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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 Title

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

The Title module is utilized by the Title Department to prepare preliminary title reports, or commitments to
issue title, and for the issuance of title policies. Data entered by Escrow is utilized by the Title module, so
there is no redundant data entry. This module makes heavy use of Microsoft Word ®, and the user is
provided with many utilities that speed the preparation of these documents. Submission reporting of
policies to the underwriters can be handled either with paper reports or with electronic exports.

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

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

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

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

When you need to press the Enter key, you will see ENTER in this manual.

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

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

Recent File List

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

Impact Payee Shortcuts — Residential Files (non-CDF)

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

L1 Lender 1

L2 Lender 2

L3 Lender 3 or Mortgage Broker
:L# John Doe John Doe on HUD as payee

Allows the fee to be WTH (withheld) on non-GFE files

T Your Company Name

:T Maricopa County | Your Company Name with amount applied to income, but a different payee
on Settlement Statement

TC Title company shown in Initial Questions (for outside title)
E Your Company Name (if option to use :E is enabled)
:SA All Seller names (used in Create & Print Checks only)
:S1-8 Selected Seller name (used in Create & Print Checks only)
‘BA All Buyer names (used in Create & Print Checks only)
:B1-8 Selected Buyer name (used in Create & Print Checks only)
USA Digital Solutions, Inc. Title v10.5.431 Manual
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File Search

The File Search function, seen in many places in Impact, when a file number is being requested, permits
you to search the entire database, for files that meet search criteria, with differing filters to limit the
search. When first opened, the screen presented is set with broad filter of All but file numbers against
which the Search For: field content will be applied, as shown below.

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

e Sellers and Buyers
e Buyers

e Sellers

e Property Address

e Tax Parcel Number
e Subdivision (Name)
o Reference Number
e Base File Number
e Loan Number (Lender’s)
¢ File Number

e Title File Number

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

File Search ==y =
Search Fer. [ Fiter: [ but Fle rumbers = P SowDeai

......

USA Digital Solutions, Inc. Title v10.5.431 Manual
03/04/16 Page 4 of 181



The quickest path to the Search functionality is via the &4 search icon on the Impact toolbar.

The user should proceed as far as they can before invoking a search, to minimize the effort. For
example, if the plan is to open a file from the search results, use the = Open Existing File toolbar icon
and then click on the &3 Search icon and conduct the search. Double-clicking on a search result, will
then open that file.

In the sample below, “smith” was the search criteria, with the All but file numbers filter. The Found By
column indicates how the search criterion relates to the search result. The File Number column contains
that information. The Initials column presents the Escrow Officer’s initials, and the Branch of the file is

presented; along with the Title File Number. There is a “# View File Status icon next to each record
returned; click on the icon to get more information on the file that the record relates to.

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

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

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

File Search = e
Search For: [smith Fiter: [2ll but fle rumbers N e |
31 Records found
Description File Number | Intils | Branch | Title Fle Number | |~
e e e e |
Smith Famity Trust Buyer TESTSTAT LH 997 TESTSTAT #
Smith II, Robert N. Buyer 00000059 LH (10] 00000059 #
Smith, Al Buyer 00000927 sC1 (10] 00000927 #
Smith, Bily R. Buyer 00000060 H 00| ooooooso =
Smith, Brad W Buyer 00000323 sLt 0 |oooooazs =
Smith, John Buyer 00000504 sct 001 |oo00DSD4 =
Smith, John Buyer 00000925 sC1 (10] 00000925 #
Smith, John Seller 00000185 ED1 (10] 00000185 #
Smith, John Seller 00000440 sC1 (10] 00000440 #
Smith, John Seller 00000460 s (10] 00000460 #
Smith, John Seller 00000451 sLi 001 | ooooosst IR
Detals For 00000674
Buyer Name: Cuigey, John M Open Date: 11/07/2012
Seller Name:  Beauchamp, Samartha X Close Date:
Property Address: 3366 S Haywire Dr Est. Close Date-  12/01/2012
Property Location: Phosnix, AZ 85021 Escrow Officer  Scoft Chance-001-E0
Title Officer:
Processor:
Zl |

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

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

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

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

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

Double-click on an entry to Use it, if you are in a field where a NAF entry could be used, when the NAF

was invoked. Alternatively, highlight the entry and then click on the 1 Use icon at the top of the screen,
or right-click on an entry and pick Use from the menu presented.

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

Ciy: [ State: [ =] County: [ Search

Name Address1 1D: 113 Is Active:
19 Bank of America 33393 Dallas Parlavay 6 Date Entered: 11/28/2007 11:17:43 AM by LH
i (g Bank of America - SW Branch @7 % Date Modified: £/12/2015 12:00:22 PM by AC
§ Samantha Gontact 123 Contact Address O %

- Bank of Big Payofis 444 22nd Avenue ol Y
- Bank of The East 9000 N. Central Ave. #200 ol &Y
4 g Bank of The North 2222 195th St. Q%

+- ¥ Bank of The North - First Branch ol &Y

i
Contact Name: Funding Depariment
Address #1: 28393 Dallas Parkway
Address #2: Suite 150
City- Richardson

1545 E. Main Street [l 3
State: TX Zip 99838

- Bank of the United States of America. NA. 123 Park Strest ®7%
4l Bank of the West 2579 W. Westemn Dr. @7 %
S Sandra Littls 7% Cell Number:

Fa Number:
Home Number:

Work Number: (214) 666-1212 Ext:

Routing Numbes- 026009553
Receives Auto Emails:
Comments:

Full Details |

13 resuits in 0.071 seconds [¥] Show Details [¥] Expand Al
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Helpful Hints for Entering Information

Dates

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

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

Sl s L il () For the Calendar tool, click on this
& Edit Document % Delete Document . h CTRL D ) k K
Escrow Hle #: SLCOM1 Branch: 001 - USA Digital Sol... Icon or use the + QUIC ey to
Title Officer: Escrow Officer-  SL1 - Sheri Lamb-00... / d|sp|ay the Calendar tool.
Underwriter: |1 - Fidelity Mational Title Insurance Company j
Types of Policies to be issued Am
A: | ALTA Owner's Policy (6-17-06) J|/§’ 101,756.00
B: |ALTA Extended Loan Policy (6-17-06) 30.000,000.00
C: [ALTA Loan Policy (5-17-06) / ~| | 12,650,900.00
Effective Date: D1122D15

Date Last Amended: . Number: J January. 2015 j

28 2% 30 11 1 2 3
4 5 6 7 8 95 10
N 213 14 15 16 17
18 19 20 21 2 23 24
25 26 27 B 25' 3D 31

12 3 4

Today: I]1/12/2I]15

Dollars

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

TAB

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

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

USA Digital Solutions, Inc. Title v10.5.431 Manual
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Execute

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

Press ENTER to execute “OK”

nLSugsia

Schedule Cancel

F4

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

Quick Keys

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

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

Anytime you see a menu selection item on the screen that has a letter in the word underlined, you can
use the Quick Keys alternative to using the mouse, for example, use the ALT+D Quick Keys to drop down
the Documents menu because the “D” in Documents is underlined. If no underlining is presenting, hit
the ALT key, and it will present.

ALT+D opens the Documents menu

;3‘, Impact/5QL Title [USA Digital Solutions Des

= =Er=]
File Edit Title Charges Documents Endorsements Misc Bases Reports MNaf  Options  Tools  About
H 2% DE R ESE2E20 B
Info Icons

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

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

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

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

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

If the system is configured for NT Authentication, and more than one database is available, a screen like

that shown below will be presented, after the user double-clicks on the Impact Title @ icon on their
desktop. The appropriate database should be selected and OK clicked on. If only one database is
available, the user, if they have permission, will be taken directly into the module.

‘l'j:; Log On to Impact/SQL Title @
USA Digital Solutions. Inc

m M P Copyright © 1552-2016
L L
DSI-SUPPRT-WS07

jwestrick
Version 10.5.0 Build 426

Log onte: -
Cancel | QK |
L Drop down list arrow
USA Digital Solutions, Inc. Title v10.5.431 Manual
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When configured to require a logon step, the user will be identified within the Impact system by their
initials (3 maximum), and will be given a password. A login screen will be presented asking for the user’s
initials and password.

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

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

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

If the user does not want to continue, they should click on Cancel instead. This will cause the Log On to
Impact/SQL Title dialogue box to close and the Impact Title module will not be opened.

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

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

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

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

. The Impact Title desktop may
Tool bar icons
show your company logo
% Impact/SQL Title [USA Digital Solyfions Demonstration System v10.5] =N =R
File  Edit  Title Charges Dgfcuments  Endorsements  Misc  Bases Reports  Naf / Options  Tools  SoftPro360  About
D | DEZGQ=EAED &S

Impact Widget Dashboard

Ready |JoeWestr\ck - (999) Order Desk w/Title Escrow |02«'16e’2016

S

File Number Seller & Buyer Names
when open when file open

Logged in user’'s name  Current date

and accec< level

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

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

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

GHY BOOPDE g aSaE0 509

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

Button Tool Name Quick Keys
New File (Direct Order) ALT+F then N (if option for DO’s enabled)
Save File ALT+F then A
Open Existing File ALT+F then S

Copy Base & Subdivision Files |ALT+B then C

Edit Legal ALT+E then L

Edit Prelim/Commitment ALT+D then P

Edit Policy ALT+D then O

Select & Edit Documents ALT+D then S
Endorsements ALT+S

Create and Edit Invoices ALT+M then |

Tracking ALT+Fthen T

File Status ALT+F then P

Search For File ALT+F then S then ALT+S

Rate Calculator ALT+M then T

Name and address file (NAF) ~ |ALT+A then A

=% € s miEE FREEe s

1
=

13_':-__',:,'.. Conversation Log ALT+F then L
_J File Notes ALT F then E
“ View File History ALT+F then V
USA Digital Solutions, Inc. Title v10.5.431 Manual
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Switching Profiles

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

(@]
[o1/12/2006
Impact Profiles @
Please select the profile to use when logging on
to Impact/SQL.

Initials Access Level Branch
W Esoon Manager
Jw2 Accounting 555
JW3 Order Desk w/Title & Escrow 599
Jwd Lkilities 955
SE1 Sub-Escrow 599

Cancel | QK |

Exit

Users should exit out of Impact when they leave their desks for an extended period, or are going home for
the day. They should use the boxed X =5 icon, in the upper right corner of the Impact desktop window,
to exit. Users should always exit out of Impact at the end of each day, before logging off of their
computers. If users leave their Impact Title session logged on, others will have access to their “rights”,
and this could raise security concerns. Remember that work done under a user’s initials will bear that
user's name. The menu path to exiting is File > Exit in the Title module.
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Impact Widget Dashboard

Impact Widgets were introduced in Impact/SQL version 8.0. They are comprised of, in this version of the
Title module, up to four (4) “floating windows”, each presenting different functional areas, which can be
opened (or not) and positioned as the user wishes on his/her desktop. The functions addressed by each
will be discussed elsewhere in this manual, but the widgets are: Pending Prelims as Title Officer,
Pending Prelims as Typist, Report Schedules and User Attachments.

& Impact/SQL Title [USA Digital Selutions Demenstration System] o= ==
Fie Edit TtleCharges Documents Endorsements Misc Bases Reports MNof Options Tools About
leHd S YLCIPDE T ARRED &S
CEE® O
Name: Last Run Next Fun By Branch Typist File Number | Accepted Due By Typed
Clogtoorth————ommznie 034 Pu | 4zwa04 030PM—0RD < |
ESCCLSBR AAVAI4B0AN | 4/11/2014600AM  SL 2w
invrtry Not Yet Fun /122014 1040AM | TK | 7| %
No records found.
Branch Officer File Number | Accepted Due By Typed
No records found.
©O®
&% Add Documents + % Print Selected /5] Email Selected 33 Remove All ‘
2| Document Date Added
| W SLCOM-ALTA Owners 7/10/20145357A0 1B |
I~ | SLCOM1-ALTA Owners 71072014338 A0 | [ale| @
(] Pending Prelims as Title Officer
[v] Pending prelims as Typist
v
Impact Widget Dashboard

SLCOML |Metro Center Realty Holdings/North Twenty-Fifth Ave, Ventures Joe Westrick 10/10/2014

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

This icon is used to order the widget windows which are on the desktop by name, in alpha
ascending or descending order, and will tile the windows from the upper left corner of the
Impact desktop. Widgets can be sized and positioned by the user, in typical Windows fashion.

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

The three icons at the top right of each widget window are used to tﬁ Refresh the window content, *

Collapse or + Expand the window and X Close the window.
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Report Scheduling

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

option selection screen, like that Schedue | Concel | o |
shown here.

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

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

This Impact Report Scheduler screen This Impact Report Scheduler screen
reflects a One Time Schedule Type. reflects a Recurring Schedule Type.
Impact Report Scheduler @ Impact Report Scheduler @
Report File: ESCLOGBR.RPT Report File: ESCLOGBR.RPT
Schedule Name: r;‘,l L OGER] Schedule Name: |ESCLOGBR
Brief Description: | Brief Description: |
Schedule Type: |0ne Time: j Scheduls Type: -
Interval Type: | Diaily J Interval Type: | Daity ﬂ
W Print W Email W Print W Email
Select Prirter: |Micmsaﬂ XPS Document Whiter j Select Printer: |Micmsoﬂ ¥P5 Document Writer j
Timer Information Timer Information
Time To Run: [10:17.00AM == Within Next 24hrs Timer Time:  [12.00:00 PM  —=
Days of Week:

Report Date Range Report Date Range
Range Type: |Currerr| Day j Range Type: |Current Day j
[™ Use Last Posted Date I Use Last Posted Date
Bc 10/12/1983 To 10/12/1983 Bc 10/12/1983 To 1041271983
Concel Cancel

The system name of the report is reflected at the top of the screen (*.rpt), next to the Report File label.
The name for the report, to appear on the Report Schedules Widget screen, is in the Schedule Name
field, and the default value can be edited. A Brief Description field is also available for an additional
user comment.
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The Schedule Type field is next, and can be set to One Time or Recurring.
If Recurring is selected, the Interval Type can be set to Daily, Weekly or Monthly.

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

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

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

Report will run on the
data range to present. e e 1

lgnore month and just select a day

Izt iz considered end of the month.

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

Report Date Range

Range Type: |Currer|t Day j
Da
Previous Day
Week Ta Date
Month To Date Report Date Range
CQuartery To Date .
Year To Date Range Type: |Custu:um Range ﬂ
Custom Range [ Use Last Posted Date
Cument Date |+ j |F" Days

I Cancel | oK |

O
— Last Run Next Run By Once a report is scheduled, it will appear on the
PEEEETE PR E IR A RN EEZ RS  Report Schedules widget screen. The Report
Schedules widget screen shown to the left
reflects a Log Book report having been
scheduled. The report’'s schedule can be
modified, or deleted from this screen.
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User Attachments

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

added to the User Attachments area, with the EX “Add Documents” icon.

When the B4 “Add Documents” icon is clicked upon the user will be presented with a variable menu,
depending on whether there are already documents attached for one or more files and whether the
system is configured for a document management system. The user can attach a file (PDF, Word, Excel,
JPG, GIF or TIF) that is on an accessible drive, using the Add Documents > Select File path. The Add
Documents > Outside System path will let the user attach documents from their document management
system (only smartVIEW at this writing — January, 2015).

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

also Q Preview a PDF version of the item, € Rename it or 2 Remove it, with the icons provided on
each.

& Impact/SQL Title [USA Digital Solutions Demonstration System] = || =&
File Edit Title Charges Documents Endorsements Misc  Bases Reports  MNaf  Options  Tools  About

2 H O BLCPIDE R QRAED B LS

E?!'Add Documents = = Print Selected /5] Email Selected 23 Remove All
[Esicomi  JANITe Document Date Added
[~ | SLCOM1-ALTA Owners 7/10/2014 5:38 AM | a:[e &
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File Menu

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

e New File (optional)

e Select File

e File Progress Report

e Tracking (optional)

¢ Modify Direct Order Status (optional)
e Conversation Log

¢ File Notes

e Impact Online Documents (optional)
e View File History (optional)

e Qutside Services (optional)

e Save File

o Exit

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

The ability to create Direct Orders in Impact/SQL is optional. This discussion assumes the option is
enabled.

The New File menu entry, or the L=r New File icon, will trigger the opening of the New Direct File screen
shown here. A Direct Order (file created through Title) cannot have any Trust Accounting done in it, just
invoicing. They are true “title only” files. Most sites use a “Title Only” Escrow branch for title only work,
rather than using Direct Orders in a Title branch, as they wish to do escrow trust accounting in those files
(for payoffs or to collect fees through the file).

New Direct File [23a]
Title Branch: E

File Mumber Options
" Automatic

" Manual .

At the top of the screen, the Title Branch for the new file is identified. Depending on the user's Access
Level, branch assignment, and system configuration, there may only be one branch available (it will be
shown but grayed out and cannot be changed) or all title branches will be available, and the user will
select the correct branch for the new direct order file via the dropdown arrow to the right of the Title
Branch field.

The File Number Options section, on the New Direct File screen, is used to determine how the file
number will be assigned to the new direct order file. The options are to take an Automatic number or
enter a Manual number. Depending on your company’s configuration, Automatic or Manual numbers
may be deactivated (dimmed out).

Automatic numbers are numbers assigned by a predetermined setup with numbering by branch or by
database. Automatic numbers may be numeric or a combination of alphabetic and numeric of up to
eight (8) characters. When using Automatic numbers, Impact will assign the current date as the open
date.

Manual numbers can be all numeric, all alphabetic, or a combination of alphabetic and numeric of up to
eight (8) characters. Manual numbers will require the user to supply an Original Setup Date for the file.
Enter the 2 digit month, 2 digit day, and 2 digit year, for example, “013114” for January 31, 2014. The
year’'s digits need not be entered if the current year is desired. The user can also click on the &
Calendar tool just to the right of the date entry area to select the date, or use the CTRL+D Quick Keys, to
pull up the calendar tool.

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

Once OK is clicked on, the user will be taken to the Opening Information screens.
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Select File

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

File Number Entry @
Mew File 38 Search

File Type
" Escrow { Direct 1 Tille

—

The File Number Entry screen (shown above) has the user identify the type of file they are entering a
number for (existing files) or lets the user create a new Direct Order or use the Search function to find an
existing file.

The L= New File icon, at the top of the screen, will take the user to the New Direct File screen discussed
earlier in this manual. The option will only be enabled when the user clicks on the Direct radio button.

The &4 Search icon, at the top of the screen, will take the user to the File Search screen discussed
earlier in this manual.

If the user knows the escrow file number, of an existing order that they wish to work on, they would click
on the Escrow radio button and enter the number, then click on OK to continue.

If the user knows that they are asking for an existing Direct Order file to work on, they would click on the
Direct radio button and enter the number, then click on OK to continue.

If the user knows the title file number of an existing escrow file that they wish to work on, they would leave
the default selection of the Title radio button and would enter the title file number, then click on OK to
continue. NOTE: a title file number is a separate number for an escrow file — it does not designate a third
file type. It is possible, with a system configuration setting, to have different title file numbers from the
escrow file number, but in most cases the unique title file numbers are not used. Title file numbering is
simply another way to label the same escrow file. Title file numbers, if used, are numeric only.

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

Record Locked

! Somy, the record you have requested is cumrently in use by jwestrick on DSI-SUPPRT-WS07 (ImpactMet).
= The Lock was obtained at 9/30/2013 12:25:33 PM

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

Yes No
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File Progress Report

The File Progress Report menu option, on the File menu, opens the File Number Entry dialogue box
shown on the previous page. If there is already a file open on the desktop the appropriate File Type
radio button will be selected and the file number entry field will be pre-filled with the current open file
number. The & Search icon can be used to search for a file number. Once a file type and file number
are provided, and the OK button is clicked, the system will present the Escrow Status Information
screen (if an escrow or title file number had been provided), or the Direct Order Status Information
screen, on which information on the full life cycle of the file will be presented, as shown below (Escrow
sample shown below; the Direct Order Status screen is similar).

Escrow Status Information ==
25 ChangeFile | i Print
Escrow File #: DSITEST Branch: 938 - Training Eranch
Seller Name #1-  Seller, Bil 2 Transaction Type: RP - Residential Purchase
Buyer Name #1:  Buyer. One Date Opened:  02/28/2006
Escrow Officer:  CD - Connie Ductt Date Closed:
Type of Fle: Residential - HUD with GFE

@ Info & Tracking \ @ Prelims/Commitments | @ Policies | @ Edemal Systems \
Main Participants
Title File Number: DSITEST Realtor:  Reatty Consuttarts
Project Name: Title Department:
Manual Date:  08/28/2006 Lender #1 Name:  Wells Fargo Bank
Opened By:  Darel DaVee Marketing Rep: 01 - House Accourt
Est. Close Date:  12/03/2007 Ext. Title Officer:  Lars Titleman Henry
Funding Date: Int. Title Officer:  LH1 - Lars Titleman Henry
Date Recorded Processor:
Date Entered:  08/28/2006 Escrow Co/Cther:  Sample Escrow Company
Last Changed:  05/27/2014 0257 PM
Date Ordered:  11/29/2007 Test City, CA 88888

Ordered By:  Darel DaVee
IRS Reporting: NON-REFORTABLE

Title Status Property
Date Accepted:  12/05/2007 Sales Price:  1,400.000.00
Search Date: Search Inits Loan Amount: 400,000 58
Exam Date: E@m Inits:  LH Parcel Number:  574-5367-3323
Into Typing: Address #1: 4321 Property Lane

Address 52
City, State and Zip:  Phoenix, AZ 85029
Courty: Maricopa
Lot: 45
Block: 4
Unit: A
Subdivision:

At the top of the screen are two icons. The = Change File icon is used to select another file for viewing.
The %= Print icon is used to generate a printed report of the file information.

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

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

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

a * red diamond in front of the tab name. Some general comments on some of the data presented

follows.

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

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

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

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

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

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

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

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

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

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

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

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

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

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

The Tracking function, under the File menu, is a customized tool to track items that are not specifically
detailed on Initial Questions or on HUD lines. Tracking may be used to keep track of some items
required by the escrow instructions, for example. Depending on system configuration, Title users may be
able to see the Tracking detail on Escrow files, or they may be limited to only working with Tracking on
Direct Orders. Default Tracking templates can be set up for each transaction type, or for all files, by the
System Administrator, through the Utilities module. It is possible (starting with version 8.5 (046)) to set
individual tracking items as “Tasks”, which cannot be deleted by the user on individual files. The
Tracking Entry screen allows an unlimited number of separate items to be maintained. Fields within
Initial Questions or HUD/Settlement Statement entry screens will not update Tracking, nor will Tracking
update the HUD/Settlement Statement. Tracking is a useful tool to inform others in the office of the status
of items ordered and completed. The following discussion will assume that the Title user has access to
Tracking detail on Escrow files.

After selecting Tracking from the File menu, if the user has a file (escrow or direct order) open on the
desktop the File Type will be pre-selected on the File Number Entry screen, and the file number field will
be pre-filled with the file number. If no file is open on the desktop, the File Number Entry screen will
open and the user should select the File Type and enter the file number. Click on OK to continue or click
on Cancel to exit.

If the user has selected a Direct Order and there are not yet Tracking items set up for the file, the
default set of Direct Order Tracking entries, if any exist, will be loaded and presented to the user.

If the user has selected an Escrow file and there are not yet Tracking items set up for the file, a
Tracking Template dialogue box will pop up with a prompt asking if the user would like to use the default
tracking template? The user would click on Yes to bring in the default set of Escrow Tracking entries, or
click on No if only manual entries are desired.

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

Yes No

The Tracking Entry screen (shown on the next page) presents the Description of the items to be
tracked, the Date Ordered, Date Received, and a column for Comments. “Task” items are shaded
gray, and cannot be deleted.
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To Add a new entry, click here Type in comments here .

Tracking Entry =3
,_jChange File | ou Mew Entry l.)Bese'( ¢ Print
Escrow Fle #: GFEQ1 Branch: 001 - USA Digital Solutions, Inc. Mpin Cffice @25th Ave.
Seller Name #1: Transaction Type: RFP - Residential Purchaze
Buyer Name #1: Buyer, Happy H Date Opened: 05/08/2013
Escrow Officer:  5L1 - Sheni Lamb-001-EQ Date Closed:
Description Date Ordered Date Received Comments =
Prefim Received V| 07/24/201407.57AM ¥ | 07/24/2014 07:57 AM | Shaded tems are non-deletable "Tasks"
Loan Docs Received & Signed r r Checkboxes will fil Date fields with Date - Time
Loan Docs Back to Lender r r
Lender Funds in Escrow I I
Contract Acceptance r r [
Buyer/Bomower Funds in Escrow r r
Copy of Contract i 07/23/2014 r Marualy entered dates cannot have time .
Brokers Demand v | 0772420140811 AM [ Checboxes work on non-Task items. too kS
» CC&Rs r r ’—E Click twice on Date fields for Calendar tool ®
Deposit r r ﬂ July, 2014 A P
Increase of Deposit r r .
Sl-Owner r rj2s 3 1 2 3 4 5 R
StBuyer r r 153 1?4 185 155 12 1; g s
NN 2 ATB K
Date last changed: Zo@ a2 Cancel
\\ Teday: 07/24/2014
Date last changed For the Calendar tool, click on

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

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

Click on the last column and enter text to include Comments.
To the right of each non-Task entry, the # Delete icon can be used to remove the entry.

There are icons at the top of the screen to = Change File, add a L= New Entry and to “= Print the
listing of events for the file.

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

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

The OK button save changes and close the Tracking Entry window.
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Modify Direct Order Status (optional)

If the system is configured for Direct Orders, the Modify Direct Order | orderNumberentry ==
Status option, on the File menu, opens the Order Number Entry | &%=

dialogue box. If there is already a direct order file open on the desktop the SElEEE o

Enter the Order Number entry field will be pre-filled with the current open HRE

direct order number. The & Search icon can be used to search for a file Cance
number.

The Modify Direct File Status screen has four (4) choices

Modify Direct File Status @ . .
Dorect Fie 7 00000952 in thg Status area, Active (Open)j Cangel, St.at' For
Title Officer- Deletion, and Hold. None of the options will prohibit the
Branch 0% Jiwic Erench user from modifying the file or creating documents. The

Status options are status flags only. Any status flag may be

reversed. The direct order status can be dutilized in
reporting.

Curent: Open
' Active{Open)  Cancel ¢ SetForDeletion  Hold

Reason

The Active (Open) status reflects an order that has not been
flagged with Cancel, Set For Deletion, or Hold. Closed files
will reflect Open on the Current Status area of the screen,
ce || plus the screen will reflect when the file was closed with a
message: “Closed on mm/dd/yyyy”.

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

The Set For Deletion status is reserved for future use with archiving, but currently there is not an
archiving function in Impact/SOL.

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

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

Click on OK to accept the choice, or on Cancel to quit without saving.
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Conversation Log

The Conversation Log is a utility through which notes of conversations partaken in during an escrow’s or
direct order’s life can be stored. The Conversation Log is used to keep a chronological order of

conversations entered by date, time and user.

It can also be used when someone other than the escrow

or title officer takes a call concerning the file. The conversation logs from Escrow can be shared, by

system setting, with Title and vice-versa.

Entries to the Conversation Log cannot be modified after entry and can therefore be used as evidence

in a dispute. The Log does not spell check typing.

There are three icons at the top of the screen
that are used to =7 Change File, add a L-E- New

Entry and to % Print the Conversation Log
entries.

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

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

* [ ChangeFile | [ & New Entry <2 Print =l
Escrow File #: DSITEST Branch: 938 - Training Branch
Escrow Officer- 517 - Sheni Lamb-002-EQ
Date/Time Al | By | Description ‘
02/12/2013 10:51 AM | Joe Westrick A second test entry in the Conversation Log,

[2/12/2013 0956 AM | Joe Westrick This is  sample ertry irto the Conversation Log .

. . . . A . .
invert the sort (ascending vs. descending). A custom sort can be done with the 2 Sort icon in the upper

right corner of the screen.
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File Notes

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

File menu in both the Escrow and Title modules. They can also be accessed via the = File Notes icon,
on the desktop toolbar, or via the same icon on the data entry wizard toolbar.

When requested, and a file number has been
provided, the File Notes screen will be
presented. The sample to the right has had
some entries recorded by the SoftPro 360
widget's RealEC integration and one entered
manually.

= G

The ¥ Change File icon, at the top of the
screen, is used to switch files for entering File
Notes.

File Motes

[ Change File || & New Entry & Print

=

Escrow File #: 44440566

Branch: 001 - Escrow Branch(ET Mapped)

Escrow Officer-  JWE - John West

The L= New Entry icon, also at the top of the screen, will
bring up a blank File Note Entry screen, where a manual file

note can be entered by the user.

B-&F%RIHArH +#0-

USA Digital Solutions, Inc.
SOFTPRO6I sbase
Fil

Do Erered

Description Internal
. i Twas ek e e B
09/25/2014 02... | John West RealEC - 09/25/2014 2:32:19 - Event 270 - Submit
09/25/2014 02... | John West RealEC - 09/25/2014 2:04:17 - Event 220 - Submit / x
09/25/2014 01... | John West RealEC - 08/25/2014 1:12:25 - Event 220 - Submit 7=
09/25/2014 01....|John West Here is the Deed for X000, e
09/25/2014 12... | John West RealEC - 03/25/2014 12:38:46 - Evert 100 - Submi 7=
09/25/2014 12... | John West RealEC - 09/25/2014 12:36:18 - Evert 100 - Submit ViR
09/25/2014 12... | John West RealEC - 09/25/2014 12:30:42 - Evert 100 - Submi 7=
File Note Entry (B
Escrow Fle #: 44440566 Branch: 001 - Escrow Branch(ET Mapped)
Escrow Officer: JV/E - John West
¥ Intemal use only
is a sample "intemal use only" note | -
Ertered By:  John West on 09/29/2014 08:01 AM —
Last Modified By:  John West on 09/25/2014 08:01 AM =

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

the left.

The ¢ Modify icon, to the right of each entry on the File Notes screen, will bring up the File Note Entry
screen, where the user may view previously entered information (entered either by an integration or

manually) and add to it or edit it, as need be.

The Internal use only checkbox is used to flag an entry for exclusion from custom reporting that might be

developed, if so desired.

The # Delete icon, to the right of each entry on the File Notes screen, will remove a File Note.
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Impact Online Documents (Impact Online sites only)

The Impact Online Documents option, on the File menu, will only appear on sites utilizing Impact
Online. Impact Online is used to allow customers to open escrow files via the Internet and to let
customers view documents published from Impact to Impact Online.

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

Impact Online Documents (=)
(55 Change File | % Delete Selected
Escrow File #  OR315G Branch: 001 - USA Digial Solutions. Inc. Main Office @25th Ave
Seller Name #1:  Sulins Jr., Jeffrey H. Transaction Type: RP -Residential Furchase
Buyer Name #1: Eradford, Charies P Date Opened: 03/12/2013
Escrow Officer-  SL - Sheni Lamb - EM-001 Date Closed:  03/26/2013
W Description Posted On Posted By Buyer | Seller | Lender | Listing | Selling | Other
™ | Affidavit - Not Same Person 03/15/2013 02:40:04 PM | Shem Lamb - DS V|~ 3 3 v M
[ | Buyer information Form 03/15/2013 03:42.28 PM | Sheri Lamb - DSI I I3 I3 I3 2 M
™ | Preim/Commiment 03/18/2013 11:1423 AM | Shem Lamb - DS V| ¥ Vv Vv V V
™ | Tile Instructions 03/26/2013 09:58:16 AM | Sherr Lamb - DSI V| " W W V W
ra Tracking Entry 03/15/2013 02:18:41 PM | Shemi Lamb - DSI I I3 I3 I3 v M
Cancel

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

The =] Change File icon, at the top of the screen, is used to switch to a different file’s published
document list.

The # Delete Selected icon, at the top of the screen, will be enabled once one or more documents have
been selected by entering a checkbox in front of the document Description. This action will delete the
document(s) selected from Impact Online, not from the Document List for the file in Impact.

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

Click on OK to save changes and return to the Title desktop.
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View File History (optional)

There are events that occur within Impact/SQL that are tracked and written to a history log file.

If the

option is turned on, in Utilities, to allow users to view the history data, users will see the View File History
option on the File menu. The user will be prompted to enter the Escrow, Direct Order or Title file number.

The events that are tracked include:

File Initial Opening;

Change of File Status;

Title Instructions Printed;

HUD or HUD1A Printed;

User Opening of the File (on desktop);
Copy Base action is taken;

NextAce data s into

Commitment or Policy;

imported

Commitment/Prelim is Typed,;
Commitment/Prelim is Released;
Policy Typed,;

Change of Branch of File;
Change of Data Entry Type;

File Copy;

Fees Imported;

Vesting Data Imported;

View File History
(5 Change File | & Print

=

Escrow Fle # DSTEST
Seller Name #1-  Seller, One

Buyer Name #1:  Buyer, One

Escrow Officer: 512 - Shem Lamb-002£0
Cancelled on 01/31/2013

Branch-
Transaction Type:
Date Opened:
Date Closed:

958 - Training Branch
RP - Residertial Purchass
08/28/2006

Changed By | Date Changed

02/15/2013 01:51 PM | User Opening a File
JW 02/12/2013 11:19 AM | User Opening a File
JwW 02/12/2013 08:13 AM | User Opening a File
cD 02/06/2013 02:03 PM | User Opening a File
cD 02/06/2013 11:58 AM | User Opening a File
SM 02/06/2013 10:11 AM | User Opening a File
Jw 01/31/2013 11:05 AM | User Opening a File
JW 01/31/2013 10:40 AM | Change of File Status
JW 01/31/2013 10:39 AM | Change of File Status
JwW 01/31/2013 10:39 AM | Change of File Status

Previous Value New Value =

Messaging activity (such as File Publishing to smartVIEW);

Commitment/Prelim Deleted;
Sale Price Changed;
Messaging Item;

Loan Amount Changed;

Buyer Name Changed;

Seller Name Changed,;
Marketing Rep Changed;
Marketing Rep Percentage Changed;
Title Charges Status Changed;
Ordering of Title Search; and
Legal Updated.

Some of the items tracked will reflect the Previous Value and New Value

screen.

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

The %= Print icon can be used to generate a printed report of the file’s history.

Outside Services (optional)

Should the environment be configured with one or more integrations with outside services, such as with
RealEC, the Outside Services menu option will appear on the File menu. This option is used to gain
access to the interfaces of those service providers. Separate documentation on those integrations should
be consulted for further information on functionality.
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Save File

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

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

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

Exit

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

The Edit menu, in the Title module, contains functions for data entry, for editing the legal description, for
logging title’s efforts on files, for working up and releasing the preliminary report/commitment documents,
for preparing policies, to copy base file information, and to enter recording information. The Edit menu is
only activated when there is a file open on the user's desktop. This means the file is locked to other
users, so that there is not a conflict over data being entered and saved on the file by more than one
person.

There are up to eight (8) entries found on the Edit menu; the first, Opening Info, may or may not appear
depending on system configuration and whether the user is working on an Escrow file or a Direct Order.
The menu will reflect the following items, each of which will be described in the following pages:

e Opening Information (optional)

e Legal Description

e Update Search & Exam Info

e Create Prelim/Commitment

e Release Prelim/Commitment to Escrow
e Create Policy

e Copy Base Files & Subdivisions

e Recording Information
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Opening Information (optional)

The Opening Information entry, on the Edit menu in Title, varies in its sub-menu presentation based on
system configuration and the type of file the user has opened on the desktop. If an Escrow file is on the
desktop (opened via entry of an Escrow or Title file number), and the system is configured to not allow
Title to edit any opening information, the menu entry will not appear at all. Alternatively, the system can
be configured to allow All or Partial editing, by Title, of opening information on Escrow files — as will be
discussed below. There are also variations on the data entry screens if an Escrow file is a Residential
file or a Commercial file. If a Direct Order is opened on the desktop, the sub-menu of data entry
screens will be different from those for Escrow files. The following discussion will present the screens of
data on Escrow files first and will then present those for Direct Orders.

If the system is configured to allow Title to edit All Opening Information on Escrow files, the following list
of screens is presented on the Opening Information sub-menu:

e Dates/Transaction Information

e Properties

o Parties

e Source of Business/Bill To

e Title Information

e Prelim Distribution List

e Miscellaneous Date Entry (if utilized)

If the system is configured to allow Title to edit Partial Opening Information on Escrow files, the following
list of screens is presented on the Opening Information sub-menu:

e Properties
e Parties
e Prelim Distribution List

The following list of screens is presented on the Opening Information sub-menu when a Direct Order is
opened on the desktop:

e Dates/Transaction Info
e Property Information

e Seller Information

e Buyer Information

e Lender Information

e Title Information

e Source of Business

¢ Billing Information

e Prelim Distribution

e Miscellaneous Date Entry (if utilized)
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Opening Information — Residential Escrow File

The Opening Info entry screen listing, under the Edit menu, will present, for Residential Escrow files,
between six and eight (6 & 8) items, depending on system configuration (listed below). These screens
are used, primarily by Escrow, to enter the data required before submitting an order to Title. Since not all
fields pertain to every escrow, the user must determine which data to enter. Some fields in Opening
Information can be set to require an entry — they can be made mandatory. Mandatory fields will have a
green background on the data entry screens. Generally, Escrow will have entered all required
information on a file, but Title may need to make edits to some of the information, and can be granted
access to do so. Title users should notify Escrow if they change data in a file.

e Dates/Transaction Information
e Properties

e Parties

e Source of Business/Bill To

e Title Information

e Title Charges (optional)

e Prelim Distribution List

o Miscellaneous Data Entry (optional)

Functional and Navigational Icons on the Opening Information
Screens

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

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

The %= Print icon has one option under it: Title Instructions. The user can print the Title Instructions,
for the file on the screen, with this option by clicking on the dropdown arrow and selecting Title
Instructions.

The IE Legal icon is used to take the user to the Edit Legal screen, where the full legal description(s)
can be edited.

The IQ Pre/Com icon is used to take the user to the Prelim/Commitment screen, where the
prelim(s)/commitment(s) can be edited.

The [P] Policy icon is used to take the user to the Create Policy screen.
The IE Docs icon is used to take the user to the Title Documents Menu.

The =] File Notes icon is used to take the user to the File Notes screen.
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The 4 Previous icon will be grayed out if the user is on the first screen of Opening Information. If not
on the first screen, the icon can be used to move back through screens as they are being worked up.

When the ED Jump icon is clicked on, a listing of all of the Opening Information screens is presented so
the user can “jump” to a screen out of order. In addition, there may be an entry on the screen listing to
jump to the HUD 1100 (Title Charges) entry screen, without having to save and exit.

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

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

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

The TAB key can be used to move from field to field.
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Dates/Transaction Information Screen (Residential)

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

Clesing Disclosure Form Entry (00001152 - Dates/Transaction Information
| & . A O W | W . W, b
Save &Bxit | Options  Print  TitleSearch Docs  FileNotes | Disburse * | Previcus  Jump Next
e Ty
Type of Closing: [CDF (Closing Disclosure Form) =l
Escro [SL1 - Shen Lamb-001-EO k|
il [None Bl
Processor [ JEa|
Marketing Rep: [00- None =l
Marketing Rep #2: |00 - None =] Percent: |
Marieting Rep #3: 00 - Nene | Percert: |
Marketing Rep #4: [00- None | Percent: |
Date Opened: [01/1472015 [ Contect Date: [ | Funding Date: [02/26/2015 [
Settlement Date/Close of Escrow Date Contract Number: [ Disburse Date: [02/26/2015 [
Proration Date: [02/26/2015 [ 55] Signing Date: [02/26/2015 [
Type of Transaction: |RP - Residential Purchase v| ¥ IRSRepatatle I Exchange I~
Underwrier: [3-Commonmweath Land Title Insurance Company 2 o]
Premium Rete: 01~ Owners Poliy ALTA Lender's Policy =l
SelesPrics: | 52647600 Estmaied Tle Fee: | | This order has a rescission period
el Depost: [ | Estimated Escrow Fee: |
Funds Heldby Boker | 500000 Project Name: [
FundsHeld By [Seling Agert =]

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

Type of Closing is the next field and it is important to understand the options available. The Type of
Closing assigned to a file can be changed, but there will very likely be data lost (if any has been entered)
if the type is changed after initial file opening. A message as to the data that will be lost will be provided
to the user.

e HUD - used for files that are not confirmed to need to consider the 2010 RESPA or 2015 CDF
requirements and with which the user wishes to use data entry forms that resemble the HUD
sections, with HUD numbering.

e Worksheet — used for files that are not confirmed to need to consider the 2010 RESPA or 2015
CDF requirements, and with which the user wishes to use data entry forms that do not have HUD
numbering and which include extra proration and rent schedule fields.

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

e Commercial — this type of closing will set the file as a Commercial file (details on the differences
of Commercial files will follow the discussion of Residential files).

e CDF (Closing Disclosure Form) — this Residential file type will be the most commonly used type
after October 3, 2015. The Closing Disclosure Form data entry wizard, in the Escrow module, is
utilized to enter information beyond Initial Questions on this file type.

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

As indicated previously, a Type of Closing can be changed at a later time to another type. The user will
be prompted, when the user tabs out of the field, or clicks on Save & Exit to end data entry, that there will
possibly be data lost and to confirm the switch is desired.

Escrow Officer — all files must have an escrow officer assigned to them, even Title Only files. The user
should select an escrow officer from the dropdown list. Only EO’s assigned to the branch of the file will
be presented. The flagging of a user as an Escrow Officer is done through the Users function, in the
Utilities module, by a System Admin. A Secondary Escrow Officer field may present if the option to
add a second is enabled.

Title Officer — the dropdown list presented is of internal title officers assigned to title plants available to
the branch of the file. If a TO is selected, the title branch of the TO will be the title branch the file is
submitted to, when submitted to Title. If no TO is selected, and the branch of the file has multiple title
branches available to it, when the user submits the file to Title, they will be prompted to select a title
branch for the submission. The flagging of a user as a Title Officer is done through the Users function, in
the Utilities module, by a System Admin.

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

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

Date Opened - this field is pre-filled with the date the file was created but can be changed by the user
manually or with the i calendar tool. There is another system-managed date field, that the user cannot
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change, that maintains the actual date the file was created — which tends to be the field used in
management reporting.

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

Close of Escrow Date - this field is used for the anticipated closing date. It prints as the Settlement
Date on the HUD and Settlement Statement. If this
date field is changed, after being initially set, a pop-
up window will remind the user to check on the
Proration Date.

Close of Escrow

! . You have changed the Close of Escrow date, it is recommended that you verify the Proration Date

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

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

Proration Date — this field is used to set the beginning or
ending date on certain prorations. If the proration date field
is changed, the user will receive a prompt asking which
prorations should be altered by the system — giving the user | "/niehprortens wouidyoulketo change?

control over whether existing calculations should be | [ [ fssessnerts snd Hlsocloneous promtions. Youilneed
changed. If some data has not been entered, not all of the -

prompt’s options will be enabled. The user may check any
and all enabled options — with the Taxes, Assessments and
Miscellaneous prorations option being pre-checked. If that Cancel [[ oK |
option is not desired, the user must uncheck it.

Change Prorations @

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

-

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

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

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

Type of Transaction — the transaction type is selected from the dropdown list. This field is used to
categorize files for management reporting. This field is often mandatory. The transaction type lookup
table is maintained, through the Utilities module, by a System Admin. Transaction types can be flagged
to enable 1099-S reportability or to prevent it.

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

Exchange - this checkbox is used to indicate the transaction is involved in a 1031 Exchange — so that
the corresponding checkbox on any 1099-S produced will be checked. If the transaction type previously
selected is flagged to indicate files of that type are not subject to 1099-S reporting, this option will be
grayed out.
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Cash Sale — this checkbox is used to indicate if the transaction is a “cash” transaction. The flag will be
available to Crystal Reports to be used in Custom MIS. Transaction Types flagged as “Refinance” (via
the Utilities configuration of Transaction Types) will clear and disable the Cash Sale field. The Cash Sale
flag, when set, will make unavailable, on the Lender(s) screen(s), the Type of Financing types of “New”
and “Refinance”. Should one of those two Types of Financing already be selected, the Cash Sale flag will
not be available, until the Type of Financing is changed.

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

Premium Rate — the dropdown for this field presents the product sets that have been defined by the
business as those available to their customers. The listing will present the various combinations of
owner’s and lender’s policies and the user should select the description that best fits the transaction. The
listings may differ by underwriter. Should additional information need to be provided to Title, it can be
added in the Comments field on the Title Information screen.

Sales Price — the purchase price of the property is entered in this field, if a purchase transaction. The
field can be left blank if a refinance transaction. The loan amount, on a refinance transaction, is not
entered here, but on the Lender screen.

Initial Deposit — this field is used to record the earnest money on a purchase transaction. The first time
an amount is entered in this field, an Initial Deposit (receipt entry) screen will present, letting the user
create the earnest money receipt at that time. The Earnest Money receipt type will default. The user
should enter the Payor Name and confirm the other
information on the screen is correct. If the user is in fact not I”‘til'i::f;w S— =
in receipt of the funds, and does not wish for a receipt to be Escrow Officer:  JMW - Jos Westnck
created, then the Cancel button should be clicked. The user B';’:" D;'/:;ZT;Z”E”““'”’B'”
should only click OK, and continue with the receipt creation, if .

the funds are in hand. N 3 Conericn Barke 1200567850, |8
Payor Name:

If the Initial Deposit receipt is completed as discussed above, Excrow Name:
the (...) ellipse icon next to the Initial Deposit Amount field Recept Type: [EN -Eomedt Monsy =

Escrow Balance: 0.00

is used to add additional deposits and provides for the | [t o
. oy . . . . . ABA Number:
creation of additional receipts. This is described in more — =

Receipt Amourt:

detail in the HUD 200 screen section later in this manual. ™ On Hold

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

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

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

USA Digital Solutions, Inc. Title v10.5.431 Manual
03/04/16 Page 39 of 181



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

Project Name — this field is used to link escrow files to a project or condo master file. The field is used to
group files with a project for reporting purposes, enabling reporting on an entire project for a developer.
The project name can be up to six (6) characters. When the project name is entered, the system will

B Ba)| check to see if there has been a project identified by that
Project: ABC100 name previously established in the database. If not, a
Project Tite: | screen will be presented, like that shown here, on which the
MasterEscow: | user should identify the full Project Title, the number of the
Bank: | -] Master Escrow (must be a pre-existing file, in the user’s
= = branch; can be the active file) and the Bank involved (will

default to the bank of the Master Escrow).

That completes the description of the Dates/Transaction Information screen of Initial Questions.
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Properties Screen (Residential)

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

Closing Disclosure Form Entry [00001174] - Properties
&  f D] &l = 4 B . b
Save 8 Eit  Print  TitleSearch Docs | File Notes | Disburse ~ | Previous  Jump Next
@ Property | @ obie Homes | Personal Propery | Notes
NVCNY R (4321 Property Lane] I Foreign Address
Address #2: |
City: [Phosnix J State: [AZ +| ZpCode: [B5023
Property County [Maricopa | Property Type: [1 - 14 Famiy Residertisl _~|
Muricipalty Type: | =l Municipalty Name: [
Subdivision Name: | ] T/SWeeks: [
Appraisal Type: |None ~| Appraised Value: |
Appraisal Desciption: |
unt: fa Low Lot: [45 High Lot: |5 Block: [¢
Teet: [ MapBook: [%  MapPage: |
aiees [ ARENumber: [
Section: [ Township: [ Range: [
Full Legal Bref Legal
Ll Unit A, Lots) 45 - Lot(s) 5, Block &, Map Book 33
Tax Parcel D Numbers / Tax Map Keys HPR Numbers
|574-5967-3323 [ [
[ [ [

There are three or four tabs on the Properties screen, depending on Residential file type: Property,
Mobile Homes, Personal Property and Notes. Should there be data on the respective tabs, there will

be a * red diamond icon next to the tab name. The Notes tab presents a memo field into which
comments may be entered by the user for future reference.

Property Tab

The Property tab is used to detail all the pertinent information about the property, starting with the
address information. There are two lines for the street or box address information (Address #1 &
Address #2) and then City, State and Zip Code fields. The City field has a dropdown list that can be
populated by the business with those cities that they routinely do business with; selections from that list
may populate the County and State fields at the same time. The user may also enter the city manually.
The State field dropdown has all of the states abbreviations listed.

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

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

The County field can be populated manually or via the business-maintained dropdown listing of counties.

The Property Type field is populated via the business-maintained dropdown listing of property types (i.e.
1-4 Family Residence). The property types are used to categorize the transactions for management
reporting, but have no other functionality in the system.
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The Municipality Type and Municipality Name fields are provided, but are not used in most states.

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

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

The Appraisal Type, Appraised Value and Appraisal Description fields are used to enter information
on an appraisal. If the Appraisal Type of “Other” is selected from the dropdown of types, the Appraisal
Description field will open for data entry (otherwise it is not accessible).

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

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

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

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

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

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

Clicking on the L= New Mobile Home icon will create [Frssmsrssss e e

an entry, in the column on the left side, of “Mobile |~ ™ . T T T LT -
Home 1” and will open up the data fields for entry of FE— e ot ] e
information. The NAF will be enabled for the HCD = ez ~E
Address information. . '; T
Once one or more mobile homes’ information has e

been entered, if the user determines one should be o e — = o
deleted, it should be highlighted in the column on the ! rr r—
left and the # Delete Selected icon should be clicked I PR
on. The user will be prompted to confirm the intent to w—— = A
delete the item selected.

Personal Property

The Personal Property tab will appear on “with GFE” and CDF Residential file types. The data entered
on this tab can be presented on the Closing Disclosure Form, and on the “with GFE” HUD .

There are three fields on the screen: T e TS

=] & . 8 ] [~ . .
Save & Bxit Print Title Search  Docs | File Notes | Disburse Previous Jump Next

Amount — enter the value of any personal o | e R
property being transferred in the e —

Show on Statements:

transaction. p—

Show on Statements — this checkbox will
allow the data entered to appear on the
CDF or with GFE HUD.

Description — enter the description of any
personal property being transferred in the
transaction.
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Parties (Residential)

Residential files can have an unlimited number of Buyers, Sellers, Attorneys, Accommodators and Other
Parties. They can have three (3) Lenders and three (3) Real Estate Agents (Listing, Selling and Other —
one each). The Lender and Agent restrictions do not apply to CDF files. Entry and editing of parties is
done via the Parties menu item on the Initial Questions sub-menu. If the user is on the Property
Information screen, clicking on the » Next icon, at the top of the screen, will take the user to the Parties
screen. When first opened, prior to any parties being entered, the screen is as shown here.

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

MNew Entry [00001020) - Parties

o B (ELE LB R 2 The only active icon at this point is the L=
Bre G = Add Party icon at the top of the screen.
Clicking on it will open a New Buyer (or
Seller or other category heading) screen,
like the New Buyer screen shown below.
Buyer (0)
Seller (0)
Lender (D)
Accommodator (0)
Attorney (0}
x(l:: MNew Buyer @
B NaF
Party Type: ’Buyer—_-ll
The Entity Type field has the focus when l;m;im ,ﬁl — | - | NAF\C?M -
. . . ype: _m Jal A
the screen is first loaded. However, if the — =
user sees that the wrong Party Type has Frteme: [ Vidde Name: | Last Name: |
been selected for the new entry, it can be S =
changed at the top of the screen. Once a e ,”“7 =
party has been created, its party type T
cannot be changed. However, a party ;Swdﬁusmss
. . Bill To Customer
entered Wlth the Wrong type Can be Copled Current Information Farwarding Information Distribution
to a new party, with the correct type, with Lk Te: [Tl El
the Copy Erom function (at the bottom of Address 71 | ™ Foreign Address
the screen). Then, the original, erroneous, Add’e“;’j : s (] 200, ———
N e, - p Code:
entry can be deleted. Mot [
Work Number: | =
The Cancel and OK buttons apply to all of L
the tabs of data together, not just the tab Fochomber [
being viewed. Ena. |
Pimay Notfication: [Nere v
Information on the various parties’ screens
follows. 4 peivs | _Copy om | oo |[ox ]
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Buyers and Sellers

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

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

The New Buyer screen, shown on the previous page, is quite full. There are five tabs across the top
(Information, Vesting, Signature, Contacts and Notes) and three tabs across the middle of the
Information tab (Current Information, Forwarding Information and Distribution).

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

Information Tab

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

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

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

The Tax ID Type field has three options: TIN, EIN and SSN. Select the appropriate type and enter the 9
digit value in the Tax ID field — without hyphens — and the value will be presented with the appropriate
hyphenation.

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

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

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

Current Information and Forwarding Information Tabs

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

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

Distribution Tab

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

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

MNew Buyer @

) NAF

Party Type: |Bu‘,’er ﬂ
Information Vesting | Signature | Contacts | Motes
Hold Title Code

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

An Unmamied Man

An Unmamied Woman

A Califomia Corporation

A Califomia General Partnership

A Califomia Limited Partnership i

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

Signature Tab

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

it Buyer - Ware, Buyer == P . . . .
— ww| The =@ Insert Name icon, in each section, is used
_W;,Eﬁmgﬁif — - - to insert the party’s name at the cursor’s location in

3 InsertName @ Clear
the box.
The < Clear icon, in each section will remove the
entire contents of the box, without a confirmation
prompt.

Name as it appears below the signature line

3 Insert Name ¢ Clear

Cancal
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Contacts Tab

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

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

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

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

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

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

Mew Contact @

MAF

Role: ‘Assislanl j
Assistant.

Full Name: [\ (= Officer

Loan Processor -
Secretany

Attention to:

Address #1: [~ Foreign Address

Address #2:
City: ‘ State: ’—L| Zip Code ’7

Home Number: ’7
Work Number:
Cell Number: ’7
Fae Number: ’7

Email: ‘

E:d:l

Primary Motification: ‘ None j
Motes:
Add Another Cancel

The Add Another button, at the bottom of the screen, is used to do just that: add another contact.
The Cancel button is used to exit the New Contact screen without saving changes.
The OK button is used to save data that has been entered and to then exit the New Contact screen,

returning the user to the listing of contacts screen.

Notes Tab

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

At the top of the Parties screen, when either the Buyer or Seller category iS  [Fuswin 5w ey 00001001 - parties

selected (by clicking on it), there is a & Notary Block icon that will present e | pome ’_g\ o
that is used to edit the Notary Block for either Buyers or Sellers (one is Bm:e.awa &)= Ware, B
permitted for each category, not for each party in the category). Yere. e e
Reference Nu

o Home Nu

When the & Notary Block icon is clicked on, a blank screen will be e
presented, like that shown below. The user may enter whatever text they Ware, J:
wish to appear in the buyer or seller signature area detailing the notary Py
1 Reference Nu
Verblage Buyer Notary Block @ :‘;:ﬂi ::
I

Buyer (2)
Seller (0)

Lender (1)

Cancel

Accnmmndator (N

Copy Party Icon — Any Party

Next to the & Notary Block icon, and active whenever a specific party is highlighted, is the =2 Copy
Party icon. Clicking on the icon will open a new party screen, filled with the highlighted party’s
information, with the Party Type field available for edit at the top of the New Party screen. So, for

example, a Buyer can be selected and be copied using the “@ Copy Party icon and the copied party
could then be made a Seller party, by changing the Party Type field to Seller.

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

Reposition Party

HUD with GFE Entry [00001001] - Parties

d e L @

Wan

Prima

Save 8 Exit Print Legal | Pre/Com
Buyer B

Ware, Buyer B

‘o Ware, Jane

Refera
Hr

The *7 Reposition Party icon, above the tree-view when there is
more than one party entered in the category, will present a window
in which the user can reorder the parties — this will impact the
number of the party, which can impact documents that have already
been prepared based on the previous ordering. The W Move Up
and &4 Move Down icons are used to push the selected party in the
desired direction.

Position =)

Move Up (% Move Down

Position Description
T
2

Ware. Jane
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Lenders - (Residential)

The Lender party type has a different set of data entry/edit screens. The content of the Information tab
is different from that of the Buyer & Seller party type screens, and will be explained below. Two of the
other top-of-the-screen tabs — Contacts and Notes — as well as the Distribution sub-tab on the
Information screen - are common in layout and content as those on the Buyer & Seller screens, so will
not be discussed again here. There are Loan Terms and Tolerance Adjustment tabs, which do not
exist on the Commercial files’ Lenders screens. Note: the Loan Terms and Tolerance Adjustment tabs
will appear on “with GFE” files. A modified

Loan Terms screen will appear on CDF files.  [moss e e

There are placeholders for each of the three [l Bank of Amorica (ABA) JD X
(3) permitted lenders in  non-CDF = e o Do

Residential files already established on the i et L loma s
Parties screen. Traditionally, Lender #3 is Mondorr2n JD oK
used for the Mortgage Broker. After ey T2

highlighting the Lenders category, the user e e i
should use the # Modify icon, on the right Ros S s
side of the lender placeholder they wish to | et o

add data to, to bring up the Edit Lender [sser® _—— i e o
screen below. They may pick the lender to po—

add by selecting it from the Party Type ===

listing. CDF files have no lender [et=®

placeholders nor is there a limit to the number of lenders for a file.
Information Tab - Lender

The Information tab, on the New/Edit Lender screen, is presented here (the “with GFE” version).

Edit Lender - [[Lender £2]] ==
& NAF

Information \ Loan Terms | Tolerance Adjustmerts | Contacts |  Proposedinsured | Notes |

Full Name: NAF 1D:

Attertion To:

Reference Number:

I™ Source of Business

I Bill To Customer
Loan MNumber: [ A
loanAmount: [ = il
Mg s [
Type of Financing: [Nors =]
Typeof loan: [Nore =]

Contact Information | Distibution
Address #1: | I™ Foreign Address
Address #2: |
ay: | State: | ~| ZpCods: [
Home Number: [
Work Number: | Bt: |

Cell Number:
Fax Number:

Emai: |

Primary Notfication: |None hd

Copy From Cancel

The Copy From button, at the bottom of the screen, can be used to copy lender information from one
lender to another. When clicked, a screen of all existing lenders will be presented, and the user can
select the lender to copy.
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The Full Name field can contain 250 characters, and the NAF can be used to load that data, along with
the related Contact Information fields on the Contact sub-tab.

The name of the primary lender contact is entered in the Attention To field.

The Lender's Reference Number field is the third field on the screen. There is a Loan Number field
below, so this field would likely be used for some other lender-provided value.

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

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

NOTE: for CDF files, a Mortgage Broker checkbox will appear on each lender data entry screen until one
lender is selected as a Mortgage Broker.

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

Once the file has been worked up, depending on the charges that have | Loan Changed (===
been entered, and if they are set to have been calculated by the system Values caleulated previously using this loan may no

. . longer be valid. Please select which charges you
based off of the Loan Amount, if the Loan Amount is changed, a screen | wishto recalculate based on the new loan vaiues.
like the one shown here will pop up, after the Lender screen is asked to ™" Loan Origination Fee

be saved and closed, that will identify areas that would be affected by the [ Loan Discount Fee

change made and ask if the user wishes to have the figures recalculated. | | C/Couty & Siste TaxSiamps

The items that might appear are Loan Origination Fee, Loan Discount a E:f:,;;;;:;_thatweremanualrvemeredwi"not

Fee, City/County & State Tax Stamps, City/County & State Transfer Cancel ||—|QK
Tax and Escrow/Title Fees.

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

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

Assumption — if a loan is being assumed, interest proration can be done here; will offset the buyer and
seller with interest prorations.

Note & DT — interest proration can be done here; will offset the buyer and seller with interest prorations.

Seller Carryback — Lender Full Name field will populate with “:S1” payee shortcut (Seller One); interest
proration can be done here; will offset the buyer and seller with interest prorations.

Realty Mortgage — interest proration can be done here; will offset the buyer and seller with interest
prorations.

Purchase Money — interest proration can be done here; will offset the buyer and seller with interest
prorations.

Refinance — no interest proration from this screen. Unavailable if Cash Sale flag is checked.

Second Mortgage — interest proration can be done here; will offset the buyer and seller with interest
prorations.
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Agreement for Sale — interest proration can be done here; will offset the buyer and seller with interest

prorations.

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

The Type of Loan field has five (5) options, which mark the appropriate HUD box for loan type: FHA,

RHS, Conv. Unins., VA and Conv. Ins.

Lender Interest Proration

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

Lender screen, to open the Lender Proration screen,
shown here.

The Proration Types available are Interest and Per Diem.

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

The Interest Rate should be entered, along with the
Starting Date and Ending Date (this is a “to” date, not a
“through” date).

The appropriate Give Credit to party should be selected.

Lender Proration

Proration Type:
Interest Rate:
Starting Date:
Ending Date:

Frorated Amount:

Bemove

Calculate |

Prorztion Based On
¢ 360 Days

" 365 Days

Give Credit to
" Buyer ¢ Seller

Cancel ‘ CK |

The Calculate button can then be clicked on to compute the Prorated Amount.

Should there be an existing proration that should be removed, the user should click on the Remove

button.
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Yield Spread Premium (non-GFE)

The Yield Spread Premium check box will be enabled on non-GFE and non-CDF files. The Yield
Spread Premium (YSP) is reflected as a notation under the loan section of the HUD or Settlement
When the checkbox in front of the Yes label is

Statement, again, on non-GFE and non-CDF files.
checked, in the Yield Spread Premium box, on the

Edit Lender screen, the Yield Spread Premium

Broker Information screen shown here is

presented to the user.

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

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

Yield Spread Premium Broker Information

Lender:

=3
B NAF

Broker Name:

Address #1:

™ Foreign Address

Address #2:

City:

Amourt:

State | Zip Code:

Description: ‘Y\eld Spread Premium

Code: |Over Funded (lssue Check)

Bemove

=l

=l

Compensation are the available choices in the dropdown listing.

There are three options for the Code field:

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

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

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

Contact Information Sub Tab - Lender

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

The Primary Notification field dropdown lets the user identify how the contact prefers to be
communicated with. Options are: Work Number, Home Number, Cell Number, Email, Fax Number, Mail

and None.

License Information Sub Tab - Lender - CDF Files

The License Information sub tab, at the bottom of the Information tab on the Lender party screen, is
used to store information on the Company’s licensing and Attention To’s licensing.

& Contact Information @ License Information |

Company License Information

NMLS/License |D: |123455?E

Other License ID:  [87654321

Cther License Issued By: |AZ DFI g

Attention To License Information

@ Distribution

NMLS/License ID: |

Other License 1D: |

Cther License lssued By: |

USA Digital Solutions, Inc.
03/04/16

Title v10.5.431 Manual
Page 52 of 181




Loan Terms - GFE

The Loan Terms screen, on “with GFE” files, is presented [eeariwwm =
here. The information for this screen should come from a | s el s [ s [ o |
. . s , . Loan Temn [ Tea [ Yeas italbterestRale: [
combination of the lender's GFE and Lender’s Instructions t0 | wweesameons 0 o+ e - s e
Escrow. The screen starts out looking like the sample to the | etz vt S| g [
. i i B N Can change every |
right, with many items “grayed out”. If the response(s) to the oy T [
questions, on the left side of the screen, are “Yes”, the Yes | cuers F Ve Toammimmt 1ot [
box is to be checked and the grayed out fields will open up, | === [ e L B el
indicating data can be entered. In the sample below, all of | o e
the responses are Yes, and you can read the screen’s field e e — |
names more easily. The user should not check the Yes box e e e
unless the category is applicable. - P —
| =i
Edit Lender - [[Lender #1]] =)
MNAF cneel [0k ]
Information Loan Terms | Tolerance Adjustments | Contacts | Proposed Insured | Motes |
Loan Tem: V¥ Text Years Initial Interest Rate:

Manthly amount owed for principal,

interest, and any motgage insurance is: ¥ Tedt includes [~ Principal I~ Interest [~ Mortgage Insurance

Can interest rate rise? ¥ Yes Max i First change will be on

Can loan balance rise? W Yes Toamadmumof [~ Text

Can monthly payment rise? ¥ “es Firstincrease can be on
Maxdmum it can rise to

Prepayment penalty? ¥ Yes Maximum penatty is

Does loan have a balloon payment? Iv¥ Yes Balloon payment is

Can change eveny ‘ after ‘

Increase or decrease by % [ Text
Never be lowerthan % Never be higher than %

monthly amount to

Note: the Balloon

Total monthty amount owed including ¥ Includes escrow payment of

escrow account payments

Initial Morthly Amount: [~ Qwvemide Calc Amourt

This includes principal, interest, and mortgage insurance and any items checked below:

Due in ‘ yearsonF—Eg Payment Due |n

Years field can accept
up to 12 decimal

™ Property Taxes ™ Homeowners Insurance places
I Food Insurance -
T T

Copy From

Loan Terms - CDF

The Loan Terms screen, for “CDF” files, is shown
here. The term value and period type should be
entered in the Loan Term fields. The starting
Interest Rate should be entered in the field of that
name (as ##.###%). The Purpose of the loan is
selected from the dropdown box, as it the Product (if
Other is selected — the description field will open for
data entry. The initial Principal & Interest payment is
entered in the P&l Amount field. If the optional CDF

Edit Lender - Wells Fargo Bank

& Information Loan Terms | & Contacts | Pr

|Years j

Loan Tem:

|
Interest Rate:

Purpose:

=]
5

|

Product: |F|xed Rate
|
|

P&l Amourt:
r

for transactions not involving a seller is to be used, the checkbox at the bottom of the form is checked.
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Reverse Mortgage - GFE

Special functionality has been added to Impact/SQL for Reverse Mortgages to accommodate HUD and

Loan Terms reporting requirements for with GFE files.

To trigger the functionality, the Type of

Financing selected, via the dropdown box, must be Reverse Mortgage.

With Reverse Mortgage selected as the Type of Financing, on the
Loan Terms tab and the entry of any Initial Draw, in the 200
section of the HUD, the appropriate presentation of the loan
amount, in the description area of line 202 (rather than in the
column), is made, along with the proper presentation of Loan
Terms on that page.

Luan Ao |

Mig. Ins. #:
Type of Financing: | X - Reverse Mortgage hd

D -Note 4 DT
Typeof Loan: |5 seler Camyback
R - Reafty Mottgage
P - Purchase Money

[EIATTTIITT

| - Refinance =
M - Second Mortgage
F - Agreemet for Sale

Address H1:

[ WS [ Ciaio.

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

Edit Lender - [[Lender £1]] (=3
NAF
@ Information Loan Terms \ Tolerance Adjustments | Cortacts | Proposedinsured | @ Motes |
—_— Loan Tem W Text [N/A Years  Inital Intersst Rate: |
P | e reers. W Tet WA roludes [ Pincipal [ Iterest | Malgage bnsurnce
Can interest rate rise? ™ Yes Max% ’7 First change wil be on ’—E
Can change every [ after | =]
Increase or decrease by % [ ’7
Never be lower than % [ MNeverbshigherthan% [
—_—) Can loan balance rise? W Yes Toamaimumof ¥ Ted |lenderted..
Can morthly payment rise? ™ Yes Firstincrease can be on ’—E manthly amount to ’7
Meximum it can rise to —
Prepayment penalty? ™ Yes Maximum penalty is ’7
Doss loan have a balloon payment? [~ Yes  Balloon payment is —
Due in [ yearson | I_‘
—_— Iiixﬂarg:gﬂ";;;tnsxdindudmg ¥ Includes escrow payment of [ ¥ Paidbyorthrough draws from principal imit
Initisl Morthly Amourt: [~ Ovemide Cale Amourt |
This includes principal, interest, and mortgage insurance and any items checked below
I Property Taxes ™ Homeowners Insurance
I~ Flood Insurance r
| |
Copy From Cancel

Loan Term: check the Text box, and enter lender-provided text (ex: N/A” or “Unknown” or “Not

Applicable”) in the field labeled Years.

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

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

Total monthly amount...: check the Includes escrow payment of box, and check the Paid by or through

draws from Principal limit box.

Enter the description “Initial Draw” and the amount on line 204 or 205 of the HUD, if there is one.
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Tolerance Adjustments - GFE

The categorization of charges is very important in the 2010 RESPA process. Certain charges technically
should not deviate from the GFE figures (Category 1), others can deviate by no more than 10% (Category
2) and others can deviate (Category 3). The third tab on the Lender/Loan Information screen is
Tolerance Adjustments. On this tab (displayed below) the user would enter values, authorized by the
lender, that acknowledge that there were deviations from the tolerance limits for Category 1 (zero
tolerance) and Category 2 (10% tolerance limit) charges.

Quoting from the Federal Register’s Instructions on page 2 of the Good Faith Estimate (HUD-GFE), the

charge categories are (Categories 1, 2 & 3, from left to right):

These charges
cannot increase

at settlement:

The total of these charges
can increase by up to 10%

at settlement:

These charges
can change

at settlement:

Our origination charge

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

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

Transfer taxes

Required services that we select

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

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

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

Government recording charges

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

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

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

Initial deposit for your escrow
account

Daily interest charges

Homeowner’s insurance

So, should there be charges that violate the tolerance limits, the lender and escrow officer must work
together to have those charges authorized, and the net overage would be detailed on this tab, as a
negative number. In the sample shown below, there was an overage of $100 in Category 1 charges and
an overage of $200 in category 2 charges. These adjustments will display in the Comparison of Good
Faith Estimate (GFEC) and HUD-1 Charges section of the HUD (top of page 3).

Edit Lender - [[Lender #1]]

In addition, there is a Show Credit(s) to Buyer
on HUD in Section 200 checkbox, and two
Description and Amount fields (which are
enabled if the checkbox is checked), that can be
used to detail lender credits on the first page of
the HUD.

@ Ifomation | @ LoanTems  Tolerance Adjustments| Contacts | Proposedinsured | @ Notes

Category 1 Adjustmert 100.00

¥ Show Creditls) to Buyer on HUD in Section 200
Credit(s)
Description Amourt
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Proposed Insured

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

Edit Lender - Wells Fargo Bank, NA ===
NAF

@ Irformation | @ Contacts Proposed Insured Notes. |
[Wels Fargo Bank, NA, i's successors and or assigns

=
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Accommodators

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

MNew Accommodator @
) NAF
Paty Tpe: [Fecommoderer =]
Information | Signature Contacts | Motes
Full Name: || e NAF ID
Attention To: |
Representing: ‘None ﬂ

Reference Number:

I™ Source of Business

I Bil To Customer

Contact Information | Diistribution
Address #1: | I™ Foreign Address
Address #2: |
oiy: | State: [ «] ZpCode: [
Home Number: ’7
Work Number: | Ba: |

Cell Number:
Fax Number:

Email: |

Primary Motification: ’h‘
Add Ancther Copy From Cancel

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

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

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

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

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

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

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

The Attorney party screens are identical to the Accommodator screens except there is not a Signature
tab for an attorney entry.

Agents - Residential

The Agent party type screen is really made up of three sub-party types: Listing (Sellers) Agents,
Selling (Buyers) Agents and Other Agents. Residential files (except for CDF files) are limited to one
agent of each type, and there are placeholders for each created when the file is established.

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

Other Parties

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

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

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

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

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

Confirm Source of Business Change

'0:' [Buyer] Buyer, One is already marked as the Source of Business for this file. Do you wish to continue and change the Source of Business?

Yes HNo |

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

The Source of Business/Bill To screen presents the parties selected for the roles, if any, as shown
here.

HUD with GFE Entry 000010011 - Source of Busimess/Bill To

s W @ B B 0 4 &b

Seedbet| Pint " | Legol | PiCom | Poly | Docs Fleboles  Preows Jump © N

Source of Business |
Nane Selected

Bill To Customer 20K
USA Digital Solutians, Ine Other #1

fesrten T
Home Mhrer: el M
o Mot

et
Clamert Address: 10835 H. 25 Avere

Sate 350

Phosris, AZ 85029

The user can use the icons, at the right of each heading, to create a L5 New Party (and give that new

party the role desired), to 7 Modify the party selected (from a list of existing Parties) or + Remove the
designation from the Party (does not remove the Party).

Party Selection ==
/' ) ) i . . Fiter. || Q
If the #° Modify icon is clicked, the Party Selection screen — .
shown here is presented. The Filter field, at the top of the | | "
screen, can be used to search for parties by entering a part | [s Aoplton, Wane S s
. .. Lender Monay World Services Va
of their name or a party type — should the party listing be | [ea Wastinglon Mt p
s - Lender Washington Mutual Va
very long and not all are visible at one time. - P =
Selling Agent Century 21 - AZ Metro Z
Other other V4
Cancel oK
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Title Information

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

HUD with GFE Entry [00001001] - Title Information
=] & L @ | B | D . 4
Save & Exit Print Legal = Pre/Com | Policy  Decs  File Notes Previous
Information
o [
BaseOnderNo: [
SwectTo: [
NesdByDate: | [

Requirements (Listin order)

Reference Number 1
Reference Number 2:

m |

@ |

@ |

Commerts to Title

@ |

Ttle Company Infornation

Name: |

Phone Number: |

Address #1: |

Fax Number: [

Address #2: |

Emai: |

Giy, State and Zp: |

Tile Officer:  [None |

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

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

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

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

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

The Need By Date field should be used to enter the date that the Prelim/Commitment is needed. Click

on the = Calendar tool icon, just to the right of the date entry area, or use the CTRL+D Quick Keys to
pull up the Calendar tool, or enter the date manually in mmddyy form (no slashes).

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

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

The bottom portion of the screen, labeled Title Company Information, is used to detail information on
the Outside Title Company if the file is an Escrow Only transaction. The user should enter the
information for the outside title company that is doing the title search. The Title Company Information

USA Digital Solutions, Inc.
03/04/16

Title v10.5.431 Manual
Page 60 of 181



may be filled out manually, or if the outside title company is in the NAF then use the 5’ NAF icon, in the
upper left corner of the screen, to speed-fill this information. The data that is entered into the Title
Company Information fields can be made available in other areas within Impact. For example, the
information that is entered here is utilized every time that the :TC Payee Shortcut is used. See the
Impact Payee Shortcuts section for more details about this and other shortcuts.

The Title Officer field’s dropdown list presents External Title Officer names that have been entered in the
Utilities module>User Tables>External Title Officers. The user may select a name from the dropdown
list or may enter a name manually.
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Title Charges (1100) - Non-GFE/non-CDF Residential
(conditional)

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 January 2015). Therefore, a full description of the Rate
Calculator will not be included in this section of the Title manual.

The Title Charges screen can be made available to Title users, if the Enhanced Sub Escrow functionality
is not turned on. If enabled, the Title Charges menu entry, on the Opening Information menu, will
appear. The screens will vary for non-GFE Residential files, GFE Residential files, CDF Residential
files, and Commercial files — each are discussed below.

On the Title Charges screen, depending on system configuration, you will either see the Title Charges
Detail check box, to the left of the Computer to Calculate Fees? option box — or you will only see the
Computer to Calculate Fees? option box, at the top of the screen, under the Title Charges (1) tab
heading. Itis very rare that the Title Charges Detail option is enabled on a system (it was a client-specific
request), so the absence of the option should be expected.

HUD Entry [CTCO1N] - 1100. Title Charges

= [ | ] [F] | D bl 4 o, £

Save&Bxit | Print | Legal | Pre/Com  Policy | Docs | FileNotes | Previous Jump Next NAF

@ Title Charges (1) | Tile Charges @) |

Computerto Calculate Fees? P P PadFom Pl

C e € ho To el | e

Addess H C L B
1101, Settlement/closing fess to s mr o[ e[
1102, Abstract ortitle searchto el
1103. Tile examination to r— ceceecl
1104, Tile insurance binderto el
1105. Document preparation to [T &8 prrcr[ e[ 1000
1106. Notary Feesto & proc
1107, Attomey's Fees to ccool T
includes sbove tems umbered: | )

1108, Tile insurance fees to . OO o] 300000

{includes above items numbered. )

1109. Lender's coverage s [ 40300 Frcr—

1110. Owners coverage s [ ssamo0 reerl T
Lender’s coverage s [ 10400000 Frer—
Lender's coverage s crrr—

1111, [Endorssments o [T rcor s

|
| m

1z |
13|

to |

s [oo [e
4 lis |oe

to |

In the rare instance that the option exists, clicking on the |~ vt et e
. . . W P O O | Bomowers Funds eller’s Funds
Title Charges Detail check box will open the o e cowee || TG C|TTGLE | SR
i Escrow e to F rrrr[ = 0
TI'FIe/Escrow Feg Breakdown screen shown here. |#=== — A -
Click on the Detail button, on the Title Charges screen | owesrio s [ #5E0 b roor T
. . . Lender's Policy Lisbity: [ 42030000 Memo: rceof
to re-enter a previously worked up Title Charge Detail | oty [ 000 veno | roer T
. . . . Lender's Policy Liabiity: | Memo: [ reerl
screen. As this screen is rarely presented, it will N0t b€ | cs rooeuen =Ual s I E—
discussed further. ———rrr——
) ’— rrr V_l—l—
The Computer to Calculate Fees? option, on both of Toor
. : — I —
these screens will also not be discussed further due to — el ol | E— R
1 rrrr
the current state of the Rate Calculator in Impact (see N = = = B B
H H Undenwiter Percertage [ to [Fisity National Tile Insurance Company T
notice at the top of this page). The Computer to |, =" —.— —r
Calculate Fees? option should always have “No”

selected, and the user will enter charges manually.
Computer to Calculate Fees? is chosen, the fields will not accept manual entries. The radio button will
need to be reset to “No” to open the fields for editing.

If

USA Digital Solutions, Inc.

03/04/16

Title v10.5.431 Manual
Page 62 of 181




To make changes to the Paid From Borrowers Funds at Settlement field and/or the Paid From Sellers
Funds at Settlement field, or to modify any pre-filled payee data on a line, place the cursor in the field to
make the necessary changes.

In the payee field, a Payee Shortcut may be currently displayed, or can be entered, for example, use :T to
have the Title Company Name as the payee. :T, as payee, denotes a revenue check which may,
depending on system configuration, require income codes on each detail line, which are entered on the
Disbursements screen on non-GFE files.

Depending on your company’s system configuration, a :E may be entered as a payee with the amount
being applied as revenue. The use of :E vs. :T is to distinguish between charges entered by Escrow
versus Title users, in a traditional sub-escrow environment. The :E and : T will display subtotals at the
bottom of the Title Charges screen if enabled. Both represent fees to the Company. The newer sub-
escrow functionality, in Impact version 7.7 and later (see Appendix B), does not need such a device as
Title/Sub-Escrow users do not enter charges directly into the HUD if the newer functionality is enabled.

Users have the ability to use :T (space) [name]. This will permit a payee name on the HUD other than
the Company name, but still be included as a revenue check item — only on non-GFE files.

A “TC” may be entered as a payee. :TC is the payee shortcut for the Outside Title Company, on an
Escrow Only file. The :TC payee shortcut will pull the name from Opening Information > Title
Information > Title Company Information. The :TC-coded items will not be counted as revenue to your
company.

The 1* Address icon can be used to enter the name and address of the payee, for those lines that have

the icon. Alternatively, the to payee field can be filled in manually, or with the 9 NAF tool, which will be
activated when the cursor is placed in a payee field.

As needed, select one of the check boxes:

WTH — Withheld from the Lenders funding check. The payee must be :L1, :L2, or :L3.
POC - Paid Outside of Closing by the buyer and/or seller
POCL - Paid Outside of Closing by the lender
POCB - Paid Outside of Closing by the mortgage broker

The Lenders coverage field may be pre-filled with the Loan Amount from data entered on the Edit
Lender screen of Party entry in Initial Questions.

The Owners coverage field may be pre-filled with the Sales Price from data entered on the first screen
of Initial Questions.

NOTE: HUD lines 1109 and 1110 will print the payee name from HUD line 1108.

Access to lines 1114 through 1130, for additional charge entry, is available on the Title Charges (2) tab.

For Washington state requirements see Appendix A - Washington State.
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Title Charges (1100) - GFE - Residential (conditional)

The Title Charges form has three Lender icons with three tabs of Title Charges screens for each (A,
B & L). The Title Charges (A) screen is shown below, and will be described here. The (B) & (L) screens
are discussed following the explanation of the (A) screen.

Should there be more than one lender care must be taken to properly record title charges on the
appropriate lenders’ screens so that the GFE Comparisons generated are accurate.

The @ NAF icon is highlighted when the cursor is in a payee field, as indicated by the highlighted : T on
line 1102 below. The ad Payee Name and Address icon is also used here to facilitate entry of payee

data. The =& Modify icon is used to open data entry/edit screens on lines 1102, 1103 and 1104 for
Settlement fees and Owner’s and Lender’s title insurance — which will be described below. The payee
field should reflect “:T” if the Company is collecting the fees or the appropriate vendor’s name if the fees
are being paid to a third party.

The amount field on line 1101, Title Services and lender’s title insurance, under the Paid From
Borrower’s Funds at Settlement heading, reflects the sum of the items detailed on lines 1102, 1104 and
all of the items on the Title Charges (B) and Title Charges (L) screens that are tagged with #4 (HUD
1101) in the From GFE field (explained below). The GFE Amount field, on line 1101, is used to enter the
amount from the Lender’s GFE, box #4.

The amount field on line 1102, Settlement, Escrow or Closing Fees to, under the Paid From Sellers
Funds at Settlement heading, reflects the amount of non-GFE settlement charges paid by the Seller, if
any, included in the 1102 breakdown screen (discussed below). It does not include settlement charges
from the GFE attributable to the Buyer but paid by the Seller — those will be reflected in a Seller Credit on
page 1 of the HUD. The GFE Amount field, on 1102, is only used to segregate Escrow charges if they
are to be in a separate category from Title Charges and Lenders Title Insurance.

The amount field on line 1103, Owner’s title insurance to, under the Paid From Borrower’s Funds at
Settlement heading, reflects the total Owner’s title insurance premiums and other itemized additional
charges detailed in the breakdown screen (discussed below), and all of the items on the Title Charges
(B) and Title Charges (L) screens that are tagged with #5 (HUD 1103) in the From GFE field (explained
below). The GFE Amount field, on line 1103, is used to enter the amount from the Lender’s GFE, box
#5.

The GFE Category fields should be checked to make sure the right categories are selected for each line.

HUD with GFE Entry [GFEOL] - HUD Form 1100. Title Charges
d e (LM G | B |D 9] 4 - ] &
Save & Exit  Print Legal | Pre/Com | Policy | Docs | FileNotes Previous Jump Ned || Lender#l | Lender#2 Lender23 NAF
I Computerto calcuiatefees |
@ Title Charges (A) | @ Title Charges () | Ttle Charges (L) |
Lender Name: Paid From Paid From
Loan e s || =
Loan Amount: 0.00 Buyer Amount GFE Amourt GFE Category
1101, Tifle Services and lender's title insurance [ EEEEEE | 0.00
1102, Settiement or dosing festo | T & =4 | [categoy2 [ om
1103. ceto [T It 2| [caegyzs A4 ow
1104, a C=-d|
1105. :
106 Ownersttlepolcyimts [ 0.00
1107, Agent's portion of the total fitle insurance premium [ 000 to [USA Digtal Soltions, Inc.
1108, Undenwiters's portion of the total tle insurance premium | 000 to [Fdeity National Ttle Insurance Compary
Seller Faid Owners Policy: [ 0.00
Seller Paid Loan Charges: | 0.00
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The Lender’s title policy limit $ figure, on line 1105, will reflect the loan amount entered on the
Lender’s Policy and Additional Charges data entry/edit screen, and will be blank until that edit screen
is utilized. This figure can be edited via the = Modify icon on line 1104.

The Owner’s title policy limit $ figure, on line 1106, will reflect the sales amount entered on the
Owner’s Policy and Additional Charges data entry/edit screen, and will be blank until that edit screen is
utilized. This figure can be edited via the = Modify icon on line 1103.

The Agent’s and Underwriter’s portions of the total title insurance premium, shown on lines 1107
and 1108, are computed based on the remittance percentage entered on the underwriter menu
maintenance screen (entered by System Administrators), and cannot be directly edited, if the payee on
1103 & 1104 is “:T".

For outside title transactions, once the payee name is anything other than blank or :T, the Agent’s portion
of the total title insurance premium and Underwriter’s portion of the total title insurance premium fields
become accessible to manually enter the values into them. The outside title company must provide the
values to be entered by Escrow into 1107 & 1108 in that instance.

There is a summary of the seller paid loan charges presented at the bottom of the 1100 screens. The
figure will match the amount on line 208. The box containing this summary figure also contains the
amount of any seller paid owner’s policy premiums (which are a mandated buyer charge) which appears
on line 207. Having the figures on each of these screens eliminates the need to go to the 200 screen to
see them.

NOTE: Designations can be placed on the income codes established in each system that will filter the
codes available to the user depending on where they are entering the charge. The categorization of
income codes is done through the Utilities module. The categories are: None (all Categories), Title Fees
Premium, Title Fees Non-Premium, Escrow Fees, Recording Fees and Sub Escrow Fees. Items entered
in the 1102, 1103 and 1104 breakdowns can have income codes attached to them, and the listings on
those screens can be filtered in this manner.
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Line 1102 Settlement or Closing Fees

The Settlement or Closing Fees data entry/edit screen, reached via the = Modify icon on line 1102, is
shown below.

This screen should be used to enter all “:T” (the Company’s) escrow fees.

Escrow fees the Company is charging, that are not included in the GFE box #4, and which are paid by the
seller, are entered in this breakout screen as well, with the amount of the charge entered in the Seller
Amount field.

Escrow fees to third parties, whether included in the GFE box #4 amount or not, should be entered on
screens (B) and (L).

The top portion of the screen presents fields into which information about the basic escrow fee is entered.
A description of the fee is entered in the Escrow Fee: field (there is a system option that will let the
business change the default description), and the amount of the total charge in the Escrow Fee Amount:
field. If the “:T” payee was identified in the payee field of line 1102, the Income Code dropdown will be
enabled and the appropriate code should be selected. The WTH and POC check boxes are provided, as
are the Buyer Amount, Seller Credit to Buyer and Seller Amount fields.

Items that are payable to the Company (: T payee) will have the total amount charged for the item entered
into the Escrow Fee Amount field, and the buyer’s charge (from the GFE) would be entered into the
Buyer Amount column while any seller paid, non-GFE amount, would be entered into the Seller Amount
column. If the seller is paying for some or all of

Settlement or Closing Fees 2

the Buyer Amount, the amount the seller is
paying is to be entered into the Seller Credit to | .. —r o

Buyer column. This credit will be accumulated w
Wlth any Others |nt0 One flgure On page 1 Of the Income Code S IEFPOCA‘ BuyerAmnunllmD SEHErCrEdrtTDBDu;n;r SeHerAmuun;DD
H U D . Additional Charges
[ s New Item
The Escrow Fee Amount must total the sum of e Sl e

the Buyer Amount and Seller Amount fields for
the primary entry (the one on the top half of the
screen).

Click on the Ls= New Item icon, in the top left corner of the Additional Charges section of the screen, to
add additional charge records. The following screen will be superimposed over the Settlement or
Closing Fees screen.

Settlement or closing fees (=3l
w
T
Description Income Code H POC Buyer Amount Seller Credit To Buyer Seller Amount
o =|] 0.00 | 0.00 | 0.00
Add Another Cancel

Enter the detail for the additional charge and then either click on the Add Another button, lower left, to
save the information on the added charge, and refresh with a blank screen to add another charge, or click
on OK to return to the initial screen. All entered charges will be summed in the boxed fields for Buyer
Amount and Paid From Sellers Funds at Settlement on line 1102. The Buyer Amounts (only) will roll
up into the Paid From Borrower Funds at Settlement field on line 1101.

Non-GFE, paid by Seller, charges will not roll up into 1101.

The total amount of any entries in the Seller Credit to Buyer fields will not be presented on the 1100
screen.
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Line 1103 Owner’s Title Insurance

The Owner’s Policy and Additional Charges data entry/edit screen, reached via the = Modify icon on
line 1103, is shown below. It is similar to the Settlement or Closing Fees screen, but there are some
fundamental differences.

Owner's Policy and Additional Charges @
Owner’s Policy Description: |Ownar's Policy|
Owner's Policy Liability: 0.00
Owner's Policy Premium: 0.00
w L
T n
Income Code H POC Buyer Amount k  Seller Credit To Buyer
~lrr @] 0.00 [ [ 0.00
Additional Charges
| 4 New Ttem
Description POC Buyer Amount | Seller Credit to Buyer
No records found.

The Owner’s Policy Description should be entered into the field of that name, at the top of the form. If
the Title Rate Description table is properly configured, the policy description should default from the
selected Premium Rate entered on the first screen of Initial Questions. The Owner’s Policy Liability
should be defaulted, from the Sales Price. The premium should be entered in the Owner’s Policy
Premium field. The appropriate income code should be entered; the dropdown can be used to assist
with that. The WTH and POC check boxes are provided. Also provided are the Buyer Amount field and
a field labeled Seller Credit to Buyer. You should enter the full premium in the Buyer Amount
column and the amount being paid by the seller (if any) in the Seller Credit to Buyer field. The Lnk
checkbox links the Seller Credit to Buyer field with the Buyer Amount, so they stay the same and only
the Buyer Amount need be entered. If the seller is not paying for the policy, the Lnk checkbox should be
unchecked. If the seller is paying all, or part of, the owner’s policy premium, it is not shown as a seller
charge on page 2 of the HUD, but is shown on page 1 as a debit to the seller and a credit to the buyer —
on lines 207 and 507.

The L<F New Item icon on this screen is used to add information on endorsements or other policy related
charges. The Charge Type (Endorsement or Other) should be selected, then the Description of the
item, Income Code and Amounts are entered. Like the other screens like this, the Add Another button
will let you add more items, as needed. Only Endorsement entry amounts will be included, along with
the premiums, for the line 1107 & 1108 calculations.

The Lnk checkbox links the Seller Credit to Buyer field with the Buyer Amount, so they stay the same.
If the seller is not paying for the additional charge, the Lnk checkbox should be unchecked. This linking
function can be disabled in Setup Options.

Title Charges Applicable to Owner's Policy @
Charge Type:
= v L
T n
Description Income Code H POC Buyer Amount ke Seller Credit To Buyer  Liability Amount
[ oC & 000 W | 0.00 |
Add Another Cancel
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Line 1104 Lender’s Title Insurance

The Lender’s Policy and Additional Charges data entry/edit screen, reached via the = Modify icon on
line 1104, is shown below, and is identical in format and function as the Owner’s Policy and Additional
Charges data entry/edit screen (without the Lnk field), so will not be further explained. See the
discussion above regarding line 1103.

Lender's Policy and Additional Charges [
Lender's Policy Description:
Lender's Policy Lizbility: 0.00
Lender’s Policy Premium: 0.00
w
T
Income Code H POC Buyer Amount Seller Credit To Buyer
=OC =] 0.00 0.00
Additional Charges
Ll New ftem
Description POC Buyer Amount | Seller Credit to Buyer
No records found.

The GFE figure related to this line is included in the GFE Amount entered on line 1101, which typically
includes the GFE amount relating to line 1102 as well.

The charges entered on the 1102, 1103 & 1104 breakdown screens can be printed out via the Fee Check
Invoice report (Disburse > Fee Check Invoice).

Computer to calculate fees

Please note that the Rate Calculator in Impact/SQL does not currently handle some common
pricing practices and is under review for revision (as of January 2015). Therefore, a full
description of the Rate Calculator will not be included in this section of the Escrow manual.

NOTE: If the rate calculator is used, the primary Escrow Fee Amount, Owner’s Policy Premium, and
Lender’s Policy Premium fields, on the 1102, 1103 and 1104 date entry/edit screens will not be able to
be edited. A message to that effect will present on those screens. Also, the payee fields, on those lines,
will be defaulted to “:T” and disabled. Additional charges (endorsements and other) will be able to be
added on those screens.
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Form 1100 - Title Charges (B) and (L)

Additional title charges, to be paid to outside parties, should be detailed on the Title Charges (B) and
Title Charges (L) screens. Charges entered on these lines will appear on the HUD (as opposed to the
summary figures presented for charges entered in the breakdown screens on lines 1102, 1103 and
1104). These charges may or may not have been identified on the lender’s GFE, and the From GFE field
is used to identify whether each charge was on the GFE and, if it were, in which box (#4 or #5) was it
included. The From GFE options are None, #4 (HUD 1101) and #5 (HUD 1103).

The values entered in the Paid From Borrowers Funds at Settlement field, on lines in which the From
GFE entry is other than None, will total into the boxed figures, under the Paid From Borrower’s Funds
at Settlement on lines 1101 and 1103, as appropriate, on the Title Charges (A) screen.

Fees with From GFE entries of #4 (HUD 1101) or #5 (HUD 1103) should have the full amount of the
charge entered in the Paid From Borrowers Funds at Settlement column and any seller paid portion of the
charge should be entered in the Paid From Sellers Funds at Settlement column. Any values entered in
the Paid From Sellers Funds at Settlement field, on lines in which the From GFE entry is #4 (HUD 1101)
or #5 (HUD 1103) (rolling into 1101 or 1103), will be accumulated with the other Seller Credit to Buyer
figures and will not be treated as Seller Paid items (the way the column header implies).

Only entries with None in the From GFE field, with amounts in the Paid From Sellers Funds at
Settlement, are treated as Seller Paid items.

The charge Description is entered to the left-most field, and the payee in the “to” field. The ad Payee
Name and Address icon will open the payee name and address detail screen which can be used to
complete the “to” field; and the @ NAF icon can facilitate that as well. The From GFE option is selected

via the dropdown provided; and, the WTH and POC checkboxes, and POC = Modify button are
provided.

HUD with GFE Entry [GFE01] - HUD Form 1100. Title Charges
Swedbit P Lgal Pra%nm p%y Dgs Fi\e#ﬂtes Pvejnus JE“Ep - NIth Len:'ggr#i Lenﬁgxz Lenﬂrﬁi NAF
I Computerto calcuiate fees A
@ Title Charges (&) @ Title Charges (B) | Title Charges (L) |
Lender Name: Paid From Paid From
b A
Loan Amount: 000 From GFE H POC
mos. [ to | Y [None e = [
1110, [Document preparation o | af [Nore Ja il =3 [
1111 [Notaryfees o | ad [Nene e = [
iz | o | af [Nore Ja il =3 [
s | o | a4 [Nene e = [
114, | o | af [Nore Ja il =3 [
s | to | e [None Arr m|l [
1116, | to | el [Nore 2 [ mil="d ] [
| to | e [None A |l [
1118, | to | el [Nore 2 [ mil="d ] [
s | to | e [None A |l [
1120, | to | el [Nore 2 [ mil="d ] [
Seller Paid Owners Policy: [ 0.00
Seller Peid Loan Charges: | 0.00

The Title Charges (B) screen covers lines 1109 through 1120.

The Title Charges (L) screen is identical to the Title Charges (B) screen, covering lines 1121 through
1132.
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Title Charges - Closing Disclosure Form (CDF) (conditional)

The Closing Disclosure Form data entry screens, when made available to Title, are comprised of a loan
overview screen, Title Insurance Premiums screen, and Title Charges screen — for each lender on the
file. The screens are reached through the Title Charges entry on the Opening Information menu. The
screens are accessed via a tree-view presentation, as shown below. The tree-view in Escrow has many
more data entry screens but Title is restricted to these, if any. Again, the availability of the title charges
screens is controlled by a Setup Option to allow Title to have access to enter/edit title charges, which can
only be enabled if the Sub Escrow functionality is not enabled.

Closing Disclosure Farm Entry [00001152] - Title Charges

e W € E| D &l 4 % oo &
Save 8 Exit Print Legal | Pre/Com  Policy | Docs | File Motes | Previous Jump MNext Up Down
Bank of America 7
= Loan Number: 123456789
[ ook of Amcsica AinTo: Lany L Encer
+Title Insurance Premiums
. Tile Ch Benefit Of:  Buyer
o e Reference Number:
= ABC Mortgage Lenders. Inc. H N
¢ Tile Insurance Premiums Tl el
i Work Number:  (602) 111-1111 Bxt. 123 Fazx Numb:
+... Title Charges AT ¢ Number.
Email
Cument Address: 1 BofA Lane
Phoenix, AZ 85029
Loan Info
Loan Amount:  $420,300.00 Loan Number: 123456783
Type of Financing: N - New Loan
Type of Loan:  Conv. Unins.
Summary
Items Withheld from Loan
Loan Amourt: | 420,300.00 Description Amount
(Less) Withheld Amount PRIl 035" of Loan Amount (Points)to Bank of America 1.471.00
Homeowner's Insurance Premium 495.00
Due From Lender 417.648.47 Prepaid Interest 73553
Loan Application Fee 250.00
Lender Credits -300.00

Note the addition of the ¥ Up and ¥ Down icons, in the Opening Information tool bar at the top of the
screen. These are used to move the user through the entries on the tree-view on the left side of the
screen.

When a lender’s name is highlighted, in the tree-view, the right side of the screen will present information
about that lender’s loan, as shown above.

The ¢ Edit Lender icon, at the top right of the data window (next to the lender name) is used to take the
user to the Edit Lender screen, where the currently selected lender and its loan information can be
edited.

If no lender has been added to a file, and the user goes to the Closing Disclosure Form entry screens, the
screen will indicate that there are no lenders present on the file. The user can click on the link in the

middle of the screen or the L=k Add New Lender icon, above the tree-view area, to add a lender to the

file. From a practical standpoint, if Title finds there is no lender on the file, they would probably contact
Escrow to have the proper lender added to the file.
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Title Insurance Premiums

The Title Insurance Premiums branch on the tree-view is where information on the Lender's and
Owner’s policies is entered. The CFPB’s rule governing the presentation of title insurance premium
pricing, in a simultaneous issuance (Lender's and Owner’s) situation, is very precise and is not the
historic presentation of most of the Western US marketplace. Rather than presenting the simultaneous
rate for the Lender’s Policy (generally a low additional charge), the rule mandates presenting the full
Lender’s Policy price, as though it were not a simultaneous issue situation, and then the Owner’s Policy
pricing is presented as the combined simultaneous cost of both policies, less the full Loan Policy price. In
a situation, typical in the Western US, where the seller is paying for the Owner’s Policy, and the borrower
is paying just the incremental add for the Lender's Policy, the rule’s mandated presentation of pricing
results in an overstatement of what the buyer/borrower is responsible for and an understatement of what
the seller is responsible for. The Title Insurance Premiums screens take this matter into consideration
and provide for a Seller Credit to address the discrepancy presented by the pricing presentation mandate,
in simultaneous issue situations where the seller is paying for the Owner’s Policy and the buyer/borrower
is paying for the Lender’s Policy.

Closing Disclosure Form Entry [00001176] - Title Charges

d & L g | B o | 4 @ 4 * A
Save & Exit | Print | Legal | Pre/Com | Policy Docs | FileMotes | Previous Jump = Next Up Down
Bank of America (ABA) 7
= Loan Number: 1234
=~ Bank of America (ABA) - -
rr— | oriers Policy Inormaton Lel
- Title Charges Description Amount Send To
No records found.
Owner's Policy Information I | I
Description Amount Send To
No records found.

Prior to any policy pricing information being entered, the Title Insurance Premiums main screen looks

like the sample shown above. The L&k Add Policy icons are used to get to the Lender’s Policy
Information and Owner’s Policy Information screens. Only one policy of each type may be added.
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Lender’s Policy Information

Clicking on the L5= Add Policy icon, for the Lender’s Policy Information, brings up the screen below.

Withhold from Loan: [

Seller To Bomower Amount:

POC

Bomower POC:
Seller POC:
Description: |

Endorsements . & Payee
| g New Endorsement
Endorsement Amourit
No records found.

Cancel | QK |

The Policy to Issue field can be manually typed into, with the policy to be issued, or the &4 search icon
can be clicked on to pull up the policy menu for the underwriter on the file, from which the policy can be
selected, as shown in the graphic above.

If an Income Code is selected, the Payee Information will default to the Company, and the Liability field
will fill with the value linked to the income code selected. If the policy is not being issued by the Company
(outside title situation), then no income code should be selected; the outside title company should be
identified in the Payee Information section at the bottom of the screen.

The Base Premium through Total Premium fields are for “rate schedule/manual” figures (historic pricing
method). The Surcharge amount will be added to the Base Premium. The Discount amount will be
subtracted from the Base Premium. Both the Surcharge and Discount figures are entered as positive
numbers. The calculated result will be put in the Total Premium field.
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Title Insurance - Lender's Policy @
Policy to lssus: || é’%l
Income Code: | - None hd \
Liability:
. Lookup Policy F I:
Base Premium: e
Select Policy Form
Surcharge: Firer: | e
Discount: Describtion —
ALTA Owner's Poiicy (5-17-06)
Total Premium: 0.00 ALTA Loan Policy (6-17-06)
ALTA Bxpanded Coverage Residential Loan Policy (1-1-08)
Simultaneous: [ ALTA Homeawner's Policy (1-1-08)
ALTA Residential Limited Coverage Junior Loan Policy (10-19-96) -
Bomower Amount: ALTA Residertisl Tre Insurance Palicy (6-1-87)
ALTA Short Form Expanded Coverage Residential Loan Policy {1-1-08) -
Seller Amount: —
Paid by Cthers: I
CDF Amourt: 0.00 Description: | Send To: | Section C -
Loan Estimate: Tolerance: |Ten Percent h
| Credits/Funding |




The Lender’s Policy Information screen has a “Simultaneous” checkbox. It is to be checked if the
pricing of the Lender's Policy is based on the simultaneous issue discount. This will trigger the
appropriate Credit to Borrower for Seller Pay, on the Owner’s policy screen — if the seller is paying for
the Owner’s policy and the borrower is paying for the Lender’s policy. In this situation, the user would
enter the full Lender’s Policy Base Premium, in the field of that name, and enter the Discount that brings
the Total Premium to the rate schedule/manual simultaneous rate for the Lender’s Policy. Checking the
checkbox will pull the Base Premium to the CDF Amount field.

Title Insurance - Lender's Policy £3

Palicy to lssue: |ALTA Loan Palicy (6-17-06) ﬁl
Income Code: |2DD1 - ALTA Loan Policy j
Libiity: [ 420.300.00
Base Premium: | 600.00
Surcharge: ’7
Discount: ’W
Total Premium: ’W
Simulttaneous: [
Bomower Amount: ’W
Seller Amount: ’7
Padbyotvers: [ |

CDF Amaourt: 600.00 Description: | Title - ALTA Loan Policy (6-17-06) I Send To: |Section C - l
Loan Estimate: | 600.00 Tolerance: |Ten Percent ﬂl
| Credits/Funding |

Withhold from Loan: [~
Seller To Bomower Amourt: ’7
[ POC |
Bomower POC: ’7
SelerPOC: [

Description: |

The Borrower Amount, Seller Amount and Paid by Others fields are used to identify which party(ies)
are paying what portion of the Total Premium.

When an amount is entered into the Paid by Others field, —

Paid by Others (Payers) =

and the user then tabs out of the field, the system will Total Pad by Cthers si2500
bring up the Paid by Others (Payors) screen, on which e - an
details of which party(ies) to the file is(are) paying the s B

Paid By POC Amount Amount

charge, and whether it is POC’d. The full amount must be
detailed before leaving the Paid by Others (Payors)
screen. The ellipse button after the Paid by Others field
will bring up the Paid by Other (Payors) screen for
subsequent editing after initial completion.

No records found.

The CDF Amount field is used to present the value that is to appear on the CDF for the Lender’s Policy.
Again, as was discussed earlier, in a simultaneous issue situation, this will be a higher figure than the rate
schedule pricing would indicate. This amount will be calculated by the system.

The Description field will default to the mandated format for the Lender’s Policy charge (with “Title = in
front of the policy info) but the field will be editable.
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The Send To field is used to identify which section of the CDF the policy premium information should be
presented. Sections B, C or H are the options.

The Loan Estimate and Tolerance fields are used to enter the amount from the Loan Estimate and the
tolerance category for the policy.

The Credits/Funding section provides for the withholding of the amount paid by the lender (entered via
the Paid by Others field) and for Seller credits to the Borrower for some or all of the premium.

The POC section of the screen provides for identification of premium amounts Paid Outside of Closing by
the Borrower or Seller. The Description field is used to customize the POC item’s label, for use on the
Settlement Statement only.

Endorsements Tab

The Endorsements tab is used to detail any endorsements, and premiums, that are being issued with

the Lender’s Policy. Click on the L&r New Endorsements button to bring up the screen on which that
information is entered. The behavior is similar to the Lender’s Policy screen’s top portion. The Liability
field will be grayed out if an income code is selected, as it will be linked to the policy the endorsement is
assigned to.

Add/Edit Endorsement

= ]

Endorsement: |

Income Code: | - None j \
Liability:

Bomower Amount:

—

Seller Amount: ’7

PadbyOther: [ |

Total Amaount: ’7

Loan Estimate: ’7 Tolerance: 'W‘

Send To: |Section C ~| Description: |

Lookup Policy Forms

Select Policy Forn

Fiter: |

ALTA 2006 Endorsements
105 Street Assessmerts
208 Tnthin Lending
308 Zoning

4-06 Condominium

| Credits/Funding

4.1-06 Condominium

3.1-06 Zoring - Completed Structures

Withhold from Loan: [

Seller To Bomower Amount:

Carcel

[POC

Bomower POC:
Seller POC:

Description: |

Cancel | oK |
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Payee Tab

The Payee tab will be pre-filled and locked if an income code was selected on the Lender’s Policy, or will
be open for entry of the outside title company’s information.

Endorsements 4 Payee

Display Name: |USA Digital Solutions, Inc. ¥ Same as Payee

Payee MName: |USA Digital Solutions, Inc.

Address #1: |‘I 0835 N. 25th Ave. [~ Foreign Address

Address #2: |Suite 350

Giy: [Phoenix State: [AZ  ZpCode: [85029

Separate Check: [

Cancel | oK |

Once the data entry is completed, the user should click on OK to save the data. The policy and
endorsement information will be displayed on the main Title Insurance Premiums screen, with the policy
being listed first.
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Owner’s Policy Information

Clicking on the L=F Add Policy icon, for the Owner’s Policy Information, brings up a screen identical to
the Lender’s Policy Information screen with two exceptions:

1) The Owner’s Policy Information screen does not have the “Simultaneous” checkbox.

2) There are a pair of fields under the label Credit to Borrower for Seller pay: that are used to
present the credit needed to correct the Borrower and Seller actual costs, in a simultaneous issue
situation with a Seller-paid Owner’s policy and a Borrower-paid Lender’s policy, due to the
regulation-mandated pricing presentation on the CDF (discussed further below).

The CDF Amount field is used to present the value that is to appear on the CDF for the Owner’s Policy.
Again, as was discussed earlier, in a simultaneous issue situation, this will be a lower figure than the rate
schedule pricing would indicate. This amount will be calculated by the system, in conjunction with
information on the Lender’s Policy screen. Both the Lender’s Policy and Owner’s Policy figures must be

entered before the calculation will be completed. Clicking on the & Info icon will present an explanation
of the calculation.

Under the Credit to Borrower for Seller pay: label, there is a Description field that will default, but will
be editable, and an Amount field for the amount of the credit. The credit amount would be the amount
required to bring the cost to the borrower, for the simultaneous Lender’s Policy, down from the stated
CDF Amount (on the Lender’s Policy screen) to the rate schedule’s amount for the simultaneous issue, if
the Owner’s policy is being paid for by the seller. It is the same amount needed to bring the CDF
Amount, for the seller-paid Owner’s Policy, up to the rate schedule’s amount for the Owner’s Policy. The
credit will be calculated automatically if the “Simultaneous” flag is checked on the Loan Policy
Information screen and the Seller is paying for the Owner’s policy and the borrower is paying for the
Lender’'s policy. Both the Lender's Policy and Owner’'s Policy figures must be entered before the
calculation will be completed.

In the sample below, a Lender's Policy has been entered, to be paid by the Borrower, and the
Simultaneous flag was checked on that data entry screen. Then, on this Owner’s Policy screen, the
Base Premium has been entered and the Seller is identified as the payor (with the amount in the Seller

Amount field). Clicking on the ® Info icon results in the presentation of the explanation of the
calculation for the CDF Amount.

Title Insurance - Owner's Policy g

In this example, the $450 Credit to Borrower for &

Seller Pay, when added to the CDF Amount, brings
the seller cost back up to the true rate manual cost for
the Owner’s Policy, which the seller will be paying, and
reduces the borrowers true cost for the Lender’s policy
to $150.00. The credits will appear in sections L & N of
the CDF (discussed later in this documentation).

Policy to Issue: ‘ALTA Owner’s Policy (6-17-06)
| 2002 - ALTA Owners Policy =

526 476.00
206000
205000
205000
760000 [ ®)| Desortion: [Tils - ALTA Owner' Poliy (6-1706)
1.600.00 olerance: | Ten Percent hd

Income Code
Liabilty:

Base Premium
Surcharge
Discount:

Total Premium:
Bormower Amourt
Seller Amourt:
Paid by Others:

COF Amount Send To: [SectionH _~ |

If the Borrower is the payor of the Owner's policy

Loan Estimate

premium, the Description will reflect “(Optional)” at the

end of it. Some lenders may require that verbiage | "= M femniene N s -
[ Credits/Funding CDF Calculated Amount =) |
regardless of the payor. In that case, the user can Vithhold from Loar: | Ourere Tota P 205000
modify the Description manually. Seler T2 Boroner Amount Londers Tota Pomium: $15000
[ Poc Lenders Base Premium: o0 ||
TR lE Owners COF Amourt: $1.600.00
Seller POC:
Desciption: |

Credit to Bomrower for Seller pay:
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Title Charges

The Title Charges tree-view entry is used to add any non-policy, non-endorsement title charges to the
CDF file.

Closing Disclosure Form Entry [00001178] - Title Charges
& L g FE| H W 4 % y @

Save & Exit Print " | Legal  Pre/Com  Policy | Docs  FileMNotes | Previous  Jump Mext Up Down
Bank of America (ABA) y
L Loan Number: 1234

= Bank of America (ABA)
Title Insurance Premiums

¥ Title Charges

Description Amount Send To

The LsF Add Line button is used to open the Title Charges data entry screen shown below.

The Type field, at the top of the screen, will present, through the dropdown arrow, a listing of MISMO
standard charge types. The Type selected will default into the Description field, but the Description can
be edited. Per the CFPB Final Rule, the Description, for title-related charges, must begin with “Title - *
— this does NOT need to be done manually on this screen. The required hyphen after the leading “Title” in
the Description will be added automatically when the charge is viewed from the CDF section it is sent
to...it need not be edited here.

Title Charges @
Type: |Trt|e Underwriting lssue Resolution Fee j
Description: derwriting |ssue Resolution Fee
Income Code: |45DD - Other Title Fees j Liability: ,7

Bomower Amount: ,7
Seller Amount: ,7
Paid by Others: ’7 J
Total Amournt: ’7
Loan Estimate: '7 Tolerance: ’W‘ Send To: ’W‘

[ Credits / Funding |

Withhold from Loan: [~

Sellerto Bomower:
POC

Bomower POC:
Seller POC:

Description: ‘

Payee Information

Display Name: ‘USA Digital Solutiens. Inc ¥ Same as Payee

Payse Name: ‘USA Digital Solutions, Inc

Address #1: {10835 N. 25th Ave I~ Forsign Address
Address #2: [Suite 350
Ciy: [Phoerix State: [AZ  ZipCode: [85023
Separate Check: [~
Add Ancther Cancel

The Income Code for the charge should be selected (this will auto-fill the Payee Information with the
Company’s information). If applicable, the Liability field will be opened for data entry.

The Borrower Amount and Seller Amount fields are used to detail the amounts being paid by either of
those parties.
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When an amount is entered into the Paid by Others field, and the user then tabs out of the field, the
system will bring up the Paid by Others (Payors) screen, on which details of which party(ies) to the file
is(are) paying the charge, and whether it is POC’d.

Paid by Others (Payors) =
Total Paid by Others: 512500

Total POC By Others: - $0.00
Amount Allocated: — $0.00
Paid By POC Amount Amount

No records found.

Click on the L=F New Payor button to bring up the Payor screen on which the details of who is paying
what are entered.

Payor @

Amount: |
POC Amount: Description: |

Paidby: | ﬁ' g'
Add Ancther e |[ ok |

The full amount must be detailed before leaving the Paid by Others (Payors) screen. The ellipse button
after the Paid by Others field will bring up the Paid by Other (Payors) screen for subsequent editing
after initial completion.

If there are Credits or Funding considerations, they are addressed in the middle section of the Title
Charges screen. |If the charge is to be withheld from the loan (not typical), the Withhold from Loan
checkbox should be checked. The amount of any seller credit is entered into the Seller to Borrower
field.

If the charge is POC’d by the borrower or seller, details are entered in the POC section of this screen. If
the Borrower or Seller paid the charge outside of closing, the amount(s) they paid would go in their
respective fields. The user may enter a substitute Description in the field of that name, for use on the
Settlement Statement only.

The Payee Information section is used to identify the party receiving the funds. The ;ﬁl NAF icon is
available to select from the NAF; alternatively, the #4 search icon is available to pull up a listing of
parties to the file to select from; and, the & Clear icon is used to clear the Payee Information fields
completely, so the user can start over.

There is a Separate Check checkbox, if the payment is to be isolated from others to the same payee.

‘ Add Another Canicel | 0K |

The Add Another button, at the bottom of the screen, is used to save the current charge entry and bring
up a new, blank screen for entry of another charge.

Click on the OK button to save the charge entry, or Cancel to exit without saving.

USA Digital Solutions, Inc. Title v10.5.431 Manual
03/04/16 Page 78 of 181



Prelim Distribution List

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

HUD with GFE Entry [00001001] - Prelim Distribution List
=] & | M| @ Pl | D | 4 W™, b
Save & Bxit | Print Legal | Pre/Com | Policy Docs FileNotes = Previous  Jump Next
Prelim Distribution | &
Type Party Via Prelims| CCRS | Docs | Ld | Vst | PE

» Ware, Buyer B Deliver - 1 1 ©[e
Buyer Ware, Jane Deliver = 1 1 @|¢
Lender Bani of America (ABA) Email - 1 @&
Other USA Digital Solutions, Inc. Wil Cal - 1 1 1 @2
Other USA Digital Solutions, Inc. Will Call - @
Escrow Branch | Test New Branch for 8.0 L 1 1 ©|e]

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

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

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

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

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

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

HUD with GFE Entry [00001001] - Miscellanecus Data Entry

d = L € B | O ] 4

Save & Exit Print Legal Pre/Com | Policy Docs | FileMotes | Previous  Jump v Next
# Discounts/Credits:
Code Used: | ﬂ
Overide Reason: | ~|

test: |

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

Closing Disclosure Form Entry [00001152] - Miscellaneous Data Entry

d ' = b | & W | % y

Save 8L Exit Opizions Print |Title Search | Docs | File Notes | Disburse Previous  Jump Mext

Closing Disclesure
Date file sent to storg
Settlement Statement

File Storage Box Num ALTA Settlement Statements

Eaegecadins s Title Instructions

Reason forfile Balance Statement

| Dynamic Data Entry Report

This is the end of the Opening Information menu section description, for Residential files.

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

The Opening Info menu, on Commercial files, is identical to that on Residential files.

% Impact/SQL Title [USA Digital Solutions Demonstration System]

File [ Edit | TitleCharges Documents Endorsements Misc  Bases Reports Mof  Options Tool
[ Opening Info v Dates/Transaction Information
Legal Description Properties I
Update Search & Bxam Info Parties
Create Prelim/Commitment Source of Business/Eill To
Release Prelim/Commitment to Escrow Title Information
Create Policy Prelim Distribution List
Copy Base Files & Subdivisions Miscellaneous Data Entry

Dates/Transaction Information (Commercial)

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

e Type of Closing is Commercial and cannot be changed
rCommercial Entry [SLCOML] - Dates / Transaction Information

[® = L | € | B | D | Ll @ »

Save & Exit Print  ~ Legal | Pre/Com | Policy | Docs | File Motes | Previous Jurnp T Mext

Order Type: |Escrow & Title =l

Type of Closing: |Commercia|

e The Sales Price field will reflect the aggregate of prices entered on each property and will be
grayed out. If prices are not entered on each property, the Sales Price field on the
Dates/Transaction Information screen will be editable...until such time as prices are entered on
New/Edit Property screens.

jom e Cmmpy mmm e e ey

Sales Price: 57,101,756.00 Estimated Fee Information

Title:
Escrow:

e The Initial Deposit field is not presented.

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

Commercial files are distinguished by the ability to have an unlimited number of properties added to
them. The Property Information menu entry, on the Opening Information sub-menu, will initially open
with a largely blank window. The LsF Add Property icon, at the top near-middle of the window, is used to
initiate the entry of information on each property to be added to the file. When the LsFAdd Property icon

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

New Property =
Property Mobile Homes | Notes |
Address #1: | [™ Foreign Address
Address #2: |
Ciy: J State ~| Zp Code
Property Type -
Muricipality Name:
T/S Weeks
Urit: [ Low Lot: | High Lot: | Bock: [
Tract: | Map Book: | Map Page:
Q1020304 ARE Number
Section Township Range
Full Legal Brief Legal
Tax Parcel ID Numbers / Tax Map Keys HPR Mumbers
#dd Another | Copy From Cancel

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

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

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

e Thereis a Copy From button at the bottom of the screen that, when clicked, will present a listing
of the previously entered properties on the file and the user may identify which property to copy to
use as a starting point when entering another new property. Alternatively, when a property is
highlighted, in the Property tree-view (discussed later), the = Copy Property icon, at the top
right of the Property tree-view (left side of screen), will copy the highlighted property to a new
property record, where the copy can be edited.

The reader is referred back to the Property Information Screen (Residential) section of this manual for
explanation of the common fields on this screen. The Mobile Homes and Notes tabs are identical to
those on the Residential Property screen.

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

Once the OK button is used to save changes made to a property entry, the property will be listed in a
tree-view on the left side of the screen — as shown on the next page.
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The Properties screen (shown below), when first presented, will not have any property highlighted, in the
tree-view on the left side of the screen, and will have limited data about all entered properties on the right

side of the screen.

To edit an existing entry in the tree-view, the user can highlight it in the tree-view and click on the /" Edit
icon in the upper right corner of the window, or right-click on the property and select Edit from the options

presented (# Edit or # Delete).

Commercial Entry [SLCOMI] - Properties

] =
Save & Exit Print

L
Legal | Pre/Com | Policy

2]

D] &l 4

Docs | File Notes | Previous  Jump ~

Properties
10835 N. 25h. Ave., Phoenix, AZ 85029
10838 N. 25h_ Ave.. Phoenix, AZ 85029
10837 N. 25th. Ave.. Phoenix, AZ 85029

e e

10838 N. 25th_ Ave.
Phoenix, AZ 85029

bl ) 27 X

Commercial

Current Address: 10838 . 25th. Ave

Phoenix, AZ 85029

Property Courty:
Municipalty Type:
Subdivision Name:
Sales Price:

Maricopa

12,698,756.00

Fropetty Type: 3 - Commercial
Muricipality Name:
Timeshare Weeks:

Uit Low Lot
Traet: High Lot

Map Book:
Map Page:

Block:

Q1620304
Section

ARB Number.
Tonnship

Range:

Biief Legal: ~ Brief legal for 10838

Tax Parcel Id Numbers/ Tax Map Keys
2

HPR Numbers:

3

:

The *1' Reposition Property icon, above the tree-view, will present a window in which the user can
reorder the properties — this will impact the number of the property, which can impact documents that
have already been prepared based on the previous ordering.

The “2 Copy Property icon, above the tree-view, will copy the highlighted property’s information

new property, where the differences can be edited.

As shown above, a view-only screen of each
property’s information is shown when the
property is highlighted in the tree-view. The
Notes on any property can be read (but not

edited) by clicking on the =l Notes icon in the

upper right corner. The | View Detail and !
View Summary icons, also in the right corner,
will flip from a summary listing of all properties to
a detailed preview screen for one property or
back, depending on the icon and view that is
open. The screen to the right reflects the View
Summary presentation.

Commercial Entry [SLCOMI] - Properties.
=] b L © (0] 2| 4 oo r
Save&but  Pant  Legel PrefCor Docs | FileNotes  Previous  bump Next
% 10835 N. 25th. Ave. J 7K
Phoenic. AZ 85029 Commercial
Curent Addess: 10835 N. 25th Ave.
Phoenic. AZ 85025
Prepesty Courty. pime
T Pacel 71
Sabes Price  25.650,000.00
10838 N_ 25th_ Ave. wJIL AN
Phoenoc, AZ 85029 Commercial
Cument Addrees. 10838 N. 25h. Ave.
Phoeic, AZ 15029
Propeny County  Mancopa
Tax Pareel i1
Sl Pros.  12658.756.00
10837 N. 25th. Ave. J 2K

Phoenoc. AZ 85029

Curent Address: 10837 . 25h. Ave.

Phasrec, A7 85029

Propesty Courty
Tax Parcel 71
Sales Prce

Maricops

18.753.000.00

Commercial

The + Delete icon (in the icon tray on the right of each property summary section) can be used to

completely remove a property from the file.
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Parties (Commercial)

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

Buyers & Sellers (Commercial)

The Buyer and Seller party entry screens, on Commercial files, are identical to those in Residential
files with one addition: Ownership Percentage. The Ownership Percentage entered on each Buyer
and Seller party entry reflects that party’s ownership interest in the entire transaction. Up to four decimal
places may be entered. As an example of an entry, 10 1/8" percent would be entered as 10.125. The
system keeps track of the aggregate percentages entered and will detail the remaining percentage, if any,
to be assigned to the parties that have been entered on the file, as shown in the screen shot below. If
any percentage is entered on any party, 100% must be assigned, across all parties, before the user can
leave the Parties screens.

Edit Buyer - Morth Twenty-Fifth Ave. Ventures @
NAF
@ Information | Vesting ‘ Signature: ‘ Contacts | & MNotes |
Entity Type: | Company - NAF ID:

Ful Name:  [North Twenty-Fitth Ave. Ventures

Adtention To: |
Tax|d Type: |EIN A

Tax Id: [35-5995999
IOwnErshlp Percert: €5 (10 remaining) I

Reference Number: |

I” Source of Business

I” Bill To Customer

@ Current Information | Forwarding Information | Distribution ‘

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

The Lender party entry screen, on Commercial files, is very similar to those in Residential files with four
changes: The GFE-related Loan Terms & Tolerance Adjustments tabs do not exist; Interest
Prorations cannot be administered from the Lender screen for the New Loan and Refinance Types of
Financing; the Type of Loan field does not exist; and, an Alternate Loan Description field has been
added to the screen.

Edit Lender - Bank of America, NA (=)
NAF
I @ Information | Contacts Propesed Insured | Notgs g-I
Full Name: |Bank of Amsrica, NA| E TR
Attertion To: [Pam Smith
Benefit OF: [Buyer -

Reference Number: |12345-AZ

I” Source of Business
I™ Bill To Customer
™ Mortgage Broker

loanNumber: [ Yield Spread Premium Interest
Loan Amourt: | 12.650.900.00 ™ Yes I Prorale
Mg s [
Typeof Fnancing: [A-Assumpton <] I A Loan Descrption: | I
Contact Infermation \ @ Distribution |
Address #1: | I™ Foreign Address
Address #Z: |
ciy: | ste: [ +| ZpCode: [
Home Number: [
Work Number: | =" |

Cell Number:
Fac Number:
Email: |

Primary Motification: |None hd

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

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

Again, all other Party entry is identical to that described earlier in this manual.
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Title Charges — Commercial (conditional)

The data entry of settlement items for Commercial files was introduced in version 7.6 of Impact/SQL and
is completely different from the HUD or Worksheet data entry styles. This screen will only be available if
the enhanced Sub Escrow functionality is not enabled, and the option to let Title update title charges is
enabled.

The Title Charges Settlement Iltems category is used to enter title charges and lender & owner policy
premiums. The L=k New Title Charge icon is used to create a new entry.
The top portion of the screen concerns the charge information. There are, currently, three charge types

(Title Charge, Lenders Policy and Owners Policy) and Title Charge defaults in the Type field. It is
possible other Types may be added in the future.

Title Charges @
£ NAF
@& Information | Notes |
Type: |T|t|e Charge j
axvere Bl Title Charge] |Title Charge j
Income Code | - None ﬂ Charge

Lenders Policy
Liskiity From: [Nome Owners Policy

Liability-
Buyer Debit: Seller Debit:
Buyer Credit: Seller Credit: Total Amount: 0.00

‘ POC |

poc: 1™ Withheld: [~ | =1
Amount:
Paid By: |None
Description: |
‘ Payee Information 4 Q|
Name: |
Address #1: | ™ Foreign Address
Address #2: |
City: | State: w | Zip Code:
Separate Check: [
Add Another | [~ Allocate Charges Cancel

When the Lenders Policy or Owners Policy types are selected, the Description field will default with
the text selected, but will be left editable so the user can describe the policy being issued.

If the Lenders Policy type is selected, the Liability From field will be activated and the user will need to
select the Lender to use to drive the value entered in the Liability From field; the lender’s loan amount
will populate the Liability From field. The field will remain editable so the user can change the liability
amount.

If the Owners Policy type is selected, the gross sales price aggregate will be entered in the Liability
From field. The field will remain editable so the user can change the liability amount.

Should the charge be a Company fee, the appropriate Income Code should be selected for the charge
being entered, using the dropdown list. Once an income code is selected, the Payee Information
section of the screen will auto-fill with the Company Name (:T payee information) and Branch Address.
The Payee Information fields will then also be grayed out and will be not be able to be edited.

The user should enter the charge in the appropriate debit/credit fields.
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Notes can be added and will appear on the Settlement Statement.
If the charge is a POC item (complete or partial), that detail is entered in the middle of the screen.

The Payee Information (if the charge is not a Company charge, indicated by an income code above) is

entered at the bottom of the screen. The &3 Search for Payee icon is used to bring up a listing of all
parties entered on the file, for selection of one as the payee. There is the ability to edit the parties, from

the listing presented, if need be. The T NAF icon will be enabled when the cursor is placed in the Name
field, so the user can select from the NAF for the payee. If the payee is not a party and is not in the NAF,

the user can simply enter the payee’s information. The # Remove Payee icon will be enabled once

payee data is entered via the #4 Search for Payee icon and clicking on it will clear all of the Payee
Information fields.

The Allocate Charges checkbox at the bottom of the screen will bring up the Settlement Allocations
screen. Allocation of Commercial Settlement Items is detailed in the Escrow manual, and, as allocating of
charges covers far more than Title Charges, the user is referred to the Escrow manual for more
information.

Balance of Opening Information Menu (Commercial)

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

The Opening Information menu, under Edit in the Title module, for Direct Orders, can contain up to ten
(10) entries, as shown below. Each will be described in the following pages.

"f‘_ Impact/SQL Title [USA Digital Selutions Demonstration System]

File | Edit | Documents Endorsements Misc Bases Reports MNaf Options  Tools  About
[ = Opening Info r H Dates/Transaction Info
] Legal Description Property Information
Order Title Search Seller Information
Update Search & Exam Info Buyer Information
Create Prelim/Commitment Lender Infermation
Release Prelim/Commitment to Escrow Title Infarmation
Create Policy Source of Business
Copy Base Files & Subdivisions. Billing Information
Prelim Distribution
Miscellaneaus Data Entry

There is an additional £ Title Search icon on the Opening Information screens (as seen below). This
icon will send the file to the queue to be printed or emailed as a newly submitted order. The other icons
at the top of each screen are the same as those described earlier in this manual, in the Opening
Information — Residential Files section — and will not be re-explained here.

Dates/Transaction Info

The Direct Order Dates/Transaction Info screen is an abbreviated version of the Escrow file screen of
the same name. A sample is shown here.

The Tltle Offlcer on the flle IS Identlfled by Direct Entry [D0000001] - Dates / Transaction Info

selection from the dropdown list of all TO’s =] & 4 @M B B DO 4 .
. . . Save & Exit Print Title Search | Legal Pre/Com | Policy Docs | FileNotes | Previous Jurnp
in the Title Branch of the file.

Title Officer: |Nona

The Marketing Rep field is filled from the s s [T i

dropdown listing of all marketing reps. Dats Opened: [06/06/2073 [ CommctDas: | [

Date Closed: Contract Number:
The Date Opened field is pre-filled with the N ,_% e —

date the Direct Order file was created DUt | rpecr Trasaction: [P - Residertial Parchose E
can be changed by the user manually or Underwier: 1 -Fdsly Nationl Tile Insurence Company v
with the £ Calendar tool. P Tree: [01-Ounere oy -

Sales Price: ,7
The Contract Number can be entered in | BtmetedTsfee: [
the field of that name.

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

The Date Closed and Date Recorded fields will fill with the effective date of the policy when the policy is
issued. If the user manually enters these dates, they will not be updated upon issuance of the policy.

The Project Name field is dissimilar to that in Escrow. In Title, it is simply an eight character descriptive
field.

The Type of Transaction field is selected from the dropdown list. This field is used to categorize files for
management reporting. This field is often mandatory. The transaction type lookup table is maintained,
through the Utilities module, by a System Admin.
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The Underwriter field is filled via the dropdown listing of available underwriters. If only one is available, it
will default.

The Policy Type dropdown for this field presents the product sets that have been defined by the
business as those available to their customers. The listing will present the various combinations of
owner’s and lender’s policies and the user should select the description that best fits the transaction. The
listings may differ by underwriter. Should additional information need to be provided to Title, it can be
added in the Comments field on the Title Information screen.

The Sales Price field is used to record the purchase price of the property, if a purchase transaction. The
field should be left blank if a refinance transaction. The loan amount, on a refinance transaction, is not
entered here, but on the Lender screen.

Property Information

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

Direct Entry [D0000001] - Property Information

& . f @ B @ & om0
Save & Exit Print Title Search | Legal = Pre/Com | Policy | Docs | FileNotes | Previous  Jump Next
Property | @ Mobile Homes

Address #1: | [FEEETTEYEGE

Address #2: |

City: [Phoenix State: [AZ = Zip: [25023
Property County: [Maricopa = Property Type: -
Municipality Type: ‘ j Municipality Name:
Subdivision Name: | . T/5 Weeks:
Unit: | Low Lot: | High Lot Block:
Tract: | Map Book: | Map Page:
Q1020304 ARB Number:
Section: Township: Range
Ful Legal
o Brief Legal:
Tax Parcel 1D Numbers / Tax Map Keys HPR Numbers

There are two tabs on the Property Information screen: Property and Mobile Homes. Should there be

data on the Mobile Homes tab, there will be a red diamond icon next to the tab name.

Property Tab

The Property tab is used to detail all the pertinent information about the property, starting with the
address information. There are two lines for the street or box address information (Address #1 &
Address #2) and then City, State and Zip Code fields. The City field has a dropdown list that can be
populated by the business with those cities that they routinely do business with; selections from that list
may populate the County and State fields at the same time. The user may also enter the city manually.
The State field dropdown has all of the states abbreviations listed.

The County field will normally default to the County on the Branch setup screen, but this is optional. The
County field can be populated manually or via the dropdown listing of counties.
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The Property Type field is populated via the business-maintained dropdown listing of property types (ie.
1-4 Family Residence). The property types are used to categorize the transactions for management
reporting, but have no other functionality in the system.

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

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

The T/S Weeks label should be ignored. It is applicable only to Escrow files.

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

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

Clicking on the L] Full Legal icon will launch MS Word® and let the user enter the full legal description.
The full legal is stored as an MS Word® document by Impact/SQL and, as such, it can be incorporated
into other documents prepared within Impact/SQL.

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

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

Mobile Homes tab

The Mobile Homes tab, on the Properties screen, is used {0  [wummmsmeysmm

. . . . ] 2 A4 O @ B B & «om o 3
detail any number of mobile homes that may be involved with [« " T e wo s e peen, b - ten ]t
the transaction. The data entered on this tab is available for | ——we et e
use in escrow documents. When first presented, the screen e L s
looks like the sample below. — — e

Make/ Mol Mumber: “ZL-'\;t;ﬂ T

Clicking on the L=r New Mobile Home icon will create an entry, s Dot I
in the column on the left side, of “Mobile Home 1” and will = —
open up the data fields for entry of information. [ S —

. , . . 3 [ - rr
Once one or more mobile homes’ information has been s -
entered, if the user determines one should be deleted, it i — S
should be highlighted in the column on the left and the

Delete Selected icon should be clicked on (reached with the
dropdown arrow to the right of the New MH icon). The user will be prompted to confirm the intent to
delete the item selected.
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Seller Information

The Seller Information screen, in Opening Information on a Direct Order, provides for the entry of
information on eight (8) sellers, two on each of four tabs. The tabs are identical. Click on a tab label to

move to that tab. If there is data entered on atab,a * red diamond will appear in front of the tab label.

Note that the Seller Address Information, at the bottom of the screen, is common across all four tabs;
only one address can be entered.

Direct Entry [D0000001] - Seller Information
e 4 @ @ B o W 4 H o
Save & Exit Print Title Search | Legal | Pre/Com  Policy Docs | FileMotes | Previous  Jump Next MNAF
Seller #1 & #2 | Seller #3 8 14 | Seller #5 8 86 | Seller #7 & 48 |
Sellers Name #1
I ™ Company Name I Hold Title Code

Name: || J [ =
ssw: [ .
Email: | ‘

Sellers Name #2

™ Company Name Hold Title Code:

Name: [ |l =
ssw: [ -
Email: | ‘

Seller Address Information

Address #1: | Home Number: |
Address #2: | Work Number: |
Cty, State and Zp: | FacNumber: [

The Company Name checkbox is used to let the system know to not reformat the name entry when using
the name in documents. If the checkbox is NOT checked, and the user is entering a personal name, they
should enter in the format “Last Name {comma} First Name”. The name will reformat around the comma
if the Company Name checkbox is not checked. Some samples on name entry are shown below.

Individual’s Name Format Company Name Format Will Display on Documents
Mouse, Mickey Mickey Mouse
DaVee Jr., Darel Darel DaVee Jr.
Brown Trustee, John John Brown Trustee
USA Digital Solutions, Inc. USA Digital Solutions, Inc.
Dewey, Cheatem & How, PPC Dewey, Cheatem & How, PPC

USA Digital Solutions, Inc. Title v10.5.431 Manual
03/04/16 Page 91 of 181




The Hold Title Code is the type of vesting. The dropdown box will present a listing of pre-defined entries,
and if the user selects one of those from the listing, it will be put in the text box below the field and will be
uneditable. If the user wishes to enter a vesting description that is not in the listing, they should either not
select an entry at all and directly type in the text box below the field, or, if they wish to modify a pre-
defined entry, they should select the entry first, then select the blank entry at the top of the dropdown
listing. This will open up the text box for editing.

The SSN field is used to identify the tax identification number (EIN or SSN) for the named entity. The
user must enter the number formatted properly, with the hyphens being entered in the appropriate
locations, as detailed in the error message below, which will appear if the user does not properly format
their entry.

Invalid Tax Identification Number

! \  Invalid Tax Identification Number.

Tax ldentification Mumber consists of 9 digits and up to two hyphens
in the format X-X00CO0C (EIN) or JOOX0000K (SSNI/TIN).

An Email Address can be entered for each seller, in the field of that name.

As was stated earlier, the Seller Address Information, at the bottom of the screen, is common across all

four tabs; only one address can be entered. The DDE field reference for the address is Sellers Address
#1.

Buyer Information

The Buyer Information screens are identical to the Seller Information screens.
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Lender Information

There are screens provided to enter up to three (3) lenders on a Direct Order. The user can get to each
lender’s information by clicking on the heading tabs, or use the ALT+# (1, 2 or 3) quick key approach.
Traditionally, the Lender #3 tab is used to enter Mortgage Broker information.

Direct Entry [D0000001] - Lender Information

= @ f W d B D k] 4 %@ v

Sawve 8¢ Exit Print " Title Search | Legal | Pre/Com | Policy | Docs | FileMotes | Previous  Jump Next NAF
Lender #1 | Lender #2 I Lender #3 I
Name: | Phone Number: I—
Attention To: | Fax Number: I—
Address #1: | Email: |
Address #2: | Reference Number: |
City, State and Zip: |

Loan Amount:

Loan Number: |

The Name field can be filled in manually, or the information on the lender could be pulled from the 9
NAF, if available therein. Generally, lenders will be in the NAF, and for consistency sake the NAF should
be used to populate the bulk of the fields on these screens.

The data entered on the Lender Information screens is utilized in other areas of Impact/SQL. There are
Lender Payee shortcuts (:L1, :L2 & :L3) that will pull this information. The information is also available in
document preparation.

The Reference Number field can be used for an additional lender-provided identifier, beyond the Loan
Number, for which there is also a field.

The Loan Amount should be entered in the field of that name.
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Title Information

The Direct Entry Title Information screen is used to accomplish a couple of different tasks. The first is
to provide additional useful information to the Title Department regarding the order. The second is to
record information about the outside Escrow operation that placed the order.

Direct Entry [D0000001] - Title Information

H & 4 W E B D A 4 | »

Save & Exit Print  Title Search  Legal | PrefCom  Policy | Docs | FileMotes | Previous  Jump MNext MAF

Information

e B
Base Order No Reference Mumber 1:
Subject To | Reference Mumber 2:

Need By Date |

Requirements (List in order)
| @ |
@ | @ |

Comments to Title

Escrow Company Information

Phone Number:
Fax Number:

Name |
|

Address #2. | Email: |
|
|

Address #1

City. State and Zip

Escrow Officer

The property Status field is the first on the screen. The options accessible via the dropdown box are
Proposed, Under Construction and Exists. The user should make the appropriate selection for the
status of the structure on the property, if any. If Proposed is selected, that should alert the Title
Department that an ALTA inspection may be needed.

The Base Order No. field is used to identify a starter file number (if, for example, the transaction is a
refinance of a loan previously closed with another escrow in the system). This is a searchable field in the
Impact/SQL Search function.

The Reference Number 1 and Reference Number 2 fields can be used to store client file number(s) or
other reference numbers. These fields can also be searched via the Search function.

The Subject To field is used to enter “Schedule B” items if some are known.

The Need by Date field is used to identify when the Prelim/Commitment is needed.
Four Requirements can be listed in the fields in the boxed section with that label.
Any additional Comments to Title can be entered in the text box of that name.

The Escrow Company Information is entered in the bottom section of the screen. The information can

be entered manually, but the 9 NAF would typically be used to enter routine clients’ data. The 9 NAF
icon will be activated when the cursor is in the Name field.
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Source of Business

The Direct Order Source of Business screen is shown below.

Direct Entry [D0000001] - Source of Business

= 4 (L <O |[F | D & 4 @ y

Save & Exit Print  TitleSearch | Legal | Pre/Com | Policy | Docs | FileMNotes | Previous  Jump Next MNAF

@ Other  lender#l 1 lender#2 1 lender#3 ( Escrow Company

Comparry Name: | Phone Number: li
Name: | Fax Number: Ii
Address #1: | Reference Number: |
Address #2: |
|

City, State and Zip

If the Source of Business is one of the three Lenders previously entered, or the Escrow Company
entered on the Title Information screen, the user can identify that by clicking on the appropriate radio
button at the top of the screen. The data from the selected party will be pulled into the fields on the
screen, and they will be uneditable.

If the user leaves Other selected, they would then enter the information manually, or they could use the

:ﬁ] NAF to enter routine clients’ data. The :ﬁ] NAF icon will be activated when the cursor is in the
Company Name field.

In this sample screen, the Company Name field is reflecting a green background, as it has been set as a
mandatory field for a Direct Order (a system configurable option).

Billing Information

The information entered on the Billing Information screen, on a Direct Order, will flow to an invoice
prepared on the file.

The Bill To party and their information will [ Biresténtry 000000011 - Eiling Information
. | & . A4 (L) [ | B | D d 4 B,
flow from the party selected (by radio button), Save&Exit | Print  TitleSearch Legal | Pre/Com | Policy | Docs | FileNotes | Previous  Jump Next

at the top of the screen. If Other is selected, & Oher € SoucectBmnesm C ExcrowCompary © Lender 1 O lender2 € Londeri3
1 1 Id No:

the information can be entered manually or e e, [————

via the 5’ NAF. Agtention To Fax Number

Address #1

The Sales Price and Loan Amount data will o 2

i City, State and Zip:
populate from the data entered earlier. .

Loan Amount #1
Loan Amount #2:

Reference Number:

The user should enter the charge data in the

Billing Items section at the bottom of the e —
screen. Bilng kems
Owners Mortgagee Totals
THeFees: [ | 0.00
Sevice Fees: [ | 0.00
RecondingFees: | | 0.0
Totals: 0.00 0.00 0.00
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Prelim Distribution

The Prelim Distribution screen is used to identify how many copies of assorted documents are to be
delivered to the assorted parties on the transaction and how they are to be delivered. The data entered
here does not trigger automated delivery, it is purely informational.

The method of distribution is selected from the Via dropdown list.

The Number of Copies of each type that are to be provided should be entered in the three or six
(depending on configuration) columns on the right of the screen. The columns represent Prelims,
CC&R’s, Documents, Legal Description, Vesting and Plotted Easements.

The Lenders’, Seller #1, Buyer #1 and Applicant (Source of Business) names will flow from their
original entry points, as will the Escrow company name, at the bottom of the screen. Additional parties

may be added in the three open sections. The 9 NAF can be used on this screen.

Direct Entry [D0000001] - Prelim Distribution

Save & Exit Pﬁt T Title%rch legal nraI%m P?icy Dlgs FileFJJutes Prejuus J.?Ep N Nth r-I];F
Number of Capies
Name Via Pres CCRS Docs Lld Ve  PE
Lo M [ [ [ [
Lender #2: N = NN N Y Y N
Lende 23 e | e - —— -
Selr — | ———— -
Buyer r <A © 1 T 7 T °
sopicart: e | e - —— -

Name:
Address:
City, State and Zip:

| i | I N | I I |

Name:

i | I I | I |

Address:
City, State and Zip:

JE | I I N

Name:

Address:
City. State and Zip:

Escrow: N N N ) NY O

Miscellaneous Data Entry

The system can be configured to accept data into fields defined by a business, for use in reports — but not
documents. If so configured, the Miscellaneous Data Entry screen will be the last presented on the
Opening Info menu.

Direct Entry [D0000001] - Miscellaneous Data Entry

A sample is shown to the right. As every site can = @ (B o W ‘

. ) ) ) . Save & Exit P?Ht 7 Title Search | Legal | Pre/Com | Policy | Docs | File Notes  Previous Jump T Nedt
define different data fields for this screen, if they |

wish to use it, no further explanation will be Cotelsed [ 5]
. Overide Reason: -
provided here. - %j
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Legal Description

The second entry on the Edit menu, in Title, is Legal Description. This function is used, by Title, to edit
the Full Legal. Once a file is submitted to Title, Escrow users cannot edit the Full Legal (unless a
system override setting is enabled). The Full Legal can still be used in escrow documents after it is
locked. The Legal Description is entered, and stored, as a MS Word ® document in Impact.

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

Legal Description === Legal Description ==
& Print Selected /5] Email Selected [E}, Publish Selected 2 Print Selected /5] Email Selected [} Publish Selected
Escrow Rle #: 00001001 Branch: 003 - Test New Branch for 8.0 Escrow File #  SLCOMIT Branch: 001 - USA Digtal Solutions, Inc. M
Title Officer Escrow Officer:  JMW - Joe Westrick Title Officer: Escrow Officer:  LH - Lars EQ Henry
Fier: [ 2 Fiter: [ |
Property Address Property Address Last Updated
1235-i=madﬂm.‘\205025 03/14/201308:31 AM | /| umtmzm..vm Phoenix, AZ 85029 03/13/2013 02:42 PN
I~ [ 10837 N. 25th. Ave., Phosnix, AZ 85029
I~ [ 10838 N. 25th. Ave., Phoenix, AZ 85029 /

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

point, the Legal Description for the selected property(ies) can be “= Printed, &5 Emailed or E—-i
Published (if so configured). If there is a Date/Time entry in the Last Updated column, a Full Legal
exists for the property. If that column is blank, no Full Legal has been started for the property.

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

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

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

ImpactSQL Home Insert Page Layout References Mailings Review View
T Degree jDatE to text SR - 4]
2 T3 B &
-’} = A %, Format phone }}-- HEJ J J
Mext DDE  Clause Change Tools  Print Email Info Save Save and return
Fill in browser case - document document to ImpactSQL
Mavigation Insert Into Document Formatting Tools Actions
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There are shortcut Quick Keys for many of the Legal tool bar icons, as detailed here.

Button Tool Name Quick Keys
I-?-"} o CRTL+1 or F11 takes user to the next fill-in field in
- Next Fill-in
Mext the document, if there are any.
Fill in
=
-2k :
= Insert Field CTRL+2
DDE
.;]]1 CTRL+3 to bring up the floating insert legal clause
Insert Legal Clause
Clause window
browser
Degree Insert Degree The apostrophe key under the tilde ~
Aa SHIFT+F3 at end of text string will cycle through
Change Change Case three options: ALL CAPS, all lower case, Upper case first
case

letter only.

i Date to text

Date to Text

CTRL+0 will mimic icon.

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

Vi, Format phone

Format Phone Number

Enter 7 or 10 digits then hit icon or ALT+2

to add parentheses and hyphen to format number.

iy

Open Tools Menu

No Quick Key shortcut.

Tools Content of menu varies by Access Level.
HC;,?J Print Document CTRL+P to print the document
Print
0=
Email Document CTRL-SHIFT+M to email the document
Email
document
0 Info CTRL-SHIFT+A for info on Impact and the document
Info
H Save Document CTRL+S to save the document changes
Save
document

4y

Save and return
to Impact50L

Save and Return to Impact

No Quick Key shortcut.

Saves the document changes and closes the doc.
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DDE
The DDE Icon

A configuration option is available to permit the use of data fields (DDE) within the legal description. If
enabled, clicking on the DDE icon, on the Impact Legal tool bar/ribbon will bring up a listing of fields that
can be used. Highlighting a field on the list will have its data contents preview at the bottom of the listing.
Double-clicking on the field name will insert the contents at the cursor location in the document being
edited. Alternatively, once the field is highlighted, the user can click on the Insert button to insert the
contents at the cursor location.

WHd9-O &= 000960.Igl - Microsoft Word R
ImpadtSQL | Home  Insert Page Layout References Mailings Review  View > @
& _: Iﬂa Degree [ Date to text =y @ Jm 0 ll i H_‘
-"} = Aa &, Format phone }.\. 3 |
Next DDE  Clause Change Teols Pnt  Emal  Info Save  Save and retum
Fill in browser @se - document document to ImpactsQL
Navigation| _Insert Into Document Formatting Tools Actions
Insert Field =]
[ T E T T T T T E TS T E T T AT T T e TTTTTETE N I AT ET IS
Brief Legal =
Map Book =l
Map Page
[] Municipality Name
Municipality Type
AZY Parce| Number 1
Parcel Number 2
Parcel Number 3
Parcel Number 4
Property Low Lot
Property High Lot
3 Property Block
7 Property HPR #1
Property HPR #2
Property Address £1
Property Address £2
Property City
Property County
Property Location
Property State Abbrv.
Property State
Property Type =
Subdivision Name
Tract =
| Az

ok

Cl
The vowe Clause browser Icon

Snippets of text often used in legal descriptions can be stored in MS Word ® files called “clauses”.
Clauses can then be imported into the legal description as the text is needed, with the Clause Browser
icon.

. . . . Clause Insertion (EZ) @
When clicked upon, it will open up the Clause Insertion |

window, shown to the right. The user can enter the clause F— Insert

Cancel |

name (or names, separated by commas), if known, in the
field and then click on Insert to use it/them. Alternatively, the Browse button can be used to see a listing
" Clause Insertion (E2) (=] of available Legal Clauses. Highlighting items
[ will present their contents, as shown in this

Insert | Cancel | sam ple .

Clause Name {Double Clidk CLAUSE MAME or CLAISE TEXT to add to above insertion list)
This is @ LEGAL CLAUSE 1.

Lgl2

]
]
]
]

The balance of the Legal tool bar/ribbon icons are explained in the Documents section later in this
manual.
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Order Title Search

The Order Title Search entry, on the Edit menu in the Title module, is available to submit a Direct Order
that is open on the desktop to the Title Department. The option will not be available if an Escrow file is
open on the desktop.

The same function can be performed using the Title Search icon on the Opening Information
screens (as seen earlier). The function will send the file to the queue to be printed or emailed as a newly
submitted order.

When initiated, the user will be prompted with a confirmation | orderTitle Search
screen, like that shown here, asking if the order should be ,:6:, Thie il send Order Number 3000096

su bm |tted tO T|t|e — to the Title Department to begin your title search.
Yes Mo

Giving an affirmative or negative response, the system will
prompt the user as to whether they wish to print Title
Instructions for the file submitted.

If the order has previously been sent to Title, and accepted/printed, a subsequent submission will be
marked “Amended”, so that Title will recognize it is not an initial submission.

Update Search & Exam Info

The Update Search & Exam Info entry, on the Edit menu in Title, presents the same screen regardless
of whether the file open on the desktop is an Escrow file or Direct Order.

The screen is used to log information on the status of the title work being done on the file.

It can also be used to change the Title Unit (Branch, Plant) on a file, if

. i . Update Search & Exam Info @
multiple title branches are available.
Direct Fle #: 00000561

Data entered on this screen is presented on the File > File Progress | | ™2t
Report screen, in Title, and the File Status screen (for escrow files) in
Escrow. Therefore, other users can see the status of the order as it | - o

. . Searchers Initials: ’_
progresses through Title, and need not call Title for the same | - .
r > eto Searching: | Lﬁ | 1:0408PM =
information. el =]
If Title File Numbering is enabled, the user may be able to set the Title | Pe==ems ! Lﬂ | 10408 P =
File Number in the field of that name, depending on system settings; Dm:“mT:plg :D_ [ [ rosoepu =
the number may be assigned at opening. As explained earlier, the TMHK' Ty =
Title File Number is an alternate number that can be assigned to an
order. It does not alter the underlying file’s number (Escrow or Direct == ]

Order).

Typically, the following fields are completed as the file moves through the process, not all at once.
The Searcher’s Initials can be entered, along with the Date to Searching (date and time).

The Examiner’s Initials can be entered, along with the Date to Examining (date and time).

And, the Date Into Typing (date and time) can be entered.

A Point Value can be entered (to score difficulty of the file) if desired. This can be used in reporting.
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Create Prelim/Commitment

The Create Prelim/Commitment entry, on the Edit menu, is the path to the routine through which the
preliminary report or commitment is prepared.

The preliminary report &or commitment master documents are customized by underwriter.
There are also customizations available for integrating with NextAce and Value Check.

Sites can be configured to generate either document (preliminary report or commitment), with a prompt
being presented when started, asking which document type will be prepared. Both cannot be prepared
on one file, just one or the other, when so configured.

Prelim/Commitment [zl
% Print Selected /5] Email Selected [ Publish Selected

Escrow File #  SLCOM1 ./ SLCOM1 Branch: 001 - USA Digttal Solutions. Inc. Main Office @2%h Ave.

Title Officer Escrow Officer:  5L1 - Sheri Lamb-001-EO
Fiter: | ﬁ
Property Address Typist | Examiner Last Updated

. 10835 N. 25, Ave.. Phoenix, AZ 85023 -- 08/29/2013 0802 AM | 08/29/2013 0803 AM | 08/29/2013 08:03AM | |~ | |

[ | 10837 N. 25th. Ave.. Phoenix, AZ 85029 08/29/2013 08:03 AM | 08/29/2013 08:04 AM | 08/29/2013 08:04 AM || %

[7]10838 N. 25th. Ave., Phoenix, AZ 85029 I 08/29/201308:04 AM | 08/29/201308:04 AM | 08/29/201308:04 AM | £ | &

The Prelim/Commitment screen above is presented when the Create Prelim/Commitment entry is
selected. If the file is a Commercial file type, it may have multiple properties listed on the screen. A
Residential file or Direct Order will only have a single property listed. The checkbox in front of each

property is used to activate the == Print Selected, &3 Email Selected and E% Publish Selected (if so
configured) icons at the top of the screen, which are used to initiate those functions for the checked items
— once a prelim/commitment exists for the property.

If a document has yet to be created for a property (and there will be a different document for each

property on a Commercial file), only the Z Edit icon, to the right of each property entry, will be
presented, and there will be nothing in the Created, Last Updated and Released columns. Once a
prelim/commitment has been created, the date and time of its creation will be put in the Created column;
the end time of the last edit will be put into the Last Updated column; and, the date & time the document
is released to Escrow will be entered into the Released column.

The +# Delete icon is used to delete a prelim/commitment document. The user will be prompted to
confirm that action before it is taken.
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Prelim/Commitment Entry

Clicking on the & Edit icon, to the right of a property on the Prelim/Commitment screen, will bring up
the Prelim/Commitment Entry screen. A sample is shown below.

Basic file information is at the top of the screen.

Prelim/Commitment Entry ==l| The Underwriter assigned to the file is presented. If a
e T e : prelim/commitment has not yet been created, the
Escrow File #:  SLCOM1./ SLCOM1 Branch: 001 - USA Digtal Sol
Title Officer: Escrow Officer: _SL1 - Sheri Lamb-00.. underwriter can be changed here without issue. If a
Underter prelim/commitment has already been created, this is the
Types of Folices to be ssued o only screen from which the underwriter can be changed
Ac | ALTA Owners Paicy (51706 ~l[ - samssn | (and the result of such a change will be discussed below).
B: |ALTA Bxtended Loan Palicy (6-17-06) ~||  30000,000.00
C: [ALTA Loan Policy (517:06) - [ =esom | Under the Types of Policies to be Issued heading, the
chocive bate: [ [ user can select up to three policies and their liability
Date Last Amended: Number: [ amounts. The policy menus for each underwriter installed
Baminer: [ST  [ST ~Shem Lamb-Teke =l may vary. The first entry, Policy A, will have the sales
Ty fow [ - doe Westick K price of the property defaulted in the Amount field.

Policy A fields are ONLY used for an Owner’s policy’s
information. Policy B will have the loan amount from Lender #1 in the Amount field and Policy C will
have the loan amount from Lender #2 (if there is one) in the Amount field.

The Effective Date field is used to enter the “Plant Date”.

The Date Last Amended field and the Number field are used to keep track of the latest amendment’s
date and count.

The Examiner is selected via the dropdown of available personnel. The initials and name are presented.

The Typist is selected via the dropdown of available personnel. The initials and name are presented.

Once the underwriter and policy information is identified, the user should click on the & Edit Document
icon to initiate creation (or editing) of the prelim/commitment. This will initiate the loading of an MS
Word® session with the prelim/commitment master document for the selected underwriter. The
previously entered legal description will be pulled into the document along with the policy information
entered here. Editing of the prelim/commitment will be discussed in the following pages.

If there is an existing document and it should be deleted, the user should click on the # Delete
Document icon.

Changing an Underwriter

Note: should the underwriter on a file need to be changed, once a s :
. . . ange in Underwriters
prelim/commitment has been created, it can only be changed from | =
- . . . '0' You have changed underwriters
the Prelim/Commitment Entry screen. If the underwriter is &' (1 Fidelty National Ttle Insurance Company
. 3G lth Land Title | C
changed, when a document already exists for the property, and the to Commenuesih Land i nsurnce Comeany
user tabs out of the Underwriter screen, the existing entries under

the Types of Policies to be Issued heading will be reverted to = | o |

Do you wish to proceed?

None, and the user should select the appropriate policy(ies) for the
new underwriter and then click on the = Edit Document icon. The user will be prompted to confirm the
change in underwriter at that point. The existing document, for the old underwriter, will be replaced with
one for the new underwriter.
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Editing a Prelim/Commitment in MS Word®

MS Word ® is used as the editor for the prelim/commitment documents, as it is with the Legal Description,
Policies and other miscellaneous Title documents. As mentioned earlier, if a site is so configured, the
user will be prompted, upon initially requesting a new document from the Prelim/Commitment Entry
screen, as to whether they desire a preliminary report or a commitment for the property. Once that
selection is made, the user will be put into a copy of the appropriate master document for the underwriter
selected.

The master documents will be formatted as the underwriter and business desire. As much data as can
be pulled from the database will be, via the use of DDE fields and SmartTags. Data pulled from the
database in this manner will present as red text in the document on the screen. If the document contains
the Full Legal, it will have been merged into the document, preserving the original Full Legal as a
standalone document that can be pulled into other documents as well. Generally, it is good policy to
enter the Full Legal before creating the prelim/commitment. The Company’s logo and customized
electronic signatures are also incorporated into the master documents. The various sections of the
master document are “bookmarked” in order to allow for sections of the document to be utilized in other
documents — such as policies. The user must be aware of this bookmarking and be careful when deleting
or copying sections of the document, so as to not damage the bookmarking.

The master documents are prepared in such a manner as to allow for the user to move through the
document as quickly as possible, being taken to the points at which data entry is required. The F11
function key is used to the next “fill-in” field in the document. Fill-in fields are indicated by a pair of [blue
square brackets]. There may be some text within the brackets, indicating to the user the nature of the
text to be inserted. There are situations where the pair of blue brackets representing a fill-in field [ ] will
enclose a special control that will, when reached, will prompt the user for a response. These will be
discussed below.

Most of the editing done in a prelim/commitment document involves insertion of clauses (code book
phrases) into the Requirements, Exceptions, Restrictions or Notes areas of the document. These
clauses must be placed in the correct area of the document in order to properly transfer to the policy
document(s). These areas will likely contain special Fill-in fields that provide for easy insertion of clauses
from the electronic code book. If the user needs to insert more clauses in a later edit, or if the special Fill-
in fields are not present, they can first click on the appropriate toolbar/ribbon icon to be taken within the
appropriate section of the document — EXC to get to the end of the Exceptions section, REQ to get to the
end of the Requirements section, RES to get to the end of the Restrictions section and NOTE to get to
the end of the Notes section. Once taken to the requested section, the cursor will be within the
bookmarking for the section, and clauses entered will continue the numbering before them.

WE9-6 &~ SLCOMI1-0479edl c-10be-11¢3-0565-64315036¢120.PRE - Microsoft Word - @ =
ImpactSQL | Home  Insert  Pagelayout  References W View ~@
— — :
& End o W End of Notes  [Px =] B Insured A [ checkbox 5 autotext G Datetoted  $ Dollar amount to text
= g Eﬂa & Aa gy N
o End of s ns + checkmark # addressee DHTE Date widashes &, Phone
5 DDE Clause NAF Change Tools  Adtions
Fillin pes End of rowser degrs case Date spelled - -
o
- - Clause Insertion (EZ) =
] = e e R R
[
; Browse Cancel
[ EXCEPTIONSY
B [=clause=]7
: ¥
END-OF-SCHEDULE B EXCEPTIONSY
tion Break (Next P
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Prelim/Commitment Toolbar/Ribbon Icons and Quick Key Alternatives

The table below describes each of the toolbar/ribbon icons that are located on the customized
Impact/SQL Prelim ribbon (in MS Office 2010 ®), as seen in the screen shot on the preceding page.
Some are common to those found when editing the Full Legal, Policies or Miscellaneous documents.
Quick key alternatives are also identified, if the user does not want to click on the icon with their mouse.
Hovering over the icons will result in “tool tips” being displayed. Note: depending on screen resolution,
some of the ribbon buttons will be grouped into sub-menus, as is seen with the Tools and Actions
buttons on the screen shot on the preceding page.

Button Tool Name Quick Keys
-.-'i_-/} CRTL+1 or F11 takes user to the next fill-in field in
- Next Fill-in
Mext the document, if there are any.
Fill in
EHE- ALT+F2 takes the user to the end of the
Go to End of Exceptions
Exceptions bookmarked section.
= ALT+F1 takes the user to the end of the
REQ Go to End of Requirements
Requirements bookmarked section.
FI_EE ALT+F3 takes the user to the end of the
Go to End of Restrictions
Restrictions bookmarked section.
= Go to End of Notes No Quick Key for this icon
HITE y '
=% CTRL-SHIFT+ will brin
= ’
DDE Insert Field up the DDE field selector (quick key will work in
v8.3 or later).
ﬂ“ﬁ CTRL+2 to bring up the floating title Clause
Clause Browser
Clause Insertion window
browser
CTRL+N brings up the NAF for selection of a
‘%E Open Name and Address File party whose information should be inserted into
NAF the document at the cursor’s location
CTRL+3 inserts information on the proposed
CPY Insert info on Insured A
A insured A (generally owner), found elsewhere in
(Owner)
the document bookmarked as “InsA”.
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Button Tool Name Quick Keys
':ET' CTRL-SHFT+3 inserts information on the
Insert info on Insured B proposed insured B (generally Lender 1), found
(Lender 1) elsewhere in the document bookmarked as
“InsB”.
CPY CTRL+4 inserts information on the proposed
- Insert info on Insured C
insured C (generally Lender 2), found elsewhere
(Lender 2)
in the document bookmarked as “InsC”.
EEE’ CTRL+5 inserts information on the fee type found
Copy Fee Type elsewhere in the document bookmarked as
“FeeType”. (generally Fee Simple or Leasehold).
EE’% CTRL-SHIFT+5 inserts information on the vesting

Copy Vesting

as found elsewhere in the document bookmarked

as “Vested”.

[+ Checked biox

Insert Checked Box

CTRL+7 inserts a checked box at the cursor’s

location.

[ ] checkbo

Insert Checkbox

CTRL-SHIFT+7 inserts an empty checkbox at the

cursor’s location.

W' Checkmark

Insert Checkmark

CTRL+8 inserts a checkmark at the cursor’s

location.
Degree Insert Degree symbol Hit the apostrophe key (")under the tilde ~
U Autotext Insert AutoText Enter autotext item name and hit F3, or accept
prompt with ENTER key
A sddressee Select Addressee CTRL-SHIFT+4 will bring up the Insert Addressee

tool.

Aa

Change
case

Change Case

SHIFT+F3 at end of highlighted text string, or
single unhighlighted word, will cycle through three
options: ALL CAPS, all lower case, Upper First
Letter Only (if more than one word highlighted).
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Button

Tool Name

Quick Keys

.Ejl Date to text

Date to Text

CTRL+0 will mimic icon.

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

EE;E Date w/dashes

Date w/ Dashes

CTRL-SHIFT+9 after mmddyy entry.

DATE

s Date spelled

Date Spelled

CTRL+9 after mmddyy or mmddyyyy entry.

% Dollar amount to text

Dollar Amount to Text

CTRL+6 after entering numbers (no commas).

Enter 7 or 10 digits then hit icon or CTRL-
SHIFT+1 (quick key will work in v8.3 or later) to

% Phone Format Phone Number
add parentheses and hyphen to format
number.
al! Switch bet Header/Foot
E witc etween Header/Footer .
24 " ... | No Quick Key shortcut.
Toggle editing and document body editing
headerffooter

Import Prelim

Enabled if configured for NextAce and file data is

available for import. No Quick Key shortcut.

Open Tools Menu

No Quick Key shortcut.

Toals Content of menu varies by Access Level.
=
“"QI‘J Print Document CTRL+P to print the document
Print
0=
- - : Email Document CTRL-SHIFT+M to email the document
mal
document
0 CTRL-SHIFT+A for info on Impact and the
Info
Info document
H Save Document CTRL+S to save the document changes
Save
document

.

Save and return
to Impact50L

Save and Return to Impact

No Quick Key shortcut.

Saves the document changes and closes the doc.
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Each of the tools on the Prelim toolbar/ribbon will be explained below.

%4

Next Fill-In s

The Next Fill-In tool will quickly move the cursor through the document stopping only on the places
where the typist must enter additional information that is not stored in the database. This is usually text
that is unique to the specific file.

When the user has finished providing all the information for the Fill-In, CLick the Next Fill-In tool icon
again, or press F11 (or CTRL+1), to move to the next fill-in field. When the user has reached the end of
the document, Impact/SQL will return the cursor to the top of the document and start the process again.

Mandatory Fill-In Fields

A document may have Fill-Ins that require the user to provide an answer before they can save or print the
document. These are called Mandatory Fill-Ins. They will appear in the document as the same blue
square brackets except they also include an asterisk, as in [* .

Warning 23

If the user tries to print or exit the document without providing
information for this field, Impact/SQL will display the warning f Ireresstlestone mandstoy Filtinieldintis document.
shown to the right.

CLick the Yes button to continue on with the requested command e [

(print, save, etc.).

CLick the No button to cancel the previous request that was made. Impact/SQL will relocate the cursor to
the Mandatory Fill-In where the missing information can be entered.

Phraseboxes

Phraseboxes are a special type of Fill-In field that may be used in documents. When F11 or CTRL+1
are used to move through the document and land on a [=phrasebox=] Fill-In, a window will pop up with a
list of options the user can choose from which will be inserted into the document at that location. It is then
up to the user to CLick on which item(s) they will be including with the document. After they have made
the desired selection(s), they should CLick the Insert button. The phrasebox will be replaced with the
items selected. If the user sees square boxes in front of the options they can pick as many options as
they would like to have appear in the document. If the user sees circles in front of the options, they will
only be able to choose one option.
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—
End of Exceptions Erit

The End of Exceptions icon, or ALT+F2, will take the user to the end of the Exceptions bookmarked
section of the prelim/commitment. At that point, additional clauses could be inserted and would be
properly numbered/itemized.

—

End of Requirements REG.

The End of Requirements icon, or ALT+F1, will take the user to the end of the Requirements
bookmarked section of the prelim/commitment. At that point, additional clauses could be inserted and
would be properly numbered/itemized.

—
RES

End of Restrictions
The End of Restrictions icon, or ALT+F3, will take the user to the end of the Restrictions bookmarked
section of the prelim/commitment. At that point, additional clauses could be inserted and would be
properly numbered/itemized.

—_
End of Notes HME

The End of Notes icon (there is not a Quick Key for this function) will take the user to the end of the
Notes bookmarked section of the prelim/commitment. At that point, additional clauses could be inserted
and would be properly numbered/itemized.

Please note: as the clauses inserted into each of the bookmarked sections mentioned above are tagged
with SEQ (sequential) field identifier...and each of those is consistent with the bookmarked section.
Therefore, copying clauses from one section to another can “break” the numbering scheme in a section.
To resolve such issues, after copying a clause from one section to another, right-click on the clause
number, in the new location, and select Toggle Field Codes from the pop-up menu, and replace the
designation (EXC or REQ, for example) with the correct one for the section copied into. ALT+F9 will
display the unique SEQ fields on each entry; repeating ALT+F9 will hide them again. In the sample
below, an Exception item is reflecting the SEQ EXC coding at the beginning of the item.

EXCEPTIONSY

o

l|§-SEQ- EXC-F MERGEFORMAT-£ —  Any-rights of the parties-ir
|, -whichnights- are not-disclosed-by-the public records.

" T

- The- Company-will- require. - for-review,-a-full-and-complete-co;

USA Digital Solutions, Inc. Title v10.5.431 Manual
03/04/16 Page 108 of 181



Insert DDE Field oot

The Insert DDE tool opens the Insert Field dialog box (shown below). Each tab (Title and Prelim) shows
a list of the available database fields that the user can insert into a document at the cursor’s location.

Position the cursor at the location in the document where a DDE
field’s information should be inserted.

CLick on the DDE toolbar icon to open the dialog box.

Select the appropriate tab and highlight the field to insert into the
document at the cursor’s location.

CLick the Insert button (or DOUBLE-CLICK on the field name).
CLicK the Cancel button to close the Insert Field window.

NOTE: This dialog box will remain on the screen until the user closes it
giving them the opportunity to insert several fields if necessary. If the
user wants to leave the Insert Field window open to insert fields in
different locations of the document, they must Cuick in the document to
change focus from the Insert Field window to the document window in
between inserting the separate fields.

The user can also use the Insert DDE dialog box to double-
check what information Impact/SQL has in the database for a

Insert Field

Title

Prelim

Bill to Cell Phone

Bill to Fax

Bill to Email

Bill to Ref Mo

Brief Legal
Buyer Mame And Title
Buyers Names

Buyer Motary

Buyer 1 MName

Buyer 1 Address1

Buyer 1 Address2

Buyer 1 Location

Buyer 1Home Phone
Buyer 1 Cell Phone
Buyer 1Fax

Buyer 1 Email

Buyer 1 Forward Address1
Buyer 1Forward Address2
Buyer 1 Forward Location
Buyer 1 Forward Fax
Buyer 2 Name

Buyer 2 Address1

Buyer 2 Address2

Buyer 2 Location

=

Morth Twenty-Fifth Ave. Ventures and Eill B. Ventura

Insert | Cancel

field. In the example Insert Field dialog box above, the Buyer Name and Title field is currently
highlighted. At the bottom of the dialog box North Twenty-Fifth Ave. Ventures and Bill B. Ventura is
listed in red. This is the value that the user will see in the document if they were to insert this particular
field. If the information is not correct, the user should return back to the Impact/SQL desktop to correct the
information in the file data — to make sure the file data is current. Changing a field’s content by typing

over it in a document will NOT change file data.
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s

Clause

Clause Browser tiows:

Title clauses are otherwise known as “The Code Book”. These are typically a paragraph in length but can
range from a sentence to pages. The clauses

. . Cl Inserti :
installed on the system are available to all staff. The |
Clause Insertion dialog box is shown here at the

g Browse |— g;z;:?‘m;m Insert Cancel |

right.

1. Position the cursor at the location where you want to insert a Title clause.
2. Cuick on the Clause Browser tool (or press CTRL-3).

3. Type the name of the clause in the Browser field. You can list as many clauses as you wish here
by separating them with a comma.

4. CuLicK the Insert button to place the clauses into the document.

The Browse button will expand the Clause Insertion | clausemsetion (=l
dialog box to include a list of the available clauses. If the
: " Insert Cancel |
user CLICKS on a clause name, they can see a preview e e
on the right side of the window. Clause Name MMMSEMWMSETEXTmaddmabmimﬁmht)
0s1099= - Any rights of the parties in possession of a portion of, or 2l of,
. . Al sald Land, which rights are not disdosed by the public records.
NOTE: the Title Clauses seen on the Clause Insertion -
The Company will require, for review, a full and complete copy of any
window of a particular site will be different than what is P e e e o e it o
displayed here ggg policy of title insurance without excepting this item from coverage.
’ AB The Company reserves the right to except additional items andfor make
:;a additional requirements after reviewing said documents.
DousLE-CLICK on any clause name to have Impact/SQL || »
insert the clause name in the Browser bar. Ard
ABa
. . . . b
Once all the desired clauses for insertion are listed at Egd
the top of the window, CLIcK the Insert button. Age
AS j

CLick the Cancel button to close the Clause Insertion
window without inserting any clauses.
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8
NAF -

The Name and Address File (NAF) is available to
be used within the prelim/commitment. The user
can insert the address and contact information into
a document without having to make the individual a
party to the file. Impact/SQL will open the Name
and Address File window shown here.

1. The user should position the cursor at the
location in the document where they want to
insert a name and address from the NAF.

2. Press CTRL-N (or CLick on the NAF tool).

3. Select the search criteria on the left side of
the Name and Address File window.

4. Highlight the selection that is to be used in

Name and Address File

[ New | 2o Print fl ¥3Use ] Use Special

Search Options
& Al " Real Estate Broker  { Miscellaneous
 Aiorneys

" Payoff Lenders

€ Tille Companies

 Lenders " Other

Search By

" Morigage Broker

Name:  [first] D: |

County: |

4 records found in 01061 secs

State: | |

Expand All ™

Details

D: 158
Date Entered:  10/14/2009 4:40 PM by DAD
Date Modified

Entity Type: [Other

Entity Name: [First American Flood Data Group

Contact Name:
Address #1: [100 E. Washington St
Address #2: [Sute 300

Name Address
100 E. Washington St.

B First American Flood Data ...
@ First Ever Savings & Loan
@ First Federal Bank

@ First Lending Corp.

100 Lending Way
2980 W. Executive Way
6895 N. 121st Ave.

City: [Phoenix
state: [AZ

Zip: [85001

County: [
Phone Number: [
CellNumber: [
FaxNomber [

Email: |

Comments:

Bank Name: |

Account Number: |

Routing Mumber.

the results window. Verify on the right it is the correct individual and/or company.

5. Cuick the Use button at the top of the window (or DouBLE-CLICK on the Company name in the

results window).

Impact/SQL will close the NAF window and insert the address information at the cursor’s location in the
document. It will appear in similar form to the sample shown below.

First American Flood Data Group
100 E. Washington 5t.

Suite 300

Phoenix, AZ 83001

NAF Use Special

The user also has the option to select which name and
address information, from the NAF, is placed into their
document. In those cases, replace Step 5 above with | *

the Use Special button.

The NAF Use Special window is shown here on the
right. CLICK on any of the three radio buttons, on the left
of the screen, to replace ALL of the NAF fields in the
document with the NAF entry selected, or use the
Short or Full addresses, as displayed. Or, the user
may check the specific items on the right side of the

NAF Use Special

(¢ Replace all {Private NAF xxx} fields in document

Bark of The North
Short  ( 3232E, 195th 5t
New York, NY 02587

Bank of The North
[~ Greg Utiey

2227, 195t St

New York, NY 02557

Full

Insert

—

Company [~ Bank of The North

Individual [~ Greg Utiey
Addresst [ 2222E. 195th 5t
Address2 [~

Location [ New York, NY 02597

County r

Phone I~ (212) 555-1000

Fax =

Ccell =

Email I™ qutley@bankofthenorth. com
Comment | Loan Officer

Bank =

Account [T

Routing [~

screen for inclusion at the cursor’s location in the document; any number may be selected at the same

time.

Optionally, the Document Administrator may have used additional NAF fields to customize documents.
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CPY
Insured A A

The Insured A icon, or CTRL+3, will copy data entered elsewhere in the prelim/commitment,
bookmarked as “InsA”, to the cursor's present location. Generally, this is information on the insured
owner.

CFY
Insured B B

The Insured B icon, or CTRL-SHIFT+3, will copy data entered elsewhere in the prelim/commitment,
bookmarked as “InsB”, to the cursor’'s present location. Generally, this is information on the insured first
lender.

CRY
Insured C C

The Insured C icon, or CTRL+4, will copy data entered elsewhere in the prelim/commitment,
bookmarked as “InsC”, to the cursor’s present location. Generally, this is information on the insured
second lender.

CPY
Fee Type FEE

The Fee Type icon, or CTRL+5, will copy data entered elsewhere in the prelim/commitment, bookmarked
as “FeeType”, to the cursor’s present location. “Fee Simple” and “Leasehold” are examples.

CFY
Vesting LEST

The Vesting icon, or CTRL-SHIFT+5, will copy data entered elsewhere in the prelim/commitment,
bookmarked as “Vested”, to the cursor’s present location.

Checked Box ¥ checked box

The Checked Box tool inserts the M symbol at the cursor's current location. There are numerous
documents that include the [O] Fill-In. This tool is very handy to indicate a chosen selection in those lists.
Alternatively, the user can press CTRL+7 to insert the checked box symbol.
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Checkbox [ checkbox

The Checkbox tool inserts a blank square box at the cursor’s current location. The user can use this tool
to replace a checked box that might have been inserted via the Checked Box tool if it was selected by
mistake or if the information in the document has changed. Alternatively, the user can press CTRL-
SHIFT+7 to insert the blank checkbox symbol.

CheCkmark " Checkmark

The Checkmark tool will insert the checkmark character, v, at the cursor’s current location. Alternatively,
the user can press CTRL+8 to insert the checkmark symbol.

Degree ° Degret

The Degree tool will insert the degree symbol °, at the cursor's current location in the document.
Impact/SQL has remapped the keyboard so pressing the * key (back apostrophe ~ and tilde ~) will also
insert the degree symbol.

Insert AutoText "¢ Autsted

The AutoText tool will insert an AutoText entry into the document at the cursor’s current location.
AutoText are snippets of text that are stored in the user's MS Word ® profile (their Normal.dot file). The
options that a user may have available to them may not be the same options that their co-workers have
unless the organization is using the global AutoText feature of Impact/SQL. There is a more detailed
discussion about using a Company-wide AutoText solution later in this chapter.

1. Place the cursor at the location in the document where an AutoText entry should be used.

2. Type the name of the AutoText entry and then press F3 if MS Word
doesn’t prompt to include the phrase as shown to the right.

c

This is a sample autotext entr...

Impact/SQL will replace the AutoText name with the contents of the entry. = MIR e

- .
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Addressee e

The Addressee tool, or CTRL-SHIFT+4, pulls up the Insert [istadrese

Addressee dialog box. This dialog box displays all the parties | 2] s e |aed e agens | atomers | gther | Buver paroffs | seler peyofs |

Use | Group Name

to the selected file that were entered in the Initial Questions, |[— el Fargo Bk, 1A

J ~ [Bank of America, NA

Parties screens. Each tab at the top of the screen represents = el L

the party types. Each will list parties of that type that can be
selected for use in the document.

IMPORTANT NOTE: Each party that the user checks in the
Use column will have a copy of the document produced for it.
In other words, if the user checks three parties, then
Impact/SQL will copy the document three times creating a
document for each party. The result is a document three
times as long in Impact, which is really three separate

documents, when all is said and done. FOR THIS REASON,
IT IS RECOMMENDED THAT MULTIPLE PARTIES NOT BE

™ Do natindude Address Information cancel

SELECTED, UNGROUPED, FOR USE IN A PRELIM/COMMITMENT.

Grouping Addressees Together

The user can group two or more parties together on the same document by assigning them the same 3-
digit number from the drop-down menu in the Group column. The user can mix and match between
individual parties and groups of parties in the same document. The user cannot, however, group parties
on separate tabs. In other words, all members of a group must appear on the same tab.

Aa

Change

Change Case :=::

The Change Case tool, or SHIFT+F3, will rotate through making the selected text all lowercase letters,
title case letters (first cap), or all uppercase letters.

1. Select the text to modify by blocking it.

2. Cuick the Change Letter Case tool (or press SHIFT-F3) to move through each option until the
form desired is presented.

The Change Case tool is not a substitute for text that needs to always be presented in UPPERCASE.
The Change Case tool applies the All Caps attribute to the selected text which is just like applying Bold
or ltalics. If the text is subsequently imported into another document that applies its own formatting, the
text will return back to the original way it was entered from the keyboard. Use the CAPS LOCK key to
make sure text that needs to be typed in UPPERCASE remains in UPPERCASE.

Date to Text & Daetotet

The Date to Text tool, or CTRL+0, converts a numeric date into a long date format. For example,
07182013 is converted to read 18" day of July, 2013. Note that the date is entered in “mmddyyyy” or
“‘mmddyy” format, without dashes or slashes. The cursor must be located at the end of the date entry that
is to be converted before CLICKING on the Date to Text tool (or pressing CTRL-0). The DocGroup at USA
Digital Solutions, or another Doc Admin, will recommend when this type of date format should be used by
creating a Fill-In field that says [Date then press CTRL-0]
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[IRTE
Date w/ Dashes ™"

The Date w/ Dashes tool, or CTRL-SHIFT+9, will convert a numeric date entry into a date with dashes
entry. For example, 071813 is converted to 07-18-13. The date should be entered in “mmddyy” or
“‘mmddyyyy” format. The cursor must be located at the end of the date entry to be converted before the
tool is clicked on, or CTRL-SHIF+9 is used.

Date Sgelled Qﬁ&EDatespelled

The Date Spelled Out tool, or CTRL+9, converts the numeric date (entered in the form “mmddyyyy” or
‘mmddyy”) into the standard date format. For example, 07182013 is converted to read July 18, 2013. The
cursor must be located at the end of the date to be converted before clicking on the Date Spelled tool (or
press CTRL+9).

Dollar Amount to Text 3 bollar amount to tet

The Dollar Amount to Text tool, or CTRL+6, converts the numeric dollar amount into the cardinal
representation. The dollar amount should be entered without commas, but with the decimal point before
the pennies figures. For example, 93379.28 is converted to read Ninety-Three Thousand Three Hundred
Seventy-Nine Dollars And 28/100. The cursor must be located at the end of the dollar amount to be
converted before clicking on the $ Dollar amount to text tool (or press CTRL+6).

Phone % Phone

The Phone tool converts a 7-digit or 10-digit phone number into the standard telephone format. For
example, 6028668199 is converted to read (602) 866-8199. The cursor must be located at the end of the
phone number to be converted before clicking on the Phone tool.

)

Toggle Headers and Footers ot

The Toggle Headers and Footers tool will open the Header & Footer toolbar and place the cursor into
the first header of the document. The user can then make any changes they need to the header and
footer text using MS Word’s tools. They should click the %" Close Header and Footer tool, on the
Header & Footer toolbar, when are ready to return to the main document text.

NOTE: The user can also switch back and forth between the header and footer text and the main document by DousLE-
CLICKING in either area.

Import Prelim

If the system is configured with the NextAce integration and data is available to be imported for the
prelim, this button will be enabled (colored) and can be used to bring in the NextAce-provided information.
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Tools

Tools -

The Tools tool displays a drop-down menu when the user clicks on this option. The
menu is a collection of options that are useful to the user’s overall Impact/SQL
document editing experience. The Tools drop-down menu that regular users see is
shown here on the right. Each option will be discussed below. (The menu contains
more entries for Doc Admin users).

User Preferences

Standard Tools
User Preferences
AutoText Load and Save
AutoCarrect Load and Save
AutoCorrect Options
Unlink all fields

Remove fill-In fields

Print with remaining fill-in fields

The User Preferences window gives the user the opportunity to set up options on how Impact/SQL will
behave. The User Preferences dialog box is shown on the left.

s

Set these preferences to how you
want Ms\Word to appear after you
open an Impact document.

-
User Preferences

View

" Mormal * Page

Zoom %o 100

[V Insert DDE Fields as Bold
IV Insert DOE is bright red
¥ Return to Impact after Printing

v Display the Print Dialog Box
when AutoPrinting from Impact

Title Dept
¥

Save & Return |

Cancel |

The View radio buttons allow the user to select if they wish to open their
documents in MS Word’s Normal view or in MS Word’s Page view. The Normal
view will be straight text with no margins or page breaks shown. The Page view
shows how each page of the document will be shown on the printed page.

The Zoom % option allows the user to set the magnification of their document
once it is opened in Microsoft Word. For most users a 120% to 144% setting will
show them the entire document from the left to right margin on the screen.

The Insert DDE Fields as Bold and the Insert DDE is bright red checkboxes
determine how fields inserted into the document by the user will be displayed.
These two options affect only the DDE fields that the user inserts into the
document using the Insert DDE field tool. They do not change how the Document
Administrator chose to represent the fields entered in the master document.

The Return to Impact after Printing checkbox will automatically close every

document after the user CLICKS the Print tool on Impact/SQL'’s toolbar.

The Display the Print Dialog Box when AutoPrinting from Impact will open up MS Word’s print dialog
box when the user CLICKS the Print tool.

When the user is finished defining how they would like to work with Impact/SQL and MS Word
documents, they should CLick the Save & Return button to close the dialog box and return to their

current document.

NOTE: Cuck the Cancel button to return to the current document without making any changes to User preferences.
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AutoText Load and Save

. . You currently have 3 AutoText entries ==
The AutoText Load and Save dialog box can be used to import the ’
. . . s Load AutoText entries from an MsWord document
Company-wide AutoText entries into a user’s personal AutoText or t0 | son
save a copy of what a user currently has for AutoText entries outside ;[H )

of Im paCt/ SQ L. I Delete all your existing AutaText entries before loading the entries from the fle

The AutoText Load and Save dialog box is shown to the right. The
top portion deals with importing AutoText entries into a user’s

AutoText. The bottom portion deals with making a backup of @ user's | | Seratver et Auatecatnes onan tation document
AutoText entries so they can retrieve them if they are lost in MS | tester wairaconee
Worde. s |

Users have two options for loading AutoText entries. The first radio

button, Load from: (personal) MyAutoText.doc, will only be available if the user has previously used
the Store option on the bottom of the screen. The Load option will restore the user's AutoText entries
from whatever is currently saved in their MyAutoText.doc file. The AutoText Load and Save dialog box
will indicate the date the MyAutoText.doc was created, if one exists. Anything that was saved to the
user’'s AutoText after that date will be lost if there is a need to replace a user’'s corrupted Normal.dot
(which is where a user's MS Word® AutoText entries are stored).

The second radio button is the Load from: (all users) option and will only be available if the company
has a global AutoText document set up. Impact/SQL will display the path to the location of the global
AutoText document used by your company after the (all users) label (blanked out in the screen shot
above).

The Delete all your existing AutoText entries before loading the entries |AutoTet £
from the file checkbox will clear out the user’s existing AutoText entries, from ) Ter s ot
their Normal.dot, before reloading with the entries from the option selected. @ reoceer '

The user should click the Load button once they have made their choices.
Impact/SQL will process either file option and display the entry count for the
user. Click the Yes button to proceed with the import.

Click the No button to cancel the operation and return back to the AutoText Load and Store window.
From there the user can click the Cancel button to return back to the current document without making
any changes to AutoText.

The Store button will create a Non-Impact/SQL MS Word® document in the user’s personal Impact folder
called MyAutoText.doc. This document contains a table with a row for each entry in the user’'s AutoText.
This is a great backup tool for users if they rely on AutoText. Frequently DSI receives calls from users
who have lost all their AutoText entries for one reason or another. If users back up their AutoText using
the Store feature, we can easily assist in getting it back for them by guiding them to use the Load
feature.

It is highly recommended that all users use the Store feature if they use AutoText.

It is a good idea to repeat the Store procedure after modifying AutoText entries. DSI suggests users
make storing their AutoText entries a habit that goes along with a significant day like every payday or at
the first of every month.
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AutoCorrect Load and Save

You currently have 925 AutoCorrect entries ==

The AutoCorrect Load and Save dialog box is shown to the right. It o Ao e ————
behaves exactly like the AutoText Load and Save option discussed | == I AonText
above, but works with the users MS Worde AutoCorrect entries, if || «

any. In this screenshot the reader can see how the dialog box appears || T wem e s mie o ey i
if there isn't a personal MyAutoCorrect.doc or a company-wide

AutoCorrect option in place. The two radio buttons are grayed out,

Store all your existing AutoCorrect entries on an MsWord document

indicating there is nothing the user can load. If the user clicks on the N S
Store button, the Load From: (Personal) MyAutoCorrect.doc option —
will then be available for a future re-load (if lost from the user’s o

Normal.dot file).

AutoCorrect Options

utoCorrect: English (U.S, T . . .
S ““== The MS Word AutoCorrect function is accessed through this menu
] Correct Tito it Chcital =wws. || €ntry. Historically (MS Word 2003 and earlier) this option has been
| Capitalize first letter of sentences . . . .
i available to users on the routine Word menus, but with version 2010 of
oot amstmehomyeaf s 0Ky MS Word, it was made inaccessible when within an Impact/SQL
] eplace text s you ype document, so this function has been put on the Tools menu.
Replace: Wiith: Plain text Formatted text
|
N -
(&) 3
7] ®
{tm) o
| Automatically use suggestions from the spelling checker
[ conca ]
Unlink All fields

The Unlink All Fields tool will disconnect the current document on the screen from the database and
change all the DDE fields to regular text. None of the information that has been brought into the
document will change from this point forward if the user chooses this option and then changes data in the
file. The document will be a snapshot of your database | unlinkFields 5=
information at the point in time the user chose this option.

[0} Are you sure you want to Unlink all Fields in this document?

1. Cuick on the Tools tool on the Impact/SQL ribbon.

2. Cuick on the Unlink all fields option on the pull-down Yes no |
menu.

3. Impact/SQL displays the dialog box shown here at the right. CLICK on the Yes button to unlink all
fields from the database.

4. Cuick on the No button to return to the document without unlinking the fields.

Once the fields have been unlinked from the database, Impact/SQL will also remove all the red font color
from the document since it indicates database fields and those are no longer linked.

Once the document has been saved, there is no backing out of this change. If this was done in error, the
user will have to delete the document and recreate it in order to get the database fields back as DDE
fields.
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Remove Fill-In Fields

The Remove Fill-In Fields option will immediately remove all the square brackets in the document.
Impact/SQL does not ask the user to confirm the action so the user must make sure they want to take this
action before selecting the option.

This option will remove only the square brackets that create the Fill-In fields. Any non-breaking spaces or
prompt text will remain in the document.

NOTE: The user can use CTRL-Z to undo this action but will have to press CTRL-Z twice—once for the left square
bracket and once for the right square bracket.
Print with remaining fill-in fields

When a user chooses the Print tool from the Impact/SQL ribbon, any remaining Fill-In fields will have the
square brackets hidden so they do not show up on the printed page. Selecting the Print With Remaining
Fill-In Fields option from the Tools sub-menu will leave the square brackets visible on the printed page.

USA Digital Solutions, Inc. Title v10.5.431 Manual
03/04/16 Page 119 of 181



H‘:;rj

Print Fint

The Print tool, in the prelim/commitment only, will open a window like that shown | erint.. ==
here asking what the user wishes to print. The options are the Prelim and
Distribution Letters, the Distribution Letters, the Distribution Labels or

Distribution Letters

Cancel. There is a system setup option that provides for the preparation of
Distribution letters with the prelim/commitment. When enabled, this behavior will E——
be seen. Canc |

Once the desired print function is selected, the typical MS Windows® Print dialog box will present on the
screen. The users should select the options they typically would do just as with any other MS Windows®
application. Click the OK button to send the document(s) to the specified printer. The user’s designated
Document printer will default as the selected printer on the Print dialog box.

Email

Email Document

The Email tool on the Impact/SQL ribbon opens the Email Options window shown here. The top of the
window displays information about the current Escrow File #.

The table portion of the window will list all the Parties | emilosts

listed under Initial Questions. Eovvon Ol 25 CoriaDutt

Branch: 598 - Training Branch

CLicK in the To column to have the party be listed in the |t !

I To [ cC Part: Role

. . . . ly Name Email
main To: field of the email message prepared with the | NN N e
r Lender-1 Shelly Jones
document as an attachment.

Listing Agent-1 Reatty Consutarts Office
Marketing Rep & House Account none@xyz.com
Marksting Rep #... Wiliam Douglas bil@digisolaz.com

Seling Agent-1 Office@Reattyconsul.com

CLick in the CC column to have the party be listed in the
CC: field of your email message prepared with the
document as an attachment.

Thle Agert-1 Lars Tileman Henry westriok @digisolaz com

o aaaiaa
miiniinlinliniiniin

Thle Officer-1 Lars Tileman Henry Ihenry @digisolaz.com

Depending upon the company’s Impact/SQL configuration, | rssemen o

" Default Password: [test

the user may have the option to send the document as a & por

PDF or as an MS Word® document. MS Worde Gancel

documents also have the ability to set a password on the document so it can’t be edited unless the
correct password is given. If the user does not see the Attachment Options area at the bottom of the
Email Options window, their company has determined which type of attachment will be created by
everyone.

NOTE: Do not forget the password that was used to protect the document if it is changed from the Company’s default. No
one will be able to unlock the document without it.

The user should CLick on the OK button once all choices have been made and they are ready to send the
email, with the document as an attachment.

MS Outlook® will open the usual email message window. The To: and CC: fields will be populated with
the choices made, by the user, in Impact/SQL. The document will appear as an attachment. The user can
type in the body of the email message and CLick the Send button when they are ready to send the email.
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Information "™

The Information tool displays the dialog box shown to the right. The user [ =
can see which version of Impact/SQL they are using if they are not certain. T
The other tabs contain useful information when troubleshooting any USA

DIGITAL

difficulties users might be having with their documents. USA DSI’s support =
staff may guide users to this area in order to help solve any problems.

CLicK the Close icon to close the Information box and return to the
current document.

I

Save Document nen

This is one of the more important tools on the Impact/SQL toolbar. CLICK this button frequently to have
Impact/SQL save your document (or press CTRL-S). You will remain in the document so you can
continue working.

A good rule of thumb is to save the document as often as you want to retype. That means if you are
willing to retype four hours of work, save your document every four hours. The DSI DocGroup
recommends you save your document frequently and definitely before switching to another task such as
answering the phone or replying to email messages. Computers are fickle and can behave unexpectedly.

Save and return

Save and Return to Impact/SQL tompasa

Save and Return to Impact/SQL will close the document and return the user to the Prelim/Commitment

screen. The user can perform additional functions on that screen, or [=x=) Close the screen and return
to the Impact/SQL Title desktop.

Release Prelim/Commitment to Escrow (or Title if DO)

The Release Prelim/Commitment to Escrow menu entry, on the Edit Menu, will present a screen very
much like the Prelim/Commitment screen discussed above, but without the edit and delete options.

The Select Prelim/Commitment |sSseePrim/CommimenttoRelease ==
to Release screen will list all of | et &nmiideded Bhihideced —

the properties on the file and Tile Offesr. Evrom Ofiosr, (M o sk

indicates the datesftime of the | ™ = _

creation and updating of the | FIEEETEEE T

related prelim/commitments. The

£J Release icon, to the right of each listing is used to release the item to Escrow (or Title if a Direct
Order). The date/time of release will then be recorded in that column, and the icon will be removed.
There is a system option that, when set, will have the Title user prompted after editing a
prelim/commitment as to whether it should be released. The screen shown here is used to manage the
release manually. Another configurable option is to have Escrow notified by email upon a release. An
additional option can be set to require Title to re-release the prelim/commitment if it has been amended.
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Create Policy

The Create Policy menu entry, on the Edit menu, is used to create the policy(ies) on a file. The
information entered into the prelim/commitment document(s) is pulled, as needed, into the policy(ies).

The Create Policy screen, below, reflects the Property involved under the basic file information
presented at the top of the screen. Should the file be a Commercial file, with multiple properties, the
dropdown arrow should be used to select the correct property to work up policies on.

Create Policy

L& New Policy 5 Edit Policies Print Selected 25

Emnail Selected Publish Selected

(B8

Escrow Fle #: SLCOM1 / SLCOMT
Title Officer:

Branch: 001 - USA Digital Selutions, Inc. Main Office @25th A..
Escrow Officer:  5L1 - Sheni Lamb-001-EQ

Property: |1D835 N. 25th. Ave., Phoenix, A7 85029

=

7| Status Policy Description

ALTA Extended Loan Policy (6-17-06)
r ALTA Loan Palicy (6-17-06)

Policy Number

l_—__ll

30,000,000.00 |/
12,650,900.00 |~

The Policy Description and Amount fields will be filled with the information from the prelim/commitment
prepared earlier for the property identified. In the state shown above, no policies have been established
for the property, so the Status and Policy Number fields are empty, and the checkboxes in front of each
entry are not able to be checked, and the functions across the top of the screen are disabled.

The first step in policy creation, using one of the listed entries, is to click on the & Edit icon to the right of
the entry to be worked. If the policy to be worked up is NOT one of those listed, the L== New Policy icon,

at the top left of the screen, can be used to bring up a blank Policy Entry screen.

the first entry on the listing above was selected with the # Edit icon.

The policy Type field is pre-filled, but can be
edited if incorrect. The dropdown arrow will
present the full policy menu for the
underwriter involved.

The Policy No (number) field, depending on
configuration, will either be open for the user
to enter a number from another source, or
will be disabled (as shown), and will auto-fill
upon clicking the OK button. Every policy
number must be unique.

The Pro Forma Version checkbox should
be checked if the user is preparing a Pro
Forma policy. When converting an existing
Pro Forma policy, the checkbox would be
subsequently unchecked.

In the sample below,

Policy Entry

==

Escrow File # SLCOM1/ SLCOM1
Escrow Officer- 501 - Sheri Lamb-001-EQ

Branch: 001 - USA Digial Solutions, Inc. Main Office @25th Ave
Underwriter- 1 - Fidslity National Tile Insurance Company

Date: ﬂ

- (AL TA Owners Policy (6-17-06) hd Fee Mo

Policy No: | Policy Mumber will be generated upon dlicking OK Pro Forma Version: [~ Premium:

Amount:

Time: |

Approved Date:

Loan No: [67234

Loan Delivery Date: =

Endorsements on File

Examiner Initials:

Typist Initals:

57.101.756.00
10/23/2013 ﬁ
w Joe Westrick

s Add Endorsement

Delete Selected

-

Description Premium

No records found.

The Date field should be filled with the effective date of the policy (usually the recording date on the

transaction). This is a required field.

The Time field is used for the effective time of the policy.

pre-filled with a default entry.

The Loan No (number) field can be used to enter the lender’s loan number, if applicable.

It may be left empty, be manually filled or be

USA Digital Solutions, Inc.
03/04/16

Title v10.5.431 Manual

Page

122 of 181




The Loan Delivery Date is entered into the field of that name, if applicable.
The Fee No (number) field can be used for the County Recorder's document number.

The Premium field is used to enter the premium on the policy. This figure does not flow from Escrow’s
title charges, it must be entered by the user. The amount is used on the Underwriter Submission report
and appears on the policy.

The Amount field is used to reflect the liability amount of the policy. If the policy data was initiated from
prelim/commitment data entered earlier the field will be pre-filled. The amount is used on the Underwriter
Submission report and appears on the policy.

The Approved Date field is typically defaulted to the current date by a system setup option. The date
indicates that the policy information is full and complete, and that the entry should appear on an
Underwriter Submission report encompassing that date. If left blank, the policy will be reflected on the
Policy Exception report as an incomplete policy.

The Examiners Initials are typically pre-filled from the data on the Prelim/Commitment Entry screen.
They can be modified if they are not correct, or have not been entered.

The Typist Initials are typically pre-filled from the data on the Prelim/Commitment Entry screen. They
can be modified if they are not correct, or have not been entered.

Endorsements on File

The Endorsements on File section of the screen will typically present and is used to add endorsements
to the policy and when added here they will appear on the Underwriter Submission Report. A system
setup option can be set to hide this screen and its functionality (not recommended).

The user should click on the L& Add Endorsement icon to add an endorsement to the file. The
Endorsement Details window will pop up (shown here) and the user should select the endorsement to
be added from the dropdown listing of endorsements for the underwriter of the policy.

The premium for the endorsement should be
entered in the Premium field.

The Add Another button, on the Endorsement Endorsement:

[ Endorsement Details @
=l

Details screen can be used to add another Premium: 1-06 Street Assessments
endorsement without leaving the window. FEMIUM: 1206 Truth in Lending
306 Foning Unimproved Land
Once the OK button is clicked on the 3.1-06 Zoning Completed Structure
Endorsement Details screen the user will be —E'dd Another |4.06 Condominium
) 4106 Condominium
returned to the Policy Entry screen and the mone o prrem

endorsements selected and priced will appear on the listing. From there, the # Edit icon can be used to

alter a specific entry, or the # Delete Selected function can be used, in conjunction with the checkbox in
front of the entry(ies) to remove an entry altogether.

Endorsements an File

| &a Add Endorsement A Delete Selected
[ Description Premium
B 406 Condomiiom %0/
v | 506 Planned Unit Development 50.00 | &
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At this point, the Policy Entry screen is complete and the user would click on OK to return to the Create
Policy screen. The screen shot below reflects this state, with Pending in the Status column, and a
Policy Number and effective Date identified. The same modification cycle should be repeated for all

policies on the list (unless they are to be deleted), before the & Edit Policies icon is clicked at the top of
the screen. Once the Z Edit Policies icon is clicked, any policies with a blank Status will be deleted.

Create Policy @
|k New Policy [ Edit Policies | % Print Selected /5] Email Selected Publish Selected
Escrow File #:  S5LCOM1 / SLCOM1 Branch: 001 - U5SA Digital Solutions, Inc. Main Office @25%h A...
Title Officer: Escrow Officer:  5L1 - Sheni Lamb-001-EQ
Property: [10835 N. 25th. Ave., Phoerix, AZ 85029 |
7| Status Policy Description Pollcy Number
(Ml Pending  ALTAOwner’s Poiicy (6-17-06) FX20-IMP-27306- _ 12/15/2012 57,101.756.00| 7 |~ |
I | Pending ALTA Extended Loan Policy (6-17-06) | AZ-FX20HMP-27307-.. 12/15/2012 30,000,000.00 | & | %
I | Pending ALTA Loan Policy (6-17-06) AZ-FX20-IMP-27307-... 121572012 12,650,900.00 | /| K

Once all policies which are to be created have a Pending Status, the user would then click on the & Edit
Policies icon, at the top of the screen to begin the MS Word® policy editing process. The system will
create all of the policies requested and then prompt the user to select which policy should be worked on
first. As indicated on the Activate a Policy screen (sample below) it can be brought up with CTRL+W,

providing the mechanism to move from one policy to the next. It can also be brought up with the o
Activate Policy icon, in the toolbar/ribbon. When the listing is presented, the user can highlight the
policy to be worked on and click on the OK button, or simply hit the order number (1, 2 or 3 in the sample
below) of the policy, to open the policy.

Activate a Policy @
Policy Number Description ProForma  Amount
#AZFX20-IMP-27306-1-13-5LCOM1 ALTA Owner's Policy (6-17-06) §57,101,756
#AZFX20-IMP-27307-1-13-5LCOM1 ALTA Extended Loan Policy (6-17-06) £30,000,000

F#AZFX20-IMP-27307-2-13-5LCOM1 ALTA Loan Policy (6-17-06)

ctrl-W brings up this form Cancel
{you can also select by pressing £1 thru %3)

Depending on the policy selected, various DDE fields in the document (usually displayed as red text) will
be filled with data from the file. The legal description, various logos and scanned signatures may be
preloaded into the document. The listing of Exceptions included in the prelim/commitment will be pulled
into the policy, as will the map if the policy master is set up to receive it. The top of a policy is shown
below, along with the Office 2010 Impact toolbar/ribbon.

@ H9-0 @ = SLCOML-€1365026-1741-465-0465-f5a62354b48.PL1 - Microsoft Word = B =
B eocsou | Home  wset  Pageloyout  Refeiences  Maiings  Revew  View )
",«} 5% nd of Exceptions [ Iﬁi‘. | Sisures Y encorsement [ checkoox 5 autotext oastetotet  $ Dollaramount totext
Sl U oy ot pestrictions T = Y Feetype EDate  checkmark [ addressee WIE Dte wdsshes R, Prone
Nert Acwate DoE clawse  naF change Tools | Actions
Fillin  Poliey browser Y Exception [ checkedbox  + degree case WE Date spelied - >
Navigation Insert into Document Formatiing

)
'Fldeht}"Natinnal'Tllle'[nsurance'(‘nmpanﬁ[

POLICY NO.:~AZ-FX20-IMP-27306-1-13-SLCOM1Y

OWNER'’S POLICY -OF TITLE INSURANCEY|

Issued-y§

| ——Y =

Fidelity-National Title-Insurance-Company{

Ay noti i 1y i in"writing requi given'the-Company-under- this Policy must be
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Policy Toolbar/Ribbon Icons and Quick Key Alternatives

Many of the icons on the Policy Impact/SQL toolbar/ribbon are common to those on the Prelim

toolbar/ribbon.

toolbar will be explained in the following discussion.

Each will be detailed in the table below, but only those that are unique to the Policy

Button Tool Name Quick Keys
-*_} CTRL+1 or F11 takes user to the next fill-in field in
- Next Fill-in
Mext the document, if there are any.
Fill in
Activate Activate Policy CTRL+W will open the Activate a Policy screen.
Palicy
EHI:- ALT+F2 takes the user to the end of the
Go to End of Exceptions
Exceptions bookmarked section.
FI_EE ALT+F3 takes the user to the end of the
Go to End of Restrictions
Restrictions bookmarked section.
[ CTRL-SHIFT+I will brin
= ¥
DDE Insert Field up the DDE field selector (quick key will work in
v8.3 or later).
,ﬂ]]ﬁ CTRL+2 to bring up the floating title Clause
Clause Browser
Clause Insertion window
browser

=)
[l I

Open Name and Address File

CTRL+N brings up the NAF for selection of a

party whose information should be inserted into

Copy Fee Type

MAF the document at the cursor’s location
CTRL+3 inserts information on the insured

CPY Insert info on Insured

THS Party, found elsewhere in the document,
bookmarked as “Insured”.

EEE’ CTRL+5 inserts information on the fee type found

elsewhere in the document bookmarked as

“FeeType”. (generally Fee Simple or Leasehold).

Ly Exception

Insert Exceptions

CTRL+4 will pull up the Exception Insertion tool.
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Button

Tool Name

Quick Keys

B Endorsement

Insert Endorsement

CTRL-SHIFT+2 will open the Endorsement
Insertion tool. Endorsement(s) will be added

at the end of the document.

[+ Checked box

Insert Checked Box

CTRL+7 inserts a checked box at the cursor

location.

|:| Checkbox

Insert Checkbox

CTRL-SHIFT+7 inserts an empty checkbox at the

cursor location.

" Checkmark

Insert Checkmark

CTRL+8 inserts a checkmark at the cursor

location.
Degree Insert Degree symbol Hit the apostrophe key (“)under the tilde ~
¢ Autotext Insert AutoText Enter autotext item name and hit F3, or accept
prompt with ENTER key
) sddressee Select Addressee CTRL-SHIFT+4 will bring up the Insert Addressee

tool.

Aa

Change
case

Change Case

SHIFT+F3 at end of highlighted text string, or
single unhighlighted word, will cycle through three
options: ALL CAPS, all lower case, Upper First
Letter Only (if more than one word highlighted).

ﬁ Date to text

Date to Text

CTRL+0 will mimic icon.

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

EEEE Date w/dashes

Date w/ Dashes

CTRL-SHIFT+9 after mmddyy entry.

Q,E'ETLE Date spelled

Date Spelled

CTRL+9 after mmddyy or mmddyyyy entry.

% Dollar amount to text

Dollar Amount to Text

CTRL+6 after entering numbers (no commas).
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Button Tool Name Quick Keys
Enter 7 or 10 digits then hit icon or CTRL-

% Phone SHIFT+1 (quick key will work in v8.3 or later) to

Format Phone Number
add parentheses and hyphen to format
number.
b Switch bet Header/Foot
= WI y etween mieader o-o- er No Quick Key shortcut.
Toggle editing and document body editing
headerfooter

Import Policy

Enabled if configured for NextAce and file data is

available for import. No Quick Key shortcut.

Open Tools Menu

No Quick Key shortcut.

Tools Content of menu varies by Access Level.
=
H'gld Print Document CTRL+P to print the document
Print
0=
: - | Email Document CTRL-SHIFT+M to email the document
mal
document
o Info No Quick Key shortcut.
Info
H Save Document CTRL+S to save the document changes
Save
document

4y

Save and return
to Impact50L

Save and Return to Impact

No Quick Key shortcut.

Saves the document changes and closes the doc.

Each of the five (5) unique tools on the Policy toolbar/ribbon will be explained in the following pages.
Those that are common to the Prelim toolbar/ribbon will not be re-explained — the reader is referred back
to that section for the explanation of the common tools. The reader is also referred back to the Editing
the Prelim/Commitment in MS Word® section for general comments on editing documents in MS

Word® in Impact.
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B

Activate

Activate Policy =i
B

The Activate a Policy screen is brought up with the 5" Activate Policy icon or CTRL+W. All policies
for a file are opened up when the user clicks on Edit Policies on the Create Policies screen. This

screen is used to move from one to another (when there is more than one loaded).

Activate a Policy @
Policy Mumber Description ProForma  Amount
FAZFX20-IMP-27306-1-13-5LCOM 1 ALTA Owner's Policy (6-17-06) 557,101,756
FAZ-FX20-IMP-27307-1-13-5LCOM1 ALTA Extended Loan Policy (5-17-08) $30,000,000
#AZFX20-IMP-27307-2-13-5LCOM1 ALTA Loan Palicy (6-17-06) $12,650,900

ctrl-w brings up this form Cancel
{you can also select by pressing %1 thru #3)

The screen is used to move from one policy to the other, for editing purposes. The user can highlight an
entry and click on OK to go to that policy, or may enter a number representing the policy in the listing, or
may simply double-click on the policy to edit.

Py
Copy Insured IH=

Py
The THF Copy Insured icon, or CTRL+3, will copy data entered elsewhere in the policy, bookmarked as
“Insured”, to the cursor’s present location.

Insert Exceptions =JEeption

The =JEeeption |nsert Exceptions icon, or CTRL+4, will bring up the Insert Exception(s) tool, shown
here. The tool identifies the number of exceptions in the prelim/commitment,

and the user should identify the item number(s) of the exception(s) that they |insert Exception(s) ==
wish to pull into the policy at the cursor’s location. BT
I+

There is 1 exception.

If the user needs to look at the prelim/commitment, they can click on the Open
Prelim/Commitment as XXX.doc button, at the bottom of the tool’s screen,
and a copy of it will open, in MS Word, with XXX.doc as the temporary file’s msere_| cancel |
name.

Open Prelim/Committment as XXX.doc |

Once the user has entered the item number(s) of the exception(s) to be
inserted, they would click on Insert to continue. Cancel should be clicked if none are to be inserted.
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EHO-
Insert Endorsement ot Endorsement

Important Note: Typically, the endorsements for a policy are identified on the Policy Entry screen,
before the user clicks on the Edit Policies button on the Create Policy screen. Added in that manner,
the endorsements will automatically be added to the end of the policy document when opened. In
addition, endorsements entered in that manner will appear on the Submission Report.
added through the Insert Endorsement tool will not appear on the Policy Entry screen, after being added,

and will not appear on the Submission Report.

Endorsements

The it Endorsement |nsert Endorsement icon, or CTRL-SHIFT+2, will bring up the Insert Endorsement
tool. It will identify the name of the underwriter on the policy at the top of its window.

The user can scroll through the listing of endorsements to locate
those that are to be inserted, double-clicking on each to select
them (the file names of the selections will be placed in the field
at the top of the window); or, they can enter the first number or
letter of the entry they wish, if they know it, repeatedly if need
be, to move through the listing quickly, and double-clicking on
items to be added.

Once the endorsement(s) desired are identified, the user will
click on Insert to have the selected endorsement(s) added to
the end of the policy document. Cancel should be clicked to
exit the tool without adding an endorsement.

Import Policy

Fidelity National Title Insurance Company

==

454 endorsements

Insert |

Cancel |

(Double Click below to add to insertion list)

ALTA 2006 ENDORSEMENTS

1-06 Street Assessments

2-06 Truth in Lending

3-06 Zoning Unimproved Land

3.1-06 Zoning Completed Structure

4-06 Condominium

4,1-06 Condominium

5-06 Planned Unit Development

5.1-06 Planned Unit Development

6-06 Variable Rate

6.2-06 Variable Rate Negative Amortization
7-06 Manufactured Housing Unit

7.1-06 Manufactured Housing Conversion
7.2-06 Manufactured Housing Conversion
8,1-06 Environmental Protection Lien
8,2-06 Commerdial Environmental Lien
9-06 Restrictions, Encroachments, Minerals
9,1-06 REMs Unimproved Land

9.2-06 REMs Improved Land

9,3-08 REMs

9.4-06 REMs Unimproved Land

9,5-06 REMs Improved Land

10-06 Assignment

10.1-06 Assignment and Date Down

-

CoOC0O0C0O0OO0OoO0OoOoOoO0o0O0Oo0 o0

If the system is configured with the NextAce integration and data is available to be imported for the policy,
the Import Policy button will be enabled (colored) and can be used to bring in the NextAce-provided

information.
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Copy Base Files & Subdivisions

The Copy Base Files & Subdivisions menu entry, on the Edit menu, is utilized to copy title-related work
from one file to another. It is also used to copy title-related work from a pre-established Subdivision
workup or from an Other Base file...collectively known as “Bases”. When selected, the Copy Bases
screen is presented to the user (sample shown below). The user is referred to the Bases section, later in
this manual, for a discussion on creating and editing Subdivision bases and editing Other Base files. The
function being described here is also accessible from the Bases menu.

On the left side of the screen, the source and target file

Copy Bases
numbers are entered, after the selection of the file type the p: o
number relates to. & Escow Fil Number: W Copy Lagdl
£ DrectOcder  SLCOMT S el
The options in the From section (the source of the data) are - ™ Copy Endorsemeris
Escrow, Direct Order, Subdivision and Other. The user € subdvision l':COWDocumem
should make the correct selection and enter the File Number o O F——
in the field of that name. Note: the Archived option is grayed ™ Copy Entr Preim
. . . .. . . To r
out in most instances as there is not an archiving option in the & Escrow Fie Hurber. [ ———
current Impact/SQL product. O Drect Order r
Policy Options
The To section is used to identify the target file’'s type and rczowammmns
number. The options are Escrow and Direct Order. -
Depending on the From and To file types selected, the copy o |

options, on the right side of the screen, will vary in their
availability. If an option is available, it will not be grayed out. In the sample above, as no File Number
has been entered in either the From section, no options are available.

General Options
Copy Legal

The Copy Legal option is used to copy the Full Legal description from one file to another. This can be
helpful in situations where several files share a largely-common legal description. The Full Legal can be
copied and then the minor edits required can be made, through the Edit > Legal Description function.
The Append Legal option will append the legal being copied to any existing legal in the target file, rather
than overwriting.

Copy Endorsements

The Copy Endorsements function will copy endorsements created under the Endorsement menu to the
target file. It does NOT copy endorsements tied to the source file on the Policy Entry screen.

Copy Documents

The Copy Documents option will copy all of the miscellaneous Title documents (only) that had been
prepared on the source file to the target file. Note: data that had been copied into the original documents,
in place of the normal DDE fields, is not copied into the new documents in the target file. The system is
basically creating new documents, based on the same master docs, in the target file to mirror those in the
source file. To copy Escrow documents from one escrow file to another, the Escrow module’s File >
Copy File function would be used.
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Copy File

The Copy File option is only available when copying from one Direct Order to another Direct Order. The
option will copy the entire source file into the target file.

Prelim Options

The options available in the Prelim Options section are to Copy Entire Prelim or to Copy Exceptions
Only. The options are mutually exclusive (the user can pick one or the other).

The Copy Entire Prelim option will copy all existing exceptions, requirements, restrictions, notes and
map from the source file to the target file. The notes must be properly styled and bookmarked and the
prelim master document must be set up to include maps.

The Append sub-options will append the section(s) being copied to any existing prelim content in the
target file, rather than overwriting.
Policy Options

The only Policy Option is Copy Exceptions. If this option is selected, the Prelim Options are grayed out
and are unavailable.

The Append sub-option will append the exceptions being copied to any existing policy exceptions in the
target file, rather than overwriting.

When the Copy Exceptions policy option is selected, a screen will present of the policies on the source
file. The screen is called Select Policy to Use for Base and the user should do that by highlighting the
desired source policy and clicking on OK to continue. Cancel will stop the operation.

When a copy operation is completed, a screen will present reporting the actions taken, like that shown
below.

-

Copy Bases

! ,  The following actions have taken place while copying
from SLCOM1 to 00001001

Copy Operation Started

Exceptions - Copied

Copy Cperation Completed
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Recording Information

The Recording Information menu option, on the Edit menu, presents the Recording Information
screen through which users can log information on New Liens, Existing Liens and Other (miscellaneous
liens) on Escrow files. This functionality applies to all escrow file types; however, it is being implemented
to facilitate a data export function for CDF files (only) that will be forthcoming in a future Impact/SQL
release. This data is not available in DDE fields.

When opened, the screen will present a tree-view of liens previously entered (if any) on the left of the

screen. The £ Add Lien button will bring up the Add/Edit Recording Information sub-screen (shown
below) through which the user can enter information on a lien. below) through which the user can enter
information on a lien.

The Type dropdown is used to identify if the item being logged is a New Lien, Existing Lien or Other.

The Link to: field is used to tie the item to a specific lender/loan — this is a mandatory field on New and
Existing Liens. An entry under New Liens will present the new lender(s)/loan(s) entered on the file for
linking. An entry under Existing Liens will present any payoffs that have been entered on the file.

The balance of the fields are self-explanatory.

The Add Another button can be used to save the current entry and bring up a cleared screen for another
entry.

OK will save and exit

Recording Information 2

E New Liens
Other ‘ Description Dated Recorded
Add/Edit Recording Information 2

Tpe: [Newlens <]

ukw: [ ]

Description: |
nstumert Date: [ [
Recording Date: [ [

Recordng Book: |

Recodng Page: |

Recording Documert # |

Recordng Docketz: [

Add Ancther Cancel
Cancel oK
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Title Charges Menu (Sub Escrow - optional)

The Title Charges menu will appear between the Edit and Documents menus if the system is configured
to use the enhanced sub escrow routines that were introduced in Impact version 7.7. This function allows
Title users to enter charges in a sub-routine rather than having to enter them into the HUD or Settlement
entry screens. The charges can then be made accessible to Escrow (for placement in the appropriate
locations), or they can be pulled into invoices prepared in Title. Depending on system settings, the
charges entered by Title users may or may not be editable by Sub Escrow users.

The first thing Title users will notice, when the “Charges not shared with Escrow” Setup Option is enabled,
which enables the new sub escrow routines, is that a new menu entry presents on the Title module’s
menu bar: Title Charges.

;f_, Impact/SQL Title [USA Digital Solutions Demonstration System]
File  Edit J| Title Charges | Documents Endorsements Misc Bases Reports Naf  Options Tools  About

e d Y GLCIPIDEZ GwRED B LS

Clicking on the Title Charges menu entry, will bring up the standard prompt for e, =
an Escrow file number. The user should enter the number of the file they wish to Erter the Excrom Nurber.

work with and click on OK to continue. The Search function does exist on this —

screen, but the user should know the file number they are to be entering charges — 7

for.

Entering title charges does NOT lock the file for Escrow users, as long as the Title user does not open the
file on their desktop.

The screen that is then presented is displayed below. This is the screen through which title charges will
be entered. It also lets the user see the total of any payoff information that has been entered into the file.
The Payoff information cannot be edited by a user in the Title module; it is entered by sub-escrow users.
The screen, when first opened, defaults to the Charges Summary view (selected on the tree-view on the
left side of the screen. On the right side of the screen, when Charges Summary is selected, are totals
for Title Charges, Recording Charges, Additional Charges and Payoffs. The right side of the screen
will present different information, depending on the item highlighted on the tree-view on the left, as will be

seen in later screen shots. DSITEST - Charges =
The Charges screen has two icons at the top left, | = e smner L] summary of Charges

used to <= Print the Settlement Statement, or Eﬁ‘g — Description
Statement of Billing Instructions and/or Sub _ﬁemﬂgmﬂ 1500
Escrow Instructions or L% Add Charges. These St o500
will be discussed below. At the bottom of the ot e

screen, the Title Charges Status is shown, as
well as when the status was last modified. The
Status will also be discussed below. The Source
of Business and Bill To Customer are also

identified at the bottom of the screen. The @
Info icon next to each label will bring up contact
information on the parties. The ®&3 button, in
the upper right corner is used to close the screen.

Title Charges Status:  Final Update
Title Charges Status Modified:  02/18/2014 09:23 AM by Joe Westrick
Source Of Business:  Buyer, One
®| Bl To Customer: ~ Seller Bil 2
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Title Charges

The Title Charges category is used to enter title charges and lender &/or owner policy premiums.
Clicking on the Title Charges entry, in the tree-view on the left of the screen, will change the information
presented on the right side of the screen — it now will present title charges that have already been entered

to the file, if any, and will provide icons for adding a L& New Title Charge or to A Rearrange Items
(only active if there are any items entered).

- Charge Summary
Ttie Charges

& Charges
Recording Charges
Addtional Charges

Title Charges

- (& New Title Charge | 00 Reamrange Items

Extra Work Charge

Description

Search Charge

Title Charges Status:

®| Source Of Business:
©| 80 To Customer

Final

Buyer. One.
Sellr, Bil 2

Update.
Title Charges Status Modfied: ~ 02/18/2014.09:23 AM by Joe Westiick.

Clicking on the L& New Title Charge icon, will present the user with a screen like that shown here. The
user should select the Type of charge being entered (Title Charge, Lenders Policy or Owners Policy).

[ Title Charges (=]
i £ NAF |
@ Information | |
|
Type: | Tite Charge IR St Title Charge
Description: ITrtIe Charge OLEHdel'S ;';‘g
Income Code: I - None ﬂ
Liability From: INone
Liability: I
Amourt: [ 000
‘ Payee Information ] @‘
MName: I
Address #1: | I™" Foreign Address
Address #2: |
City: I State: I d Zip Code: I
Add Ancther | Cancel || ok ]
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Regardless of the type of charge selected, the Description field will default with the text selected, but will
be left editable so the user can describe the charge or policy being entered.

If Title Charge is selected, the Liability From and Liability fields are disabled.

If the Lenders Policy type is selected, the Liability From field will be activated and the user will need to
select the Lender to use, via the dropdown arrow, to drive the value entered in the Liability field; the
selected lender’s loan amount will populate the Liability field. The field will remain editable so the user
can change the liability amount.

If the Owners Policy type is selected, the sales price (on Residential files) or gross sales price aggregate
(on Commercial files) will be entered in the Liability field. The field will remain editable so the user can
change the liability amount. The Liability From field will be disabled.

Should the charge be a company fee, the appropriate Income Code should be selected for the charge
being entered, using the dropdown list. Once an income code is selected, the Payee Information
section of the screen will auto-fill with the Company Name (:T payee information) and Branch Address.
The Payee Information fields will then also be grayed out and will be not be able to be edited. If the
charge is payable to an outside party, no income code should be selected and the payee information
should be entered on the bottom half of the screen. The # Find icon can be used to pull up a listing of
parties to the file that can be selected from for the payee information. The NAF is also available, if the
“T” payee is not selected via the selection of an income code.

The user should enter the charge in the Amount field.

Notes can be added, via the Notes tab, and they will appear on the Settlement Statement. The presence
of a red diamond on the tab indicates a note has been entered.

The screen shot below presents a completed Owners Policy entry, for a policy being issued by the
company (:T payee, with Income Code), that also has a note on it.

Title Charges &3
MAF

@ Information | @ Notes |

Type: |Owners Palicy j

Description: |Owners Palicy

Income Cods: [2002 - ALTA Owners Policy =

Liability From: |None
Ligbility: 1,400.000.00
Amount: 7.850.00

Payee Information ‘

Name: |USA Digital Solutions, Inc.

Address #1: |1D835 M. 25th Ave. [~ Foreign Address
Address #2: |Suite 350
Cty: [Phoenic State: [AZ  ZipCode: [85029
Add Ancther Cancsl  |[ ok ]

Clicking on the Add Another button will save the entry and present a new, blank Title Charge entry
screen. Clicking on the OK button will save the entry and return the user to the Charges screen.
Clicking on the Cancel button will abandon any changes made.
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Rearrange Items

The 47 Rearrange Items icon, above the detailed listings of Title Charges, Recording Charges or

Additional Charges, on the right side of the Charges screen and enabled when more than one charge is

listed, will present a window in which the user can reorder the charges as presented on the screen and on

the Billing Statement. The W Move Up and &4 Move Down icons are used to push the selected charge

in the desired direction. Click on OK to save the altered order, or Cancel to exit without saving changes.
Position (=]

: i Move Up () Move Down |

Position D
1 COwners Policy
2 Extra Work Charge

Cancel |[ ok |

Modify and Delete
There are two icons that will appear to the right of each charge listed on the Charges screen.

The .ﬁ;y Modify icon, when clicked on, will open the specific charge for editing.

The = Delete icon, when clicked on, will delete the charge, after a confirmation prompt.

DSITEST - Charges @
Title Charges
- Charge Summary
- Title Charges
-~ Recarding Charges * | New Title Charge | 4 Rearrange Items
Additional Charges
Description Amount
0.00

Extra Work Charge 250,00, s
Search Charge 150.00| K

Title v10.5.431 Manual
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Recording Charges

The Recording Charges category is used to enter recording fees. The .+ New Recording Charge icon
is used to create a new entry.

There are six Types of fees that can be selected, as shown in the screen shot below.

Recording Fee [ =z ]
&3 NAF
& Information | Notes |
|
Type: |Other | Recording Fee
City/County Tax Stamp
Property: |432‘I Property Lane, Phoenic, AZ 85025 State Tax Stamp
Desciption: | City Transfer Tax
ETTLLILTE County Transfer Tax
Income Code: | - Mone ﬂ
Deed 5: ’7 Mortgage 5: ’7 Release &: ’7
pmourt: [ 000
| Payee Information 5 Q‘
MName: |
Address #1: | [ Foreign Address
Address #2: |
City: | State: | j Zip Code:
Add Another Cancel  |[ ok |

All of the Types, except for Other, when selected will have their text auto-fill the Description field but the
field will remain editable by the user. The Other type will leave the Description field blank and open for
editing by the user.

When the Recording Fee type is selected, the Deed $, Mortgage $ and Release $ fields will be opened
up for data entry. As dollar amounts are entered in those fields, they will sum in the Amount field.

When the City/County Tax/Stamp type is selected, the screen will alter somewhat. The Release $ field

is disabled, as it is not required. The Z calculator icon will appear next to the Amount field if rates
have been entered for the property city &/or county. A message that the rates have not been set up will
be presented if that is the case. Amounts entered in the Deed $ and Mortgage $ fields will sum in the
Amount field.

The State Tax/Stamp type behaves the same as the City/County Tax/Stamp type.

The City Transfer Tax and County Transfer Tax types disable all three of the document type fields.

The E calculator button will be presented if rates have been entered for the city &/or county. A
message that the rates have not been set up will be presented if that is the case.

The Property field is used to tie fees to a particular property. Rates cannot be calculated if a property is
not identified, however they can still be entered manually. On Commercial files, if a property is deleted,
and there are recording fees tied to it, the charges will be unlinked from the property but will remain on
the file.

USA Digital Solutions, Inc. Title v10.5.431 Manual
03/04/16 Page 137 of 181



If the rate tables have not been established for the County of the property, a warning like that shown
below will present. If there is no such warning, the recording fee calculation screen can be utilized, called
for with the &l Recording Fee Calculator icon. (Yes, Alameda is not a county in AZ...this was just to
demonstrate the error.) The recording charges calculators used on this screen (for Recording Fees,
City/County Tax Stamps and State Tax Stamps) have been modified to produce a single amount, rather
than the traditional buyer and seller amounts.

Recording Fee 23
NAF

& Information | Notes |

Type: | Recording Fee j

Property: |4321 Property Lane, Phoenix, AZ 85025

Description: |Recor\:|ing Fee

Income Code: | - None j

Deed &: Mortgage &: Release &:
Amourt: ,7[”}[) &= Rates for "ALAMEDA - A7 have

not been set up.

Should the charge be a Company fee, the appropriate Income Code should be selected for the charge
being entered, using the dropdown list. Once an income code is selected, the Payee Information
section of the screen will auto-fill with the Company Name (:T payee information) and Branch Address.
The Payee Information fields will then also be grayed out and will be not be able to be edited. If the
charge is payable to an outside party, no income code should be selected and the payee information
should be entered on the bottom half of the screen. The # Find icon can be used to pull up a listing of
parties to the file that can be selected from for the payee information. The NAF is also available if the ”: T”
payee is not selected via the selection of an income code.

Clicking on the Add Another button will save the entry and present a new, blank Recording Charge
entry screen.

Clicking on the OK button will save the entry and return the user to the Recording Charges screen.

Clicking on the Cancel button will abandon any changes made.
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Additional Charges

The Additional Charges item entry screen is used to enter charges that do not fall into the other
categories. The L& New Additional Charge icon is used to create a new entry.

Additional Charge 2
L3 MAF

& Information | Notes |

Description: |

Income Code: | - Mone j

Amount: 0.00

Payee Information B @

MName: |

Address #1: | [ Foreign Address
Address #2: |

City: | State: | ﬂ Zip Code:

Add Ancther Cancel [[ ok ]

The user can enter whatever Description is desired, and can enter the Amount for the charge.

Should the charge be a Company fee, the appropriate Income Code should be selected for the charge
being entered, using the dropdown list. Once an income code is selected, the Payee Information
section of the screen will auto-fill with the Company Name (:T payee information) and Branch Address.
The Payee Information fields will then also be grayed out and will be not be able to be edited. If the
charge is payable to an outside party, no income code should be selected and the payee information
should be entered on the bottom half of the screen. The # Find icon can be used to pull up a listing of
parties to the file that can be selected from for the payee information. The NAF is also available if the “:T”
payee is not selected via the selection of an income code.

Clicking on the Add Another button will save the entry and present a new, blank Additional Charge
entry screen.

Clicking on the OK button will save the entry and return the user to the Additional Charges screen.

Clicking on the Cancel button will abandon any changes made.
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Title Charges Status

The Title Charges Status field is used to identify if the charges have been finalized on a file. The status
choices are: Not Set, Open and Final.

The Title Charges Status field is controlled with the Update button at the bottom of the screen.

Title Charges Status: Mot Set

Title Charges Status Modified:  07/10/2014 01:29 PM by Joe Westrick
g Source Of Business:  Buyer, One
©| Bl To Customer: ~ Seller, Bl 2

When the Update button is hit, the Change Title Charge Status screen, shown below, opens up. The
Notification Options are set, at opening, to the defaults for the database (see Introduction section of this
documentation).

The user can change the Status by selecting an option from the dropdown menu. Again, the options are:
Not Set, Open and Final. NOTE: It is not necessary to change the status in order to have an email
notice generated, which can be sent to whomever the user wishes, with or without added reports.

Change Title Charge Status \EI

Curent Status

Title Charges Status: Mot Set
Title Charges Status Modified:  07/10/2014 01:29 PM by Joe Westrick

Crenge Tie Stzusto. [T ~ |

Motification Options
IV Send Email
v Add Escrow Officer and Processor as Recipients
W Attach Biling Statement
[ Attach Sub Escrow Instructions

Cancel | QK |

The Notification Options are:

Send Email — when checked, this option will trigger the creation of an email about the Title Charge
Status currently being set, when the OK button is clicked.

Add Escrow Officer and Processor as Recipients — when checked, if there are email addresses in the
Users table for the internal EO and processor (if any) on the file, those addresses will be added to the
email. Additional addresses will be able to be added by the user before the email is sent.

Attach Billing Statement — when checked, the Billing Statement will be added to the email as an
attachment. The Billing Statement (or Billing Instruction) is a customizable Crystal Report that lists all of
the title charges entered via the Sub Escrow function.

Attach Sub Escrow Instruction — when checked, the Sub Escrow Instructions form will be added to the
email as an attachment. The Sub Escrow Instructions form is a customizable Crystal Report that can be
used to notify the Payoff unit that the file is ready to be worked. Traditionally, this form is printed and
manually marked up then handed to Payoff, so emailing it in an incomplete state is hot recommended.
This report will likely be customization for each site.
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Once the desired Status is set, and the desired Notification Options are checked, clicking on OK wiill
save the status change (if any) and generate the email (if requested) and present the email on the user’s
screen, ready for additional addressees to be added to it, as well as any additional comments that the

user might want to make to the recipient(s). Once all addressees have been entered, click on Send to
send the email.

S H9 & Sub Escrow Title Charges on file # DSITEST changed to Final - Message (HTML B =
File Message Insert Options Format Text Review o @
.| == _ g— @) ¥ Follow Up ~
o] wacEoEs (088§ s X :
y - ¥ High Importance
Send Paste B 7 U | % =E== Address Check | Attach Attach Signature
Secure - - Book MNames  File Kem~v - ¥ LowImportance
FNF Encrypt| Clipboard Basic Text Names Include Tags Zoom
To.. Lamb, Sherri;
=1 Ce..
Send
Subject: Sub Escrow Title Charges on file # DSITEST changed to Final
Attached: | Tl gilling Statement.paf @5 KB
. i)
The Sub Escrow Title Charges status has changed
File Number: DSITEST
Title Charges Status: Final
Changed by- Joe Westrick
Confidentiality Notice: The information contained in this electronic e-mail and any accompanying attachment(s) is intended only
for the use of the intended recipient and is non-public in nature and may be confidential and/or privileged. If any reader of this
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Documents Menu

The Documents Menu contains functions for the preparation of Miscellaneous Title documents and the
printing of Prelims/Commitments, printing of Policies, printing of Title Instructions and printing of the Legal
Description. In addition, the maintenance of master documents is managed from this menu, with the
appropriate permissions. The Documents Menu, in the Title module, may contain up to six options,
depending on the user’s access level. The six options are:

e Select & Edit Documents
e  Print Prelim/Commitment
e Print Policies

e  Print Title Instructions

e Print Legal

o Document Maintenance (conditional)

Select & Edit Documents

The Select & Edit Documents menu option is used to prepare and distribute the various miscellaneous
titte documents created for any file. The documents are edited within MS Word®, in a controlled Word
window, from copies of “Master Document” templates. Users can give specific file copies of documents
unique names, for versioning purposes or to distinguish unique versions of a common document, for
multiple recipients, for example. Existing documents on a file can be printed without going into the
document, and they can be published to a document management system (if so configured), or emailed
directly from within Impact. The Miscellaneous Title document masters are customized per company, and
the document menu can be arranged as the business wishes.

Selecting Select & Edit Documents from the Documents menu, or clicking on the IE Select Edit
Documents toolbar shortcut when no file is open on the desktop, opens the File Number Entry dialogue
box. If the user has a file open on the desktop the File Type and file number will be preselected on the
dialog box, but they can be changed if the user wishes to work on a different file’s documents. If the file
number field is blank, or the user wants to work on documents for another file than that pre-filled, the
correct file type and file number should be entered and OK clicked to continue to the Title Document

Menu. The &3 Search icon is available on the off chance the file number desired is unknown. The
Cancel button should be clicked if the request to edit documents was in error.

File Mumber Entry @

&3 Search

File Type
" Escrow  Direct * Title " Misc

B

If the user has a file open on the desktop and clicks on the D] Documents toolbar shortcut, the File
Number Entry screen will be bypassed and the user will be taken directly to the Title Document Menu.
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Title Document Menu

A sample of the Title Document Menu that is presented to users is shown in the screen shot below.
Again, the document menu is unique to each Impact database. The Title Document Menu is, traditionally,
much smaller than the Escrow Document Menu as the bulk of documents produced by Title are not
“‘miscellaneous documents” but are, rather, prelims/commitments, policies and endorsements. When
initially opened, the menu is presented in “collapsed” mode, meaning only the document section headers
are presented, not the full listing of documents. Clicking on the boxed plus sign, in front of a section
header, will expand the document menu for that section; displaying all of the master documents available
within it.

At the top of the screen are icons that the user can use to either = Change File - to work on documents

for a different file than the one currently selected - or to show the = File Document List — which is a
listing of documents already worked up for the selected file (discussed more later).

In the boxed area near the top of the screen, the Escrow (or Direct) File #, Escrow (or Title) Officer,
Branch and Underwriter of the file are presented.

The Filter: field is used to quickly limit the listing presented to documents whose master document name
contains the content entered in the Filter: field, along with the section header of the section the
documents are in, or, if the entered text is in a section header, the section header and all items within the
section. Some experimenting, by the user, will help familiarize them with the filtering mechanism. The &
Clear icon is used to quickly clear out the Filter: field of any entered content.

Title Document Menu @
,_}Change File |i= File Document List
Escrow Fle #:  SLCOM2 / SLCOM2
Escrow Officer: LH - Lars EO . Henry
Branch: 001 - USA Digital Solutions, Inc. Main Office @25th Ave.
Underwriter: 1 - Fidelity MNational Title Insurance Compary

Fitter: || Q

E- ) Uncategorized

) Letters and Letterhead

) Arizona [2]

~ ) Transnation Title Insurance Company

A bold section heading indicates that there is at least one document already prepared for the file
selected, from a master in the section whose heading is bolded (as demonstrated above with the Arizona
[2] heading). The number in brackets after the bolded section heading indicates the number of
documents from that section that have been prepared for the selected file.

The &4 icon, in the upper right corner is used to Close the Title Document Menu.
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To create a new document, the user will expand the document section the master document is in, or will
use the Filter: field to expose the document masters whose names contain the filter's content, and then
the user will double-click on the document master name from the list being presented. If the listing being
presented is very long, the scroll bar on the right can be used to move through it...or the Filter: field
contents can be altered to narrow the presented listing.

In the example below, the Arizona section of the menu has been expanded and the “Affidavit of
Disclosure” document master has been highlighted (with a single click on the name).

Thie Document Mems & When the user double-clicks on the name, to signal that a new
T Changele = FleSorumantis document, of that type, for the selected file, is to be created, the
B e e b O 0 system will present the Document Title screen. The user can
Undermmiter: 1 -y Nsions Tt bsrance Compory then either give their copy of the document, prepared just for the
e [ 4 selected file, a new title (in the sample “- 10-30-13” was added to
> %:?Z%M the title), or may simply click on OK to continue. See the Edit
) s ren documeriic e e, Documents section below for details on how to edit the
59 Sedeont o document in MS Worde. If the wrong document was selected,
: %%ﬁjnﬁmwl clicking on Cancel will stop the document from being prepared,
1B et T A Proesy Trnsfery by e and return the user to the Title Document Menu.
) O o D Lot
- b S Document Tite s
W Scriveners Affidavit Enter a title for this document
o et | Affidavit of Disclosure - 10-30-13
Cancel

The Document Title entered in the title field (above) will be displayed when the i= File Document List
icon is clicked to open the File Document List screen, which lists all the documents created for the file.
This name will help you identify the unique document when editing it in the future, so you may want to edit
the name presented for ease of future referencing. If there are no documents prepared for a file, the =
File Document List icon will not be enabled.

It is possible to make any Excel® “document” Impact-ready and make it available on the Title Document
Menu. Contact USA Digital Solutions Support for more information on this subject.

There is a background service that can be utilized to automatically delete miscellaneous title documents
after a pre-set number of days after last editing, as wished by the Company.
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File Document List

The File Document List, when requested, will present a screen like the one shown here, presenting all of
the documents that have already been created for the selected file.

File Document List @
2 Print Selected &) Email Selected % Delete Selected 5 Publish Selected 4l
Escrow File #  SLCOM2 / 5LCOM2

Escrow Officer:  LH - Lars EQ.Henry

Branch: 001 - USA Digital Solutions, Inc. Main Office @25th Ave.
Underwriter- 1 - Fidelity National Title Insurance Company

[ Description Date Created Date Changed
FE e 10/30/2013 09:13AM  10/30/201309:13AM |~ ||

[ | Affidavit of Disclosure - 10-20-13 10/30/2013 0319 AM | 10/30/2013 0919 AW |/ |ale
I | Easement - Sample 10/30/2013 0313 AM | 10/30/2013 0813 AW |/ dle]

The user can click on the column headers to sort the listing of documents by that category (Description,
Date Created or Date Changed) in ascending order; an additional click on the same header will flip the
sort to descending order.

Across the top of the File Document List, there are four icons that may be available, depending on
system configuration.

e & Print Selected, to print the checked documents
o i3 Email Selected, to email the checked documents (discussed below)
e # Delete Selected, to delete the checked documents

. E_o; Publish Selected, to publish (to a document management system, if available)

To utilize these functions, the user will check the checkbox in front of the document(s) on the list that they
wish to print, email, delete or publish and then click on the appropriate icon. Multiple documents can be
checked.

On the right of each listed document, there are two icons:
o & Modify, to open for editing the specific document

o de Rename, to open the Document Title screen for the specific document

The user should click on the icon next to the document they wish to edit or rename to execute those
actions.
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Email Selected

If the user clicks on the &5 Email Selected icon, after checking one or more documents on the list, the
Email Options screen will be presented to them, as shown below. All parties to the file will be listed on
the screen and the user can check which to include as addressees on the email, and whether they should
be a primary addressee or a “cc” addressee. Depending on system configuration, the user may also
have the choice of sending the attachment(s) in MS Word® form or in PDF form; and, the user may be
able to alter the password protection on the attachment(s), if sent in MS Word® form.

Email Options (=)

Escrow File #:  SLCOM2
Escrow Officer  LH - Lars EO Henry
Branch: 001 - USA Digital Solutions, Inc. Main Office @25th Ave.

Attachments: 1

™ Te | cC Part:

--—

I~ | Accommodator-2 1031-2 Seller Accomodators, Inc. | 1031saly@1031 com
- I |Buer Narth Twerty-Fith Ave. Ventures, ... | Rager@N25Ventures.com
- I |Buwer2 Venturs Jr, Bil B Bil@Venturs.com
r I~ |Lendert Bil L. Ender bil ender@WFE com
- I |Lendert Loan Processar | Velma Lopez velmaopez @WFE com
r I |Lender2 Pam Smith pam smith@BafA com
r I |Lender2 Loan Officer Fred Pefon fred pefton@BofA com L
r " |Lender3 H.M. Smythe hmsmythe @RLlcom
- ™ |Lender3 Loan Officer Peter Spatz peter spetz@reaty.com
- I |Lender4 pporter@MCAH.com -

Attachment Options
¢ Default Password: flet
@ PDF
Gce

Once the recipient(s) has been selected, and Attachment Options set (if any), the user should click on OK
to start the email routine.

Click on Cancel if the emailing should not be done, to return to the File Document List screen.

Publish Selected

If the system is configured for use of a document management system like SmartVIEW, ePaperless or
Impact Online the user will see the =\ Publish Selected option. To use the function, the user would
check the document(s) to be published and then click on the E—.B Publish Selected icon.

Each document management system will present different screens to the user at this point, but
generically, the user would usually identify the name on the document to be published, the location it

should be published to, and, possibly, the parties who have permissions to view the document in the
document management system.

If multiple document management systems are available, the user will be presented with a screen asking
which of the systems are to be published to; more than one can be selected at the same time.
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Creating a New Document from a Menu Item

Once the user has located the document they wish to create, on the Title Document Menu, they should
double-click on the menu entry for the document. Impact/SQL will open the Document Title dialog box
on the screen (if there is not already a document of the selected type on the file). If there is a document
of the selected type on the file, the File Document List will present from which the user can select the

existing document to edit, or can click on the L== New icon to create a new file of the type selected.

Docurnent Title @
Enter a title for this document
Cancel | QK |

The user should type a description for the document they are about to create in the Enter a title for this
document field. They can keep the default description or type anything they wish to make it fit their
purposes (up to 100 characters). They should click OK to create the document when are ready.

Click on the Cancel button to return back to the Title Document Menu without creating a document.

Impact/SQL will create a copy of the document for the user to work with and then open the document in
MS Worde. A typical document is shown below.

il=| O & 002583.NDC - Microsoft Word - B =

Impact5QL | Home  Insert  Pagelayout  References Mailings  Review  View Design Layout @

_{} f :.L' 5’[[3 a3 [Z Checkedbox = Degree A [Ef Datetotet  $ Dollaramount to text _n|1 :b-i.-" o ] 0 A lﬂ‘
Cl =| gl —
- =l Dlcnedoor  Savtotest | L3 WEcate widashes %, Format phone , o (=) [ |
Next DDE  Clause NAF Change HIE Toggle Tools  Print Email Info Save Save and return
Fill in browser o Checkmark  (Z]Addressee | case U Date spelled header/footer  ~ document document  to ImpactSQL
Navigation Insert Into Document Formatting Tools Actions

[ O PR PR RE - A ORI 61 i - DR ]

T

» (5

= r
* kECORDE\IG REQUESTED- BYY =
USA- Digital Solutions, Tnc. ]
AND-WHEN- RECORDED-MAIL TO:
[~addressee=a

= FILENO.:- SLCOM2 001 LH o

SPACE ABOVE-THISLINE FOR RECORDER’'S- USET
DEDICATION-OF EASEMENTY

EKNOW- ALL MEN BY THESE PRESENTS:T

As-Owners of property County, -Arizona:§

Do hereby ded 1 + " . dedin Book [*=]of Surveys Page =] Maricopa
County, Arizona, to the PRESENT-AND- FUTURE- OWNERS: of said property

Dated this [type Date & press CTRL-0]]

Page:lof2 | Wordsi199 | b | |[EEE = = w0% (o U 1)
T I T

M — el —= T == T — T — ¥ =¥

Impact/SQL documents are color-coded to make working within them easier. Any field that pulls
information entered into the Opening Info area in the database is colored red. If the information
displayed in red is not accurate, the user should return to the Impact/SQL desktop and correct the data in
the Opening Info area. The information will be corrected when you re-open the document. This insures
ALL documents that are created will have the correct information.
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The Fill-In fields in the document are represented by blue square brackets separated with non-breaking
spaces such as [°°°°°]. (The user will not see the small o’s between the brackets unless the MS Worde
option to show paragraph markers is turned on.) These Fill-In fields allow the user to type information
that is not stored in the database and is unique to the document. The user should press F11 or CTRL-1 to
move from Fill-In to Fill-In until all the information has been typed. Once Impact/SQL reaches the bottom
of the document, it will return the cursor to the top and start the search for a Fill-In field once more.

SmartTags vs. DDE Fields

The majority of the documents in the Title module are set up to pull the database information into the
document by using DDE fields. As the newer versions of Impact/SQL have been released, the document
masters have begun the switch to using SmartTags to pull information from the database into MS Worde
documents. As Impact/SQL document masters advance over time, users will start to see more of the
documents they create open up to the Data Selector dialog box shown below.

With the use of SmartTags in the documents, a Document Administrator has a lot more flexibility when
designing documents. In the case of the example shown here, one letter was created that could be used
for the Buyer or for the Seller on the Escrow Order Number. There isn’'t a need to have two separate
documents.

Data Selector 2
When the user creates a document that has | Femlstiim e v s o or nfomaion
SmartTags used in the master document, the Data P | = -]
Selector window will have a one or multiple drop- Selectifrequest or SELLER \ 5|
down choices. The prompt next to each choice is L
worded to help the user determine which party
should receive the document. There may be more
than one choice. -

oo e o |

Unused Field Options

The Unused Field Options area of the Data Selector is used to tell Impact/SQL how to treat the
SmartTags when the user is not sure which option to select from one of the drop-down fields.

The Change to fill ins radio button will remove the SmartTag field from the document and replace it with
a Fill-In ([°°°°°]). If the Leave radio button is selected (the default), the SmartTag will remain in the
document so the information can be provided later.

NOTE: The [X] is disabled on this dialog box. CLick the OK button to close the window.

Unanswered Questions

If the user does not answer all the Prompt Text before clicking on the OK button, and they have the
Unused Field Options set to Leave, they can have the Data Selector shown on the screen again at a
later time by pressing CTRL-SHIFT-R. Only the Prompt Text that has not been answered will be shown in
the Data Selector. Alternatively, the user can simple Save & Exit the document and then reopen it.
Impact/SQL will show the Data Selector dialog box again for only the unanswered questions.

NOTE: if the Change to Fill-Ins option is selected, Impact/SQL will no longer show the Data Selector dialog box. This
option should only be selected if the information can’t be obtained from any source.
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The Title Document Toolbar/Ribbon

ImpactsoL Home

% G i s
Mext DDE  Clause NAF

Fillin browser

Mavigation

Insert

[ Checked box
|:| Checkbox
& Checkmark ﬂAddressee
Insert Into Document

Page Layout References Mailings
Degree

5 Autotext

ange
case SDN[E Date spelled

Review

Formatting

View

A jDﬂTE[DtE)d $ Dollar amount to text
a

EE!E Date w/dashes %, Format phone

Design Layout

: : : 0 H k|
=g ] E’;] _ 'ﬂ'l
'"lq }“- : =
Togagle Tools  Print Email Info Save  Save and return

header/footer ~ document document  to ImpadSQL
Tools Adtions

Impact/SQL adds functionality to MS Word® through the Impact/SQL toolbar (ribbon) at the top of the
documents. The user can click on any function they need on the toolbar using the mouse or can use the
keyboard shortcut Quick Key. The table below details each item shown on the Toolbar.

Button Tool Name Quick Keys

.;j Next Fill-In CTRL+1 or F11 takes user to the next fill-in
. field in the document, if there are any

Mext

Fill in

—‘]:+ Insert DDE Field CTRL-SHIFT+!l will bring up the DDE field

= selector (quick key will work in v8.3 or later).

DDE

Eﬂi Clause Browser CTRL+2 to bring up the floating Title Clause
Clause Insertion window

browser

3; Name and Address File CTRL+N brings up the NAF for selection of a
P24F party whose information should be inserted

into the document at the cursor’s location

[+ Checked box

Insert Checked Box

CTRL+7 inserts a checked box at the cursor

location.

|:| Checkbox

Insert Checkbox

CTRL-SHIFT+7 inserts an empty checkbox at
the cursor location.

W' Checkmark

Insert Checkmark

CTRL+8 inserts a checkmark at the cursor

location.
Degree Insert Degree Hit the apostrophe key (*)under the tilde ~

N Autotext Insert AutoText Enter autotext item name and hit F3, or accept
prompt with ENTER key

£ sddressee Select Addressee CTRL-SHIFT+4 will bring up the Insert
Addressee tool.

A.E Change Letter Case SHIFT+F3 at end of highlighted text string, or

Change single unr_\ighlighted word, will cycle through

case three options: ALL CAPS, all lower case,

Upper First Letter Only (if more than one word
highlighted).
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Button

Tool Name

Quick Keys

j Date to text

Insert Date as Text

CTRL+0 will mimic icon.

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

Eﬂlﬁ Date w/dashes

Insert Dashes into Date

CTRL-SHIFT+9 after mmddyy entry.

EFI‘:IETLE Date spelled

Insert Date Spelled Out

CTRL+9 after mmddyy or mmddyyyy entry.

% Dollar amount to text

Dollar Amount to Text

CTRL+6 after entering numbers (no commas).

‘e, Format phone

Format Phone

Enter 7 or 10 digits then hit icon or CTRL-
SHIFT+1 (quick key will work in v8.3 or later)
to add parentheses and hyphen to format
number.

::li
=] 4
Toggle Show/Hide headers and No Quick Key shortcut.
header/footer Footers
}:-.:u, Tools No Quick Key shortcut.
T D'I'S' Content of menu varies by Access Level.
" Print CTRL+P to print the document
Print
lﬂ; .] Email Document CTRL-SHIFT+M to email the document
Ermail
document
0 Information CTRL-SHIFT-A
Infa
“ i Save Document CTRL+S to save the document changes
Sawe
document

ey

Sawve and return
to Impadcks QL

Save and Return to
Impact/SQL

No Quick Key shortcut.

Saves the document changes and closes the
doc.

All of the tools on the Title Documents toolbar/ribbon have been explained earlier in either the
Prelim/Commitment or Policy editing sections, so will not be repeated here. The user is referred back
to those sections for details on each.
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Print Prelim/Commitment

The Print Prelim/Commitment menu entry, on the Documents menu, is used to print, email or publish
(if so configured) prelim/commitment documents. When first selected, when  (Fienumbereny =
no file is open on the desktop, the screen shown to the right is presented. | #*

The user should select the File Type and enter the file number and click on EE;:ZW oot ® T

OK to proceed. If there was a file opened on the desktop, the File Type and

) . —
file number would be prefilled on the screen.
Cancel | oK I
Print Prelim/Commitment ==
& Print Selected /5] Email Selected [ Publish Selected
e P | Once a file is identified, the Print
Air | < Prelim/Commitment screen will
Property Address Typist | Examiner Last Updated “ .
l-- be presented, listing all of the
™ /10837 N. 25th. Ave.. Phoenix, AZ 85029 08/29/2013 08:03 AM | 08/29/2013 08:04 AM | 08/29/2013 08:04 AM . .
™ /10838 N. 25th. Ave.. Phoenix, AZ 85029 w 08/25/2013 08:04 AM | 10/25/2013 01:40 PM | 08/29/2013 08:04 AM prellm/commltment documents On

the file.

The user should click on the checkbox in front of each of the documents that is to be worked with and
then select the appropriate icon at the top of the screen to print, email or publish, as desired.

e & Print Selected, to print the checked documents
o« &5 Email Selected, to email the checked documents

. E_o} Publish Selected, to publish (to a document management system, if available)

These functions have been described earlier in this documentation so will not be re-explained here.

Print Policies

The Print Policies menu entry, on the Documents menu, is used to print, email or publish (if so
configured). The behavior is exactly like the Print Prelim/Commitment function discussed just above.
Once the file is selected, the Print Policy — Selector screen is presented, on which the user will identify
the document(s) to be printed, emailed or published.

Print Policy - Selector ==
= ChangeFile | & Print Selected (5] Email Selected a Publish Selected
Escrow File # SLCOM1/SLCOM1 Branch: 001 - USA Digital Solutions, Inc. Main Office @25t..
Title Officer: Escrow Officer-  5L1 - Sheni Lamb-001-EQ
Policy Description Policy Number
l
I | ALTA Extended Loan Policy (6-17-06) AZFX20HMP-27307-... |12/15/2012 30,000.000.00
I | ALTA Loan Policy (6-17-06) AZFX20HMP-27307-... |12/15/2012 12,650.900.00

Print Title Instructions

Selecting the Print Title Instructions option, from the Documents menu, will allow the user to preview,
email, publish (if so configured) or print a copy of the Title Instructions. A file is identified and OK clicked
to proceed to the Printer control dialog.

The Title Instructions can be customized for each Impact site. The information that presents on the Title
Instructions is entered, and can be modified, on the Opening Info screens.
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Print Legal Description

The Print Legal Description option, on the Document menu, is used to print, email or publish (if so
configured) the Full Legal Description document. As with the other Print menu selections, the user is
prompted to identify the file type and file number, then is presented with a Print Legal Description
screen, like that shown below. On Commercial files there may be more than one prelim/commitment.

Print Legal Description ==
(% Print Selected (5] Email Selected [} Publish Selected

Escrow File #: SLCOM2Z / SLCOM2Z Branch: 001 - USA Digital Solutions, Inc. M...

Title Officer- T1 - Timothy Title Escrow Officer: LH - Lars EO.Henry

Fiter: [ 2|

v Property Address Last Updated

10835 N. 25h. Ave.. Phaeri, AZ 85029 02/03/2011 10:35 AM

[ | 22222 N. 25th. Ave., Phoenix, AZ 85029 02/02/2011 10:39 AM

I~ 33333 N. 25th. Lane, Phoenix, AZ 85023 02/02/2011 10:41 AM

Document Maintenance (conditional)

The menu option is only available to a user with Document Maintenance authorization. It is used to
develop or modify master document templates. Please refer to the Document Maintenance manual for
further information the Document Maintenance functionality. It is not detailed here.

Training on the Document Administrator role is available from USA Digital Solutions, Inc.

Endorsements Menu

The Endorsements menu, on the Title desktop, is used to create endorsements separate and distinct
from the Create Policy > Policy Entry routine. Endorsements created from the Endorsements menu will
not be included in the underwriter's Submission Report. The reasons to create an endorsement from this
menu, rather than through the Create Policy function, include: the desire to create a pro forma
endorsement; to create an endorsement for a policy that was generated on another system; and, to
specifically keep an endorsement off of the underwriter’'s Submission Report.

The Endorsements menu lets endorsement documents be created, and edited within MS Word®,
standalone from a policy document.

The endorsement listings are customized by underwriter.

The standard File Number Entry screen is presented when the Endorsements menu entry is clicked on.
There is an additional File Type presented, however, of Misc. If an Escrow, Direct Order or Title File
Type is identified, and file number provided, the user will next be presented with the Endorsement Menu
and can proceed. If a Misc file type is selected, an existing or new miscellaneous file number can be
entered and when the user clicks on OK to proceed, the Select Underwriter screen will ask them to
select the Underwriter for the miscellaneous file’s endorsement(s), before proceeding to the

Endorsement Menu. T—— =
&% Search
File Type Select Underwriter @
®En WL Wk Please select an Underwriter.
=a— -
Cancel Cancel
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The Endorsement Menu is then presented, for the underwriter identified with the file selected or the
underwriter selected for a Misc file. Again, the menu is customized by underwriter.

The menu is similar in fashion to the Miscellaneous
Title Documents menu, in that the endorsements are
grouped by category, and the presence of existing
endorsements, created through this menu, are
indicated by bolding of the category heading (when
shown in collapsed mode, as shown to the right).

The same Filter tool exists, as in the previously
discussed document maintenance functions, and can
be used to limit the displayed items to those with the
filter field’s contents in their name.

The := File Document List icon, at the top of the

]

Endorsement Menu
ﬁ Change File = File Document List

Escrow File #: SLCOM1./SLCOM1
Escrow Officer:  5L1 - Sheni Lamb-001-EQ
Branch: 001 - USA Digital Solutions, Inc. Main Office @25th Ave.
Underwriter: 1 - Fidelity National Title Insurance Company

2l

-+ ALTA 2006 ENDORSEMENTS [2]

) ALTA ENDORSEMENTS

_+ CLTA 2006 ENDORSEMENTS

-) CLTA ENDORSEMENTS

~» UNDERWRITER 2006 ENDORSEMENTS
- UNDERWRITER ENDORSEMENTS

) ARIZONA ENDORSEMENTS

Fitter: ‘

[

HEE D

screen, will be enabled if there are existing endorsements, created through this menu, for the selected
file. From this list, the user can print, email, delete or publish (if so configured) endorsements prepared

through this menu — in the same manner described
discussions (so will not be repeated here).

previously in the other document maintenance

File Document List
= Print Selected 5] Email Selected 1 Delete Selected E Publish Selected I 5l
w hile B2 ol
Escrow Officer: 5L - Shermi Lamb-001-EO
Branch: 001 - USA Digital Solutions, Inc. Main Cffice @25th Ave.
Underwriter: 1 - Fidelity National Title Insurance Comparny
[ Description Date Created Date Changed
06 Sireet Assessments - end copy test 10/23/201301:25PM  10/29/2013D135FM |~ | |
106 REMs Unimproved Land - TEST 10/29/201301:28 PM | 10/25/2013 01:28 PM |~ |dfe

To create a new endorsement document, from the Endorsement Menu, the user would use the Filter
field to find the document master to use, or would expand the appropriate menu section and find the
desired document title. Either way, once located, double-clicking on the document name will open up the
Document Title screen, on which the user may alter the title for the file’s copy of the document; once the
title is acceptable, click on OK to continue into MS Word to complete the document.

Document Title

Enter a title for this document

X5

|‘IDI}.4—DE CC&R's - Violations - Sample

Cancel | QK |
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Impact/SQL documents are color-coded to make working within them easier. Any field that pulls
information entered into the Opening Info area in the database is colored red. If the information
displayed in red is not accurate, the user should return to the Impact/SQL desktop and correct the data in
the Opening Info area. The information will be corrected when you re-open the document. This insures
ALL documents that are created will have the correct information. The legal description, various company
logos and scanned signatures may be preloaded into the document masters. The reader is referred back
to earlier document maintenance sections for comments on DDE fields, clause insertion and other tools.

The Endorsements Toolbar/Ribbon

The Impact/SQL Endorsements toolbar/ribbon is very similar to Title Documents toolbar/ribbon. The MS
Word 2010® version is shown below. The reader is referred back to the earlier document maintenance
sections for descriptions of each.

ImpactSQL Home Insert Page Layout References Mailings Review View
1 v

l?-'} "—‘E [ Checked box = Degree Aa [ Date to text $ Dollar amount to text :_nli :3‘\?:” @ ﬂ; 'i 0 l] i 'ﬂﬂ

- A |:| Checkbox j'\:QiéfAutotext EE;E Date w/dashes ¥ Format phone 1 LTI

Mext DDE  Clause Change DHIE Toggle Tools  Print Email Info Save Save and return

Fill in browser ¥ Checkmark case gai Date spelled header/footer  + document document  to ImpactSQL
Mavigation Insert Into Document Formatting Tools Actions
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Misc Menu

The Miscellaneous menu, on the Title desktop, has up to eight entries, as listed below. Each will be
described in the following pages.

e Print Title Instructions (conditional)
¢ Invoicing (optional)

e File Search

e Policy Number Search

e Rate Calculator

e Printer Setup

e Escrow Ledger

e Reprint Title Instructions

e Change Password (conditional)

Print Title Instructions (conditional)

The Print Title Instructions option, on the Misc menu, is not the same function as the commonly-named
function on the Documents menu. The entry on the Documents menu prints instructions for a specific
file. This function is used to print instructions from the queue of all orders submitted to the Title
branch(es). If the Impact Windows Service is configured to print or email title instructions on a routine
basis (generally every 5-10 minutes), and the option to Auto Print Title Instructions is checked, on the
Tools menu, then this option will not be presented on the menu. If, however, the IWS is not configured to
print submitted orders, this function can be used to clear the queue, by Title Branch. When selected, the
Print Title Instructions screen, like that shown below, will be presented.

Print Title Instructions @
Title Branch # of files
Newlle . 1 >
Special Tile Branch 1 &
Title Branch 1 &

The Title user would click on the “# Print icon to the right of the Title Branch for which they wish to print
the queued orders. The standard Print dialog box will present and the user can OK (to print) or Preview
or Email the orders. Publishing, if so configured, is not an option as there would generally be orders for
several different files queued up. Once orders have been printed, the Title Branch will drop off the listing
until additional orders queue up.
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Invoicing (optional)

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

Add and Modify

Depending on system configuration, Title may have the ability to generate invoices. Typically, this
functionality is enabled for Title users. If enabled, Title has the ability to generate an unlimited number of
invoices for an escrow, title, direct order, or miscellaneous file number. It is also possible to configure the
system to allow for the creation of pre-bills, which can be converted to invoices. The default type to be
created can also be set (pre-bill or invoice) for the database. Depending on system configuration, the
Title user may not be able to delete an invoice once it has been entered into Impact/SQL. There is not
an Accounts Receivable function within Impact/SQL for tracking invoices. Invoices can be edited at any
time after creation — they cannot be locked, except by some proprietary systems.

File Number Entry

Selecting Add and Modify, from the Invoicing sub-menu on the Misc menu, will open the File Number
Entry dialogue box.

If no file is open on the desktop, the File Number Entry screen will |FileNumberEnty ==l
present with the Misc File Type selected and no file number will be | #%""

identified. If the invoice being created is to be tied to an existing ESCrow, | © oo - 00 r o o
Direct Order or Title File number, the user should select the appropriate
File Type, by clicking on the radio button in front of the file type, and then '

should enter an existing file number. Cance

To generate an invoice that is not linked to an existing file, the user should select Misc as the File Type
and enter a number in the file number field — the number entered will not link back to an existing Escrow
or Direct Order or Title File of the same number.

If there is a file open on the desktop, the File Number field will be pre-filled with the current open file
number, and the appropriate File Type will be selected. If it is the file the user wishes to create or edit an
invoice for, they should click on the OK button to continue. If not the correct file, then the correct number
should be entered. If the screen was entered in error, the Cancel button will take the user back to the
Title desktop.

Add and Modify

Once a file has been selected for invoicing, the Add and Modify screen is presented to the user, as
shown below. This sample has three previously entered items

Add and Modify Invoices =]
[ Change File | i Print Selected /5] Email Selected [55 Publish Selected | | 4 New Invoice 4]
Escrow File #- DSITEST Branch: 998 - Training Branch

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

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

Escrow Officer:  CD - Conrie Duett Date Closed:

7| Date Invoice Number Bill To Name Ref Number Amount

™| 10/m472011 |0000D018 Wlls Fargo Bark 1234567890 828000/ %

7| 02/12/2013 10000012 P Sample Bill To Cliert 250000 | /| %

If the user recognizes that the wrong file was selected, they can use the = Change File icon, in the
upper left corner of the screen, to select a different file.
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There are icons at the top of the screen that can be used to == Print Selected (checked) invoice(s), =
Email Selected invoice(s) and, if so configured, to E_-} Publish Selected invoice(s).

There is also a L2# New Invoice icon, at the top of the screen, which is used to initiate the creation of a
new invoice (or pre-bill, if enabled).

On the right side of each existing invoice, or pre-bill, entry, as shown above, are & Modify and #
Delete icons.

The # Modify icon will open the Invoice Entry screen with the existing detail presented. All fields other
than the invoice number can be edited as needed.

The # Delete icon may not be presented, if the system is configured to not permit invoice deletion. An
invoice’s lines would need to be zero’d out if deletion is not available and the invoice is to be eliminated.

Note, in the screen shot above, the “P” after the third entry’s Invoice #...that indicates the item is a pre-
bill, rather than an invoice.

Invoice Entry

The L=F New Invoice icon will take the user to the Invoice Entry screen, shown below. Note that, in this
sample, the Type of Invoice is defaulted to Pre-Bill. The user should ensure that the Type of Invoice
selected is the type they wish to create. There is a system setting that will allow an existing pre-bill to be
converted to an invoice, eliminating the need to re-enter the data. When a pre-bill is switched to a regular
invoice, the original pre-bill number is retained in the system, allowing for searching based on the original
pre-bill number, even after switching.

Tnvoice Entry ==

NAF

Escrow Number- DSITEST Invoice Number-

Customer Id No:

Invoice Date: |[MEATTERRE] ﬂ Type of Invoice

Billto: [Seller, Bil 2 " Regular Invoice
@ PreBil

Attertion: |

Address #1:

Address #2:

Cty, State and Zip:

Reference Number: |

|»

Description Liability Amount

L N N <!
NRERRRNRE

4

Total: 0.00

Import Tile Cherges | _import From Escrow | Cancel

While the Invoice Entry screen has a standard layout, the printed invoice can be customized, by
database. The invoices and pre-bills are generated with a Crystal Reports template.

The invoice/pre-bill numbering is automatic, based on sequence numbering established via the Utilities
module. A number will not be assigned to an item until the invoice has been saved. The invoice number
will present at the top right of the screen, once it is assigned. The number is assigned when the invoice is
saved.
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The Invoice Date will default to the current date. The :ﬁ Calendar tool can be used to select a different
date, or the user may type in the date in “mmddyy” format.

When a new invoice/pre-bill is created, the fields on the top half of the screen, related to the customer
who will be billed, will be pre-populated if the Bill To data has been entered in the Initial Questions or
Opening Info screens (Escrow or Direct Order data entry). If the data was not provided earlier, or if it is
incorrect, the user will need to enter the information on who is being invoiced. The Bill To information

can be filled out manually, but it is recommended that the client be selected from the NAF. The E’ NAF
icon will be enabled when the cursor is in the Bill To field.

The Reference Number field is used to enter a reference number provided by the party being invoiced,
such as a lender’s loan number.

Up to 30 lines can be entered on an invoice/pre-bill. Each line has fields for a Product Code,
Description, Liability amount and charge Amount. These fields can be filled by selecting a Product
Code from the dropdown listing under that column heading. The Product Code listing is also known as
the Invoice Description listing and is maintained by the Company in the Utilities module. The listing can
provide a default charge description, can identify whether the liability amount should be pulled from the
sales price or one of the three loan amounts or be left blank, can assign an income code (behind the
screen) and can set a default amount for the charge. All of the defaults can be edited by the user except
for the liability amount, if it is pulled from the database via the Product Code. Values not defaulted via the
Product Code should be entered by the user as needed. The system will total up the Amount column.

The < Clear icon, to the right of each invoice line will clear the line’s content, after prompting the user for
a confirmation that that action is desired.

The OK button should be clicked on when the invoice/pre-bill has been completed and should be saved.

The Cancel button should be clicked on to exit without saving any changes.

Import Title Charges

If the database is configured for the updated Sub Escrow processing routines, introduced with version 7.7
of Impact/SQL, the user will see an Import Title Charges button at the bottom left of the Invoice Entry
screen (as seen on the sample earlier).

When clicked, all of the title charges for the file entered via the Title Charges function will be loaded into
the invoice. Note that the income codes entered during title charge entry are tied back to Product
Code/Invoice Descriptions so if not all income codes are represented in the Invoice Description listing, a
Product Code will need to be selected manually. Also note that there can be several Product
Code/Invoice Descriptions tied to a single income code...and the system will match up to the first match,
most likely, which may be incorrect. The user should review the results of the import carefully to make
sure the desired result was achieved.

Import from Escrow

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

The Search entry, on the Invoicing menu, is used to search the system for invoices. The search can be

done by Invoice Number, Pre-Bill Number and File Number.

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

field.

i & Print Selected (5] Email Selected [, Publish Selected

Search For: |00000002

Fiter [invoice Nomber =]

E-DSITEST

Ref Number

USA Digital Solutions, Inc.
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File Search

The File Search function, seen in many places in Impact, when a file number is being requested, permits
you to search the entire database, for files that meet search criteria, with differing filters to limit the
search. When first opened, the screen presented is set with broad filter of All but file numbers against
which the Search For: field content will be applied, as shown below. The function can be accessed
directly on the Misc menu.

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

e Sellers and Buyers
e Buyers

e Sellers

e Property Address

e Tax Parcel Number
e Subdivision (Name)
o Reference Number
e Base File Number
e Loan Number (Lender’s)
¢ File Number

e Title File Number

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

File Search EAECE |
Sevcn P Fer [Wentfie ramber =] P SomDesi

Description Found By File Norsber | lediols  Branch  Title Fke Musber
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The quickest path to the Search functionality is via the &4 search icon on the Impact toolbar.

The user should proceed as far as they can before invoking a search, to minimize the effort. For
example, if the plan is to open a file from the search results use the = Open Existing File toolbar icon
and then click on the &3 Search icon and conduct the search. Double-clicking on a search result, will
then open that file.

In the sample below, “smith” was the search criteria, with the All but file numbers filter. The Found By
column indicates how the search criterion relates to the search result. The File Number column contains

that information. The Initials column presents the Escrow Officer’s initials, and the Branch of the file is
presented; along with the Title File Number. There is a # View File Status icon next to each record

returned; click on the icon to get more information on the file that the record relates to.

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

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

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

File Search = e
Search For: [smith Fiter: [2ll but fle rumbers N e |
31 Records found
Description File Number | Intils | Branch | Title Fle Number | |~
e e e e |
Smith Famity Trust Buyer TESTSTAT LH 997 TESTSTAT #
Smith II, Robert N. Buyer 00000059 LH (10] 00000059 #
Smith, Al Buyer 00000927 sC1 (10] 00000927 #
Smith, Bily R. Buyer 00000060 H 00| ooooooso =
Smith, Brad W Buyer 00000323 sLt 0 |oooooazs =
Smith, John Buyer 00000504 sct 001 |oo00DSD4 =
Smith, John Buyer 00000925 sC1 (10] 00000925 #
Smith, John Seller 00000185 ED1 (10] 00000185 #
Smith, John Seller 00000440 sC1 (10] 00000440 #
Smith, John Seller 00000460 s (10] 00000460 #
Smith, John Seller 00000451 sLi 001 | ooooosst IR
Detals For 00000674
Buyer Name: Cuigey, John M Open Date: 11/07/2012
Seller Name:  Beauchamp, Samartha X Close Date:
Property Address: 3366 S Haywire Dr Est. Close Date-  12/01/2012
Property Location: Phosnix, AZ 85021 Escrow Officer  Scoft Chance-001-E0
Title Officer:
Processor:
e

If the File Search screen was called up from a screen requesting a file number, double-clicking on a

record in the results screen will select that file number for use.
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Policy Number Search

The Policy Number Search function, on the Misc menu, is used to locate a file by the policy number.
This can be helpful when an underwriter requests a duplicate policy, but only has the policy number.

Selecting the Policy Number Search function, on the Misc menu, will present a screen like that shown
below...but the screen will be blank when first opened.

Policy Number Search @
Search For:  |pol 6 Records found.
Policy Number File Number Underwriter Date Amount Premium

POL-05312011-1 Fidelity Mational Title Insurance Company 05/31/2011

POL-05312011-2 E-00000164 Fidelity Mational Title Insurance Company 05/30/2011 400,000.00 55.00
POL-05312011-3 E-00000164 Fidelity Mational Title Insurance Company 054302011 40,000.00 35.00
FOL1 E-00000064 Fidelity Mational Title Insurance Company 05/31/20M 58,623,956.00 35.00
POL-2 E-00000064 Fidelity Mational Title Insurance Company 05317201 30,000,000.00 333.00
POL-2 E-000D0064 Fidelity Mational Title Insurance Company 05/31/2011 12,650,900.00 53.00

The user should enter information on the policy number in the Search For field and click on the Search
button to conduct the search. The percent sign (%) can be used as a wild card, in front of the entry to
search for any data containing the text or numbers anywhere in the policy number. The more that is
entered, the narrower the search result will be.

Rate Calculator

Please note that the Rate Calculator in Impact/SQL does not currently handle some common pricing
practices and is under review for revision (as of January 2015). Therefore, a full description of the Rate
Calculator will not be included in this section of the Title manual.

USA Digital Solutions, Inc. Title v10.5.431 Manual
03/04/16 Page 162 of 181



Printer Setup

Each user’s session is unique in the printers it has at its disposal and how they are configured. Once
printers are established within the computer environment (either in Citrix sessions, or in a terminal server
environment, or locally), Impact must be told which printers to use for each user. They must be defined in
the user’s environment before they can be selected in Impact. The first time a user goes into Impact, if
their printers have not been defined through this function, they will be prompted about the matter and will
be asked if they wish to define their printers. Once defined, they will no longer get the warning prompt.
Should they need to change their defined printers, they would use this function, from the Misc menu.

Depending on the user, Impact will need a document printer defined (at a minimum) and, possibly, a
check printer will need to be defined. Note that the check printer is distinguished by the fact that it uses
MICR toner, so banks’ proof machines can recognize the encoded information on checks and deposit

slips.

This function is available in the Impact Escrow, Title, Accounting and Utilities modules. The configuration
only needs to be done once for each user (not in each module they use).

Printer Setup @

Document / Report Printer | Check Printer |

Prirter Currently Selected is:  “\DSI-PRINTSERVERN\HP Laserlet 1022n JW

Printers Available
Microsoft Office Live Meeting 2007 Document Writer

Microscft Office Document Image Writer

Fax

doPDF v7

\\DSI-PRINTSERVER'\SHARP MX-2610N PCLE
"\DS|-PRINTSERVER'HP LaserJet 1022n DD
\\DSI-PRINTSERVERYHP

Two tabs are presented, one for the Document/Report Printer and the other for the Check Printer.
Simply select the printer to assign to each task, by highlighting the desired printer from the list presented,
on each tab.

When print jobs are queued up, Impact will know whether it needs to send each to the check printer or the
document printer, and will send the jobs to the correct printers.
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Escrow Ledger

The Ledger is where all of the accounting transactions on an Escrow file (receipts and disbursements)
are presented (whether posted or in process). When the request is made to display a ledger, with the
Escrow Ledger option, on the Misc. menu, the user will be prompted for the Escrow Number. No trust
accounting can be done on Direct Order files, so no ledgers are available for them.

Generally, the user will have the Escrow Number and will simply (&g ew Number entry =
enter it and click on the OK button. However, if they do not have |: 53 search
the number, but have a name (for example there is a funding check
in hand, without an escrow number on it, but with a borrower’s

Enter the Escrow Mumber:

. i |
name), the user can use the &3 Search icon to initiate a full system

search of Impact. Cancel

Once an escrow number is entered on the Escrow Number Entry
screen presented above, or if a file is selected from the search results screen (with a double-click), the
Ledger will be presented, as shown below. Both Escrow and Savings account information is available
through the same screen. The Ledger is described in detail in the following paragraphs.

At the very top of the screen are three icons: = Change File and %= Print (on the left) and * Collapse
Summary (on the right). The Change File icon will let the user select a different file. The Print icon will
help the user print the ledger. The Collapse Summary icon will hide the file and balance information, at

the top of the screen, giving the user more room to view ledger records. It will revert to an ¥ Expand
Summary icon, which is used to re-present the file and balance information.

At the initial opening of a ledger, general information about the file (Escrow Number, Escrow Officer,
Branch, Bank currently assigned, and Buyer and Seller names) is presented on the top left of the
screen, and summary accounting figures, relating to escrow trust balances, are presented on the top
right. The (Posted) Balance is modified with the work in process and on hold to result in the Available
Balance — which is what is left in the file to be disbursed.

Ledger ==
[5 Change File | (& Print Collapse Summary
File Number- 00000552 Balance: 240.525.00
Escrow Officer- 5C1 - Scott Chance-001-E0 Receipts In Process: 0.00
Branch: 001 - USA Digital Solutions, Inc. Main Office @25th Ave. Disbursements In Process: -5,000.00
Bank: 03 - Comerica Bank [1234567830] Receipts On Hold: 0.00
Seller / Buyer- Beauchamp/Guigley Adjustments In Process: N/A
Available Balance: 235,525.00
| Escrow Trust Posted liems Receipts In Procsss | Disbursements in Process
Saving
e 1?:2553,(;“@5,. JohnM | Date Src | By Payor / Payee Type| Number Receipts Disbursements |  Balance
85749708 - Quigley, John T | 07/03/2012 |R03 |SCA |Quigley WIN 000007 289,000.00 289.000.00 | ®
07/23/2012 |R02 |\WSC |Buyer EM 000009 500.00 289.500.00
08/07/2012 |R03 |WSC |Transfer to Savings - IBA SVC 000011 -250.00 289.250.00
08/14/2012 |R03 |SCA |Buyer Test CF 000014 300.00 289.550.00
08/14/2012 |R03 |SCA |Buyer Test #2 CF 000015 275.00 289.825.00
08/15/2012 |R03 |SCA |test3 WIN 000016 200.00 290.025.00 | ®
11/13/2012 |R03 |WSC |Quigley CF 000018 500.00 250.525.00
D03 WSC BANKOFBGPAYOSFS | oo 5000000

Note that there are three tabs on this screen: Posted Items, Receipts in Process and
Disbursements in Process. Click on the tab heading to move from one to the other.
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The ledger presents, for each transaction, from left to right:
The Date of the transaction; they are presented in date order

The Src column presents the type (R=receipt, T=transfer, W=wire and D=disbursement) and source
(Bank Number); if the file has switched banks, you will see different source numbers on some of the
items, and you will see multiple banks listed in the account tree on the left

Who entered the item (user’s initials), in the By column
The Payor of a receipt or the Payee on a disbursement
The receipt type (only on receipts), in the Type column

The reference number of the item (receipt number or check number), in the Number column; an “M”
beside the check number denotes it was a manually prepared check; a “C” beside a check number
indicates the check has been cleared, through a reconciliation; an “H” will appear on a receipt that is on
hold (remember: only Accounting can release non-current-date holds); and, a “v” will reflect a Void.

The amount of the item (either in the Receipts column or in the Disbursements column, as appropriate

The running Balance through each transaction

The @ Info icon next to some records can be used to present additional detail on the particular item.
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Savings Ledger - from View Ledger

The Ledger also gives the user access to the Savings account information, if any, associated with a
particular file. On the left side of the screen, under the file information, a “tree” of account numbers is
presented. If there are one or more Savings accounts associated with the file, they will be listed under
the Savings heading. Note: if there is escrow trust account activity for more than one escrow trust
account, those will be listed above the Savings heading, under the Escrow Trust heading.

Click on a specific Savings account number listing and two things will happen. In the file summary
section above the ledger detail, on the left side, the Bank field will be filled with the savings account’s
information, and the Balance information, on the right side will reflect summary information about that
particular savings account. The ledger detail that is presented will be that for the selected savings
account.

Ledger =5
JChangeFl\a = Print Collapse Summary &
File Number: 00000552 Balance: 500.00
Escrow Officer- 5C1 - Scott Chance-001-EQ Receipts In Process: 0.00
Branch: 001 - USA Digital Solutions. Inc. Main Office @25th Ave. Disbursements In Process: N/A
Bank: 1642553 - BANK OF BANKS Receipts On Hold- N/A
Seller / Buyer: Beauchamp./Quigley Adjustments In Process: 0.00
Available Balance: 500.00
- Escrow Trust Posted ltems | Receipts In Process | Adjustments in Process
[ Savings
Date Src | By Payor / Payee Type Memo Number Amount Balance
.- 85749708 - Quigley, John | | 08/07/2012 |5 03 |WSC | Quigley, John M SAV | Beauchamp/Qui... (000010 250.00 250.00
| 00/07/2012 (S03 WSC Transferfrom Escrow-IBA _|SAV Beauchemp/Qui (000012 | 25000 50000

The tabs available for ledger detail records are Posted Items, Receipts in Process and Adjustments in
Process (no Disbursements), as all savings activity is done via receipts.

Close the Ledger with the ®&88 Close icon in the upper right hand corner.
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Reprint Title Instructions

The Reprint Title Instructions menu option, on the Misc menu, is used to reprint ALL of the Title
Instructions (Title Orders) that were submitted on a given date. If a site is configured for multiple title
branches, the orders can be printed for a particular branch for the selected date.

The reader is reminded, to reprint a single file’s Title Instructions, use the Documents menu’s Print Title
Instructions option.

Selecting the Reprint Title Instructions option will present the user with the screen below (this is the
screen a site configured for multiple title branches will see).

Reprint Title Instructions @
Date: ::ﬁa Search | I
Title Branch # of files
No records found.
Reprint Title Instructions E
Date: [04/05/2013 [
Title Branch # of files
Special Title Branch 1 I

The user should enter the date for which orders are to be reprinted, in “mmddyy” form, in the Date field,

or the it Calendar tool can be used to select the date. The Search button should then be clicked and
the system will pull up a listing of the number of orders placed, by Title Branch, from which the user can

select the branch to reprint orders for, by clicking on the “= Print icon to the right of the branch detalil
record.

Change Password (conditional)

If NT Authentication is not being used (not recommended), and the Impact system asks the user for their
Impact initials and a password when they access an Impact module, the users will be able to change their
own password with the Change Password function. Historically (pre Impact/SQL version 8), a System
Administrator had to change a user’s password for them. Selecting the Change Password option, on the
Misc. menu, will present a screen on which the user will enter their old password and their new
password. The new password will have to be entered twice, to verify it was entered consistently.

The entries will be displayed as asterisks (***), so no one looking over the user’s shoulder can read their
password off the screen.

The system will NOT check to see that the password truly was changed — the same password can be
entered as the Old Password and in the New and Verify Password fields.

User passwords in Impact/SQL are restricted to six (6) characters or less.
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Bases Menu

The Bases menu contains four functions that are used for working with base files (titte documents created
inside or outside of Impact) that can be used, for example, with subdivision or condominium transactions,
where much of the documentation is common file-to-file.

e Copy Base Files & Subdivisions
e Create & Edit Subdivision Masters
e Print Subdivision Masters

e Edit Other Bases

Copy Base Files & Subdivisions

The Copy Base Files & Subdivisions menu entry, on the Bases menu, is utilized to copy title-related
work from one file to another. It is also used to copy title-related work from a pre-established Subdivision
workup or from an Other Base file...collectively known as “Bases”.

The reader is referred to the explanation of this functionality in the Copy Base Files & Subdivisions
portion of the Edit menu section of this manual.

Create & Edit Subdivision Masters

Selecting the Create & Edit Subdivision Masters option, on the Bases menu, will open up the
Subdivision Maintenance screen, as shown below.

The screen presents an alphabetical | subdivision Maintenance ==
listing of all the subdivision master files |: [ New Subdivision
(extension .sdv) that have been created Fiter: | 2|
in the database, and the date/time each :
. Rle Modified

of them was fast modified.

) o ) BASED sdv 03/27/2013 0224 PM | £ | K
There is a L=» New Subdivision icon, at | |gpr3145.a 03/21/2013 0347 PM | /| %
the top of the screen, which is used to BDR312.sdv 03/21/201303:46 PM | # | %
create a new subdivision master file CAREBEAR.SDV 02/08/2013 08:56 AM | 77| &
(discussed below) PALMVALLEY1.SDV 07/27/2011 0447 PM | &£ | &

’ TEST123.5DV 06/03/201301:28 PM | & | &

The Filter field can be used to limit the TESTBASE.SDV 11/21/2012 0244 PM | 7|

list presented. The user should enter a
minimum of three characters and the
system will find file names starting with
those characters. The percent sign (%)
can be used as a wildcard in front of the

entry to find the entry within a file hame,

rather than at the start of the file name. The = Remove icon can be used to clear the Filter field’s
contents.
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There are two icons to the right of each file listed.
The ¢ Modify icon is used to maintain a subdivision master file.

The # Delete icon is used to permanently remove a subdivision master file. The user will be prompted
to confirm they wish to delete the file after the icon is clicked.

New Subdivision

When the L=F New Subdivision icon is clicked, the user will be presented with a New Subdivision pop-
up window asking for the New File Name. The user should enter a name for the new file. The name can
be up to 20 characters in length, and must conform to Microsoft® file name conventions.

A suggestion for naming subdivision files is to use the Book and Page of the plat map...for example “357-
24”...but it is up to each business to establish their own naming convention that makes locating the
subdivision master files easy for them.

Once the name desired is entered, the user should click on QK [ Mew Subdivision =
to continue. If the name has not been previously used, the
system will open up a new subdivision file in MS Worde. If the
name entered already exists, the user will be notified of that Cancel | ok |
fact and will be asked to enter another name.

Mew File Name: |SAMPLESUEDIV1

Once MS Word® has loaded the template for a new subdivision master file, the user can edit it in the
same manner discussed in earlier sections of this manual.

The subdivision master document template is made up of three bookmarked and styled sections:
Requirements, Exceptions and the Legal Description, as shown below. The file for a new subdivision
master should NOT have these sections removed or rearranged. The clause browser is used to load
exceptions and requirements. When the Legal section is being worked, the user should enter square
brackets [ ] where users should enter data down the road, when the master is copied to be used for an
active file.

The user is referred to the Edit > Editing a Prelim/Commitment in MS Word® section, earlier in this
manual, for a full discussion of editing documents in Impact. The ImpactSQL toolbar icons are described
in the earlier document editing discussions, and will not be repeated here.

W EOS- SAMPLESUBDIVLSDV - Microsoft Word = B =
ImpactSQL Home Insert Page Layout References Mailings Review View o @
"-'t} -L+ [F Checked box = Degree A F Datetotet  $ Dollar amount to text _ul'! };\_‘ o ORG 0 “ i d_"
- =l [Jcheckbox 5§ Autotext a MBIt Date w/dashes &, Format phone —H 2 el =1 =
Hext DDE  Clause Change Toggle  Tools Print  Email  Info save  Save and return
Fill in browser % Checkmark case spy Date spelled header/footer document document to ImpactSQL
Havigation Insert Into Document Formatting Tools Actions
= e e I E
-

1
Entertherequirementsbeginning-here:q

=1

: 1
A Enterthe-exceptionsbeginning-here:y

==

1
Enterthe-egal-descriptionbeginninghere:q
=1

1

1
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Print Subdivision Masters

The Print Subdivision Masters menu option, on the Bases menu, is used to generate one or more of
three reports that provide information on the subdivision masters that exist in the database. The option
will present the user with the screen below.

Print Subdivision Masters @
Form Document Body: é—-thin —
[ Last Revised
Cancel | QK |

The options are to include, on the report, Nothing from the document body, or the First Line Only or the
entire Description. Also, the Subject (it is the file name of the SDV file) and Last Revised date can be
included on the report.

Edit Other Bases

The Edit Other Bases menu option, on the Bases menu, behaves in the same manner as the Create &
Edit Subdivision Masters option discussed earlier, except there is not a New Other Base option. Other
Bases are files that have been prepared in another system that have been copied into a specific folder for
use as “Other Bases”. The editing of these files is similar to the other document editing discussed above.
For this reason, the files must be MS Worde documents and must contain the same styles and
bookmarks. These files are generally prepared by USA Digital Solutions, Inc. when a client is transferring
from another system (if it is possible to work with the other system’s prelim files). Prelims from other
Impact databases can also be put into the appropriate Other Bases folder and can be edited through this
function.
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Reports Menu

The Reports menu contains functionality for reporting on policies (submissions and exceptions) and on
invoices (as Title generally does most of the invoicing). The items on the Reports menu are:

e Underwriter Reports
o Underwriter Submissions
o Policy Exception Report
o Policy Submission Export

e Invoice Reports

Underwriter Reports

There are three options on the Underwriter Reports sub-menu, as shown above. Each will be described
below.

Underwriter Submissions

Selecting the Underwriter Submissions sub-menu entry will bring up the screen below, which is used to
prepare an underwriter submission (remittance) report. Such reports detail the policies (and, generally,
the related endorsements — only linked endorsements are included in the reports) with an Approved
Date in the date range specified. There is a system option to automatically set the Approved Date as
the date the policy is typed; but that date can be cleared or altered by the policy typist.

The reports are customized to meet each underwriter’s specifications. Some are designed to be printed,
while others are designed to be previewed and then exported — for importation into Excel templates, for
example.

Underwriter Submissions @
Underwrtcr: [ - |
Cptions

Starting Date: . Ending Date: .

[ Include Property Courty

Schedule | Cancel | QK |

The user should select the Underwriter they wish to generate the Submission (Remittance) Report for,
from the dropdown, and then enter the Starting Date and Ending Date for the report. Again, this date
range is based on the Approved Date (entered when typing policies). The Include Property County
checkbox should be checked if the report for the selected underwriter requires it.

After clicking on OK to generate the report, the routine Print control panel is presented, letting the user
print or preview the report. If the report is designed for export, the user would preview and then export.
DSl personnel will provide any guidance that is needed for a particular underwriter’s report.
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Policy Exception Report

The Policy Exception Report presents data on policies that were started but which have no Approved
Date on them. Policies without an Approved Date will never make it onto a Submission Report, so this
report is helpful to confirm that there are not policies that are incomplete in that regard.

Policy Exception Report

5

QOptions
¥ Include Escrow Files

[ Include Direct Order Files

Underwriter: |‘I - Fidelity National Title Insurance Comparty

=

Schedule |

Cancel | oK |

The user will be presented with the screen shown above, on which they will select the Underwriter to
report on and identify whether Escrow Files or Direct Order Files or both should be reported.

Policy Submissions Export

The Policy Submissions Export routine could be used to prepare an export file of policy submission
data. This routine has been supplanted, in practice, by exports from the Policy Submission Report
routine. The Types of exports that are in existence in the routine at this writing are old and are likely not
in use by any clients; again, because similar functionality is achieved via the Policy Submission Report

routine, and exporting from it.

The use of the routine is similar in that an Underwriter is selected, the date range (of Approved Dates)
is entered, the target location for the export is identified and the Select Type field is used to identify the

format desired.

Policy Submissions Export

Select Underariteris)

==

Date Range

2 - Chicago Title Insurance Company

3 - Commonwealth Land Title Insurance Company
™| 1 - Fidelity National Title Insurance Compary

6 - Old Republic National Title Insurance Company

5 - Test Underwriter

4 - Tranenation Title Insurance Company

7 - WFG Mational Title Insurance Company

Fom: [01/01/2014  [EH T [M/3172014 [

Save As: | \Documentssample UWExportJan2014FNT ..

Seicct Type: [N - |
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Invoice Reports

The Invoice Reports menu selection, on the Reports menu, presents the Invoice Report screen shown
below.

Invoice Reports @
(¢ By Date Range From: | Lﬁ To: | Lﬁ
(" By Number From: | To: |
Report On Type of Report
[ Escrow Files & Invoice Report
[~ Direct Order Files " G/L Report
[~ Misc. Files
Schedule | Cancel | oK |

Invoice reports can be run either By Date Range (invoice dates) or By Number (invoice numbers).
They can Report On Escrow Files &/or Direct Order Files &/or Misc. Files.
And, there are two Types of Report — Invoice Report and G/L Report.

The Invoice Report By Date Range format presents invoice data, ordered by invoice number, of all
invoices dated within the date range selected. The file Number, Branch, Type of file, Invoice Number,
invoice Date, Billing Information, Transaction Type on the file and Total Invoice amount are
presented.

The Invoice Report By Number presents the same data, in the same layout, as the By Date Range
report.

The G/L Report format (either By Date or By Number) takes the data of the requested invoices and
sorts it by the underlying Income Codes tied to the Invoice Description Codes. The Description of the
Income Code shows in the group heading. The detail records present the file Number, Type, Invoice
Number, Date, Description off of the invoice line and the Amount of the charge. This report could be
used to quantify revenue by income code description. Recall, however, that invoices can be edited after
creation, so rigid controls must be in place to rely on invoice data.
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Naf Menu

The Name and Address File (Naf) or customer list is a very important tool in Impact. It is used to aid in
consistently filling name and address information into the appropriate fields in Impact. Consistency in
data entry helps ensure that documents properly present information. Management reporting is also
aided by consistent data entry. The Name and Address File (Naf) is displayed in a tiered manner:
Company — Branch — Individual (Top — Middle — Bottom). This provides a good way to show the
relationship between an individual and where he/she works, within the larger organization. The Naf can
be centralized or branch-specific, depending on system configuration. If the user is doing maintenance in
a branch-specific environment they must be aware of the branch their Impact login initials are assigned
to.

Add and Modify

Maintenance of the Naf is done through this menu entry, if the user has authorization to change the Naf.

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

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

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

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

e =

Search

opton: [ =] Mame: ook o [

Gy: [ State: | =] county: |

Name Addross1
PR~ Bank of America 39393 Dallas Parkway Oz
4 14 Bank of Ameriea - SW Branch ®
& Samantha Contact 123 Contact Address
- Bank of Big Payoffs 444 72nd Avenue
- @ Bank of The East 9000 N. Central Ave. #200
4 g Bank of The North 222E 195t St
i g Bank of The Nerth - First Branch
8 Greg Utley
4 Bank of The South 1545 E. Main Street
8 Kerl Krueger
W Bank of the United States of America, NA. 123 Park Street
4 Bank of the West 2579 /. Westem Dr.
8 Sand Little

Address #2: Suite 150
City- Richardson
State: TX Zp: 93838

COOOOOOEOO 6 6
SRNNNIANNNNNY

Work Number: (214) 6551212 Ext:
Cell Number:
Fax Number:
Home Number:
Email
Bank Name: Bank of America
Account Number: 261523
Routing Number: 025003553
Receives Auto Emails:
Comments:

Full Details |

3 e 0071 |

USA Digital Solutions, Inc. Title v10.5.431 Manual
03/04/16 Page 174 of 181



When first accessed, the screen is blank, with the Search Option field filled with the All option, and the
cursor is in the Search Name field, in anticipation of the user entering the beginning of a name to be

searched for. There are two icons at the top of the screen, L= New and %= Print, which will be discussed
below.

A user with maintenance authority can add a new Naf entry by clicking on the LsF New icon, at the top of
the screen, or by right-clicking, while a specific entry is highlighted. Depending on whether there is a
highlighted entry or not, and at what level the highlighted entry is (Company (top), Branch (middle),
Individual (bottom)), Impact may display a prompt asking what the user would like to do, presenting
currently available options, which could include: Add a New Company, Add a Branch Under the
Company, Add an Individual under the Branch or Add an Individual Under

the Company. Clicking L4k New, when no entry is highlighted, will bring up the | NA"Typeseiection =)

entry screen, assuming a new Company entry is being made. e
+ Add a new compary

The sample shown to the right was generated while a company level record " Add abranch under:

was highlighted, and the L== New icon was clicked. Had the user right-clicked Company:  Bank of Big Payoffs
with the mouse, with the same record highlighted, the options would have Address: 444 22nd Avenue
been presented in a slightly different format (menu listing) with less " Add an individual under
information provided as guidance. Compary: Bank of Big Payoffs

Address: 444 22nd Avenue

Based on the user’s selection, they

NAF Company Entry (===

will be presented with an empty
o 1o I | _ _ . o |
P Aane? L] form into which they will enter data cance [[ ok
e l_:I' on the new entry. Depending on
ety Names | what level of entry was requested, some fields may already be
Propossd Insured Clause: z completed and will not be able to be edited. Complete the form
with as much information as is available. The form shown to
SRR the left was presented when a New Company entry was
-
o requested.
e The Entity Type is used to categorize the company to help in

State:

=] searches. If the Entity Type selected is Lender, the Proposed
Ty Insured Clause field will open for data entry. This verbiage is
Uit e B available as a DDE field for documents (when completed in the
B ———— NAF and the lender is drawn from the NAF); the verbiage is

Eral: | stored on a tab in the Lender Party screen, when the lender is

— : drawn from the NAF.

I
I
Cry: |
I
I

Depending on system configuration, an automatic Id # can be
assigned to each customer. The automatic ID #'s are useful to
coordinate customer numbering with an outside accounting or
CRM system. The Comments area of the screen can be used

Bank Name:

Account Number:

Routing Number:

¥ Receives Auto Emails

for information not provided for in the fields presented.

At the bottom of the screen the Naf has fields available for a Bank Name, Account Number and
Routing Number. This is useful information to have filled out before wiring money to the entity. The
bank Routing Number must be a valid receiving bank ABA number or Impact will not accept the routing
number. While bank routing numbers are downloaded from the Federal Reserve website and updated by
the system administrator periodically, in order to validate ABA #s on wire entries, the entries in the Naf
are NOT updated by the ABA downloads.

The License/Other tab is used to enter licensing information that is used on the CDF Contacts table.

Click on OK to accept the entry, or on Cancel to quit without saving.
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Info

The @ Info icon, next to each entry presented, is used to bring up the full data set for the entry, including
the License tab (which is not visible when the Show Details checkbox, at the bottom of the screen, is
checked). The Full Details button, at the bottom right of the screen, under the selected entry’s
information, brings up the same full data set window.

Modify

To make changes to a Naf item, the user should double-click on the record they wish to change, or right-
click on the record and select #* Edit from the options presented, or click on the / Edit icon to the right
of the entry. If the user has rights to edit the Naf, the entry will be presented for editing. . The initials of
the person who created, and who last edited, each Naf entry are stored and presented.

The Naf allows the Naf Administrator to flag a Naf record as Inactive. Setting a Company level record as
Inactive sets all related parties as Inactive. Setting a single related party as Inactive will dim the specific
entry and still allow the user to use the Company level record and any other records not set as Inactive.

Click on Cancel to abort any changes and return to the NAF Entity screen, or OK to save any changes or
new entries to the screen.

Delete

To delete a Naf entry, right-click on it and select  Delete from the options presented, or click on the +
Delete icon to the right of the entry. If there are related entries below the one selected for deletion, the
user will be prompted to delete them before attempting to delete the current record. The function will
delete the entire Naf entry (a dialogue box will ask for confirmation).

Print

A name and address listing can be generated for any or all of the Naf categories. This can be done either

from the main Naf screen, using the %= Print icon, at the top of the screen, or by using the Print menu
option, from the main Naf menu. By default, in the Print Options area of the screen that is then
presented, all the fields are checked, meaning they are selected. Click on a check box to uncheck any
categories that should not be printed.

Print Name and Address File @
Click on OK to print the report, or Cancel to abort and return to the | ... ..4 addessfietor Branch: 395
Impact desktop. Pint Options
¥ Other
Optionally, click on OK, then on Preview. From this preview screen, the W Miscelaneous
¥ Lenders
print results can be exported to a file (click on the i Export icon on the W Payoff Lenders
top left corner of the screen, for example to an XLS or DOC file) and used ¥ Mortgage Brokers
in other systems, for seasonal greeting cards, mass mailing, etc. E ?;a'?a‘e Brokers
Title Companies
v Atomeys
Cancel | QK |
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Options Menu

The Options menu, on the Title desktop, has two settings on it that the user can select to provide helpful
tools to their Title desktop: Show Toolbar and Show Recent File List. There is information on both of
these tools at the beginning of this manual, so only a brief comment on each will be made below.

Show Toolbar

Selecting the Show Toolbar option, on the Options menu, displays a row of icons under the menu at the
top of the Title desktop. The icons can be used to initiate actions without using the menus. Holding the
cursor over the icons will present tooltips identifying each icon’s purpose. The purpose of each icon is
described at the beginning of this manual.

bl 2 [ L] [C] [P D] [E] g | e daE B LS

Show Recent File List

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

There are two options on the Tools menu in Title, currently:
e EventLog

e Auto Print Title Instructions

Event Log

The Event Log, in Impact/SQL, keeps a record of most unexpected errors that a user might experience in
Impact/SQL. It gives the USA Digital Solutions Support Team a good place to review the history of error
events when an issue is being researched. Details captured on the errors can be emailed to

Support@Digisolaz.com, after clicking on the @ Info icon next to a particular error entry, and then
clicking on the Email button at the bottom of the Event Details screen.

Auto Print Title Instructions

The Auto Print Title Instructions option, on the Tools menu, should only be unchecked if there is a
problem with the auto-routing of title instructions (by the Impact Windows Service). Unchecking this
option will add the Print Title Instructions option to the top of the Misc menu — which users would use to
manually trigger the printing of any orders queued up. Typically, the Auto Print Title Instructions option
is checked and remains on — which tells the Impact Windows Service to run its title instruction routine as
configured.

About Menu

The About menu, on the Title desktop, will bring up a screen of the current Impact/SQL installation,
including the version and build numbers. This information is often helpful for the USA Digitals Solutions
Support Team when researching an issue. There is no functionality on this screen, other than a link to
the USA Digital Solutions, Inc. web site.

About ImpactSQL ==
IMPAC

IMPACT,
Product:  Title

Wersion:  Version 10.4_0 Build 324

Installed Components:

Description Version Date =
b
Aspose.Pof dl 69.00 09/22/2015 01:59 PM
Aspose Pdf Kit dll 5300 09/22/2015 02:00 PM
Aspose Words.dil 11.3.00 09/22/2015 01:59 PM
lonic. Zip.dil 17218 09/22/2015 01:59 PM
Microsaft. Practices. Enterprise Library Cormmon dil 4100 09/22/2015 01:55 PM
Microsoft. Practices. Enterprise Library. Logging di 4100 09/22/201501:59 PM &

‘Waming: This Program is a confidential and proprietary product of LUISA Digital Solutions., Inc.
Any unauthorized use, reproduction or transfer of this program is strictly prohibited.
Copynight 1997 - 2015 by USA Digital Solutions, Inc.

{Subject to limited distrbution and restricted disclosure only.)
Al rights reserved OK
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Appendix A - Washington State —-Taxes

The Impact/SQL system can be configured to add the sales tax and excise tax calculations, for
Washington State, to the applicable HUD screens (1100 — Title Charges & 1200 — Government
Recording and Transfer Charges). This setting should only be applied to databases in the state of
Washington. The discussion below will detail the system alterations for “with GFE” Residential files. The
non-GFE Residential and Commercial data entry are also altered to accommodate sales taxes, but the
concepts are similar so only the with-GFE Residential will be detailed below. The businesses are
responsible for maintaining the sales tax tables (via the Utilities module) as rates change — not USA
Digital Solutions, Inc. Title users with access to these Escrow screens, in Washington, will see these
differences.

Sales Taxes on Escrow and Title Charges

The “with GFE” Residential file 1100 Title Charges screen, on a site configured for Washington sales tax
calculations, looks the same as on other sites, until the user enters the GFE charge breakdown screens
for the 1102, 1103 & 1104 figures (shown below). Note the Sales Tax additions to the screens.

[Scttiementordosmgrees x|
w
Description Income Code ; FOC Total Amount Total Sales Tax

| = [ Ja [l =72 || 0.0
| LI Aot eller Credit To Buyer eller Amount

Sales Tax Paid I—UUU I—UUU

Amourt Paid | | o0 0.00
| Total Paid 0.00 [ o
1 1lc Chorges applcable to Duners poliey =

I~ Overide sales tax

| Charge Type
w

T Y
Desciption Income Code H POC TotalAmount | Total Sales Tax | Liabilly Amount
I | ozl ooof[ [

Buper Amount Seller Credit To Buyer
Sales Tax Paid 000

Amount Paid | 0.00 | 0.00

Total Paid | 000 | 0.00

lTitle Charges Applicable to Lender's Policy |
I Ovenide sales tas
i arge Type:

E
Deseription Income Code H POC Total Amaunt Total Sales Tax [ Lisbilly Amaunt
[Fi51 Fefinance] = | Lol = 000 0o

Buyer dmount  Seller Credit To Buyer
Sales Tax Paid 000

Amaunt Paid | ooo | 0.00

W

Total Paid | 0oo | 0.00

The Override Sales Tax checkbox, at the top left of each screen, will open up the sales tax fields for
manual entry. If not checked, the system will calculate the sales tax on each line.

The calculations are based on the Estimated Close of Escrow Date.

Taxes on Escrow Charges are based on the file’s closing center (Escrow Branch) Municipality Type,
City, County and State.

Taxes on Title Charges are based on the file’s title service center (Title Branch) Municipality Type, City,
County and State. So, if a file’s title branch is in another location from the escrow branch, the rates may
be different for the two types of charges.
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Excise Taxes

The Washington sales and excise tax option replaces the blank 1206 & 1207 lines with a 1206 line set of

fields dedicated to Excise Tax.

@ Recording Charges [A]) @ Recoding Charges [B) @ Recording Charges (L)
Lender Name:
Loan Number: Paid From Paid From
Loan Amount:  0.00 Bomower's Funds Seller's Funds
Seller Credit at Settlement at Settlement
™ Disclase Seller Amounts in Sellers Colurn Buyer &mount to Buyer Amount. Seller Amount FOC
1201, Govemment recording charges GFE Amount [ | 000 0.00
1202 I~ Agaregats Recording
Deed 5| Morlgags §] Releases § [ =1 |
Recording Fees to T oY
1205 Transfer Taves GFE fmount, [ 0.0 EE
1204 City/County tawstamps: Deed 4 000 Mertgags | oo | 0.00 0.00
City & County tas stamps: Deed $] Morigage $] | | | =] =
City & County tax stamp ko LaY
Ciy ranster taw payable to: [T Je=N] | | @ =]
County transfer tax to [T Y[ | | =]
1205, Stale tan stamps Deed §] Mortgage $] | | | =1 i |
State tax stamps to: ﬂ
1206, Excise Tax Desd §
Encise T o | l=N| =B |
Seller Paid Owners Policyr [ 000
Seller Paid Loan Charges: oo
The E Calculator icon, to the right of the fields, is used to open the
. . State Excise Tax Rate: NAR
Excise Tax screen — shown to the right. Lol v T e e
The State and Local Excise Tax Rates will present at the top of the T o
screen (not shown in this sample). Frgeel Fiesai o0
Taxable Sales Price: 0.00
The Gross Selling Price and Personal Property data, if entered, is
ShOWn . State Excise Tax Amount: 0.00
Local Excise Tax Amount: 0.00
The taxes will be calculated and presented. Delinquent Interest State:
. i i Delinquent Intersst Local: l—
The user should enter figures in the Delinquent Interest State, Delinquent Fenalty S
Delinquent Interest Local and Delinquent Penalty, as needed. Totd Due: 000
Amount to charge Buyer:
The Amount to Charge Buyer and Amount to Charge Seller fields Simount to chage Seler —
should be used to split the Total Due, as applicable. —— e 5]

Click on OK to save and return to the 1200 screen. The excise tax data
from the calculator will be presented and locked.

Once data is entered on the calculator screen, re-entering that screen and clicking on Remove will clear
the data on the screen and when OK is then hit, the user is returned to the 1200 screen with the
previously computed data still there, but editable (unlocked). The data can either be manually removed

or adjusted as desired.

Click on Cancel to not save any changes and return to the 1200 screen.
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Prelim/Commitment Entry

When the Washington State setup option is enabled, Title users will see a slightly different
Prelim/Commitment Entry screen. The screen adds Sales Tax fields to the policy detail lines, so that
the sales tax amounts can be entered by Title. There is also an option to push that data back to Escrow.

Prelim/Commitment Entry @
=% Edit Document t:) Befresh Document & Delete Document

E=scrow Rle #: 00000001 / 00000002 Branch: 002 - My 2nd Escrow Branch
Title Officer: TEZ2 - Test User 2 Escrow Officer:  E1 - James Washington

[~ Computerto Calculate Fess
(U VLl 3 - Transnations Title Insurance - [~ Computerto Calculate Sales Tax

Types of Policies to be issued Amourt Premium Sales Tax Total
A [None ~||  1oo0go000 | [ [

B: |01 Standard Lender =l 111,111.00 | [ [
C: [None =l 2222200 | [ [

Hiective Date: [08/1472012 [
Date Last Amended: |10/03/2012 . Number: |1

BEd@miner: |DAD |DAD - Darel DaVes

Typists: [esz [Uninown

=l
=

Note: the screen shot above is from version 8.4 of Impact/SQL, and reflects some fields at the bottom of
the screen added after version 8.0.

Appendix B - 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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