use: 3
Total Number of Licenses: 16
Yes Mo |

Click Yes to display the Purchase Licenses dialog box.

Purchase Licenses @

Please enter the number of licenses you would like to purchase.
Product:  Impact/Sql

MNumber of licenses:
Cancel ‘ oK |

Enter the number to be purchased and click OK. The licenses will be made available, and USA Digital
Solutions, Inc. will automatically receive notice that new licenses have been acquired and are billable.
Should any of the newly-acquired licenses be considered non-billable by the client, for whatever reason,
USA Digital Solutions, Inc. must be contacted with that information, and USA Digital Solutions, Inc. will
adjust our records appropriately.
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License Options
Click at the top of the screen to display the License Options dialog box.

License Options @

Flease select a license purchasing option.
Product: Impact/Sql

oense pion -
Cancel | QK |

From the License Options dialog box, select one of the following:

The AutoRegister license option will provide for the system to automatically purchase individual
licenses when a user logs in, if there are no unused licenses available to be assigned. This
option is the most automated but does require the system administrator to be on top of
terminations and prompt new hiring, as the system will not auto-unregister inactive licenses for a
lengthy period (over 120 days) from the date of last use.

The AutoPurchase license option will permit authorized personnel at each site to purchase one
or more licenses without calling USA Digital Solutions, Inc. This forces some manual intervention
so that in the event the un-registration process is not kept current, licenses will not be ordered
when they are not needed.

The Manual license option is similar to that in place in earlier releases. The administrator will
initiate the addition of licenses and will call USA Digital Solutions, Inc. for a license authorization
key.
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Edit Workgroups

Click at the top of the screen to display the Edit Workgroup screen to create workgroup

assignments.

Edit Workgroups @
Select from the list of users below to add or move to a different Worcgroup. f more than one
worlgroup is used, click the Apply button to add or move additional users to another Worcgroup.
Fitter: || QI g
I User Name Workgroups =]
CIOYNER DSI-PHOENIX
[~ | DDAVEE DSI-PHOENIX
[~ | DLOHRMAN DSI-PHOENIX
[~ | JBROWN DSI-PHOENIX
[~ | JWESTRICK DSI-PHOENIX
[~ | SHEIDINGER DSI-PHOENIX -
I~ | SMENGES DSI-PHOENIX
[~ | TKOVACH DSI-PHOENIX
[~ |VICTOR DSI-PHOENIX
[~ | ADMINISTRATOR TS -
Workgroups: j Apply
{ Mote: Leave blank to clear checked Workgroups. )
Gncel |[ ok ]

Workgroups are handy for grouping users into various categories (Admin, Accounting, Escrow, Title, etc.).

You can search for a particular user using the Filter at the top of the screen. Enter part or all letters of

user's name in the box. The records that match entered information display in the list. Click to clear
the filter.

To assign a workgroup, check the user(s) for the workgroup, enter a workgroup name in the field at the

bottom of the screen, and then click Apply.
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Messaging Manager

The Message Manager is only applicable to sites with integrations installed that utilize the USA Digital
Solutions, Inc. Messaging service. Configuration of these components is normally only done by DSI
personnel. Changes can have significant impacts on the user experience and should only be
made by trained personnel.

Messaging Manager @
| gk New Component
Status Name:
N I
L' | Impact Online &K
'  |CaseAwareTest 7w
€' | PropertylnsightStarter &R
| Mock Module FlK
' | SmatVIEW Documert Upload &R
@ |5martVIEW File Upload R
' | SmatVIEW Document Uploadi &R
' |ETSystemintegrator &R
' |Equater &K

The Status column on the Messaging Manager screen indicates if a component is active or not. The ©
Active icon indicates a component is active. The € Inactive icon indicates a component is inactive.

Add a New Component

To add a new component to the Messaging Manager, click at the top of the screen. The

applicable DLL must then be located, via the browser and selected. The dialog box that displays, once
the component is selected, is specific to the type of component that you are adding. Complete the fields
on the dialog box, and then click OK to add the component to the Messaging Manager.

Modify an Existing Component

To view or change the settings for an existing component, highlight the component on the screen you

wish to modify, and then click 4 Modify to the right of the selected component. The dialog box that
displays will be specific to the component selected. Modify the settings, as needed. Click OK to save your
changes or click Cancel to exit without saving.

Delete a Component

To delete the component highlighted on the Messaging Manager screen, click # Delete to the right of
the selected component. The component is deleted from the system.
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User Tables

There are many lookup tables and drop-down lists that appear throughout Impact/SQL. The values that
appear on most of those lists are entered and maintained from the User Tables menu. The contents of
these tables, if carefully considered in advance of their entry, and if carefully maintained as business
conditions warrant, can make the users of the system much more efficient and reporting out of the system
can be extremely valuable in decision-making situations. The initial loading of data into these tables will
generally be made by USA Digital Solutions, Inc. personnel, in conjunction with the Company’s
representatives. Company representatives must be involved, as only they know the company’s mode of
operation and unique naming conventions and product offerings.

The User Tables menu routinely has twenty-four items on it:

NOTE: A Print Taxes menu entry, with sub-categories of Excise Tax and Sales Tax, will appear on
the menu if the Enable Washington State Requirements is turned on (not shown here).

Marketing Reps

External Title Officers

Hold Title As

Transaction Types

Rate Charts

Title Rates Descriptions
Property Descriptions »
Recording Fees

Receipt Types

Income Codes

Invoice Descriptions

Auto Ticklers

Dynamic Data Fields

Tracking Descriptions »
Closing Statement Categories »
Settlement Statement Headers
Prelim Distribution VIA
Mandatory Fields

Check Templates

Payoff Descriptions
Disbursement Hold Reasons
User Defaults

Party Types

Contact Roles

FNF Flash Codes (conditional)
Custom Lookups »
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Standard User Table Maintenance Screens

Many of the maintenance screens for user tables are similar in form and have common screen tools, so
this section will provide an explanation of the common functionality available in all user tables. In the
sections that follow, only the differences of the individual tables will be detailed.

The standard User Table maintenance screen has a listing of existing entries in the body of the screen
and icons at the top of the screen, and icons on each record, which are used to initiate actions. When a
Code field exists, unique codes are required.

[ Marketing Reps Table Maintenance @
| & Mew Record 25 Print Move Up & Move Down
Active Code Description sl
O
<« |0 Sam Seller ks
<« |1 Sarah Sales ks
o« |z Bob Smith ks
<« |13 Mary Smith V4
O |14 Jane Doe V4
<« |15 John Doe ks
<« |6 Ucan Sell ks
o |17 Bob Roberts #|x
o |18 Jan Jane rArSem
€ (19 Don Donaldson 7R
© |2 Betty Boop ks
o | Oscar A. Ward AR«
Cancel | QK |

The standard icons and their functions are described below.

New Record — Click to add a new entry to the table. A data entry dialog box, like the
one shown below, displays. When the cursor is in a field, the field background will be white, and
all required fields (if you are not in one) will have a green background, as shown in this example.

Marketing Reps @

Active: v

-

Code: ||

Description:

|
Email Address: |
|

Employee 1D:

Cancel | QK |

Complete the fields on the dialog box, as needed. Click OK to save your entry, or if you change
your mind, click Cancel to close the data entry screen without saving your entry.

Print — To generate a formatted report of the codes and entries associated with them, click

. It is recommended that the person responsible for maintaining the user tables keep a
copy of the current contents of each table handy for reference. All of the tables’ contents should
be routinely reviewed for accuracy and relevance.

USA Digital Solutions, Inc. Utilities v10.6.545 Manual
07/08/2016 Page 107 of 183



Move Up & Move Down — The order of presentation of the table on this screen is the same that
will be seen in the list box displayed for the user in the Escrow module. If you have a preferred

order of display, you can highlight an entry and then click [ Move Up| o [ & Move Down | ¢, reposition it
in the table. The order of initial entry is not important as the list can be re-arranged with these
buttons. As an alphabetical sort is not always the way companies wish to see such data
presented, this approach has been selected to provide the most flexibility for the users. It is
recommended that the most frequently used selection(s) be placed at the top of the list to speed
up the user involvement with the drop-down list. When entries are being added to the tables, the
user will often be prompted as to whether they wish to enter the new item before the currently
selected record...so, if the effort is made during data entry, re-organizing with the Move Up and
Move Down icons can be minimized.

Active column — The © Active icon indicates an entry is active, and the € Inactive icon
indicates an entry is inactive.

Modify — To modify an existing entry, from the main listing, click 7 Modify to the right of the
selected record. The data entry dialog box is displayed. Modify the data, as needed. Alternatively,
you can double-click the entry to edit the data.

Delete — If you wish to delete an entry from the table, click + Delete to the right of the specific
record to be deleted.

Cancel — To close the user table maintenance screen without saving changes that have been
made, click Cancel in the lower-right corner of the screen.

OK — To save your changes and close the maintenance screen, click OK in the lower-right corner
of the screen.
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Marketing Reps

The marketing representative listing is maintained in this table. The marketing representatives listing is
utilized in list boxes on the Initial Questions data entry area of the Escrow module. As was noted above,
in the System Files > Setup Options > Escrow Functions > Data Entry, the base number of marketing
reps per file accommodated by the system is two, but that can be increased to four per file by enabling
the option, Enable Marketing Reps #3 and #4 in Initial Questions.

Marketing Reps Table Maintenance @
| g New Record ¢z Print | % Move Up ¥ Move Down
Active Code Description L~
L] 0o None @
O 10 Sam Seller FaArs
(] n Sarah Sales &K
L 12 Bob Smith pars
L] 13 Mary Smith AR
L)) 14 Jang Doe FIR
L)) 15 John Doe PAES
L] 16 Ucan Sel Fars
(] 17 Bob Roberts &K
[ 18 Jan Jane ridvdem
(] 19 Den Donaldson AR
(] 20 Betty Boop FIR
T -
Cancel | oK |

Each marketing representative is assigned a two- or three-digit code, with 10 being the lowest permitted.
There must be an item coded 00 with the description None in the table and is now a default in this table.
And, the description of None, on Marketing Rep 00, cannot be changed. The codes are used internally by
Impact/SQL rather than storing the full name on each file. Therefore, changing the names on existing
marketing rep numbers will invalidate historic reporting. It is recommended that if a marketing rep leaves,
their code and name combination be marked as Inactive and be left intact for a sufficient period so that
any reporting done by marketing reps is completed and will not need to be re-generated. A marketing rep
entry that is marked Inactive will then not appear to be able to be assigned to new files.

Click to add a new entry to the table; or to modify an existing entry, highlight a record and
click ¢ Modify or double-click the entry. The Marketing Reps dialog box is displayed.

Marketing Reps @

Active: v

-

Code: ||

Description:

|
Email Address: |
|

Employee 1D:

Cancel | QK |
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Complete or modify the following fields:

Active: This field is selected by default.

Code: Enter a new two- or three-digit code, “10” or higher.

Description: Enter the marketing rep’s name.

Email Address: Enter the marketing rep’s email address.

Employee ID: Enter the marketing rep’s employee ID, if to be used for reporting.
Click OK to save your changes, or click Cancel to close without saving.
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External Title Officers

All outside title officers that the company works with may be listed in the External Title Officers table,
maintained through this menu item. The table is used for the lookup list on the Edit > Initial Questions >
Title Information screens in both the Title and Escrow modules. This is not the listing of internal title
officers used on the Initial Questions > Dates/Transaction Information screen. Care should be taken in
training so the two fields are not confused.

|_.3.New Record &Print | * Move Up m

Move Down
Outside Titleman

»
| © Reemie /[

Cancel | oK I

Click to add a new entry to the table; or to modify an existing entry, highlight a record and
click ¢ Modify or double-click the entry. The External Title Officers dialog box is displayed.

m

Active:  [v

Name: H

Employes 1D: |

Cancel | oK I

Complete or modify the following fields:

Active: This field is selected by default.
Name: Enter the Title Officer's name.
Employee ID: Enter the Title Officer's employee ID.

NOTE: The inclusion of an Employee ID field in this listing was made to accommodate
clients who wanted to use this table for internal title officers, but, again, this listing is
normally of outside title officers, so an Employee ID would not normally be entered.

Click OK to save your changes, or click Cancel to close without saving.
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Hold Title As

The entries to the Hold Title As table establish default vesting clauses. Some examples would be:
“husband and wife”, “husband and wife, as community property”, and “as tenants in common”. These
phrases are used to fill the vesting description fields associated with each buyer and seller name (labeled
Hold Title Code on the Buyers’ Names and Sellers’ Names screens). The user may override an entry
selected from the list box and enter a vesting clause of up to 8,000 characters, per name.

Hold Title As Table Maintenance @
| & New Record <5z Print Move Up ¥ Mowve Down
Description
__
Husband and Wife, as Joint Tenarts E.

o Husband and Wife / A

02 Husband and Wife, as Tenants in Common &K

06 Husband and Wife, as Joint Tenants with Right of 5 P

03 Wife and Husband, as Tenants in Common F|R

05 Wife and Husband, as Joint Tenants F|K =

07 Wife and Husband, as Joint Tenants with Right of 5 P

08 A maried man, as his sole and separate prop P

09 A maried women, as her sole and separate pr P

10 A zingle man FR

11 A zingle woman P

12 An Unmarried Man FR| -

Cancel | QK |

Each clause is assigned a two-digit code. These code/clause combinations, once used, must not be
changed or the information that already exists in the database will be invalid. A blank entry with the code
“00” is required in this table. If the blank entry is selected by users from the list box, they will need to enter
a customized clause manually.

Click to add a new entry to the table; or to modify an existing entry, highlight a record and
click 4 (Modify or double-click the entry. The Hold Title As dialog box is displayed.

-

Held Title As [mE3m]

Code: “

Description: |

el |[ ok ]

Complete or modify the following fields:

Code: Enter a new two-digit code.

Description: Enter a phrase that will fill the vesting description fields associated with each buyer
and seller name. Examples include: “husband and wife”, “husband and wife, as community
property”, and “as tenant in common”.

Click OK to save your changes, or click Cancel to close without saving.
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Transaction Type

Transaction types are used to distinguish categories of escrows providing a mechanism for grouping
them for statistical reporting, for automatic ticklers (through the Automatic Ticklers table), and for
customizing of tracking routines (through the Tracking Descriptions tables). The number of types
created and the categorizations made are very dependent on the individual company’s product set and
market. Some examples of transaction types might include “Residential Sale”, “Residential Refinance”,
and “Commercial Sale”. Again, some companies will have very short lists of transaction types and some
will have longer lists. Two points to keep in mind when establishing the types are: what kind of
management reporting will be expected and to what extent does the company want customized workflow
tracking structures established for different types of escrows.

Transaction Types Table Maintenance (=5
| s New Record /2 Print Move Up 4 Move Down Filter: Al
Adive| Code Description Refinance | IRS Reportable
% Rl RegléQrfede o
@ |R2 Reg Lndr Cir - Refi =4 FaRS
€ RP Residential Purchase & r4rs
¢ RR Residertial Refinance 4 e
« Commercial & Industrial & Z4Es
€ R Commercial Refinance 4 r4rs
@ or Other & Z4Es
& |do Duplicats Onty 4 vars
Cancel

Click to add a new entry to the table; or to modify an existing entry, highlight a record and
click ¢ Modify or double-click the entry. The Transaction Types dialog box is displayed.

Transaction Types @
Active
Code |
Description |
Refinance: [
IRS Reportable: [~

Complete or modify the following fields:

Active: Check the checkbox if the code is to be available to users.

Code: Enter a new two-character code.

Description: Enter the transaction type’s description.

Refinance: Select this checkbox to flag the transaction type as exclusively Refinance related.

IRS Reportable: Select this checkbox to flag the transaction type as reportable to the IRS, with
regard to the 1099-S process. If the type is generically flagged IRS Reportable, on the
maintenance screen, the function within Escrow that is used to definitively identify a specific
transaction as reportable or not is made available. If the transaction type is not generically
flagged as reportable on the maintenance screen, the user will not have the ability to mark any
escrow assigned that type as reportable to the IRS.

Click OK to save your changes, or click Cancel to close without saving.
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Rate Charts

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). It is not recommended that it
be used.

Impact/SQL can compute Escrow and Title charges for the users for a fixed dollar range of transactions if
rate tables are established for the underwriter(s) that have been set up in the system. Rate charts are, at
a minimum, by Underwriter, but can also be by State and County within Underwriter. There are two types
of rate charts: the regular charts cover owner’s and lender’s policies and “Loan Escrow” charts are used
only for refinance transactions and have fewer options than the regular charts. Discounts can be used, in
regular rate charts, instead of setting up “Loan Escrow” rate charts.

The rate chart structure in use prior to version 8.0 of Impact/SQL was comprised of a set of external “flat”
files that held the information for the rate chart and discounts, etc. With version 8.0 and later, those files
are still in place but a new interface for editing the data within them is provided and the user should not
edit the external files directly. It is intended that the new interface will make setting up and editing of rate
charts easier than in the past.

Rate Charts @

| & New Rate Chart

Underrter [T - |

Loan Esc | No Underwriter Name
-_-—I
Fidelity National Title Insurance Compary
1 Fidelity National Title Insurance Comparny AZ MARICOPA /
& 1 Fidelity National Title Insurance Company AL MARICOPA &

When the Rate Charts function is initially selected, a screen like that shown above will be presented, it
shows a listing of all rate charts that have already been established in the database.

If a new chart is to be created, the L& New Rate Chart icon, at the top of the screen should be clicked.

If an existing rate chart is to be edited, the & Modify icon, on the record of the chart to be modified,
should be clicked.

The Underwriter: filter drop-down list, at the top of the screen, can be used to limit the charts listed to a
select underwriter. This is helpful if there are many charts entered (for various counties for various
underwriters).

The screens presented for a new chart are the same as those for modifying a chart, with the top of the
screen being fully editable on a new chart only. The discussion that follows will present a new chart being
created. The modification screen initially presented is on the following page.

Having a printed rate chart in hand, which is to be duplicated in Impact, is imperative, as the body of the
base chart must be typed into Impact. Very often, the figures on the base chart are not mathematically
exactly calculable with formulas. The figures beyond the base chart are calculated, based on the
information entered into the system.
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Rate Chart Entry @
Undenvrter: | R - Effective Date: [12/28/2012 [
State: | j Loan Escrow: [~
County: | J
Rate Chart | Cther Rate | Discourts |
| [#] Clear and Regenerate Rate Lines |
Rate Lines | Base Data | Incremert Above Base |
Table Start: Table End: Increment Amount:
Escrow Increment: Mz for Increment: Calculation Max:
Amount Escrow Fee Owners Fee Combo Fee 5Std Mortgage | ALTA Mortgage
No records found.
Cancel | oK |

The name of the Underwriter is at the top of the screen. On a new chart, the field will present with a drop-
down of the underwriters established in the database.

If the chart is to be one of several for the underwriter, with state and county identifiers for each, then enter
the State and County for the chart being set up. There will be a separate chart created for each
Underwriter, State and County combination desired.

If the chart is to be a Loan Escrow chart (for refinance transactions only), that box should be checked,
when establishing a new chart. It will reflect as “Yes” if that is the case when modifying an existing chart.
A “No” indicates it is a regular rate chart.

Once set, the above fields cannot be changed on an existing chart.

On a new chart, the Effective Date should be entered. The Effective Date of the chart can be changed,
when and if the chart is being updated for new rates.

The screen above is completely blank, save for the default, current, date at opening of a new chart.

NOTE: The figures used in the following example of a new chart setup are fictitious and should not
be utilized in a real chart.

The Rate Chart tab, right below the County field, will contain the meat of the base rate chart. The three
tabs BELOW the Rate Chart tab, Rate Lines, Base Data and Increment Above Base, are used to
establish the bulk of the rate information.

The Other Rate and Discounts tabs will be discussed after the Rate Chart tab and its sub-tabs are
explained.
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The J Clear and Regenerate Rate Lines icon, right below the Rate Chart tab heading, should be used
AFTER the six fields right below the Rate Lines heading are completed.

Table Start: enter the base dollar amount for the first entry in the basic rate chart. In the example, 35,000
has been used. Do not enter the comma for the thousands designator, the system will do so. Just enter
35000 (or whatever the starting number should be).

Table End: enter the highest dollar amount to be covered by the base rate chart. In the example, 300,000
has been used. Again, don’t enter commas.

Increment Amount: this is the incremental step between lines on the base rate chart. If the title rates are
to change at every $5,000 change in sales price or loan amount, then “5000” would be entered.

Escrow Increment: this value is not used on the base chart, but is taken into consideration in calculations
for escrow fees beyond the scope of the base chart. This increment is that change in sales price at which
the escrow rate will change...every $5,000 dollars, for example.

Max for Increment: this value is also used in calculation of escrow fees beyond the scope of the base
chart, and is the highest sales price at which the escrow fees will change. In this sample, $1,000,000 is
the limit, entered as 1000000.

Calculation Max: a non-zero amount entered here will limit the calculation of rates to policies with a
liability amount less than or equal to the value entered. If “0” (zero) is entered, the calculation will be
done on any sized policy. If your underwriter does not want you to calculate rates on any policy over
$1,500,000, for example, you would enter that amount in this field. A message will be received by the
user, if they ask for a rate to be calculated on a policy with a liability amount over that amount, to consult
with the title department for the rate. In this sample, 1500000 was entered.

When the six figures above have been entered, for a new chart, the l_,ll Clear and Regenerate Rate Lines
icon, right below the Rate Chart tab heading, can be used to generate the rate lines for the new chart.

When editing a chart, If the user tabs out of the sixth field, after entering &/or changing data in the six
fields discussed above, the following message will be received and a Yes response has the effect of
presenting new Amount increments, but does not eliminate any of the fee amounts that have been
entered.

Rate Chart Entry
':0:' The range values have changed, would you like to generate the rate chart line range values?
You wil be unable to make modffications to the rate chart lines urtil the table values are consistent with the rate chart line range values.

Yes No |

On the next page, the results of entering the six values and clicking the J Clear and Regenerate Rate
Lines icon are presented. The reader will note that the values in the Escrow Fee, Owners Fee, Combo
Fee, Std Mortgage and ALTA Mortgage columns are all “0.00”. These values must be entered, manually,
from the printed rate chart. The scroll bar, on the right, is used to move down through the chart.

At this point, the base figures for the Escrow Fee, Owners Fee, Combo Fee, Std Mortgage and ALTA
Mortgage columns are entered, by the user, manually, per the company’s printed rate chart for the
underwriter, state and county. These figures must be keyed in manually; there is not an “import” function.
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Rate Chart Entry
Undenwrter: |5 - Test Underwrter =l Effective Date: [12/28/2012
State: [AZ - ARIZONA =l Loan Escrow: [~
County: I Maricopa ;I
Rate Chart | Other Rate I Discourts I
| @ Clear and Regenerate Rate Lines |
Rate Lines | Base Data I Increment Above Base
Table Stat: [ 35,000 TebleEnd: [ 300.000 increment Amourt: [ 5000
Escrow Increment: I—E'DDﬂ Max for Increment: lm Calculation Max: lm
Amount | Escrow Fee | Owners Fee Combo Fee | Std ALTA =
4 35.000 m 0.00 0.00 0.00 0.00
40,000 0.00 0.00 0.00 0.00 0.00
45,000 0.00 0.00 0.00 0.00 0.00
50.000 000 0.00 0.00 0.00 0.00 |
55,000 0.00 0.00 0.00 0.00 0.00
60,000 0.00 0.00 0.00 0.00 0.00
65,000 0.00 0.00 0.00 0.00 0.00
70,000 0.00 0.00 0.00 0.00 0.00
75,000 0.00 0.00 0.00 0.00 0.00
20,000 0.00 0.00 0.00 0.00 0.00
85,000 0.00 0.00 0.00 0.00 0.00
30,000 0.00 0.00 0.00 0.00 0.00
55,000 0.00 0.00 0.00 0.00 0.00
100,000 0.00 0.00 0.00 0.00 0.00
105,000 0.00 0.00 0.00 0.00 0.00|

Cancel |

Below, are the beginning and end of the Rate Lines table, after data has been entered manually. Again,
this is fictional data, but the values at the end of the chart are used on subsequent screens, so showing
the transition from one screen to the next is important.

Table Start: I 35,000

Escrow Increment: I 5.000

Table End: I 300,000

Max for Increment: I 1.000.000

Increment Amourt: I 5.000
Calculation Max: I 1.500.000

Amount | EscrowFee | Owmers Fee Combo Fee | Std M ALTA M -
’ 35,000 45,00 207.00 276.00 41400
40,000 00.00 7700 2600 302,00 45200
45,000 0000 409.00 24500 327.00 49100
50,000 0000 440,00 26400 352.00 528.00
RR NN ann nn Ag1 nn 770N 2aea NN RR2 NN
- I o - - R
280.000 500.00 1141.00 685.00 913.00 1.369.00
Bottom of schedule >> 285,000 550.00 1.155.00 693.00 524.00 1386.00
290,000 550.00 1.168.00 701.00 934.00 1.402.00
295,000 550.00 1181.00 705.00 945.00 1417.00
300,000 550.00 1195.00 7.0 956.00 143400 %

<<Top of schedule

cree [ ox_]

Once the Rate Lines tab’s fields have been completed (all data entered through the end of the rate lines
established), then the user should click the Base Data tab, to enter information there.
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Rate Lines Base Data Increment Above Base ‘

Amount Escrow Fee Owners Fee Combo Fee Std Mortgage ALTA Mortgage

» 550.00 1.195.00 717.00 956,00 1434.00

500,000 550.00 1.375.00 557.00 1.276.00 1.954.00
750,000 1,400.00 1.925.00 1.257.00 1.626.00 264400
1,000,000 1,850.00 242500 1.507.00 1.976.00 324400
1.250.000 2.250.00 2837500 1.757.00 2.276.00 3.844.00
1.500.000 2,600.00 327500 1.957.00 2.576.00 4,434.00
1.500.000 2.600.00 3.275.00 1.957.00 2.576.00 4.434.00

The Base Data tab (above) contains a series of 7 rows, on which are presented the figures, for each of
the rate categories, at the end of each range for which calculation factors are to be entered on the
Increment Above Base tab (below).

Rate Lines ‘ Base Data Increment Above Base
Amount Escrow Fee Owners Fee Combo Fee Std Mortgage ALTA Mortgage
» 300,000 | REEE] 12.00 6.00 2.00 14.00

500,000 5.00 11.00 6.00 7.00 13.00
750,000 5.00 10.00 5.00 7.00 1200
1,000,000 8.00 5.00 5.00 6.00 1200
1.250.000 7.00 8.00 4.00 6.00 11.00
1.500.000 7.00 8.00 4.00 6.00 11.00
1.500.000 7.00 8.00 4.00 6.00 11.00

Nete: Values in Amount column are determined./changed via the Amount column of the comesponding row of the giid on the Base
Data tab.

Once the Rate Lines table is complete, the first line of the Base Data table will be the last line from the
Rate Lines table, as shown above. The Amount column is then filled, by the user, with the maximum
dollar level at which the fees are to be adjusted at different rates. In this sample, the fees are to be
computed with different rates between $300,000 and $500,000, then at different rates between $500,000
and $750,000, and with subsequent rate changes at each $250,000, with the last computed rates
stopping at $1,500,000. The last line is repeated, in this sample, to let the system know that there are no
additional rate changes. Again, up to seven lines may be used.

The Amount values entered on this tab will flow to the Increment Above Base tab, where the
incremental rates within each range are defined, as is explained next.

Clicking on the Increment Above Base tab, the user would be presented with a grid into which they will
enter the dollars per escrow or title increment (as appropriate) for each increment until the incremental
rates change again. In this example, the incremental change, at each $5,000 increment (coincidentally,
in this case, the same for Escrow and Title fees, but not necessarily) until the Amount exceeds $500,000,
at which point new incremental rates are to be applied. Above, the first line has been completed, showing
that Escrow Fees would increase by $10.00 at every $5,000 change in the Sales Price; the Owners Fee
by $12.00 for every $5,000 change in Sales Price; the Combo Fee by $6.00 for every $5,000 change in
Sales Price; and the Std and ALTA Mortgage rates by $8.00 and $14.00, respectively, for every $5,000
change in Loan Amount.

Those figures, when applied at the range maximum (the range between $300,000 and ending at
$500,000) result in fees of set amounts, which are then entered, manually, into the Base Data screen, as
shown above.

The screen shot of the Increment Above Base table, above, is filled with all of the sample rates, for each
of the sample rate ranges. Again, these are entered by the user, from the information in the Underwriter’s
Rate Manual. Note: the last range is repeated until all seven rows are completed.
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The screen shot of the Base Data tab, above, reflects all of the top-of-tier values, for each of the rate
ranges. Again, these values are computed and entered manually.

With the three tabs (Rate Lines, Base Data and Increment Above Base) completed, the core of the rate
calculator is loaded. The next step is to address the Other Rate and Discounts tabs.

The Other Rate tab is used to enter factors used to calculate extended rates, for values above the Base
Chart entered in the Rate Lines table, and the fees to be added for simultaneous issues. The buyer’s
split percentage is identified in the Split Percent field. The Other Rate tab, when first used on a new
rate chart, appears as shown below.

Other Rate |

Owiners Extended Rate: liﬂu
Lenders Extended Rate: li[}'
Simultaneous Standard Fee: li[)[}'l}
Simultaneous Bxtended Fee: liunn
Simuttaneous Combo Fee: lim
Simultaneous Escrow Fee: lim
Split Percent: |75D3=

[~ Cwners Premium Less Lender

Owners Extended Rate — enter the percentage that should be used to amplify the owner’s standard rate
to get to the extended rate — 110 (for 110%) would be an example.

Lenders Extended Rate — enter the percentage that should be used to amplify the lender’s standard rate
to get to the extended rate — 120 (for 120%) would be an example.

Simultaneous Standard Fee — enter the dollar amount to be charged in the situation where there is a
simultaneous issue of standard policies — 50.00 (for $50.00) would be an example.

Simultaneous Extended Fee — enter the dollar amount to be charged in the situation where there is a
simultaneous issue of extended policies - 55.00 (for $55.00) would be an example.

Simultaneous Combo Fee — enter the percentage that should be applied to the owners policy to get the
lenders policy premium, in a simultaneous issue situation — 50 (for 50%) would be an example.

Simultaneous Escrow Fee — enter the dollar amount to be added to the base escrow fee when there is a
simultaneous issue of policies — 10.00 (for $10.00) would be an example.

Split Percent — enter the percentage of the fees/premiums to be charged to the Buyer — 50 (for 50%)
would be an example.

Check the Owners Premium Less Lender checkbox, in conjunction with, or rather than the simultaneous
fees, if that is the pricing model.

Other Rate |
A completed screen would look like the one shown to the right. The
system will add the % and $ signs as applicable Owners Extended Rate: o
Lenders Edended Rate: 120%

Simuttaneous Standard Fee: ’75DDD
Simuttaneous Extended Fee: ’755DD
Simultaneous Combo Fee: ’75DDD
Simultaneous Escrow Fee: ’W
Split Percent: ’7&}3=

I Owners Premium Less Lender
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The Discounts tab (shown below) is used to detail builder (escrow and title) and developer discounts.
When first presented, the screen is blank with three tabs: Escrow Builder, Title Builder and Developer.

Be sure the correct tab is selected and then use the L= New Line icon to initiate the addition of a record
to the tab selected.

Escrow Builder — on this tab, entries are detailed with a short description (34 characters max) and a
percentage. The percentage is entered as ## (70 — for 70%), and is a percentage of the escrow fee that
will be charged, when the discount is selected.

Title Builder — on this tab, entries are detailed with a short description (34 characters max) and a
percentage. The percentage is entered as ## (70 for 70%), and is a percentage of the title premium that
will be charged, when the discount is selected. In the sample below, two discounts are detailed.

Developer — on this tab, entries are detailed with a short description (34 characters max) and a
percentage. The percentage is entered as ## (80 for 80%), and is a percentage of the title premium that
will be charged, when the discount is selected. In the sample below, two discounts are detailed — note
that the percentage of the discount may be included in the Description, if you wish.

Rate Chart | Other Rate Digcounts |
| | Mew Line Maove Up Mave Down |
Escrow Builder | Title Builder | Developer |
Description Percent
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Title Rates Descriptions

The information maintained in the Title Rates Descriptions table is used to identify the policy or polices
that are being purchased through each file. It also can be used in conjunction with Rate Chart data to
compute rates within Impact/SQL. The user will see the listing on the first Initial Questions screen under
the field heading Premium Rate.

The Title Rate Descriptions are maintained in a series of tables, one for each underwriter established in
the system. The various policies offered by each underwriter and the combinations of policies that might
be sold are used as the factors in determining the items to be entered on these tables. For example, you
may have items for each type of owner’s policy offered, for each lender policy offered, and for the various
combinations of owner’s and lender’s policies offered.

NOTE: The underwriters must be created in the system, prior to Title Rate Descriptions tables
being set up, through Title > Documents > Document Maintenance > Edit > Underwriter Menu
Table.

.

Select Underwriter @

Flease select Undenwriter

1 - Fidelity National Title Insurance Comparny -

Once an Underwriter is selected, the Escrow Title Rates Table Maintenance screen is displayed for the
selected Underwriter, if one exists.

Escrow Title Rates Table Maintenance (1 - Fidelity National Title Insurance Company) @
_&n New Record ¢z Print Move Up 4 Move Down Filter: All -
Active | Code Description Owmner Lender 1
“-____Il
L D] Lender’s Policy E
o (03 Owner's Policy, Lender’s Policy 5 5 / w
o (07 Cwners's Policy, Lender’s Policy, Lender's Policy S E S Pabs
O |08 Owners’s Policy, Lender’s Policy, Lender's Palicy 5 E 5 PAES
o | Owner's Policy, Lender’s Policy. Lender's Policy, Lenders S E 5 S PdES
O« (05 Lender’s Policy, Lender's Policy E 5 PAES
< |06 Limited Coverage Policy 5 VRS
¢ | Extended Owner's E VRS
Caro
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Click to add a new entry to the table; or to modify an existing entry, highlight a record and
click ¢ Modify or double-click the entry. The Escrow Title Rates dialog box is displayed.

Ezcrow Title Rates @
Active: [
Code: ||
Description: |
Owner Rate: | j
Lender 1 Rate: | j
Lender 2 Rate: | j
Lender 3 Rate: | j
Cancel | QK |

Complete or modify the following fields:

Active: Check the checkbox if the code is to be available to users.

Code: Enter a unique two-digit code. Each description has a unique two-digit code within each
underwriter. Once a code/description combination has been used, it cannot be changed.

NOTE: If the Title Rates Descriptions table is modified, the Title Order Sheets, which are
Crystal Reports, may also need to be modified — depending on their design.

Description: Enter a description. The descriptions are to be stylized with the description of the
owner’s policy first (if any) and then the lender’s policy or policies (up to three), if any, separated
by commas. The comma separators are critical.

Rate Fields: There are also four Rate fields for each description, which are used to categorize
the policy or policies identified in the descriptions as Standard (S) or Extended (E):

Owner Rate: Enter the Owner’s policy as Standard (S) or Extended
(E). If there is no owner’s policy being issued this field will be blank.

Lender 1 Rate: Enter the first lender’s policy as Standard (S) or
Extended (E).

Lender 2 Rate: Enter the second lender’s policy as Standard (S) or
Extended (E).
Lender 3 Rate: Enter the third lender’s policy as Standard (S) or
Extended (E).

NOTE: When the descriptions and codes are combined, they tell the user (in text) and the
system (in codes) what they need to know to identify the policy(ies) being issued and, if so
configured, the rates to use.

Files using the “with GFE” styles of data entry will use the coding above to default the text on the Owner,
1st, 2nd and 3rd Lender policy description fields (on the 1103 & 1104 breakdown screens).
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The following are some examples of code, description, and rate combinations:
Code: 01

Desc: Owner’s Policy, ALTA Lender’s Policy

Rate fields: SE _ _

Code: 02
Desc: Owner’s Policy

Rate fields: S _

Code: 03
Desc: Lender’s Policy

Rate fields: _ S

Code: 04
Desc: Extended Owner’s, ALTA Lender’s Ext., Standard Lender’s
Rate fields: EE S _

The same codes and descriptions can be used for each underwriter, if appropriate.
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Property Descriptions »

There are six menu choices under this heading that provide maintenance screens for tables related to the
properties on transactions.

States

Counties

Cities

Municipality Types

Subdivisions

Property Types

In addition, the Transfer Tax and Tax Stamp table configuration functions, which were reached via User
Table menu paths in pre-8.0 versions of Impact, are now reached through the States, Cities and
Counties maintenance screens. Washington Excise Taxes and Sales Taxes, for databases configured
for use in Washington State, are also addressed through these maintenance screens.

States

The States table contains all of the United States and the District of Columbia. The GSA Code of each is
pre-loaded. There is no maintenance required with this table, except for the configuring of state tax
stamps, if required in the area the Company does business (discussed below).

State Tanes @
Description GSA Code

-_l
ALABAMA &

AR ARKANSAS 05 &

Az ARIZONA M &

CA CALIFORNIA 06 &

co COLORADD 08 &

cT CONNECTICUT 09 &

oC DISTRICT OF COLUMBIA 1 &

DE DELAWARE 10 &

FL FLORIDA 12 Fl-
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To modify an existing entry, highlight a record and click ¢ Modify or double-click the entry. The State
Tax Stamps dialog box is displayed, with the selected state information at the top of the screen. If you
are going to enter tax stamp calculation variables, check the Implement Tax Stamps checkbox, and the
fields below it will become available for editing.

State Tax Stamps @

State: CA-CALIFORNIA  GSACode: 06

Tax Stamps

¥ Implement Tax Stamps

Deed Calculations Mortgage Calculations
Amount: Ii Amourt: ’7
Per: Ii Per: ’7
Round: I—Ll Round: ’—L|

Round to Nearest: Round to Mearest:
Default Charge to: - Defautt Charge to: -

{* Based on Sales Price {* Based on Sales Price

" Based on Mortgage " Based on Mortgage

Cancel ‘ QK |

Complete or modify the following fields:

Implement Tax Stamps: Select this checkbox to activate the sections below.
Deed Calculations and Mortgage Calculations sections

Amount: Enter the amount to be charged.

Per: Enter per increment (for example, per 1,000.00).

Round: Select Up or Down from the drop-down list.

Round to Nearest: Enter the amount to Round to Nearest.

Default Charge to: Select Buyer or Seller from the drop-down list.

Based on Sales Price: Identifies the tax stamp is to be based on sales price.
Based on Mortgage: Identifies the tax stamp is to be based on mortgage.

Click OK to save your changes, or click Cancel to close without saving.

USA Digital Solutions, Inc. Utilities v10.6.545 Manual
07/08/2016 Page 125 of 183



Counties

The Counties table is pre-loaded with all United States counties, along with their State and GSA Code.
There should be no maintenance required in this table, except for the configuring of County Transfer
Taxes and Tax Stamps, if required in the area(s) the Company does business in (discussed below). The
list feeds the City table maintenance screen and, more importantly, feeds the County field on the Initial
Questions > Property Information screen, ensuring consistency of spelling on documents. The County
Name, State and County transaction taxes are maintained here.

The County Table Maintenance screen lists the counties entered, and their state.

[ County Table Maintenance @
| s New Record ¢z Print Meove Up ¥ Move Down

County State GSA Code -
Aameda _CA___ 0
Alpine CA 003 rars
Amadaor CA 005 &R
Butte CA 007 AR
Calaveras CA 009 &r
Colusa CA 011 &R
Contra Costa CA 013 &R
Del Norte CA 015 Fr
H Dorado CA 017 rars
Fresno CA 019 &R
Glenn CA 021 AR
Humbeldt CA 023 b

Imperial CA 025 FIE | -

Carcel  |[[ ok ]

Click to add a new entry to the table; or, to modify an existing entry click the 7 Modify icon
on the County entry to be edited, or double-click the entry. There should be no need to add a county, and
the user is not able to enter a GSA code on a county added manually. USA Digital Solutions, Inc. will
maintain the County listing via the upgrade cycle, as needed.
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Transfer Tax Tab

The Transfer Tax tab at the bottom of the screen is used for entry of County Transfer Tax rates, if
appropriate.

Modify County (3

Courty Name:  |TETI=E
State: [CA - CALIFORNIA Jd|

GSA Code: 001

& Transfer Tax Tax Stamps

¥ Implement Transfer Tax
I Use Tiered Calculations

Amourt: ,711[)

Fer: '71%[?
Round: |Up -

Round to Nearest: ’W
Default Charge to: | Seller h

First Time Home Buyer Exemption Amt:
First Time Home Buyer Amounit:
Principal Residence Exemption Amt:

Complete or modify the following fields:
Implement Transfer Tax: Select this checkbox to begin the process of entering tax rates. That
will open up the data fields for data entry.

Use Tiered Calculations: Select this checkbox if the Transfer Taxes are based on tiered
calculations in the specific county (see tiered screen below).

The non-tiered screen asks for the tax Amount, the Per increment, how the Rounding will be done, and
Default Charge To (who the cost is applied to by default). Exemption information can also be identified.

Amount: Enter the amount to be charged.

Per: Enter per increment (for example, per 1,000.00).

Round: Select Up or Down from the drop-down list.

Round to Nearest: Enter the amount to Round to Nearest.

Default Charge to: Select Buyer or Seller from the drop-down list.

First Time Home Buyer Exemption Amount:

First Time Home Buyer Amount:

Principal Residence Exemption Amount:
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The tiered screen asks for similar Amount and Per increment information, but for each of up to four
“tiers” of sales price.

Transfer Tax | Tax Stamps

¥ Implement Transfer Tax
W Use Tiered Calculations

From To Amount Per

Round: I—L|

Round to Nearest: '7

Default Charge to: I—L|

First Time Home Buyer Exemption Amt: '7
Principal Residence Exemption Amt: '7

Tax Stamps Tab

The Tax Stamps tab at the bottom of the Modify County screen is used for entry of County Tax Stamp
rates, if appropriate.

Implement Tax Stamps: Select this checkbox to activate the sections below.

Transfer Tax Tax Stamps

¥ Implement Tax Stamps

Deed Calculations Mortgage Calculations
Amount: ’7 Amount: ’7
Per: ’7 Per: ’7
Round: ,—L| Round: ,—L|

Round to Nearest: Round to Nearest:
Default Charge to: - Default Change to: -

{+ Based on Sales Price f+ Based on Sales Price

" Based on Mortgage " Based on Mortgage

Deed Calculations and Mortgage Calculations sections

Amount: Enter the amount to be charged.

Per: Enter per increment (for example, per 1,000.00).

Round: Select Up or Down from the drop-down list.

Round to Nearest: Enter the amount to Round to Nearest.

Default Charge to: Select Buyer or Seller from the drop-down list.

Based on Sales Price: Identifies the tax stamp is to be based on sales price.
Based on Mortgage: Identifies the tax stamp is to be based on mortgage.

Click OK to save your changes, or click Cancel to close without saving.
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Cities
The Cities table is pre-loaded with all United States cities, along with their County, State and GSA
Code. There should be no maintenance required in this table, except for the configuring of City
Transfer, Excise and Sales Taxes, if required in the cities the Company does business in (discussed
below). The Cities table is the source for the City field drop-down on the Initial Questions > Property
Information screen. The drop-down is used to speed data entry by Escrow personnel and to ensure
consistency of spelling on documents. The user may enter a city that is not on the drop-down list.

[ Cities Table Maintenance @
L New Record < Print Move Up 4 Move Down
City Name GSA Code
m——m-
AMameda AMlameda 0010 ..
Berkeley Alzmeda CA 0340 / ®
Dublin Aameda CA 1054 A
Emeryville Alameda CA 1170 &R
Fremant Alzmeda CA 1364 AR
Hayward Aameda CA 1560 P
Livermare Alameda CA 1520 AR
Newark Alameda CA 2370 PaE
Oakland Aameda CA 2480 P
Piedmont Aameda CA 2750 AR
Pleasanton Alameda CA 2840 PR
San Leandro AMlameda CA 3360 LR -
Gancel |[ ok |

Click to add a new entry to the table; or, to modify an existing entry click the 7 Modify icon
on the City entry to be edited, or double-click the entry. There should be no need to add a city, and the
user is not able to enter a GSA code on a city added manually. USA Digital Solutions, Inc. will maintain
the City listing via the upgrade cycle, as needed.

The top half of the Modify City screen is shown below. The user could edit the Municipality Type and
Municipality Name, if needed in your area. The other fields should not need editing.

Modify City ==

City Name: |A|barr)|r

Muricipalty Type: | ~|
Municipalty Name: |
State: [CA -CALIFORNIA =l
Courty: [Alameda =l
GSA Code: (0020
Transfer Taxes |

[ Implement Transfer Tax ‘

The bottom half of the screen relates to maintenance of tax rates, and will be discussed on the next page.
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Transfer Taxes
¥ Implement Transfer Tax

I™ Use Tiered Calculations

Amourt
Per ’7

Round: ’—Ll

Round to Mearest: ’7

Default Charge to ’—L|

First Time Home Buyer Exemption Amt: ’7
First Time Home Buyer Amount ’7
Principal Residence Exemption Amt: ’7

The bottom half of the Modify City screen is used for entry of City Transfer, Excise and Sales Tax
rates, if appropriate. This configuration is done to support the system’s ability to compute transfer, excise
and sales taxes, for those locales that have such taxes, in the data entry areas for Recording Expenses.

Depending on configuration, you will see a tab for each type of tax that can be configured for the city.
Normally, you will only have a Transfer Taxes tab. Transfer taxes are based on the Sales Price.
Databases configured for business in Washington State will have Excise and Sales Tax tabs as well.

Complete or modify the following fields:
Implement Transfer Tax: Select this checkbox to begin the process of entering tax rates. That

will open up the data fields for data entry.

Use Tiered Calculations: Select this checkbox if the Transfer Taxes are based on tiered
calculations in the specific city (see tiered screen below).

The non-tiered screen asks for the tax Amount, the Per increment, how the Rounding will be done, and
Default Charge To (who the cost is applied to by default). Exemption information can also be identified.

Amount: Enter the amount to be charged.

Per: Enter per increment (for example, per 1,000.00).

Round: Select Up or Down from the drop-down list.

Round to Nearest: Enter the amount to Round to Nearest.

Default Charge to: Select Buyer or Seller from the drop-down list.

First Time Home Buyer Exemption Amount:

First Time Home Buyer Amount:

Principal Residence Exemption Amount:
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Check the Use Tiered Calculations if appropriate for the city. The Tiered screen asks for similar
Amount and Per increment information, but for each of up to four “tiers” of sales price.

Transfer Taxes |
¥ Implement Transfer Tax

W se Tiered Calculations
From Ta Amount Per

Round: I—L|

Round to Nearest: li

Default Charge to; I—L|

First Time Home Buyer Exemption Amt: li
Principal Residence Exemption Amt: li

Click OK to save your changes, or click Cancel to close without saving.
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Municipality Types
The Municipality Types table feeds the field of that name on the Initial Questions > Property
Information data entry screen.

Q MNew Record & Print | &+ MoveUp ¥ Move Down

Description | |

Consolidated city-courty
City & w
Town &R
s
s

Borough
Village

Concel [ ok |

Click to add a new entry to the table, or to modify an existing entry, highlight a record and
click ¢ Modify or double-click the entry. The Add Municipality Type dialog box is displayed.

Description: I

cancel [ ok ]

Description: Enter the officially recognized description of each municipality type in the state.

Click OK to save your changes, or click Cancel to close without saving.
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Subdivisions

The Subdivision table provides data for the Subdivison drop-down list on the Initial Questions >
Property Information screen. If the user selects a Subdivision Name from the drop-down and then
clicks inside the Brief Legal field, this field will be filled with the Tract, Map Book, and Map Page
information stored for the particular subdivision. The Legal Clause value is the file name of the master
document prepared, for the subdivision, under Escrow > Documents > Document Maintenance >
Legal Clauses. The Legal Clause must exist before it can be referenced in this table.

e TR T e

§|_.§.NewRecord &Print | & MoveUp 4 Move Down

Name

Tract

Map Book

Map Page

Legal Clause

Tema Del Sol

Tract 1

20

40

Rancho Viema

Lost Hills

999

abc-123
abe-321

vl

concel |[ ok |

Click to add a new entry to the table, or to modify an existing entry, highlight a record and
click ¢ Modify or double-click the entry. The Subdivision dialog box is displayed.

Name:

Tract:

Map Book:
Map Page:
Legal Clause:

ﬂiiiiiEiiEiiiiiiiiiiiiiiiiiiiiiiiiiiiiiqigiﬁ

Complete or modify the following fields:

Name: Enter the name of the subdivision.

Tract: Enter the tract information for the subdivision.

Map Book: Enter the map book location for the subdivision.

Map Page: Enter the map page location for the subdivision.

Legal Clause: Enter the file name of the master document prepared under Escrow (or Title) >
Documents > Document Maintenance > Legal Clauses.

Click OK to save your changes, or click Cancel to close without saving.
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Property Types

The Property Type field, in the Initial Questions > Property Information, is filled with values from this
table. The descriptions entered are used in Management Information System (MIS) reports to segment
the company’s business by property type (for example: 1-4 Family Residential). It is critical that this table
properly reflect the reporting breakdown that Company management desires.

'PropertyTypesTable Maintenance @
[ Mew Record = Print Move Up & Move Down
Description

_II

2 Mutti-Family Residential

3 Commercial / he

& Agricultural Land &R

4 Undeveloped Land AR

B Property Type Unknown &K

Cancel | QK |

Click to add a new entry to the table, or to modify an existing entry, highlight a record and
click ¢ Modify or double-click the entry. The Property Types dialog box is displayed.

-

Property Types @

Code: |

Description: |

Cancel | oK |

Complete or modify the following fields:
Code: Enter a unique one- or two-digit code.

Description: Enter a description for the property type. The description cannot be changed in this
table without affecting what is seen in the files, and on reports.

NOTE: When modifying an existing entry, the Code cannot be changed, just the
Description. An altered Description should still reference the same Property Type, or
historical reporting — based on the Code — will be impacted. Add new Codes, rather than
altering existing Descriptions, for new Property Types.

Click OK to save your changes, or click Cancel to close without saving.
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Recording Fees

The company will use the Recording Fees screen to set up the parameters for computing the recording
fees for the Deed of Trust, Mortgage and Release. They can be entered for all of the state and county
combinations with which the company’s offices do business.

When the Escrow users are in the Government Recording and Transfer Charges section of the data
entry screens, they will see a check box to Calculate the fees and if the state and county combination for
the transaction involved is configured here, the system will display a screen of the calculated charges.
The user can edit the calculated data if so desired. If the particular state and county combination involved
has not had parameters set for it, an alternate screen will appear to the Escrow user stating that fact and
asking the user to enter the fees applicable to the buyer and seller.

Recording Fees @

i Print W Delete

State: [AZ - ARIZONA |
County: |Ma|'ic:u:upa j
Deed

Amourt MG forfist |5 pages. Additional pages at 150 per Page.
Plus Surcharge of Default charge to: ™+ Buyer ( Seller

Mortgage
Amourt 10.00 forfirst |5 pages. Additional pages at 1.50 per Page.
Plus Surcharge of Default chargeto: © Buyer * Seller
Release
Amournt 10.00 forfirst |5 pages. Additional pages at 1.50 per Page.

Plus Surcharge of Default chargeto: © Buyer % Seller
Cancel ‘ oK |

Select the State and County from the drop-down lists and press TAB to begin data entry or editing.
The Recording Fees setup screen has sections for each of the three document types:

Deed

Mortgage

Release
Enter the charges for the customary manner computed for each section:

Amount: $x.xx for first x pages

Additional pages at $x.xx per Page

Plus Sercharge of: If surcharges are collected, enter an amount.

Default charge to: To whom the charge should default to (Buyer or Seller).

Click OK to save your changes, or click Cancel to close without saving.
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Receipt Types

The Receipt Types are very important to the workflow processes in Impact. Depending on which type
code is assigned to each receipt, different behaviors will be triggered in Impact/SQL. There are several
settings associated with each receipt type that prompt these differences, as will be explained below. The
receipt type that is assigned to each receipt is presented in the Ledger for each file. Receipt Journal
reports can be sorted by receipt type. The Receipt Type drop-down list is used on the Receipt Entry
screen.

Receipt Types Table Maintenance @
| du Mew Record ¢z Print | &+ Move Up 4 Move Down
Code Description Allow Escrow Depositable =
BCF Balance camy forward "4 Pars
EC Emor Comection < @
REC Postive Receipt & 4 Pdrs
NSF Non-Sufficient Funds 4 @
EM Eamest Money & L= PAES
LP Loan Proceeds & L ParS
CF Closing Funds [ g & n
REF Refund 4 & AL
STF Savings Transfer & PR
SAV Savings & @
INT Interest Eamed 4 @
ADJ Adjustment & PAES
TBE Transferto Branch/Bank ® -
Cancel

While each company may create and utilize the receipt types they need for their business process, there
are some codes which are required for proper execution of Impact/SQL’s programs and which cannot be

altered or deleted (they are marked with an @ Info icon on the listing). These are:

WIN: Wire In — used by incoming wire processing.

SAV: Savings — used with the savings (interest bearing) account ledgers to add or remove funds
manually. Receipts of this type only affect savings ledgers. The SVD and SVC receipt types
relate to the more automated savings transfer action.

INT: Interest earned — used to record interest earned within the savings ledgers only.

SVC: Debit Escrow, Credit Savings — used by the system with the automated savings transfer
function to move funds from an escrow ledger to a savings ledger.

SVD: Credit Escrow, Debit Savings — used by the system with the automated savings transfer
function to move funds from a savings ledger to an escrow ledger.

TRF: Transfers — used if funds transfer between files with the same branch and bank has been
permitted through the setup options for Escrow and/or Accounting.

NSF: Non-Sufficient Funds — in the event of an NSF being receipted an e-mail notification can be
sent to the escrow officer of the file, if the setup option to e-mail escrow officers is enabled.

FST: Used for fee slip transfers from escrow ledgers.
FSV: Voids of FST’s.

FSR: Fee slip reversal of a FSV.

TBB: Transfers with change in Branch and Bank.
TBK: Transfers between Banks.

TBR: Transfers between Branches.

EC: Error Correction (DOC sites only)
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NOTE: WIO: Wire Out — outgoing wires are considered disbursements within Impact/SQL, not
receipts, and this code will not appear in the code table and should not be added to it to avoid the
erroneous use of the code.

The BCF Balance Carried Forward receipt type, while not mandated, can be used and it will return
zeroes for the receipt number and is used during a conversion to reflect a starting balance in an escrow
that was originated in another system.

Click to add a new entry to the table, or to modify an existing entry, highlight a record and
click ¥ Modify or double-click the entry. The Receipt Types dialog box is displayed.

Receipt Types @

Code: |5TF

Description: 5 Transfer

Alow Escrow: v

Depositable: [

Math Signi: |+ Positive & Negative ﬂ
Applies To: |FICT Receipts ﬂ

Cancel | QK |

Complete or modify the following fields:

Code: Enter a unique up-to-three character code (cannot modify an existing item, just add new).
Description: Enter a description for the receipt type.

Allow Escrow: This check box identifies whether the code will be made available to Escrow
module users or whether the code will be limited to Accounting users.

Depositable: If a receipt type is configured to be depositable, each receipt tagged with the code
will appear on the Deposit Slip screen and will not appear directly within a reconciliation. This flag
should be used for receipt codes that are to be assigned to items that are physically deposited at
the bank, either singly or in aggregate, along with a deposit slip whether prepared within
Impact/SQL or manually. If depositable, the receipt will appear on the Deposit Slip preparation
screen until included in a deposit.

Math Sign: Receipt types can be configured to accept a positive value only, a negative value
only, or either type of value. This can help reduce data entry errors.

Applies To: There are three options: RCT — Receipts, WIN — Wire In, and WIO — Wire Out. This
setting identifies which particular functionality the receipt code is involved with. This setting is
used to sort receipts by broader categories in the reconciliation module.

Click OK to save your changes, or click Cancel to close without saving.
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Income Codes

Escrow users, when coding the fee check or fee slip detail lines, use the Income Codes entered in this
table. The codes must be numeric, can be up to five digits long, and can have leading zeroes. It is typical
to have the codes match up with the account numbers used in the company’s general ledger system for
the various revenue items and pass-throughs being tracked (Title Premiums, Escrow Fees, Delivery
Fees, etc.). The income codes can be categorized, which will filter the codes seen on specific data entry
screens to just those that are applicable to those screens.

The Income Code Table Maintenance screen presents the Income Codes, their Descriptions and
whether they are Active or not. Inactive codes will not be available for use on fee slip or fee check line
items. The listing can be filtered to show only active, only inactive or all codes, via the Filter drop-down
in the upper right.

[ Income Codes Table Maintenance @
L Mew Record oz Print Move Up 4 Move Down I =
Active Code Description -

T 7
© |4200 Recording Pars
€ (4300 Delivery Fees AR
O | 4400 Doc Prep Vars
© 4500 Loan Tie-n PR
€ | 4600 Email Doc Fee Fars
© |4700 Wire Fees PR
© 4800 Barik Fees 2K
£ |5846 CPL Fes PAFS
© (200 ALTA Loan Palicy AR
© |2002 ALTA Owners Policy FaRS
o |500 Endorsements rdedns
€ |5000 Transfer Taxes AKX |-
Gancel |[_ox |

Click to add a new entry to the table, or to modify an existing entry, highlight a record and

click ¢ Modify or double-click the entry. The Income Codes dialog box is displayed. The Active flag,
Code, Description, Category and Liability From fields are presented. All are editable except for the
Code, which, once established, cannot be changed. The Category field is used to filter the codes
displayed on different charge entry screens. The Liability From field is used to identify whether the sales
price or one of the three loan amounts should automatically be linked to the income code - this
functionality comes into play on invoicing and some data exports.

Income Codes @
Active: v
Code: [4100

Description: |Escr0w Fees

Category: -
Ligbility From: |None 0 J
Gncel [ ok |
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Complete or modify the following fields:

Active: Select to indicate a code is Active. Deactivate an existing code by unchecking the Active
box.

Code: Enter a unique income code of up to five digits.
Description: Enter a description for the code.

Category: The categories are None (All categories), Title Fees Premium, Title Fees Non-
Premium, Escrow Fees, Recording Fees, Sub Escrow Fees, and Endorsements. The charts
on the following pages detail how the categorization coding will filter codes to specific data entry
screens. If categorization is not desired, select None (All categories) on each code.

Liability From: This option is used to identify whether the sales price or one of the three loan
amounts should automatically be linked to the income code; for invoice and reporting purposes.
If categorization is being used, some of the Liability From settings will default.

Click OK to save your changes, or click Cancel to close without saving.

The coded income entries, once posted, are passed to the Income Analysis table and are then available
for reporting. Once the codes are established, USA Digital Solutions, Inc.’s Crystal Reports Team will
need to initially configure the Accounting Income Analysis reports (Summary and Detail) and will need
to edit any income reports, which report on selected or groupings of income codes, whenever codes are
changed or added to the system.
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Categorization of Income Codes - Filtering Behavior

Income Code Filtering Chart, with Endorsement Category

"None" category appearsin all

dropdowns
Escrow Module - Residential HUD with GFE Category Liability From
1102 - Settlement or Closing Fees Escrow Fees . None
Title Fees Premium
1103 - Owner's Policy & Add'| Charges Title Fees Premium Sales Price
11083 - Title charges Applicable to Owner's Policy - Endorsement Endorsement gZLTSnZ{Ice
) . ) . Title Fees Premium Optional
1103 - Title charges Applicable to Owner's Policy - Other Title Fees Non-Premium_ |None

1104 - Lender's Policy & Add' Charges

Title Fees Premium

Lender Loan Amount

1104 - Title charges Applicable to Lender's Policy - Endorsement

Endorsement

Lender Loan Amount

Optional
) . \ . Title Fees Premium Optional
1104 - Title charges Applicable to Lender's Policy - Other Title Fees Non-Premium |None
Escrow Module - Closing Disclosure Form (CDF) Category Liability From

Title Insurance Premiums \ Title Ins. - Lender's Policy

Title Fees Premium

Lender Loan Amount

Lender Loan Amount

Fee Types:
« Title Endorsement Fee

Title Insurance Premiums \ Title Ins. - Lender's Policy - Endorsement Endorsement Optional
Title Insurance Premiums \ Title Ins. - Owner's Policy Title Fees Premium Sales Price
Title Insurance Premiums \ Title Ins. - Owner's Policy - Endorsement Endorsement (S)zlt?jnzrlce
Sections B, Cor H
Fee Types:
* Misc. Escrow Charge
« Settlement Fee (B only) Escrow Fees N
» Title Closing Fee (B only) Title Fees Premium one
» Title Document Preparation Fee (Not H)
* Title Notary Fee (Not H)
Fee Types:
* Misc. Title Charges Sub
« Title Closing Protection Letter Fee (Not H) Tul Escrow Fegs Optional
« Title Examination Fee (Not H) Tltle Eees Zremplum . None
« Title Insurance Binder Fee (Not H) Itle Fees Non-Premium
« Title Underwriting Issue Resolution Fee (Not H)
Sales Price

Endorsement

Lender Loan Amount
Optional

Escrow Fees

Sub Escrow Fees Optional
All other Fee Types Title Fees Premium None
Title Fees Non-Premium
E. Taxes and Other Government Fees Recording Fees None
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Escrow Module - Commercial Orders (Settlement Charges screens) |Category Liability From
Escrow Fees
Non
Escrow Charge Title Fees Premium one
Sub Escrow Fees Ontional
Title Charges - Title Charge Title Fees Premium Nsne
Title Fees Non-Premium
Title Charges - Owners Policy Title Fees Premium Sales Price

Title Charges - Lenders Policy

Title Fees Premium

Lender Loan Amount

Title Charges - Other Policy Charges

Title Fees Premium

Optional

Title Charges - Endorsements

Endorsement

Sales Price
Lender Loan Amount
Optional

Recording Fee - all types Recording Fees None
Additional Charges - Additional Char Escrow Fees None
° arges ona arge Title Fees Premium

Escrow Module - Sub Escrow User (Charges screens) Category Liability From
Sub Escrow Fees

Title Charges - Title Charge Title Fees Premium None
Title Fees Non-Premium

Title Charges - Owners Policy Title Fees Premium Sales Price

Title Charges - Lenders Policy

Title Fees Premium

Lender Loan Amount

Title Charges - Other Policy Charges

Title Fees Premium

Optional

Title Charges - Endorsements

Endorsement

Sales Price
Lender Loan Amount
Optional

Recording Fee - all types Recording Fees None
- - Escrow Fees

Additional Charges - Additional Charge sub Title Fees Non-Premium None

Title Module - Title Charges (if Sub Escrow Enabled) Category Liability From
Sub Escrow Fees

Title Charges - Title Charge Title Fees Premium None
Title Fees Non-Premium

Title Charges - Owners Policy Title Fees Premium Sales Price

Title Charges - Lenders Policy

Title Fees Premium

Lender Loan Amount

Title Charges - Other Policy Charges

Title Fees Premium

Optional

Title Charges - Endorsements

Endorsement

Sales Price
Lender Loan Amount
Optional

Recording Fee - all types

Recording Fees

None

Additional Charges - Additional Charge sub

Escrow Fees
Title Fees Non-Premium

None
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Invoice Description

The Invoice Description table entries are used to provide standardized selections for users when
preparing an invoice. The Invoice Descriptions are tied to Income Codes (discussed above). While
there cannot be duplicate income codes, there can be multiple Invoice Descriptions tied to a single
Income Code. This provides for more detailed alternatives for invoice entry. There need not be a
correlation between the Invoice Description Codes and the Income Codes, but some sites like to make
them common, except for those situations where multiples are assigned to a common income code. The
codes can be up to five digits in length. A default dollar Amount can be assigned to each invoice item.
This can make preparation of an invoice a very quick and accurate process. During invoice preparation,
the users can edit descriptions selected from the list. They can edit both the text and the dollar amount.

Invoice Description Table Maintenance ==
| .d New Record (& Print | & MoveUp % Move Down Filter: All -
Active | Code Description Product Code | Title Code: Income Code | Amount
e ATowerre  aw o
€ |n ALTA Loan Policy 200 000/ | %
€ |05 Endorements 5001 000 /| %
€ |[s00 County Transfer Tax 5000 000/ | %
€ (i3 Cther Title Fees 4900 000/ | %
¢ (M Recording Fees 4200 0007 |%
€ | Escrow Fees 4100 000/ | %
€ |05 Delivery Fees 4300 000 | A%
© |06 Dog Prep 4400 0007 | %
o |07 Loan Tie-n 4500 000/ | %
© |oe Email Doc Fes 4600 000/ | %
¢ |» Wire Fees 4700 000/ | %
€ [0 Bank Fees 4800 000 /| %
ol

Click to add a new entry to the table, or to modify an existing entry, highlight a record and
click ¢ Modify or double-click the entry. The Invoices Codes dialog box is displayed.

Complete or modify the following

Invoice Codes

Income Code

Active:

Code:

Product Code:

Title Code:

Amount:

Description:

=)
v
jnz
|
|
. [4100 - Escrow Fees ~|
| 0.00

fields:

Active: Select to indicate a code is Active. Deactivate an existing code by unchecking the Active

box.

Code: Enter a unigue invoice description code of up to five digits.

Description: Enter a description for the code. This description will pull to the Invoice Entry
screen when that particular code is selected from the drop-down list during invoice preparation.

Product Code: Enter a value to be printed on a customized invoice, if so customized.

Title Code: Enter a value to be printed on a customized invoice, if so customized.

Income Code: Select a value to be printed on a customized invoice, if so customized. The drop-
down for this field is populated from Income Codes.

Amount: The Amount, if entered, will pull to the Invoice Entry screen and to the printed invoice.
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Click OK to save your changes, or click Cancel to close without saving.

Impact/SQL does not have an Accounts Receivable module, but invoice data can be exported to an
outside package (see Impact/SQL Invoice Export). USA Digital Solutions, Inc. can create custom filter
programs for the export module if the current filters are inadequate.

Auto Ticklers

Auto Ticklers are pre-determined reminders that can be established for any one or for all Transaction
Types based on a specific number of days from the date the escrow was opened or before the expected
close date. They can be triggered based on the presence of a value in one of five fields: Lender #1
Name, Lender #2 Name, Lender #3 Name, Buyer Payoff #1, or Seller Payoff #1.

E. MNew Record

Prelim should be ready

Cancel [[ ok ]

Click to add a new entry to the table or to modify an existing entry, highlight a record and
click ¢ Modify or double-click the entry. The Auto Ticklers dialog box is displayed.

Transaction Type: I' - Al

=
=

Date to Base on: IDate Opened

Days from/to base: I1

Description: |Check for Prelim
Based On: ||EibEE-ANIEIE
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Complete or modify the following fields:

Transaction Type: Select a specific Transaction Type or ALL from the drop-down list.
Date to Base on: Choose Date Opened or Date Closed.

Days from/to base: Enter a positive number to reflect the number of days after the opened date
or a negative number to reflect the number of days before the estimated closing date that the
tickled item will reflect as due on under Escrow > Ticklers > Reminders (and Select & Edit).

Description: The actual tickler message that the user will see.

Based On: Select a value to limit the tickler to only appear if there is an entry in one of the five
fields:

- Lender #1 Name
- Lender #2 Name
- Lender #3 Name
- Buyer Payoff #1
- Seller Payoff #1
If this field is left blank, there is no restriction.

Click OK to save your changes, or click Cancel to close without saving.

USA Digital Solutions, Inc. Utilities v10.6.545 Manual
07/08/2016 Page 144 of 183



Dynamic Data Fields

The ability to add company-specific data collection fields was added in version 5.11 of Impact/SQL. Data
Types for the Misc Data Entry screen are set up under this option. Either Escrow, Title, or both can be
enabled to fill these data fields. The field set is common to both.

The Escrow option is enabled by choosing the Enable Misc Escrow Data in Initial Questions under the
Setup Options > Escrow Functions > Data Entry menu in the Utilities module. The Title option is
enabled by choosing the Enable Misc Data Entry for Direct Orders option under Setup Options > Title
Functions > Data Entry. The data entered by users is available for reporting, but not for use in

documents.

The Filter, in the upper right corner, can limit the display to Active, Inactive or All table entries.

Dynamic Data Entry Table Maintenance =3
| g New Record ¢ Print Move Up & Move Down Filter: Al
Active Data Type Field Length List Values
Il___ll
@ | Fle Storage Box Number Numeric
@ | Date received from storage Date 0 / ®
@ | Reasonforfile reg List 0 Research™Loss™... | & | &

Click to add a new entry to the table or to modify an existing entry, highlight a record and
click ¢ Modify or double-click the entry. The Modify Dynamic Data Entry dialog box is displayed.

Complete or modify the following fields:

Active: The checkbox can be used to deactivate a field.

Modify Dynamic Data Entry @
Fields that have been deactivated will not present on
new files from that time forward. - 4. _
L4 Active
Data Type: Select the type of control for the data entry Dsta Type:  [Lit -
process. The options are String, Date, List, Checkbox Caption:  [Reason forfile req
and Numeric. List Values:  |Research™Loss™Audit~Check Reissus
i . i . i Separate list items by ~
Caption: Enter the field name. This will aid the user to FedLength: |
know what data is expected to be entered. RepotCode: |
List Values: If List is selected as the Data Type, enter cncel |[ ok

the values from which the user can choose, separated

by a tilde (~) character.

Field Length: If String is selected as the Data Type, enter the maximum number of characters
that the user can enter in that field.

Report Code: This field can be used to select fields for use on Custom MIS; up to 10 characters.

Click OK to save your changes, or click Cancel to close without saving.
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Tracking Descriptions »

The tracking function, turned on or off under Utilities > Setup Options > General Functions >
Miscellaneous > Enable File Tracking, relies on the entries created here under two broad categories:
Escrow and Direct Order. The direct order tracking descriptions are used for Title Only transactions,
created through the Title module, where no escrow is involved.

The tracking function provides a place where dates can be recorded relating to the start date/time and
completion date/time of various requirements of each file, along with comments on any item. Items can
be flagged as “Tasks”, which cannot be deleted. Items can be set inactive. A default-tracking table with
the descriptions of these various requirements can be established for all files OR specific tracking items
can be designated for specific Transaction Types. See the Transaction Types section above for a
discussion of transaction types. For example, some items might include: Demand for the payoff for the 1st
mortgage, the appraisal, and the termite inspection. A default tracking table can be established for both
Escrow and Direct Orders. The users may customize the tracking items by file as well. The entries of the
Date Ordered, Date Received and Comments are made manually through the Escrow and/or Title
modules, for each item on the tracking table, for each file.

From the Tracking Descriptions menu, you can select Escrow or Direct Order from the sub-menu.
Selecting either of those options displays the Select Transaction Type dialog box, with {Default} as the
first choice.

Select TransactionType @

Please select Transaction Type

-
Cancel | QK |

Use the drop-down arrow to select a specific Transaction Type or {Default} (for all files), and click OK to
continue. The Tracking Default Table Maintenance screen is displayed, listing all of the tracking items
that have already been defined for the {Default} group or whichever Transaction Type was selected for
editing. In the example below, the {Default} group is selected.

Escrow Tracking Descriptions Table Maintenance (- {DEFAULT]) @
|k New Record ¢z Print Move Up & Move Down All = E

Active Description Task ltem

l:l—-ll
Loan Docs Received & Si 10002
Loan Docs Back to Lender | 10003
Lender Funds in Escrow 10005
Contract Acceptance 10006
Buyer/Bomower Funds in E... [ 10004
Copy of Contract

fn
Z|x
x| |
aEs
aEs
AR
AR
AR
AR
AR
Z|& |~

G| Qe e|e

Erokers Demand
Prelim

CCaR%s

Deposit

Increase of Deposit

S-0wner

O 00000000000

oo alalalala

Click to add a new entry to the table or to modify an existing entry, highlight a record and
click ¥ Modify or double-click the entry. The Escrow Tracking Descriptions dialog box is displayed.
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Escrow Tracking Descriptions @

Description: |

Evert Code: |, -
-

Task ltem:

Active:

Cancel | QK |

Complete or modify the following fields:

Description: Enter a tracking description up to fifty-three character positions, including spaces.

Event Code: If your system is configured for the Track My File integration, enter an Event Code
for each Description. The Event Code column is utilized with the Track My File integration, only.

Task Item: Check this box if the item is not able to be deleted by the user and which must have
its date/time entered via the checkbox method.

Active: Check this box if the item is to be available to users. Inactive items will not present to
users, but are helpful when preparing changes to the listing(s).

Click OK to save your changes, or click Cancel to close without saving.

In practice, the Escrow or Title user will see a screen accessed via File > Tracking. Users will enter
dates in the Date Ordered and Date Received fields as items are dealt with. The dates will be entered
via a checkbox that will fill the date fields with dates and times (this approach must be used on “Task”
items). Dates on non-Task items can be entered manually or via the Calendar tool. The Comments
column to the right of the Date Received field is used for comments up to 50 characters in length. As was
mentioned previously, users can customize the tracking detail for each file, once established, through that
screen. Users can delete non-task items.
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Closing Statement Categories — HUD and Settlement
Statement »

Two category groupings are maintained under this menu item: HUD and Settlement Statement.
Depending on whether the company utilizes both documents, you may or may not need to edit both
tables. It is recommended that you keep both the same for consistency. However, depending on the
verbiage norm in your marketplace, they may be different. The purpose of these two listings is to provide
a heading for the HUD and Settlement Statement documents that indicates which version of the
document is being printed, such as Final, Estimated, Pre-Audit and Amended.

The listings will show up under Print Options when the documents are generated. The value selected will
appear right above Line B on the “with GFE” HUD, above Line C on the traditional HUD, and under the
main title on the Settlement Statement.

HUD Statements

The same HUD template is used for all heading choices.

[HUD Ststement Categories Table Maintenance [l

aﬂew Record &Erint | & Move Up ¥ Move Down

Estimated ESTIMATED - Figures subject to change

FINAL FINAL P
Amended AMENDED AR
Planned Estimated - For Planning Purposes onby FIK

Concel [ ok |

Click to add a new entry to the table or to modify an existing entry, highlight a record and
click ¢ Modify or double-click the entry. The HUD Statement Categories dialog box is displayed.

[HUD Ststement Categories [l

Code: Estimated

Description:  |ESTIMATED - Figures subject to change

Cancel  |[ ok |
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Complete or modify the following fields:

Code: Enter a unique code for the category.
Description: Enter a description for the code.
Click OK to save your changes, or click Cancel to close without saving.

Settlement Statements

Settlement Statements can be customized so each Category could present different verbiage or

signature lines, if desired. The “Sub Escrow” code must exist in the table if Sub Escrow functionality is
being used.

Settlement Statement Categories Table Maintenance @
L& New Record ¢z Print Move Up & Move Down
Code Description Form Type
s
Final Final F PAES
Amended Amended A ars
Sub Escrow Sub Escrow 5 ars

Click to add a new entry to the table or to modify an existing entry, highlight a record and
click ¢ Modify or double-click the entry. The Settlement Statement Categories dialog box is displayed.

Settlermnent Staternent Categories @
Code:

Description:  |ESTIMATED

Form Type: |E

Cancel | QK |

Complete or modify the following fields:

Code: Enter a unique code for the category.

Description: Enter a description for the code. This will appear in the heading of the generated
statement.

Form Type: Enter a code (a single character) to trigger which document variation to utilize. This
field is not required and the default Settlement Statement will be used if no Form Type code is
entered, or if the code entered does not trigger a match with an existing report variant. USA

Digital Solutions, Inc. personnel will normally create alternative formats for Settlement
Statements, as requested, and will enter the Form Type codes.

Click OK to save your changes, or click Cancel to close without saving.
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Settlement Statement Headers

The Settlement Statement Headers maintenance screen is used by the Company to rearrange the
groupings of charges on the Settlement Statement(s) to meet the company’s preferred manner of
presentation. There is a fixed set of eleven (11) heading categories, and while all eleven lines must
always be displayed in the maintenance table, the entry descriptions can be changed or blanked out, if
desired, to re-group lines. For this reason, you will not see the New Record or Delete icons on this
screen, only the Modify, Move Up and Move Down icons. When the headings are rearranged, the detalil
charge lines under each heading will move with the headings.

[ Settlement Statement Headers Table Maintenance @
i Print Mave Up 4 Move Down
Description

_l

NEW AND EXISTING ENCUMBRANCES: ra
09 NEW LOAM CHARGES: i
08 PAYOFFS: ra
06 FRORATIONS AND ADJUSTMENTS: i
07 COMMISSIONS: 7
02 TITLE CHARGES 7
03 ESCROW CHARGES i
04 RECORDING FEES: 7
05 ADDITIONAL CHARGES: &
10 FROPERTY TAXES 7

Cancel | QK |

To modify an existing entry, highlight a record and click 7 Modify or double-click the entry. The
Settlement Statement Headers dialog box is displayed.

-

Settlement Statement Headers @

Code: |ﬂ'1
B[t Sl | EVV AND EXISTING ENCUMBRANCES

Cancel || ok |

Modify the following fields:

Code: This field is grayed out and cannot be modified.
Description: Modify or blank out the description, as needed.

Click OK to save your changes, or click Cancel to close without saving.
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The full screen is shown here with one category’s description blanked out. The standard Title Charges
and Escrow Charges entries have been combined by editing the Description to include both and
keeping the related group of charges (the 03 group) under the 02 group.

E&Print & Movelp 4 Move Down

Code Description
00 TOTAL CONSIDERATION: V4
0 MEW AND EXISTING ENCUMBRANCES: &
03 MEW LOAN CHARGES: &
08 PAYOFFS: V4
05 PRORATIONS AND ADJUSTMENTS: &
07 COMMISSIONS: &
02 TITLE AND ESCROW CHARGES i

RECORDING FEES:

\‘

ADDITIONAL CHARGES:

cncel [ ok ]

PROPERTY TAXES

RIS
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Prelim Distribution Via

If the Enable Escrow Prelim Distribution option has been turned on (System Files > Setup Options >
Escrow Functions > Data Entry > Enable Prelim Distribution in Initial Questions), then the process
of entering the method of documenting the distribution method for each document is sped up and
standardized through the use of the Via lookup table, the contents of which are entered through this
screen. Similar in nature to many of the other lookup table maintenance screens, the listing table and
entry/edit screens look like this:

(Prelim Distribution VIA Table Maintenance [

E|_.a.ﬂew Record %Ermt | * Move Up & Mowve Down |

Code | Description | |
Y Mail P
5 Email PAar
F Fax s
E Fed Ex s
w Will Call & |w
B /o Escrow Branch &w

Cancel |[ ok |

Click to add a new entry to the table or to modify an existing entry, highlight a record and
click ¢ Modify or double-click the entry. The Prelim Distribution VIA dialog box is displayed.

(PrelimDistributionvia ||

Code: ID

Description:

Carcel  |[ ok ]

Modify the following fields:

Code: Enter a character code for each distribution type.
Description: Enter the full name of the distribution method.

Click OK to save your changes, or click Cancel to close without saving.
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Mandatory Fields

The company may wish to make some fields on data entry screens used by Escrow and Title, on escrow
files and direct orders, mandatory. The user will not be permitted to exit the data entry screen they are on
until a value has been entered into all of the mandatory fields on that screen. A Missing Information
message box will pop-up, identifying which field must be completed. The setting of mandatory fields is

managed here.

There are several data entry screens for each module (Escrow and Title) that have fields which can be
made mandatory. The screens/fields that can be made mandatory are presented via a menu tree, as
shown below. Each of the screens that can have fields on them set to be mandatory is listed under the
Escrow and Direct headings, on the left side of the screen.

Mandatory Fields
o= Print

5X5

Receipts
[l Direct

Initial Questions -
- Initial Questions -
- Initial Guestions -
- |nitial Questions -
- Initial Questions -

- Initial Guestions -
- Initial Questions -
- Initial Guestions -
- Initial Questions -

Dates/Transaction Information
Property Information

Source of Business

Bill to Customer

Title Information

Dates./ Transaction Information
Property Information

Source of Business

Biling Information

Cancel | QK |

Once a screen name is highlighted in the tree on the left of the screen, a listing of available fields that can
be made mandatory, on that screen, is presented with a checkbox for each field that is used to make the
field mandatory. Check each field that you wish to make mandatory, then select the next screen on the
list. A table of the fields that can be made mandatory is on the following page.

Mandatory Fields
¢ Print

=

[=- Escrow

- Receipts
[=I- Direct

i) Qesions - Dtes/Tensacton nfomatn|
- Imitial Questions - Property Information

- Initial Questions - Source of Business

- Initial Guestions - Bill to Customer

- Initial Questions - Title Information

- Initial Questions - Dates,/ Transaction Information
- Initial Questions - Property Information

- Initial Questions - Source of Business

- Initial Questions - Biling Information

v| Transaction Type
Rate Code
Title Marketing Rep
Marketing Rep #2
Marketing Rep #3
Marketing Rep #4
Underwriter
Title Officer
Order Type

Cancel

=1

Click OK to save your changes, or click Cancel to close without saving.
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Fields that can be made Mandatory

Screen / Field Name

Escrow Files

Direct Orders

Dates/Transaction Information

Transaction Type

Rate Code

Marketing Rep #1

Marketing Rep #2

Underwriter

Title Officer

Property Information

Brief Legal

Property Address

Property County

|

Parcel ID #1

Property City

Property State

Property Type Code

Source of Business

Source of Business Name

Source of Business Address

Source of Business Location

Source of Business-Indv. Name

Source of Business Address #2

Billing to Customer (E)/Billing Information (D)

Bill to Name

Bill to Attention

Bill to Address #1

Bill to Address #2

Bill to Location

Title Information

Title Need By Date

N/A

Title Officer Name

N/A

Receipts

Payor Name

N/A
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Check Templates

The Check Template entries are used by the system to pre-process data in the system before check
generation on “with no GFE” files only. While actual checks are generated via Crystal Reports files, the
data is collected and consolidated by payee based on the settings in this table. This permits re-naming of
fields for the purpose of their presentation on checks and associates specific fields with specific parties to
the transactions. These settings can provide for some very company-specific configurations. These
settings, as they are universal to the database, are critical and once set should not be modified, except by
knowledgeable USA Digital Solutions, Inc. staff.

USA Digital Solutions, Inc. staff, in conjunction with company management, will determine what
the settings should be on these fields and they should only be altered by USA Digital Solutions
personnel.

The initial screen presented contains a listing of payees, the descriptions of the disbursement items for
each, and income codes associated with them, if any. These are items that have already been defined.

[ Check Templates \EI-‘
| &t Mew Check Template
Description
-lr
Lender Mame #1 Interest Paid In Advance - Seller ~
Lender Name #1 Hazard Insurance .:5’ s
Lender Mame #1 Hazard Insurance &R
Lender Name #1 MIP &R
Lender Mame #1 MIP &R
Lender Mame #1 City Taes s
Lender Mame #1 City Taxes &R
Lender Mame #1 County Taxes LR
Lender Mame #1 County Taxes LR -
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Click | L& New Check Template | to add a new entry to the table or to modify an existing entry, highlight a record

and click ¢ Modify or double-click the entry. The New / Modify Check Template dialog box is
displayed.

Mew Check Template @

SotCode: |
Comments: |
ChagetoPID: [ .| Defauk: |
PaytoPD: [ .| Defaut: |
pddess#1PID: [ .| Defau: |
Addess#2PID: [ J Defaut: |
Ciy, Ststeand Zp PID: | J Defaut: |
|
|
|
|
|

AmourtPID: [ .| Defaut:
Amourt2PID: [ .| Defaut:
SaesTaxPiD: [ .| Defauk:

SoesTax2PID: [ .| Defau:
rocPD: [ .| Defau:

Income PID: ’7 J Default: | j
Description PID: ’7 J Default: |

Mema PID: ’7 J Default: |

Complete the following fields:
Sort Code: This code is utilized on payoff-related items to order them into a standardized
presentation.
Comments: This field is for information only and is not available for printing on a check.

The PID parameters are Prompt ldentification Numbers and are used to make an assignment of a
system field for each of the various categories for the disbursement item being defined. Default
values may be entered for each PID parameter. It may be that not all of the settings will be
utilized for each possible check detail item.

Next to each PID field, click the El Lookup button to display the Lookup Escrow Prompt.

Lockup Escrow Prompt @

Fitter: | QI

Prompt 1D Description -
w0 oo e

D002 Escrow Officer

D003 Date Opened

D004 Date Clozed

D005 Proration Date -

Carcel | ok |
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To quickly find a specific record, use the Filter box. Enter letters/numbers or partial
letters/numbers of a prompt ID or description. The records that match entered information display

in the grid. Click 2] to clear the filter. Select a record from the list and click OK.

Charge to PID
Pay to PID

Address # 1 & 2 PID: If multiple disbursement items are being defined, in separate entries for
one Pay to PID, the address PID’s need only be defined for one of the items.

City, State and Zip PID
Amount PID

Amount 2 PID

Sales Tax PID

Sales Tax 2 PID

POC PID

Income PID: If a specific line on the HUD is to be related to a specific Income Code, enter that
code in the Default field. The user may override it at the time of check creation.

Description PID: If the company does not like the description for an item on the HUD, enter a
default value in the Default field.

Memo PID: Enter the Loan Number, Tax Parcel Number, or any other field label the company
wishes to appear on the face of the check. The memo line is generally formatted to print under
the City, State and Zip line on the check.

Click OK to save your changes, or click Cancel to close without saving.
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Payoff Descriptions

The breakdown information for each payoff has a description and an amount for each charge (beyond
principal and interest). There can be an unlimited number of charges listed. The user can select a pre-
determined description from the table maintained here or may enter their own. Selecting from a well-
thought-out listing can be a big time-saver.

[.i.ﬂew Record &_Print | & Move Up ¥ Move Down

Description | |

cncel [ ok ]

Click to add a new entry to the table or to modify an existing entry, highlight a record and
click ¢ Modify or double-click the entry. The Payoff Descriptions dialog box is displayed.

Complete the following field:

Description: Enter the description of the payoff.

Click OK to save your changes, or click Cancel to close without saving.
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Disbursements Hold Reasons

Disbursements can be placed on Hold which will reduce the File Balance, but will not reduce the
Available Balance and the items on hold will not appear In Process. When a disbursement is placed on
Hold, a Reason box is made available for the user to select a pre-defined hold reason or enter a reason
of their choice. The pre-defined hold reasons are entered through this maintenance screen, which is
similar in format to many of the others.

Gﬂew Record &_Print | & Move Up ¥ Move Down

COMSTRUCTION DRAW
RECOM FEES
LUNCH

Concsl || ok |

Click to add a new entry to the table or to modify an existing entry, highlight a record and
click ¢ Modify or double-click the entry. The Disbursement Hold Reasons dialog box is displayed.

el CONSTRUCTION DRAV

Cancel || ok |

Complete the following field:

Description: Enter the full name of the distribution method.

Click OK to save your changes, or click Cancel to close without saving.
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User Defaults

The User Defaults screen is used to pre-set the defaults for Payoff interest and Rent proration
calculations for non-GFE and non-CDF residential files only. GFE, Commercial, and CDF proration
defaults are set in Setup Options > Escrow Functions > Proration Defaults (GFE, COM, CDF). Users
will be able to change the settings for specific files, if the default is not appropriate in their specific
circumstance.

-

Uzer Defaults @

Payoff
Daysintheyear: © 360 @ 365

Rent Schedule
Daysintheyear: ¢ 360 & 365 ( Daysin perod
Term: | Semi-Annual j

Cancel | QK |

Complete the following fields:
Payoffs: Set the default Days in the Year factor for computing payoff interest to either 360 or
365 days.

Rent Schedule: Set the default Days in the Year factor for rent prorations to either 360 or 365
days, or Days in period. Select Annual, Semi-annual, Quarterly, Monthly and Daily from the
Term drop-down list.

Click OK to save your changes, or click Cancel to close without saving.
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Party Types

The Party Types Table Maintenance screen is used to add/modify additional Descriptions, which are
all a sub-set of the Other Party type.

r

Party Types Table Maintenance @
|t Mew Record ¢35 Print Maove Up ¥ Move Down

Description

]
N

NEIEIEIEIEIEIEIEE] =

s

Seller

Lender

Listing Agert
Selling Agent
Other Agent
Mtomey
Accommodator
Other

Escrow Company
HOA

Cncel [ ok |

All of the standard Party Types are presented on the screen, but cannot be modified nor deleted. They
are identified with the presence of the @ Info icon next to each.

Click to add a new entry to the table or to modify an existing entry, highlight a record and
click ¢ Modify or double-click the entry. The Party Types dialog box is displayed.

Party Types 555
Description: m

Complete the following field:

Description: Enter the description for the party type to be added. The Description can be up to
50 characters in length. Once used, a Party Type cannot be deleted from the Party Types table.

Click OK to save your changes, or click Cancel to close without saving.
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Contact Roles

The Contact Roles Table Maintenance screen is used to add/modify additional Descriptions of Contact
Roles.

[ContactRoles Table Maintenance (=]

* | & New Record ¢ Print

Description

Assistant
Loan Officer

Loan Processor

Secretary

e 0 e

Transaction Manager

All of the standard Contract Roles are presented on the screen, but cannot be modified nor deleted.
They are identified with the presence of the ® Info icon next to each.

Click to add a new entry to the table or to modify an existing entry, highlight a record and
click ¢ Modify or double-click the entry. The Contact Roles dialog box is displayed.

Description: |T|ansaction Manager

Concel  |[ ok |

Complete the following field:

Description: Enter the description for the contact role to be added.

Click OK to save your changes, or click Cancel to close without saving.

FNF Flash Codes (only on FNF sites)

FNF Flash Codes can be maintained through this function. The codes are utilized in some Custom MIS.
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Custom Lookups »

There are four menu choices under this heading that provide maintenance screens for tables related to
the Title Charges Descriptions entry-assistance. The maintenance screens for each are identical.

Owner Policy Descriptions

Lender Policy Descriptions

Other Policy Descriptions

Endorsement Descriptions

The typical L5= New Record, “= Print,

opening Table Maintenance screen.

Custom Lookups - Owner Policy Table Maintenance

| Mew Record | ¢ Print Move Up Move Down

Description

No records found.

Cancel

* Move Up, and ¥ Move Down icons are across the top of the

Clicking on the L== New Record icon will bring up the
Custom Lookups enter/edit screen, like that shown
here. The desired text should be entered and OK
clicked. The user will be returned to the Table
Maintenance screen and the addition/edit will be seen
there. Click OK on the Table Maintenance screen to
save all changes.

Custom Lookups - Owner Policy @

Description: |

Cancel | QK |

Again, there are four tables that can be developed: Owner Policy Descriptions, Lender Policy
Descriptions, Other Policy Descriptions, and Endorsement Descriptions.
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Tools Menu

There are several tools built into Impact/SQL, which are available to a restricted set of users that can be
used to correct problems that may arise or to perform functions that are not routine and can have major
impacts on data in the system. The full Tools menu, available only to users with the access level of
System Administrator, contains the items as seen below.

File

System Files

User Tables

é‘g Impact/5QL Utilities [USA Digital Solutions Demenstration Systermn v10.3]

Tools | About

Load ABA Routing Mumbers
Update Escrow Information

Fix Ledger

Fix Open Check File

Change Date on Unposted Batch
View Table Statistics

Record Locks View,/Clear

Event Log

DSI Messaging Queue Manager
Email Templates

Report Statistics

Users with the access level of Utilities will only see the following items on the Tools menu:

Load ABA Routing Numbers
Update Escrow Information
Copy NAF Branch (if not Central NAF)

View Table Statistics
DSI Messaging Queue Manager

Email Templates
Report Statistics

Each of the functions on the Tools menu will be described in detail in the following pages.
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Load ABA Routing Numbers

If the company has turned on the use of Wire Out Processing, Impact/SQL will compare the ABA
numbers entered by users with those in a table filled with a download from the Federal Wire Directory. If a
match is not found, the wire out will not be permitted. This data update should be done at least once a
month to ensure it is kept current. Should the system tell you that an ABA number is not correct and you
are reasonably sure it is (and you know, for example, the bank involved is relatively new), the first step to
take would be the updating of the routing number table with this function.

-

Import ABA Routing Mumbers @

Import From:

v Website: hitps.//www frbservices.org./EPayments Directony Apddir t

" File

Cancel | QK |

NOTE: While the Name and Address File (NAF) can store the ABA Routing Number for a bank, that
field, on existing NAF entries, will not be updated through this function.

When selected, the screen above will be shown. On it is a reminder as to the Website from which the file
containing the data will be downloaded.

Due to a recent change in the Federal Reserve’s website, the Import From: Website option is not able to
be used (at least as of this writing — 5/18/15). A message will be received if the Import From Website
option is selected, indicating a manual effort is required.

As of this writing, the Import From File function must be used, after the file of ABA routing numbers is
manually downloaded by the user. The site listed on the Load ABA Routing Numbers screen has been
updated to the path the user should use in their Internet browser (shown above) — where they will be
prompted to “Agree” to the terms of use, and then they should save the data that is presented to a
location accessible from within Utilities. The URL listed can be edited within Utilities > Setup Options >
DSI Functions (by DSI Support personnel) in case there is another change to the URL in the future.

The Import From: File radio button selection will let you point to the file to be imported and complete the
replacement of the current table with the new data.
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Update Escrow Information

This function is available to both System Administrator and Utilities access levels.

This function is rarely used. This function can be used to update escrow information if the Close Date
&/or Recording Date are incorrect (they are generally set by the issuance of the “T” payee check).
Lastly, it can be used to change the IRS 1099-S reporting status if the Transaction Type of the file is set
to a reportable type. When called for, the user will be prompted for the escrow number and then will be
presented with the Update Escrow Information screen.

Update Escrow Information @
Escrow Fle #: GFEQ1 Branch: 001 - USA Digital Solutions, Inc. M...
Seller Name #1: Transaction Type: RP - Residential Purchase
Buyer Mame #1: Buyer, Happy H Date Opened: 05/08/2013
Escrow Officer: 511 - Shemi Lamb-001-EQ Date Closed:

IRS Reporing Completed
Close Date: eporting Complete
" Yes © No ¢ Non-Reportable
Recording Date:

Cancel | QK |

If the screen is pulled up just to check on the status of a file or if no changes are to be made, click Cancel
to close the screen. If changes have been made and you wish to save them, click OK. Both buttons will
close the screen and return you to the Utilities desktop.

Copy NAF Branch

If the database is configured for NAF by Branch (not Centralized), this option will be available on the
Tools menu. It is used to make a duplicate of the NAF entries from one branch for another branch.

When selected, the screen below will be presented.

Copy NAF Branch | x|
Branchto Copy From: R - |

Branch ta Copy Tao: I j

LCancel | 1] I

The drop-downs should be used to select the Branch to Copy From and the Branch to Copy To. Click
OK to execute the copy, or Cancel to return to the Ultilities desktop.
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Fix Ledger

In rare instances, it may be necessary for the system administrator or a USA Digital Solutions, Inc. staff
member to add, modify, or delete an entry in an escrow ledger through this function (rather than through
normal front end functionality). This should be considered drastic action and should only be undertaken
when all possible “front end” procedures have been evaluated to fix the issue at hand and the situation
has been well researched and documented. Please consult USA Digital Solutions, Inc. staff before
utilizing this function.

The first screen presented, when this function is called, asks for the escrow number to be worked on.
While the Search function is available, you really should know what escrow you intend to alter if you are
using this function. Click Cancel to terminate the function. Click OK to continue once the escrow number
has been entered.

[EscrowNumberEntry [

: 34 Search

Enter the Escrow Mumber:

s
-

The Fix Ledger screen displays the posted ledger for the selected file. Unposted items can be corrected
through the front end. Initially, no record is selected.

=]

© [iF ChangeFile |[ & New Entry Collapse Summary &
Rle Number: 00001353 Balance: 59341434
Escrow Officer: DAD - Darel DaVee: Receipts In Process: 000
Branch: 001 - FHA-Concord Office Disbursements In Process: 0.00
Bank: 02 - Bank 02 (234567830 Receipts On Hold: 000
Seller / Buyer: Howdy/Gibb Adiusiments In Process: N/A
Available Balance: 593.41434

() Eserow Trust Date Src | By Payor / Payee Type| Number Receipts Disbursements | Balance P
01 -Banke DT 1129500034 | 730,207 |R 01 |DAD |buyer funds WIN 001206 190.654.66 19065466 |1 || %
07/30/2007 RO1 |DAD |cityloans LP 001207 25,000.00 215,654.66 |2 VAR
07/30/2007 R0 |DAD |motgage word ] 001208 38262368 598278343 |/|®
07/30/2007 | W 01 |DAD |ALLSTATE 001018 287400 53540434 4 |F| %
07/31/2007 | W 01| DAD |SLPROCESSING 01018 40000 595004341 |#| %
07/31/2007 |W 01| DAD | APPRAISE US 001020 50000 5950342 |Z|R
TERMITE REPAIR TEAM ERRPAES

DAD | JAMES ROOFING 59341434 4

“ il 3

NOTE: If an item is deleted, the branch balances will need to be updated through Utilities >
System Files > Branch to reflect the missing transactions or an audit error will result. It is always a
good idea to run an accounting audit before and after making any changes through the Fix Ledger
function.
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To create a new transaction, click at the top of the screen. If you want to insert an entry above

a specific record, highlight that record and then click . You will be asked to confirm that the new
entry is to go above the highlighted entry. If you indicate it should not be placed above the existing entry,
a message will be provided that states that the new entry will be placed in date order. An empty Escrow
Ledger screen is displayed below, on the left side. To modify an existing record within the ledger,

highlight the record and click ¢ Modify. A populated Escrow Ledger screen is displayed below, on the
right side. These entries are not to be confused with the open check file entries.

Escrow Ledger @ Escrow Ledger @
Type of Entry Type of Entny
+ Receipt  Disbursement ¢ Fee Transfer ¢ Wire Out O { { )
Date: PostOmer [1 Date: [HEENANE |4  FostOwer: 2
Iritials: '7 Iritials: W
Escrow Mame: |H0wdyr*Gibb Escrow MName: |H0wdnyibh
Payor: | Payor: |c'rt§.r loans
i - i i
Receipt Mumber: I— Receipt Number: IW
Receipt Type: | j Receipt Type: |LP - Loan Proceeds j
Rod: [+ Hod: [n ~]
Bank Number: | | Bank Number: |01 - Bank 01 [1235000346) |
e [
Amount: l— Amount: Iw
Cancel | QK | Cancel | QK |

Either a receipt or disbursement item can be entered/modified through this screen. Again, it is very
important that you are clear on what you are changing and have exhausted all other methods for
correcting the situation before resorting to using this function. Document the ledger before and after any
changes and keep good notes on what was done and why. If a new record is being entered, the fields will
largely be blank; if modifying an existing item, they will be filled.

Date: The date of the item is entered in the first field. This can be any historic date (up to the
latest posting date).
Post Order: Auto populated by the system on existing records.

Initials: Enter the initials of the user entering the transaction. It will not default to the user logged
in when adding a new transaction. When modifying a transaction, the initials of the user that
created it will be listed in this box.

Escrow Name: This field is filled in, as the escrow has already been identified.
Payor: Enter the payor (on a receipt). If modifying a check, this field will be blank.

Cleared: Identify the cleared status of a new item. The item will appear in the applicable
reconciliation if set to No (uncleared). It will not if set to Yes (cleared) to.

Receipt Number: Enter the receipt number (all zeros if a check).
Receipt Type: Select the receipt type from the drop-down list.

Hold: Select Yes or No from the drop-down list to identify if the Hold flag is linked to the receipt.
As these are posted items only, a held check would never appear here.

Check Number: If there is an existing check, the number displays in this field.
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Bank Number: Select the bank involved with the transaction.
Manual: Indicates if the check is a manual check.

NOTE: This is NOT the routine for entering a manual check, which is through Accounting >
Disbursements > Manual Check Entry.

Amount: Enter the amount of the transaction in this field. It will generally be positive for a receipt
and negative for a check. Correcting receipts and voids will be counter to that.

Click OK to save your changes, or click Cancel to close without saving.
To modify an existing record within the ledger, highlight the record and click & Modify.

To delete an existing record within the ledger, highlight the record and click # Delete.

To work with a savings ledger associated with an escrow ledger, click on the savings account to be
worked on the tree on the left side of the full ledger screen presented. This will result in the selected
savings ledger detail being presented on the right side of the screen, as shown below.

Fix Ledger | =]

[ Change File L New Entry Collapse Summary

File Number: DSITEST
Escrow Officer: 5L.2 - Sheni Lamb-002-EQ
Branch: 338 - Training Branch

Seller / Buyer: Seller/Buyer

Bank: 154569879798 - Greater Arizona Savings

Balance:

Receipts In Process:
Disbursements In Process:
Receipts On Hold:
Adjustments In Process:

0.00
0.00
N/A
N/A
0.00

Available Balance: 0.00

- Esarow Trud Date Sc | By Payor / Payee Type| Memo Number Amount Balance P
L0 Catome e W Sdebue w2 T R
- L-02- Tet Calfomia Bark [52 Leiais DAD | Seller/Buyer 001172 INEE

= Savings

i 123456785012345 - Buyer
i 154569879798 - Buyer, Or

The or & Modify functionality discussed with the regular ledger exists with the savings ledger,
but the screens are a bit different, and are presented below (one being add on the left, modify on the
right).

Savings Ledger @ Savings Ledger @
Date: PostOder [1 e [02212012] PostOrder: |1
s [ Iniials: [DAD
Escrow Name: [Seller/Buyer Escrow Name: [Seller/Buyer
Payor: | Payor: |
Receipt Number: [ Receipt Number: [00000000000T172
Receipt Type: | =] Receipl Type: [SAV - Savings =
Savings Accourt: 154563879738 Savings Account: 154569879738
Bank Name: Greater Arizona Savings Bank Name: Greater Arizona Savings
et | e |
Cancel Cancel

The fields presented are specifically applicable to savings ledger transactions.

The icon, at the top left of the Fix Ledger screen, when clicked, will prompt the user for the
file number to be pulled up.

The icon, at the top right of the Fix Ledger screen, when clicked, will remove the

summary data at the top of the screen and expand the area for ledger records. It will switch to an

Expand Summary €| jcon in that situation.
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Fix Open Check File

The Fix Open Check File menu option, on the Tools menu, is utilized to add a check into the Open
Check File table or to change the status of a check that is already in the system. As with the Fix Ledger
functions, these functions are only to be used after extensive research and consultation with USA
Digital Solutions, Inc. staff.

While this may sound similar to the discussion above for Fix Regular Ledgers, it is different. This section
relates to checks in the Open Check File table. The Ledger is a separate and distinct data set from the
Open Check File. While both contain information about checks, that information is kept in two different
tables. In rare instances, an item may be in the ledger, but missing from the open check file, or visa-
versa, and so you may need to use one utility or both to correct an issue with a check.

Fix Open Check File (=23
| New Check
Check Number: I:l
File Number Branch Bank | Date Payee Amount Status
No records found.

When the Fix Open Check screen first displays, it will look like the example above. The body of the

screen will display a message of No records found, and the icon is at the top of the screen.
There is also a Check Number: field and a Find button which are utilized to conduct a search for an
existing check. Modifications to an existing check would begin with a search for it.

If a check is in the ledger of an escrow, but has been deleted out of the open check file or has never
made it there for some reason, it can be added back through this screen. This would be a very unusual
circumstance and USA Digital Solutions, Inc. staff should be consulted before using this functionality.
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To start the process of adding an item, click at the top of the screen to display the Add Open
Check screen.

Open Check @

Escrow Number: ’7
Bank: | ﬂ
Branch:
Check Number: l—

Check Date: .
Chech Amount:

Pay to Name: |

[ Manual Check
=

[ Submitted for Positive Pay

[ Cleared .
™ Void [

Cancel | QK |

Complete the following fields:

Escrow Number: Enter the Escrow number for the check.
Bank: This field auto-fills.

Branch: This field auto-fills.

Check Number: Enter the check number.

Check Date: Enter the check date.

Check Amount: Enter the check amount.

Pay to Name: Enter the payee.

Three status checkboxes are at the bottom of the screen:

Manual Check — check this box if it was a manual check originally;
Income Check/Fee Slip will be activated and checked if “:T” is entered in the Pay to Name field.

Submitted for Positive Pay — check if you do not wish the check to appear in the next Positive
Pay upload file (if it was already sent).

The Cleared and Void date fields can be filled, as is warranted.

There may also be very rare occurrences when the status flags on a check fail to maintain their correct
setting(s), or the check status may need to altered if it were flagged as cleared improperly through a
reconciliation, for example. If this is the case, you can change their status through the Fix Open Check
utility. The first step is to enter the check number in the search field at the top of the screen and click the
Find button. In the sample below, a “5” was entered and all checks in the database numbered “5”
(multiple banks exist) are presented.
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* | New Check

Check Number: |mmnmmm5 Find

 WILLIAMS 1,500.00 e s
COUNTRYWIDE HOME LOANS 172,869.24 | Cleared 07/31/2012

The @ Info icon, on a particular item, should be clicked on to present a static screen of information on the
check, as shown to the right.

The # Delete icon, when clicked will remove the check from the Open Check File, after prompting for a

confirmation of that action.

The ¢ Modify icon, when clicked will present a screen like the one below, displaying the check
information, through which three status flags and two dates can be altered. The Submitted to Positive
Pay flag can be turned on or off. The Cleared and Void status flags, and related dates can also be

changed, as needed.

Escrow Number: ICIIIIBZS

Bank: 05 - Recon Bank [123456789]
Branch: 996 - Recon Branch
Check Number:

Check Date:

Check Amount:

Pay to Name: IKELLEF{ WILLIAMS

[~ Manual Check
I~ Income Check/Fes Slip
I Submitted for Posttive Pay

I Ceared | @
I ovod | @
Cncel [ ok |

Click OK to save your changes, or click Cancel to close without saving.
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Change Date on Unposted Batch

A situation may arise where an Accounting batch has the incorrect date on it. This can happen if a local
workstation or a Citrix or terminal server environment has an incorrect system date on it and an escrow
user on that machine/system creates receipts and/or disbursements. An Accounting batch will be created
with that machine’s incorrect date. The Accounting user responsible for posting should notice that there
is a batch with an unexpected date and should bring it to the attention of the system administrator.

The system administrator can use this tool to correct the date on the file containing the Accounting data
after an investigation determines that is the proper course of action. There are times when backdated
transactions are legitimate and those will result in backdated batches, which would not be adjusted.

When selected, the screen below will be presented. The records displayed will be of all the unposted
batches. The date of the batch, the bank involved, the source branch, the branch name, the type of
transactions contained in the batch, and the total amount of the transactions within the batch are detailed.
Prior to changing the date on an unposted batch, it is a good idea to generate a report of the unposted

listing in its original state by clicking , at the top left of the screen. This will generate the listing of all
of the unposted batches. It does not contain the detail of each batch. The unposted Receipts Journal and
the unposted Disbursements Journal should also be printed from the Accounting module before changing
the date. To do this, login to the Accounting module, go to Receipts > Print Daily Receipt Journal for
the unposted receipts and Disbursements > Print Daily Disbursements Journal for the unposted
disbursements.

Change Date on Unposted Batch @
&= Print
Date
n:-mu—l
04272011 FHA-Concord Office Receipts 1,048520,186.07 | &
05/03/2011 | D4 030 Bozo's Title Receipts 2900123 | &
05/03/2011 | D4 125 SkyWalker Escrow Receipts 0.00 | &
05/03/°2011 |1 558 Training Branch Receipts 50.000.00 | &
05/07/2011 |1 001 FHA-Cancord Office Receipts 0.00 | &
05/07/2011 (04 001 FHA-Concord Office Receipts 0.00 | &
05/07/2011 |01 002 My 2nd Escrow Branch Receipts 10,000.00 | #
05/07/2011 (04 002 My 2nd Escrow Branch Receipts 100 &
05/16/2011 |1 004 Branch 4 Disbursements 00 |
051672011 |04 030 Bozao's Title Disbursements -100.00 v
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Click " Modify, on a specific record to display the Change Date on Unposted Batch screen.

Change Date on Unposted Batch @
Batch Info

File Mame: RTO716201403.001
Date: 07/16/2014

Mew Date: || .

Cancel | QK |

Enter the correcting date in the New Date field and click OK to complete the change. All transactions
within the batch will be re-dated. Click Cancel to close without making a change.
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View File Statistics

This function is available to both System Administrator and Utilities access code levels.

There are times when troubleshooting issues that the System Administrator or USA Digital Solutions, Inc.
staff would like to know the number of records in one or more of the system tables that make up the full

data set of the Impact/SQL installation at the site. This menu selection is used to do just that. When
opened, a screen like that shown is displayed.

The table names and the number of records in each are listed in alphabetic order with a scroll bar down

the right side. Click to monitor changes to the record count(s) for one or more tables as the
system runs. This might be used to observe the progress of a posting cycle, for example. This is also a
good tool to use to see if features of Impact/SQL are being fully utilized.

View Table Statistics =
() Refresh

Description Total Records

—

AddttionalCommissions

Addresses E3496

AgertCommissions 470

Agents 1277

APLREGQ 0

Arc_Company 0

Arc_Search 0

Background_Reporting 0

Banl:FiterHeaderinfo 5

BankFiterOptions 12

Banl:Fitters 65

Banklirfo 5

BanksPositive PayOptions 5 =
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Record Locks View/Clear

SQL database systems rely on record locks to control access to data that is in the process of being
altered, or potentially may be altered, based on where a user is viewing the data from. Should a user
have a lock on one or more file records (including those on documents, prelims/commitments and
invoices) and their computer freezes up or they get kicked out of Impact/SQL for some reason, the locks
may not be released as they would normally be when a user closed the Impact/SQL module they were
using or if they saved the file.

This utility is provided to enable a System Administrator to monitor the file and document locks, as they
are placed and released, and to clear a lock that has not been properly released. When selected, the
system will grab a snapshot of the current locks that are in place and display them on a screen like that
shown below (usually there will be far more displayed). The file number involved, the user, the lock
origination date/time, server, and the table involved with the lock are all presented.

Record Locks View/Clear @
t:} Refresh | 2 Clear Selected
Fitter: | ﬁl
[¥| Area Locked Description
lm
EzcMst_Escrow 00000002 cdane on DSI-DEV-WS07 (impTiiNet) [ 06/29/2012 10:35 AM | Escrow
I | EscMst_Title 00000002 cdane on DSI-DEV-WS07 (mpTtiNet) [ 06/29/2012 10:39 AM | Title
I | EscMst_Escrow 00000003 cdane on DSI-DEV-WS07 (impactMet) | 06/15/2012 08:54 AM | Escrow
I | EscMst_Escrow 00001722 cdane on DSI-DEV-WS07 (mpTtiNet) [ 06/18/2012 08:24 AM | Escrow
I | EscMst_Title 00001722 cdane on DSI-DEV-WS07 (impTiiNet) [ 06/18/2012 08:24 AM | Title
I | EscMst_Escrow 00001831 cdane on DSI-DEV-WS07 (impactMet) | 06/27/2012 02:52 PM | Escrow
I | EscMst_Escrow 00001589 CBefford on DSI-DEV-WS06 (Impact) 05/10/2012 10:45 AM | Escrow
I | EscMst_Escrow 00001590 CBefford on DSI-DEV-WS06 (Impact) 05/10/2012 10:47 AM | Escrow
I | EscMst_Escrow 00001591 CBefford on DSI-DEV-WS06 (Impact) 05/10/2012 10:48 AM | Escrow
[ | EscMst_Escrow 00001997 sheidinger on DSI-DEV-WS05 (Impact... |05/21/2012 10:01 AM | Escrow
™ | EscMst_Accounting 00003003 lkessler on DSI-DEV-WS04 (LtlimpMet) | 07/05/2012 05:12 PM | Accournting
I | EscMst_Escrow 00003003 lkessler on DSI-DEVASD4 (LtimpNet) | 07/06/2012 11:03 AM | Escrow H

Click to display an updated list of locks that are in place at the moment the button is clicked. As
locks are placed and released constantly, the listing can be updated every few seconds or minutes to aid
in researching an issue, for example.

The Filter field can be used to enter information to filter the listing with (such as a file number). Once
entered, click the Filter button to execute the filter function. This is helpful in an active database with lots
of users working on lots of files, to limit the data presented on the screen.

To release a lock that persists after a user closes all Impact/SQL modules they were logged into, click on
the checkbox in front of the record detailing the lock and then click the Clear Selected button. You will be
prompted to confirm that you wish to remove the lock.

Care should be taken to not clear locks unless it has been confirmed that the item is not actively being
worked.

Click Cancel to close the window, without affecting any locks that are displayed.
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Event Log

Impact/SQL maintains a rolling event log, of a controlled size, of SQL errors and other message
generated by the system in response to unexpected user actions or data / system conditions that are
unanticipated. The Event Log function will present a screen listing of the current contents of the event

log.

Many of the events will be reported at the time they occur to the user, on their screen, but not all of them

are.

Event Log

(:) Refresh " Mew Filter «* Remove Filter

(B8

Module: |AII Modules

=l

dsiservice

dsiservice

dsiservice

dsiservice

dsiservice

dsiservice

dsiservice

dsiservice

dsiservice

jwestrick

jwestrick

jwestrick

000C 0L e e e e e e et

jwestrick

Category | User Name
| @ dssenice  12/28/2012 10:28 AM  Successfull corfigured timer. Instance: Demo 7.8.0 Module: SQL Clear Locks [eedse...
i) DSI-PHOENEA... |12/28/2012 10:28 AM | Module has changed status to: Running

DSFPHOEMEO... | 12/28/2012 10:28 AM | Module has changed status to: Running

DSFPHOEMNEOA... | 12/28/2012 10:28 AM | Module has changed status to: Enabled
DSI-PHOENDOA... | 12/28/2012 10:28 AM | Module has changed status to: Enabled

DSFPHOEMEA... | 12/28/2012 10:27 AM | Module has changed status to: Stopped

DSFPHOEMEA... | 12/28/2012 10:27 AM | Module has changed status to: Stopped

3

Date Description

12/28/2012 10:28 AM | Timer Demo 7.8.0 - SQL Clear Locks :Running

12/28/2012 10:28 AM | Timer Demo 7.8.0 - Background Processing :Running
12/28/2012 10:28 AM | Successfully corfigured timer. Instance: Demo 7.8.0 Module: Background Processing [...
12/28/2012 10:28 AM | Timer Demo 7.8.0 - SQL Clear Locks :Enabled

12/28/2012 10:28 AM | Timer Demo 7.8.0 - Background Processing :Enabled

12/28/2012 10:27 AM | Timer Demo 7.8.0 - SQL Clear Locks :Stopped

12/28/2012 10:27 AM | Emor stopping Timer. Timer is not inttialized.
12/28/2012 10:27 AM | Timer Demo 7.8.0 - Background Processing :Stopped

12/28/2012 10:27 AM | Emor stopping Timer. Timer is not inttialized.

12/28/2012 01:01 AM | Clearing SQL Locks priorto "12/28/2012 12:01:36 AM*

12/27/2012 07:31 AM | Emor establishing MAP] Host Exception Detail: System ApplicationException: MAP] Hos...
12/27/2012 01:01 AM | Clearing SQL Locks priorto "12/27/2012 12:01:32 AM*

12/26/2012 08:23 AM | Emor establishing MAP] Host Exception Detail: System Application Exception: MAP| Hos...
12/26/2012 08:22 AM | Emor establishing MAP] Host Exception Detail: System ApplicationException: MAP| Hos...
12/26/2012 08:21 AM | Emor establishing MAP] Host Exception Detail: System ApplicationException: MAP] Hos...

EIEIEIEIEIEIEIEIEIEIEIEIEIEIEIEIEEEEE] ¢

4

The screen listing identifies the Category of the event (Error @, Warning A or Information @), User
Name, Date/Time of the event and the beginning of the Description of the

event. Filter =
St Dete: [T/1772072 1200 A 7]
Click to refresh the view. B Dute [17/1772014 1200 A <]
Category: |ALL -
A filter can be applied to the listing, by clicking on the ¥ New Filter icon. e :ALL =
The Filter screen is shown to the right. Start and End Dates, Category, Computer oo |
User Name, Description Contains and Computer Name are all filter Bese: Caneel
options.
Fvent Det & Clicking on an event notice will bring up a more detailed screen, like that
pae oS Ctegn, Er _»|| shown to the left. The information in the message can be copied to the
e o o terame: JESTROK j user's clipboard with the =2 Copy icon. The Email and Send To DSI

Shott Description
Eor Publishing Fle GFEDT B

= ==

buttons will let the user route error information to Support. Many of these
details will be meaningful only to the USA Digital Solutions, Inc. staff.

The user can move through the event listing with the * and ¥ arrow icons.
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USA Digital Solutions, Inc. Messaging Queue Manager

The DSI Messaging Queue Manager can be used to determine the status of messaging events. Specific
integrations can be interrogated, and filters can be used to narrow the returned data. This tool is primarily
for the use of USA Digital Solutions, Inc. personnel.

: (D) Refresh | 7 Filter 3% Search | & Delete Selected N Pause Selected » Resume Selected |

;- Search Results 7| File Number Type Status Created Date Submit Date Retrieve Date
= ﬁ;"m ™ | oopooom 1 Processed 1071320110101 P [10/13/2011 01:25FPM | 10A13/2011 0125 FM | ®
.. Submitting [ DOFILE1S 2 ) 0 )11 03:17 FM 20 ‘ (i
Retrizving I | oopDoOD 1 Processed 10/13/2011 0317 PM [10/13/2011 G317FM | 10413/2011 0317FM | ®
. g,f,:m ™ | oopDoDD 1 Processed 01/17/201201:05 PM | 01/17/201201:05FM | 01A7/2012 0105 PM |
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Email Templates

The Email Templates function is used to customize the content of automatic emails that are generated
through various Impact functions. The Description of each indicates when it is used in Impact/SQL.

The = Print icon will generate a report listing all of the data shown on the Email Templates screen.

Emnail Templates @
¢ Print
Customized Name Description =l
v OVERDFT OVERDRAFT EMAIL v
PNDWIREINC PENDING INCOMING WIRE EMAIL v
PNDWIREQUT PENDING QUTGOING WIRE EMAIL i
TINEWORDER TITLE INSTRUCTIONS NEW EMAIL i
TIAMMENDORDER TITLE INSTRUCTIONS AMENDED EMAIL Vi
TICANCELORDER TITLE INSTRUCTIONS CANCELLED EMAIL Vi
ACCTAUDIT ACCOUNTING AUDIT REPORT EMAIL &
BACKGROUNDPROCESSI... | BACKGROUND PROCESSING COMPLETE Vi
FASTSEARCHPLUGIN FASTSEARCH PLUGIN EMAIL TEMPLATE Vi
& IMPACTONLINEDEFAULT | DEFAULT IMPACT ONLINE EMAIL TEMPLATE Vi
DEFAULT DEFAULT TEMPLATE /
—
NSF RECEIVED
WIREOUT WIREOQUT SENT /
WIREIN WIRE IN RECEIVED v

The ¢ Modify icon is used to access the screen through which any particular template is customized.
Once customized, an indication that the template has been modified is shown on the main screen
(Customized = Y). A template that has been customized can be returned to its default state via the
modification screen, with the Restore Default button.

The email template can be customized for appearance, text, subject line and HTML coding, as will be
described on the following page.

The email templates cannot be deleted. They are required for Impact/SQL operation. Some can be
turned off via Setup Options.
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In the sample below, the & Modify icon was clicked on the TIAMMENDORDER record.

Emnail Editor |
Template Name: TIAMMENDORDER Template Descript {{Template Name Placeholder}}
g‘ljz‘ljan;SNumber ¥ Custom Email Subject
Courty Email Subject: |An Amended Order has been Received on File: [[FileMumber]]
CurrentDate Time
Email Motice Email Body
EﬁNumber I™ Custom Email Body
MeedByDat I
Oszngx‘a’te ° Design | HTML
OrderedBy N = = = = =
OrderedDate s mapusr(ss=s|sEEE [[]as
Property Type
Speciallnstructions . .
Title Departmenthumber A title search has been requested on the following Escrow file:
T L
Transaction Type File #: [[JF]lehlm:lba’l]]
Branch #: [[|[BranchNumber|]]
Escrow Officer: [[[EQ(]]
Title Officer: [[[TO[1]
File Opened on: [[|[OpenDate|]]
Title Search Ordered on: [[|OrderedDate|]]
Title Search Ordered by: [[|OrderedBy]]]
Transaction Type: [[| TransactionTvpe|]]
County: [[[County(]]
Property Address: [[|Address[]]
Special Instructions: [[|Speciallnstructions|]]
Need by Date: [[[NeedByDate[]]
Title Department #: [[| TidleDepartmentNumber|]]
Property Type: [[[PropertyTypell]
Bestore Default | Test | Cancel ‘ oK ‘

The information presented, in this sample, is the default template for email sent when an Amended Title
Order is submitted.

On the left side of the screen are database fields that are available for inclusion in the particular template
being edited. In this sample, 14 of the 16 available fields are used in the default Design.

At the top of the screen, the Email Subject line text can be edited. Click on the Custom Email Subject
checkbox to open the Email Subject field for editing. Database fields can be included in the Email
Subject line by placing the cursor where the field should occur and then double clicking on the field to be
included (on the list on the left). Unchecking the Custom Email Subject checkbox will return the Email
Subject to the default description.

The Email Body can be customized in the same manner. Check on the Custom Email Body checkbox
and, on the Design tab, the content of the body of the email can be altered. Text should be typed in, and
fields added, where the cursor is located, by double clicking on the applicable field on the listing on the
left side of the screen. Unchecking the Custom Email Body checkbox will return the Email Body to the
default body.

The HTML tab can be used to further customize presentation — by someone who has HTML knowledge.

If changes have been made, and they are unacceptable, and the user wants to start over with the original
template, the Restore Default button, at the bottom left of the screen, should be clicked. A prompt will
confirm that the default should be restored.

The Test button, at the bottom left of the screen, is used to present a sample of the email that would be
produced from the template as it sits.

The OK button is used to keep the changes made to the template.

Cancel will close the screen without saving any edits that might have been made.
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Report Statistics

Statistics are collected on Crystal Reports (standard and custom) that are run via the Escrow, Title,
Accounting, MIS, Reconveyance Tracking, and Utilities modules. Title Instructions printed via the Impact
Windows Service are not tracked by this new process, as they are already being logged in the Event Log.

Users with Utilities access can see reports on all modules’ report-running statistics, via the
Tools>Report Statistics menu path, in the Utilities module. Note there are report tabs on the left of the
screen for each module’s report.

Both the Escrow and MIS Custom Reports statistical reports will present the custom report menus 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.

SoftPro 360

This entry will only be present if the site is configured for SoftPro 360. Please consult with DSI Support
for information about SoftPro 360.

Please see the Impact SoftPro 360 Administration Guide for an explanation of the options under this
menu entry.

SoftPro 360
About

This entry will only be present if the site is configured for SoftPro 360.

The SoftPro 360 menu, has a single entry on it: About. Clicking on this menu entry will bring up an
information screen about the SoftPro 360 integration that is installed.
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About

The About menu displays a splash screen of information about the current installation of Impact/SQL, as
shown below. When a call is placed to USA Digital Solutions, Inc. Support about an issue, you may be
asked to refer to this screen for the version and build number. The scroll bar, on the right, will let the user
scroll through a listing of all installed components relating to Impact/SQL.

A link to the USA Digital Solutions, Inc. web-site is in the upper right corner of the screen. Documentation
for all Impact/SQL modules is available on the website, in addition to documentation on changes that
have been made to each module since the last full manuals were prepared.

Similar screens are available in each Impact/SQL module and build numbers may NOT be the same for

each module.

About ImpactSQL

IMPJ%ETL

wWww.usadsi com

==

Product:  URilities
Version:  Version 10.6.0 Build 545

Installed Components:

Diescription Version Date *
e
Aspose Pdf dil 11.1.00 03/08/2016 07:23 AM
Aspose Words.dll 11.3.00 03/08/2016 07:23 AM
lanic. Zip dil 17218 03/08/2016 07:23 AM
Microsoft. Practices EnterpriseLibrary Commen dil 41.00 03/08/2016 07:23 AM
Microsoft. Practices EnterpriseLibrary. Logging dil 41.00 03/08/2016 07:23 AM
Microsoft. Visual Studio . Qualty Tools . Unit Test Fremeworic.dll 9.0.307281 03/08/2016 07:23 AM &

Waming: Thiz Program is a confidential and proprietary product of LUSA Digital Solutions, Inc.
Ary unauthorized use, reproduction or transfer of this program is strictly prohibited

Copyright 1557 - 2016 by USA Digital Solutions, Inc

(Subject to limted distribution and restricted disclosure onfy )

Al rights reserved.

USA Digital Solutions, Inc.
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Appendix A - 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 an MS Word document and paste the screen shot into it; save the MS 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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