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Managing Simplifile transactions in the Impact Widget SoftPro 360

Submitting a transaction to Simplifile

The Simplifile vendor is available on the SoftPro 360 widget’'s New Product listing, as shown below.
Double click Simplifile - eRecording or highlight and click on the OK button to submit a transaction
to Simplifile.

SoftPro 360 New Product

o)

F-3 Addns

i dl) FedEx - Shipping

: i) SoltPra - Appointments

- edl) UPS - Shipping

£ Settlement Services
LR iimplifile - eFecording

S |

If you already have a file open on your Impact desktop, the file humber will be listed in the Order
Linking dialog, both in the Open Order Numbers field and the Selected Order Number field. You
may choose to overwrite the Selected Order Number with an order that is not currently open; to do
so, simply type in the full file number, including leading zeroes, in the Selected Order Number field.
Once you have confirmed the order to link, click OK to continue.

Order Linking

Open Order Numbers:

Selected Order Wurmber:

ak. I Cancel
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Existing users enter your Simplifile user name and password. New users can create a new account by

clicking on Register New Account. Click Next to continue to the next screen.

48 eRecording - 44440346

Simplifile Login

Login to Simplifile or register a new account, S 1m pl 1 ﬁ IC

Please enter your Lsername and password or register a new account,

Username: || |

Passwird: | |

Register Mew Account

More Information

Bach I MeEst I Cancel

Select the county that you will be e-recording in from the drop down box. If the county does not
appear in your drop down list use the Add County link to update your account information on

Simplifile’s website. Click Next to continue to the next screen.

48 eRecording - 44440346

Select a County

Select a county for e-recarding. S1m pl l.J:l IC

Please select a county you would like to use for e-recording,

Adarms County (200 j|

Add counties or update account information on Simplifile’s website

Back I Mext I Cancel
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The Simplifile Document Delivery dialog allows you to select the document(s) to eRecord. Click
Browse to attach .PDF or.TIFF documents from a drive you have access to, Attachment to choose
documents from your Impact User Attachments widget document list or ReadyDoc to attach from
your Impact documents for the file, (not likely used); (and from SmartVIEW-stored documents, on
FNF systems only).

4B eRecording - 44440346

Simplifile Document Delivery

Select the documents far subrmission, S1m pl 1 ﬁ IC

Docurnents in this package:

Browse
Attachment
ReadyDoc
Modify
Renarne

Delete

F

Back I Mext I Cancel |

Once a document is included in the package (from the Browse, Insert command, for example), the
Document Type screen will be superimposed on the Simplifile Document Delivery screen. The
Document Type screen is described on the next page.
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The Document Type screen is where you select the type of document you are recording. The Select
from the available county document type’s dropdown contains a list of available document types
allowed to be e-recorded, by the County you have selected. The Choose the Corresponding
ProForm document type field is presented but is not applicable in an Impact environment. After
selecting the Document Type, click Next to continue to the next screen.

4 eRecording - 44440346

Document Type

Please choose a document type. S1m pl 1 ﬁ IC

Select from the available county document types.

WARRAMTY DEED j|

Choose the carresponding ProForm docurment type for saving
tecarding information to your ardet,

i =

Back | Menct I Skip

Additional screens may be presented if more information is required by the selected county in order to

record the document. Verify or enter the appropriate information and click Next to continue to the
next screen.

48 eRecording - 44440346

Required Fields

County requested information, S1im p I ]J:l IC

Consideration Amovint: |SDEIIIIIIID.DD |

Back | [t | Skip
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The Party Information screen will populate the grantors and grantees list with all buyers, sellers and
lenders from your Impact order. You may choose to add additional Grantors and Grantees by clicking
on the Add Grantor or Add Grantee buttons. Check off the Grantors and Grantees that pertain to
the document you are currently submitting. Click Next to continue to the next screen.

4 eRecording - 44440346

Party Information

Gramtors and Grantees SIm p I lﬁ IC
Grantors Grantees
] Buyerl, Test [wliBuyerl, Test
| Seler, First [] Seller, First
] Bank of America [] Bank of America

Add Grantor | add Grantes |
Back | [t I Skip

Some counties may require additional Helper documents to be submitted. Click on Browse or
Attachment to attach your helper document. Click Next to continue to the next screen.

4 eRecording - 44440346

Helper Documents

Select helper documents, S1m pl ]J:l IC

The county reguires additional documents for the docurment
type you selected:

Transfer Declaration Bronwse | ﬂ_ttachmentl

Back | MNext I Skip
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You will be returned to the Simplifile Document Delivery screen. You will see the name of the
document(s) that you have included in your delivery package. You may repeat these steps to add
additional documents to your e-recording package. When multiple documents are being submitted,
they will be recorded in the order in which you have added them to this screen. However, you will
have the option to reorder the documents during the review process on Simplifile’s website. You
have the ability to Modify any of the information you previously entered, Rename the document you
have attached or Delete any of the document(s) you have attached before submitting your order to
Simplifile. Click Next to continue to the next screen.

4 eRecording - 44440346

Simplifile Document Delivery

Select the documents for submission, S1m pl 1 ﬁ IC

Documents it this package:

warrantyDeedMormal 1-SP 3a05amble Browse

attachrment
ReadyDoc
Molify
Rename

Delete

Fhlsl

Back I et I Carcel |
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To submit your order without reviewing the documents choose Submit this document package to
the county recorder without completing the review process. This option will be disabled if the
county you are submitting to requires additional information or if you chose Skip on any of the
previous screens. The Review the document package on Simplifile’s website option will take
you to Simplifile’s website. Click Submit to continue.

4 eRecording - 44440346

Ready to Submit

The document package is ready for subrmission, SIMm pl 1 ﬁ IC

I understand that I am responsible for the inforrmation [ submit to the county,
The county MAY CHARGE & FEE FOR REIECTED SUBMISSIONS, SoftPro and
Simplifile strongly suggest you go through the docurment review process,

* Review the document package on Simplifile's website,

Subrnit this docurnent package to the county recarder without
cormpleting the review process,

Back I Subrnit I Cancel
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The data and documents will upload to the Simplifile website, and you will see a progress screen as
that is happening. Once the document package has been delivered to Simplifile, you will see the
Package Delivery Complete screen. Click Review to continue, to Simplifile’s website.

4 eRecording - 44440346

Package Delivery Complete

The docurnent package was successfully delivered, S1m p l lﬁ le

The docurnent package will MOT be sent to the county recorder until you
complete the revies process. Please dick the Review' button below to start
the review process on Simplifle’s website,

Eack Catce|

Reviewing your transaction on Simplifile’s website

On the Simplifile website, the transaction name will incorporate the linked Impact order number and
the 360 Transaction Number separated by a colon, in the Package Name field. Click on the name of
your document to review and make certain it is in compliance with the county recording standards.

simplifile

AN MEML
MESSAGES
REPORTS
SEARCH
COUNTIES
HISTORY
ACCAUNT

HELP &
SUPPORT
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Package Details Enterprise Enterprise at | Grganization] =] Sign Out

Back Save

Adams County, CO
Status:

Package Name: 44440346 : 410060-10-140529-018698

Iscard Package Discard Documents Print Dovinload Download Package

N S ey T e

[ WarrantyDeed(Normal)-SP380Sample | WARRANTY DEED 1 $61.00 Thu 05/29/14 257 pM MDT | ID | History

- Choose a Docurnent Type - j Add Document

Recording Fees: $61.00 from j

Submission Fee: $0.00 from =

Internal Preparation Notes:
These notes will not be sent to the county.
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The document must fit within the blue lines shown in the review window to meet the county recording

standards. Choose the

icon to then click and drag the document to fit within the margin

guidelines. Click the - " icon again to save changes. Enter any additional information required by the

county such as number of parcels, execution dates etc.

box and click Done. (seen below in extension of sidebar.)

QOrganization I

Adams County, CO
Package: 44440346 | 410060-10-140529-019698

Mame: |WarrantyDeed(NormaI)-SP3EDSample
Type: [WARRANTY DEED =l

Re-recording Mumber: |Nnne ~
Status:
Lacked by Enterprise Enterprise

Document

Transfer Declaration

Show Scan Options

Soan Letter Scan Legal Soan All I Uplozd |

View County Requirements O

Please note that if data input is required,
please follow these guidelines required by
Adams County:

* Remowve all punctuation from party

names.

* If a document has no parties, type
"none" as the party name.
Delete existing parties by clicking the
blue I left of the party name.
Edit existing parties by clicking the
hyperlinked name.
Organizations must be enclosed within
double quotes, e.qg.
"Acme Paper Company".
Add multiple parties by clicking the Add
button after adding a party name.
* Enter names of people in the format
First Middle Last Suffix.
Remowve all punctuation from party
names.
* If a document has no parties, type

"none" as the party name.

L

F =l ve 7 4

Select the ‘This document is recordable’

La] ‘ (-] Ee% 'I © 55x14| 5

4 00

PanjScale {Crl-P)

Recording Requested By:
USA Digital Solutions, Inc.

AFTER RECORDING, RETURN TOx:

ESCROW No. 44440346 -001 JWE

This area reserved for County Recorder

First Seller
do/does hereby convey to

Test Buyerl

SUBJECT TO:

Dated

Warranty Deed

For the consideration of Ten Dollars, and other valuable considerations, 1 or we,

the following real property situated in Adams County, COLORADO:

Current taxes and other assessments, reservations in patents and all easements, rights of way,
encumbrances, liens, covenants, conditions, restrictions, obligations, and liabilities as may appear of record.

And I or we do warrant the title against all persons whomsoever, subject to the matiers set forth above.

(side bar continues, scroll down to the “This document is recordable” checkbox at the end of the

sidebar)

Grantors*
E "Seller"

f Al

Grantees*
B "Buyerl"

f Add

here
Consideration®

$ ISDD ,000.00

Apply text stamp to the document

I B
[
Add Text |
Clear Marks |

Once the Done button is clicked,
Simplifile document list web-page.

[T This document is recordable.*
Estimated Recording fees: $£1.00.
* Indicates required flelds

Save & Add New
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5/29/14



Click Submit for Recording to submit the document(s) to the county recorder.

Adams County, CO
Status: Ready

Package Name: 44440346 : 410060-10-1405259-019638

Discard Package Discard Documents Print Download Download Package Submit for Recording

Pages | Fees | Status

ID | History | Print/Downlcad
[T | WarrantyDeedMNormal-SP3680Sample | WARRANTY DEED 1 $61.00 | Reacly | Thu 052914 2:57 P MDT

The following prompt will be presented so the user can confirm the requested action.
Message from webpage

N ? ) Documents can't be retracted once they have been submitted, Would vou like to continue o submit the document(s)?

When finished, the user can Sign Out from the Simplifile site and close their browser.

Main Menu

Enterprise Enterprise at = Organization | j Sign Qut

Your transaction will now appear in the SoftPro 360 widget with a status of In Progress. You may

need to click on the &' Refresh icon to see the new entry. That indicates the document has been

received by Simplifile. When Simplifile submits to the County Recorder, and the Recorder accepts the
submission, the Status will change to Ready.

SoftPro 360

ﬂlFilter: | él Logoff |A|

Created On | Completed On Description | |
2014 01:57 P

3
g
=
=
]
7
=
)
2
£
w
==
5
3
@
a
=]
g
1]
[}
=
@
a
)
a
@
<

Page 10 of 12 5/29/14



Updating your Simplifile transaction

eo| | =| &|

You may also see a Status of Updated. This indicates that Simplifile is requiring additional information

=
in order for your document(s) to be recorded. Clicking the Log icon . will provide you with the
additional information being requested. To update your transaction, double click or highlight the

transaction and click the Update icon @ . You may also update a transaction that is In Process if
you need to add additional documents or modify the information.

L 0 . .
@l @l iEws: IMy Recent j Mew Product |ﬁ|Filter: | Q Logaff |_|

| Provider aktus | Linked Order | Created By | Created On | Completed On Description
ifile Updated 44440346 Jogeph Westrick 0e 014 02:30 PM -
4 | Simplifile Feady 44440346 Jozeph Westrick, 05/29/2014 0226 PM Iﬂ @
@ | Simplifile Ready 444407346 Jozeph Westick 05/23/2014 01:57 PM Iﬂl @

Canceling your Simplifile transaction

While your transaction status is In Progress, you can Cancel the transaction. Highlight the

transaction in the SoftPro 360 widget and then click the Cancel icon @

The following message will appear. Select I Agree and click Submit to continue.

Cancel simpliﬁle The cancellation will be sent to Simplifile and

you will receive confirmation that the
transaction has been canceled. Click Finish to

Canceling this transaction wil remove the order from vour 360 Queue and

Simplifile’s website, Are you sure you want ta cancel this transaction? complete the cancellation.
I 1agree

Package Delivery Complete

The document package was successfully delivered, S1m p l l_ﬁ le

Your cancel request has been sent to Simplifle, Please dick the Finish'
button to close,

Back | Sttt |

The transaction status will change to Canceled in the SoftPro

Back

Carice]

360 widget.
SoftPro 360
Jl =] | —_r:] | | Yiews: IMy Recert j Mew Product | HlFilter: | éI Lagaff | |
| Provider Status | Linked Order | Created By | Created On | Completed On Description

= B Simplifile Canceled 44440345 Jos ick 05 251 PM
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Reviewing and accepting your transaction

Once your transaction has been recorded by Simplifile, the status in the SoftPro360 widget will

change to Ready. You may double click or highlight and click the Review icon E to review and
accept this transaction.

j NewProductl @%lFilter: |

| Provider ¥ | Linked Order | Created By | Created On | Completed On
Simplifil= Ready 44440346 Joseph's i . 14 01:57 PM

The system will present a window showing the documents that are ready to be accepted. Wait until
the File Size field stops advancing, reflecting that the documents are fully downloaded, then click on

the O Accen|

button at the bottom of the screen.

B Review - 44440346 [<]

) Select Al = Select None | JE Field Cades |

3 Documents

¥ | view | Copy | Document Mame File Name File Size | Transferred
F 5SS WarenyDesdMomall SP3E0Sample  WaranyDeedNomal) SP 3505 ample. p 22920 100%
M ™ TwansactiorRepat TransactionFisport. pof 8573 100%

| ® Accepll o Reeet] Close

The Status of your transaction in the SoftPro 360 widget will be updated to Completed. You may
need to click on the (:’ Refresh icon to see the Status change promptly.

El il il iews: IM_I,I Fecent ﬂ Mew Product |ﬂ|Filter: I Q ﬂl ﬂl

| Provider Status |Linked l]rder| Created By | Created On | Completed On * Description | |
Completed 44440345 nzeph 5

The documents will then be available in your User Attachments widget, where they can be printed,
emailed or published (for sites with document management systems).

Ueer Attachments

Efh Add Documents + Jax Print Selected &) Email Selected [E4 Publish Selected 25 Remove Al

= |7| Document Date Added | | |

¥ | wanantyD eedNomall-5P 3605 ample 05/29/204 201 PM | 2] QIE &
u TranzactionR epark
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