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THE FUND TITLE SEARCH INSTRUCTIONS

1. From the Main Screen of Closers’ Choice, open the File you wish to use as you normally
would or create a file and input the information you have available. Make sure all parties
have their contact information filled out (first and last name, street address, zip code,
phone number, etc.)
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2. Also make sure to have your policy information filled out appropriately in the
Issued/Effective screen of Closers’ Choice, namely the Policy check box and the Policy
Coverage amounts.

~ Commitment / Policy Information: FUND 014
File Edit Lists Help
~Commitment:

Number: Issued: Type of Estate: |

Auto-Mumber Effective:

Loan Policy:

Loan Amaount: 200.000.00 Document 1 Document 2 Document 3

Palicy Same as Loan Amount

: | v| Dated:| |
Palicy Coverage: 200.000.00
Recorded: |@| |
Additional Information | Book: | F'age:| |

Owners Policy:

Sales Price. 300.000.00 Document 1 Document 2 Document 3

Paolicy Same as Sales Price |

v| Dated:| |

Policy Coverage: 300,000.00

Recorded: |@| |
Additional Information | Book: | F'age:| |




3. Select the “Title Search” Button on the Closers’ Link Services Gateway toolbar.
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4. A new window will appear with the Title Search companies available to choose from.
Select The Fund.

gl Services Gateway - Title Search Partners

Ab

REDIVISION| AL WESTCOR FLI}I%

First American Title™

5. A pop-up screen will appear if this is your first time using The Fund through the Services
Gateway. Enter the credentials requested by The Fund. These credentials are provided
to you by The Fund. If you do not have credentials, contact The Fund. You should not

need to enter the credentials after this initial time. Please see steps 6 and 7 below if you
are unsure of what your Member ID is.

gl Credentials

Please set your TheFund Credentials

User Mame: |
Password:

Member D

Save



6. If you are unsure of your Member ID, please log on to The Fund’s website at
www.thefund.com. Once there, select “My Account” from the top right hand corner.

[ MY ACCOUNT (3867CR) | LOG OUT |

resources O

LAUNCH
CENTER

VEB CPL EP

CLOSING PROTECTION POLICY
LET

MANAGER

| aunch An-n

7. Below the “Edit User Information” title is your User ID, followed by a number in
parentheses. The number in the parentheses is your Member ID. Please enter this, in its
entirety, in the Member ID field in Closers’ Choice.

[ My Account (3867CR) | LOG OUT]

The,:
Fund . HOME INFO CENTER SOFTWARE SERVICES EDUCATION SUPPORT RESOURCES Q
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My Account

Edit User Information

(see below for instructions)
User ID: 3967CR (899920)
(User 1Ds and Passwords are case-sensitive)

Password:



http://www.thefund.com/

8. Once you enter in your credentials, the Title Search order form window will now appear.

Residential - Commitment & Policy A&E, Re [~
o4/26/2017 <[ -

9. Select the drop-down menu for Order Type and make your selection.

Commercial - Commitment & Policy A&B, Commercial (C24)

Residential - Commitment & Policy A&E, Re | =
,Ih - Residential - Commitment & Policy A&B, Residential (R24)
l Residential - Commitment A&E, Residential (R20)
Commercial - Commitment A&B, Commercial (C20)




10. Select the drop-down menu next to the “Need By’ field. A calendar will open. Select the

date you need your title search documents by. The default date is the date you are
entering the order.

sl Services Gateway - Title Search (TheFund) - ALT FUND 002
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11. Select the drop-down menu next to the “Search From” field. A calendar will open. Select
the date you want the title search to search from.

oS! Services Gateway - Title Search (TheFund) - ALT FUND 002
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12. You can add any notes or requests to send to The Fund with your title search order in
the “Remarks / Special Requests” field.

oS Services Gateway - Title Search (TheFund) - ALT FUND 002

i

Title Search Crders

Order Type:

Residential - Commitment & Po -
MNeed By Search From:
06/20/2017 v 01/05/2015

Remarks / Special Reguests:
Rush Order{ ~

Attach Documents:

[ Affidavit - Name of Seller.RTF
[ Invoice.pdf

Get Title Search

[=

Order ID OrderNumber

Created Date

Package Status

13. You can attach any documents you wish to send with your Title Search order request. All
documents previously saved in your file will show up in the “Attach Documents” field to
choose from. If you have not saved the document you wish to save in your file yet, select
the paperclipped document icon to browse for the document. Select the check box next
to the title of the document to attach it with this title search request.

oLl Services Gateway - Title Search (TheFund) - ALT FUND 002

i

Title Search Crders

Order Type:

Residential - Commitment & Po -
Meed By: Search From:
06/20/2017 v 01/05,/2015

Remarks / Special Requests:
Rush Orded ~

Attach Documents:

[ Affidavit - Name of Seller.RTF
O nvoice.pdf

=

Get Title Search

Order ID OrderNumber

Created Date

Package Status




14. Verify the information you have ordered is correct. Once you are satisfied with your order
information, select the “Get Title Search” button.

o&! Services Gateway - Title Search (TheFund) - ALT FUND 002 - =
Order Type: Attach Documents:
Residential - Commitment & Fo [#]| Affidavit - Name of Seller.RTF “
MNeed By: Search From: ‘El Invoice. pdf —

Fulled 06/20/2017 - 01/05/2015 v

Remarks / Special Requests:

Rush Order ~

v | Get Title Search D\

Title Search Crders

Order ID OrderNumber Created Date Package Status

15. Once you have placed your order, you should now see you order in the “Title Search
Orders” part of the screen. You should see the Order ID upon initially placing the order
through the integration. Once our system receives a Fund Order Number from The
Fund, the Fund Order Number column will display the Fund’s Order Number. Be sure to
reference The Fund Order Number when contacting The Fund with any support
guestions. Your Package status also appears. At the time of placing your order, the
Package Status reads as “In Process.”

Ll Services Gateway - Title Search (TheFund) - FUND 003 = X

=

Order Type: Attach Documents:
Residential - Commitment & Po  ~ ‘

MNeed By: Search From:

The
Fun(l T :

Remarks / Special Requests: ‘

v Get Title Search

Title Search Orders
Order ID OrderNumber Created Date Package Status

3720 3830980 41772017 12:20:40 PM In Process |m” Refresh |




16. When your order is ready, you should receive an email from The Fund. You’ll go back
into your file, select Title Search from the Services Gateway toolbar on the main screen
of Closers’ Choice, and select The Fund button. Your title search request window will

appear. You will now see that the Package Status reads as “Complete.” Select the

“‘Refresh” button to import the data from The Fund into your Closers’ Choice file.

oLl Services Gateway - Title Search (TheFund) - FUND 005

Finel

Title Search Crders

Order Type: Aftach Documents:

Residential - Commitment & Po - [/ 2831100 Fund Commitment.docx ‘
Meed By: Search From: ‘D Invoice.pdf =
0472072017 s - |[] OR Book 26857 4767.pdf

Remarks / Special Requests: ‘

v | Get Title Search

Order ID OrderNumber

3730 383110Q

—
Created Date || Package Status

A1T7/2017 4:11:52 PM Complete | | Refresh |

17. An “Accept Changes” screen will appear with three columns: Description, Current Value

and New Value. The description column tells you what fields in your order the title

search information may affect. The current value is what information you currently have
in the file, prior to submitting the information to The Fund. The new value is the
information that The Fund found as part of the title search, that you may want to add to

your file.

ot Services Gateway - Title Search Accept Changes (The Fund) - FUND 009

Description
[]|Estate Type
[0 commitment Effective Date

Current Value Mew Value
FEE SIMPLE
04/25/20017 11:00:00

Select All | | Unselect all

Accept Changes ‘ |

Cancel




18. You can select all the fields to write over with the new data by selecting the “Select All”
button in the bottom left-hand corner of the window, or you can select individual items by
selecting the check box next to that item. Select “Accept Changes” to save the changes.

-

ol Services Gateway - Title Search Accept Changes (The Fund) - FUMD 009

Description Current Value Mew Value
Estate Type FEE SIMPLE
] commitment Effective Date 04,/25/2017 11:00:00
| Select All | [ Unselect All | | Accept Changes | Cancel

19. Select the blue download icon from the order screen to download your documents
returned from The Fund.

nE Services Gateway - Title Search (TheFund) - FUND 003

Order Type: Attach Documents:
Residential - Commitment & Po  ~ [] 3830%980Q Fund Commitment.docx E,

Ihe Meed By; Search From: [ Invoice pdf
Fund 04/25/2017 - [ order Mumber-3830980Q Branch Caonfi...
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4
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Title Search Orders

Crder ID CrderMumber Created Date Package Status I

3720 383088Q 41772017 12:20:40 PM Complete m ‘ Refresh




20. You can select individual documents by selecting the check box next to that item, or
select the “Select All” button at the bottom left-hand corner of the window. Then select
“Download.” Your documents will now be saved in your Archived Docs for this folder.

View Documents

x

[ Invoice.pdf

Document Mame

[] 3830980 Fund Commitment.docx
[ order Number-3830080 Branch Confirmationtbxt

* |

| Select Al

Unselect All |

Download

21. Review the data import by checking your Closers’ Choice file. Depending on what The
Fund sent back and you selected, pay particular attention to the Issued/Effective screen
and the screens in the Commitment button in the Title Insurance row of your main page

of Closers’ Choice.
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THE FUND CPLs USER INSTRUCTIONS

1. First, make sure your office administrator sets up access for your users to use the
integration. The office administrator needs to log on to the Fund’'s website using their
administrator credentials.

'ﬂ' MEMBER | EMPLOYEE LOGOM

MEMBER LOGON

USER NAME: |899920

PASSWORD: |¢¢ TYIIIIL

FORGOTTEMN PASEWORD

2. Upon logging in, the administrator will see a list of users to select from. They will need to
adjust each user that will be using the integration and make the appropriate adjustments.
Click on the user ID to open up the user information.

[ My Account (889920 | LOG OUT ]

The;
Pund . HOME | INFOCENTER | SOFTWARE = SERVICES | EDUCATION | SUPPORT | RESOURCES Search :
L WS DRIVEN

User Administration

User ID Last Name First Name

Instructions

OrgExternal
Testing




3. To be able to use the CPL integration, scroll almost to the bottom of the page to the
menu option that reads “User can access CPL via the Web and other Fund applications.”
Make sure the check box next to this option, where it reads “I authorize this user to
generate Closing Protection Letters via The Fund’s website and other Fund applications”
is checked.

User Administration

ATIDS XE
Application O None
Access: @ ATIDS XE User

(O ATIDS XE Power User
Note: For access to the ATIDS XE application, please contact your Fund Sales Representative.

User can access

ATIDS via the

Web and other ' | authorize this user to access WebATIDS via the Fund's website and other Fund
Fund applications: applications under my ATIDS account.

Note: For access to WebATIDS and other Fund applications, please contact your Fund Sales
Representative.

User can access

CPL via the Web

and other Fund | authorize this user to generate Closing Protection Letters via The Fund's website
applications: and other Fund applications.

User can submit

orders via the

Web and other [¥1 authorize this user to submit orders via The Fund's website and other Fund

Fund applications: applications
SAVE

4. Make sure to save your changes by selecting the “Save” button at the bottom of the
screen before closing. Make any changes to any other users before logging off the
Fund’s website. Your users can now proceed to the next steps in Closers’ Choice to
order their Policy Jackets.



5. From the Main Screen of Closers’ Choice, open the File you wish to use as you normally
would or create a file and input the information you have available.
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Make sure you have entered information for your Buyer(s)/Seller(s).

Borrowers Sellers

# Joining Phrase

1 Patricia Hensen , an unmarried woman

[ -

—Patricia Hensen
!
1 Add Type: 43 Title Vested in Borrowers:
Delete ’7 O Corporation / Estate O Man & Woman | ~
First Name: Middle: Last Name: Suffix:
Patricia ‘Hensen
Full Name: |Patricia Hensen s
Joining Phrase: | | an unmarried woman IZ| Federal Tax |d;‘ - - @ MNames © Names Joined O Joined w/ aka
[ Foreign Address Zip: City- State: Patricia Hensen ~
Street:‘ 63410 Dogwood Drive |Z| 32257- |Jackson~n’|le |Z| Florida |Z|
Mame attachment (fka, aka):| | -
Notes:
Phone Numbers: Ext: Types: Email Addresses: ~
1. (904) 841-7810 « ||| 1. |pattyhensen@pattyhensen.net
S — il
3 ) - MIIE v
‘S\gn HUD:| |: ‘ ‘ Pronoun:|she |
r Corporate Infarmation: - Use Informant
Officer Name Title Sub Name State of Incorporation User Name Password O Auto
1 | j| | | | Matices?
2
3 Back | Ok | Next ‘

Verify that you have all the necessary fields completed in the Property screen,
particularly Property Street Address.

~ Property Information: ALT TEST 1 ALT Test 1 - [m] X
File Edit Lists Help

. i . faal]
' Services Gateway Title Search | gz | CPL/ Jackets LienSearch /1% Survey E eRecording : | Informant
= Titlo Lien !

—Property Address:
Subdivision / Condo Index:| El Add
Parcel ID- vl | lTypE;| Residential |Z| ] © Use Buyer Address
© Use Seller Address

StreEt;‘SZSZ Paradise Lane |

Cny;‘Jackson\nlle Izl State: | Florida j Zip:| 32248-
Couty[owd 7] Tomen| |

—Plat! Map / Subdivision / Condominium:
Lot Number[s}:‘ ‘ Block: ‘ ‘

Name:| |

Umt| | Week:‘ ‘ Book: Page:
Sectlon:‘ | Townshlp:| | Range: l:l

Short Form Legal: [Dyyal County, Florida Refresh |

- Taxes:

Tax Year: l:l Taxes Shown

on Search:
City / Township Tax Base:|

A

Land: Other Assessment
Information:
Improvements:
Other:

Back | Ok | Next |




8. Select the CPL/Jackets button from the Services Gateway toolbar at the top of the main

screen of Closers’ Choice.

v
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9. The Web Services window opens in your screen. You should always see your correct
email address and the words “Connected” at the bottom of this window. If you do not,
check the cog button in the middle of the screen next to the “Start Web Services” button
to make sure your email and password for Services Gateway are correct. These are
your credentials for Services Gateway only, not for the Closers’ Choice program or for

your underwriter.

E Closers’ Link - 215t Cent

ury

ALTLSP 1 v

ALT LSP 1 - LSP Test

|—¢| Buyers: Logan Moare

ALT LSP 1

Sellers: VanessaGray

Property: 6060 Cove Springs Drive, Jacksonville Florida32257
Closing Date: 12/02/2016

Sales Price: 5235,000.00

Loan Amount: 5213 000.00

| e WTST)

a
4

|| Start Web Services " |£| | a

Online Documents:

ep this pro.

21st Centul

alexa@closerschoicecom

1234 | Connected

open while using online services




10. Select which file you need to order a CPL or Jacket for in the top left portion of the
window. The most recent file you were working in should be the default selection. You

can type in the file number, select the drop-down menu for your most recent files, or
browse by hitting the magnifying glass icon.

E Closers’ Link - 21st Century

|
o
»

ALTLSP 1 - |_L| ALT LSP 1 - LSP Test
——| Buyers: Logan Moore
JALT LSP 1 Sellers: VanessaGray

Property: 6060 Cove Springs Drive, Jacksorwville Florida 32257
Closing Date: 12/02/2016

Sales Price: 5235,000.00

Loan Amount: 5213 000,00

|| Stort eb serices || &F] |
i Cnline Documents: o |

Please keep this program open while using online services

21st Century | alexa@closerschoice.ccom | 1234 | Connected

11. Select the “Start Web Services” button in the middle of your screen.

E Closers’ Link - 21st Century

ALTLSFE 1 - |_L| ALT LSP 1 - LSP Test
——— Buyers: Logan Moaore
Sellers: VanessaGray
Property: 6060 Cove Springs Drive, Jacksonwille Florida 32257
Closing Date: 12/02/2016
Sales Price: 5235,000.00
Loan Amount: 5213 000,00

a
*

ALT L5P 1

|| Start Web Services N£| |

Dinling Do oane ot |

Please keep this program open while using online services

21st Century | alexa@closerschoice.com | 1234 | Connected




12. You will be re-directed to the Closers’ Link website in your default web browser. The
main screen shows you all the file information. Anything in red text is an item that is
missing from the file that the underwriter will require. You can edit your buyers’ and
sellers’ on this page as well.

ALT LSP 1 - closing on
(12/02/2016 at 1:30pm )

General

Buyers

Search for files..

Letters

Property:
6060 Cove Springs Drive
Jacksonville, Florida 32257

County: Duval Township:
Type: Residential

Short Legal: Duval County, Florida

Lender: Big Bank Lending Inc.

10011 Southside Blvd Jacksonville Florida,
32210

Loan Number: 652598
Loan Amount: $213,000.00
Sales Price: $235,000.00

Sellers

Corp Name Category Type

O Logan Moore

Corp Name

O Vanessa Gray

Date Created

13. Select the green “Options...” button in the top right-hand corner of the page to choose
from the underwriters available.

ALT LSP 1 - closing on %/‘(?w./
(12/02/2016 at 1:30pm )
Search for files.
General Buyers Letters
IProperty: Corp Name Category Type Date Created
6060 Cove Springs Drive
Jacksonville, Florida 32257
o O Logan Moore

County: Duval Township:
Type: Residential

Short Legal: Duval County, Florida

Lender: Big Bank Lending Inc.

32210

Loan Number: 652535
Loan Amount: $213,000.00
Sales Price: $235,000.00

10011 Southside Bivd Jacksonville Florida,

< >
Sellers

| Corp Name
Edit [N Vanessa Gray
L4 >




14. The list of underwriters appears in the next window. Select The Fund from the menu.

Please make your selection... ﬁe‘féﬁ/

L T
ENA IC @FG Natignal Title Insurance Company
3 Williston Financial Group Compaay

HORTH AMERICAN TITLE INSURANCE COMPANY

= ‘ First American Title’ WESTCOR
¥ LAND TITLE INSURANCE COMPANY
::’01:3'3 R EU B G e e T NATTONAL
P -
i'g/ci  Closing e Clasers
@ & Disclosure S Lt

= e |

15. The next screen that opens will be the “Edit Credentials” screen, where first-time users
will enter the credentials provided by The Fund. Make sure you see The Fund’s logo in
the upper left hand corner. If you do not see this logo, contact Closers’ Choice to assist
you. If you do not have Fund credentials, you will need to speak to The Fund directly.

The The Fund Credentials e‘ddm
Fund
= v
Username
‘ wsmp_usi|
Password

) Use Same Credentials for CPLs

CPL Username

ClosersChoice

CPL Password

Close

Submit Credentials




16. If you ever need to check or change your credentials, select the “Edit Credentials” button
on the General Tab of The Fund landing page. It will take you back to the same
credentials screen as in Instruction #11 above.

FUND 014 - closing on ] @&wm
F d (08/23/2017 at 1:30pm ) ‘ 5

ﬂ%/ General = Closing Protection Letters  Policy Jackets

Property: The FundThis site contains propietary information
925 Church Street for The Fund Title, and must be used in

Valrico, Florida 33594 F accordance with your contractual agreement.
County: Hillsborough Township:

Type: Residential
Edit Credentials

Short Legal: Hillsborough
County, Florida

e ————

17. The “Closing Protection Letters” tab is the tab next to the “General” tab on the screen.
Clicking on this tab will list the selections you need to make to order a CPL.

f‘%f General || Closing Protection Letters|  Policy Jackets

Property: The FundThis site contains propietary information
925 Church Street for The Fund Title, and must be used in

Valrico, Florida 33594 Fu accordance with your contractual agreement.
County: Hillsborough Township:

Type: Residential
Edit Credentials

Short Legal: Hillsborough
County, Florida




18. The first section is the Agent section. You are required to complete the “Requesting
Branch” field. Select from the Drop-Down menu to choose your branch.

General Closing Protection Letters Policy Jackets

Requesting Branch 20 Test Numbe v Member File Reference Loan Reference

19. You can add a Member File Reference or a Loan Reference to your CPL as well.

General Closing Protection Letters Policy Jackets

Requesting Branch 20 Test Numbe v Member File Reference Loan Reference

20. The next section is the Location section. Select from the “Other Locations” menu or
check the box to “Include All Other Locations”

Other Locations

1 Test Number v

n Include All Other Locations




21. Under the “Other Locations” field is the “Lender Information” field. Here, all of your
Lender Information entered in your Closers’ Choice file will populate. Add additional
information as needed, such as Lender Attention.

Lender Information

Lender Name James Lending Services

Lender Mortgagee Clause its successors and/or assigns v

Lender Attention Frank Jones Lender Suite/Mail

Lender Address 24377 Deerwood Park

Lender Address Line 2

Lender ZipCode 32246 Lender City Jacksonville Lender State Florida v

22. The last section is the “Property Information” section. Again, any information entered in
your file in Closers’ Choice will automatically populate here for you. Add any additional
information, such as “Transaction.” The “Transaction” field is required to obtain a CPL.

Property Information

Property Addresss 11 Highland Court
Address Line 2

Property ZipCode | 33030 Property City Homestead Property State Florida v

(The "Real Estate Transaction" - Pertains to Borrower)

Transaction

Closing Protection Letters



23. When you are satisfied with your selections, select the green “Generate CPL” button.

Property Information

Property Addresss 11 Highland Court

Address Line 2

Property ZipCode 33030 Property City Homestead Property State Florida v

(The "Real Estate Transaction" - Pertains to Borrower)

24. You will see the “Closing Protection Letters” field in the bottom of your screen populate
with your newly created CPL, along with a red Void button and a green “View” button.

Generate CPL

Transaction

Closing Protection Letters

Closing Protection Letters

Void View/Get Type

m m THEFUNDCPL1024629856-1024629-05122017.PDF

25. To view a CPL, select the green “View” button. The CPL will open in a new web browser
tab. If it does not, check your pop-up blocker settings for your browser and try again.

26. To void a CPL, select the red “Void” button. The CPL will now be voided from your
account.



27. When you are done placing your CPL orders for a file, select the “Close” button at the

bottom of the window.

Closing Protection Letters

Void View/Get

Type

THEFUNDCPL1024630534-1024630-05122017.PDF

CPL saved to Closers Choice Database.

28. You'll be redirected back to the main landing page for the file. On the far right-hand side,
you will now see a list of the documents you ordered in the “Letters” field. You can view
any of the documents from this screen.

FUND 013 -

closing on

(07/14/2017 at 1:30pm )

N i

General

Buyers

Search for files

Letters

Property:

11 Highland Court
Homestead, Florida 33030

County: Miami-Dade Township:
Type: Residential

Short Legal: Miami-Dade County. Florida

Lender: James Lending Services
54377 Deerwood Park Jacksonville Florida, 32246

Loan Number: 336520
Loan Amount: $425,000.00
Sales Price: 5475,000.00

Edit

Edit

Sellers

Corp Name

o Rachel Burns

o Michael Guzman

Corp

It

Name

Greer Industries
Inc

Date
Category Type Created

m CPL THEFUNDCPL1024630534  5/12/2017

29. Select the Close button on the bottom of the window to properly close out of the website.
Make sure you see a message that says your session is no longer active.



30. Close your web browser window. You will now see all the documents you ordered in the
“Online Documents” field of the Web Services window. You can view and print or save
these documents into your Closers’ Choice file from here.

E Closers’ Link - 21st Century - B X
FUND 013 - || FUND 013
—— Buyers: RachelBurns and Michael Guzman
FUND 013 Sellers: Greer Industries, Inc,
Underwriter: FUMD - Florida
Property: 11 Highland Court, Homestead, Florida33030
Closing Date: 07/14,/2017
Sales Price: 5475,000.00
Loan Amount: 5425 000.00
Online Documents:
THEFUMDCPL1024630534-1024630-05122017.PDF View || Save
Please keep this program open while using online services

21st Century | alexa@closerschoicecom | 1234 | Connected | Closers’ Link active...

31. You should leave this window open if you are ordering documents for more than one file.
Note that only one user at a time can order CPLs and Jackets. Selecting the cog button
in the middle of the window (to the right of the “Start Web Services” button) should
enable the Start Web Services button again if it is grayed out.



THE FUND JACKETS USER INSTRUCTIONS

1. First, make sure your office administrator sets up access for your users to use the
integration. The office administrator needs to log on to the Fund’s website using their
administrator credentials.

0 MEMEER | EMPLOYEE LOGOM

MEMEER LOGON

USER NAME: (899920

PASSWORD: |-|-| TITIIIL

FORGOTTEM PASSWORD

2. Upon logging in, the administrator will see a list of users to select from. They will need to
adjust each user that will be using the integration and make the appropriate adjustments.
Click on the user ID to open up the user information.

[ My Account (206620) | LOG CUT]

The,
Fund - HOME INFO CENTER SOFTWARE SERVICES EDUCATION SUPPORT RESOURCES

ALWAYS DRIVEN'

User Administration

User ID Last Name First Name Delete?

Instructions

OrgExternal
Testing




3. To be able to receive Policies through the integration, under the “User Access Rights”
heading, find the subsection called “DoubleTime eSolutions Access.” Select the radial
button for the option that says “Electronic Delivery of Fund Forms.”

User Administration

Edit User Information
low for in: ions)
User ID: 3967CR (899920)
(User IDs and Passwords are case-sensitive)

Password: | |

Confirm
Password: | |

Email: |tfallon@lhefund.wm |
Confim Email:  [tfallon@thefund.com |
First Name: |Testing |
Last Name: [Add User |

User Role in the Organization
Please tell us about your role(s) in your office. You may choose multiple roles, if necessary.
[ Attorney Member Oparaiegal
[ office Manager [JTechnical Contact
[ Other
User Access Rights

User can access
FundNet:

DoubleTime
eSolutions O None
Access: (O Commitment Number Request Only

(@ Electronic Delivery of Fund Forms

[ user can access DoubleTime's Electronic Payment service

AUTHORIZATION FOR ELECTRONIC PAYMENTS: By granting user
access to the Attorneys’ Title Fund Services, LLC. Electronic Payment
service in DoubleTime or any other Attorneys' Title Fund Services,
LLC electronic payment service, you are giving permission to this user
to authonze Attorneys' Title Fund Services, LLC to initiate an electronic
debit to the financial account the user specifies in the amount the user
requests.

[ user can access ePolicyManager on FundNet

4. Make sure to save your changes by selecting the “Save” button at the bottom of the
screen before closing. Make any changes to any other users before logging off the
Fund’s website. Your users can now proceed to the next steps in Closers’ Choice to
order their Policy Jackets.



5. From the Main Screen of Closers’ Choice, open the File you wish to use as you normally
would or create a file and input the information you have available.

v Closers' Choice - 21st Century Title Company

File Edit Activities Lists Reports Updates Window Help

&" Services Gateway Q Title Search ml CPL / Jackets q Lien Search
= Tithe Lier

"y e, [ooal
1% Survey eRecording 5 i | Informant

File RN Order Entry
,-_-.l |. "J a !
& lhe File Notes | & :
File Number File Finder File Transfer Import / Export Order Entry Reports Documents
ALT TEST 1 f
MH INFORMA%B . .
TH @ X |
.y % 3 E / - = &
Underwr ler Property Issued / Effective Commitment Loan Policy Owners Policy Documents
Settlement
| - —
LN R ® ' |
L_ L b » _J': ‘ :
Settings Buyer / Seller Loan & Dates Closing Costs Data Call History Disclosure Documents
Check Writing Document Management Post Close
i "‘| 8 ) B
3 . & &
| Print Checks Post Escrow Create / Edit Packages Viewer Post Close
Escrow Accounting Queue Management
[ —
ZoBENEY | : 3 o
Invoice Post Cash Reports Ledger System eMail

21st Century Title 5 Faxit PhantomPDF Printer | Ver: C-1234-25-100316
e

ALTTEST 1 - ALT Test 1

NS @




Make sure you have entered information for your Buyer(s)/Seller(s).

Borrowers Sellers

# Joining Phrase

1 Patricia Hensen , an unmarried woman

[ -

—Patricia Hensen
!
1 Add Type: 43 Title Vested in Borrowers:
Delete ’7 O Corporation / Estate O Man & Woman | ~
First Name: Middle: Last Name: Suffix:
Patricia ‘Hensen
Full Name: |Patricia Hensen s
Joining Phrase: | | an unmarried woman IZ| Federal Tax |d;‘ - - @ MNames © Names Joined O Joined w/ aka
[ Foreign Address Zip: City- State: Patricia Hensen ~
Street:‘ 63410 Dogwood Drive |Z| 32257- |Jackson~n’|le |Z| Florida |Z|
Mame attachment (fka, aka):| | -
Notes:
Phone Numbers: Ext: Types: Email Addresses: ~
1. (904) 841-7810 « ||| 1. |pattyhensen@pattyhensen.net
S — il
3 ) - MIIE v
‘S\gn HUD:| |: ‘ ‘ Pronoun:|she |
r Corporate Infarmation: - Use Informant
Officer Name Title Sub Name State of Incorporation User Name Password O Auto
1 | j| | | | Matices?
2
3 Back | Ok | Next ‘

Verify that you have all the necessary fields completed in the Property screen,
particularly Property Street Address.

~ Property Information: ALT TEST 1 ALT Test 1 - [m] X
File Edit Lists Help

. i . faal]
' Services Gateway Title Search | gz | CPL/ Jackets LienSearch /1% Survey E eRecording : | Informant
= Titlo Lien !

—Property Address:
Subdivision / Condo Index:| El Add
Parcel ID- vl | lTypE;| Residential |Z| ] © Use Buyer Address
© Use Seller Address

StreEt;‘SZSZ Paradise Lane |

Cny;‘Jackson\nlle Izl State: | Florida j Zip:| 32248-
Couty[owd 7] Tomen| |

—Plat! Map / Subdivision / Condominium:
Lot Number[s}:‘ ‘ Block: ‘ ‘

Name:| |

Umt| | Week:‘ ‘ Book: Page:
Sectlon:‘ | Townshlp:| | Range: l:l

Short Form Legal: [Dyyal County, Florida Refresh |

- Taxes:

Tax Year: l:l Taxes Shown

on Search:
City / Township Tax Base:|

A

Land: Other Assessment
Information:
Improvements:
Other:

Back | Ok | Next |




8. Select the CPL/Jackets button from the Services Gateway toolbar at the top of the main

screen of Closers’ Choice.

v
File Edit Activities Lists Reports Updates Window Hel

Closers' Choice - 21st Century Title Company

_I:I-

* Services Gatewa Q Title Search I CPL/ Jackets Lien Search ’ Surv f eRecording = | Informant Order Express
) - e e Lier ' & .:Ig. 9 . m P
- File Number s Order Entry
A== '!. '-'—". ] ‘3 : \'}\_ !
ﬁ '- Igdl L‘-C& +3 File Notes 'v i |
F|IeNumber File Finder File Transfer Import / Export Crder Entry Reports Documents

I-Title Insurance

9. The Web Services window opens in your screen. You should always see your correct
email address and the words “Connected” at the bottom of this window. If you do not,
check the cog button in the middle of the screen next to the “Start Web Services” button
to make sure your email and password for Services Gateway are correct. These are
your credentials for Services Gateway only, not for the Closers’ Choice program or for

your underwriter.

E Closers’ Link - 215t Cent

ury

ALTLSP 1 v

ALT LSP 1 - LSP Test

|—¢| Buyers: Logan Moare

ALT LSP 1

Sellers: VanessaGray

Property: 6060 Cove Springs Drive, Jacksonville Florida32257
Closing Date: 12/02/2016

Sales Price: 5235,000.00

Loan Amount: 5213 000.00

| e WTST)

a
4

|| Start Web Services " |£| | a

Online Documents:

ep this pro.

21st Centul

alexa@closerschoicecom

1234 | Connected

open while using online services




10. Select which file you need to order a CPL or Jacket for in the top left portion of the
window. The most recent file you were working in should be the default selection. You

can type in the file number, select the drop-down menu for your most recent files, or
browse by hitting the magnifying glass icon.

E Closers’ Link - 21st Century

|
o
»

ALTLSP 1 - |_L| ALT LSP 1 - LSP Test
——| Buyers: Logan Moore
JALT LSP 1 Sellers: VanessaGray

Property: 6060 Cove Springs Drive, Jacksorwville Florida 32257
Closing Date: 12/02/2016

Sales Price: 5235,000.00

Loan Amount: 5213 000,00

|| Stort eb serices || &F] |
i Cnline Documents: o |

Please keep this program open while using online services

21st Century | alexa@closerschoice.ccom | 1234 | Connected

11. Select the “Start Web Services” button in the middle of your screen.

E Closers’ Link - 21st Century

ALTLSFE 1 - |_L| ALT LSP 1 - LSP Test
——— Buyers: Logan Moaore
Sellers: VanessaGray
Property: 6060 Cove Springs Drive, Jacksonwille Florida 32257
Closing Date: 12/02/2016
Sales Price: 5235,000.00
Loan Amount: 5213 000,00

a
*

ALT L5P 1

|| Start Web Services N£| |

Dinling Do oane ot |

Please keep this program open while using online services

21st Century | alexa@closerschoice.com | 1234 | Connected




12. You will be re-directed to the Closers’ Link website in your default web browser. The
main screen shows you all the file information. Anything in red text is an item that is
missing from the file that the underwriter will require. You can edit your buyers’ and
sellers’ on this page as well.

ALT LSP 1 - closing on
(12/02/2016 at 1:30pm )

General

Buyers

Search for files..

Letters

Property:
6060 Cove Springs Drive
Jacksonville, Florida 32257

County: Duval Township:
Type: Residential

Short Legal: Duval County, Florida

Lender: Big Bank Lending Inc.

10011 Southside Blvd Jacksonville Florida,
32210

Loan Number: 652598
Loan Amount: $213,000.00
Sales Price: $235,000.00

Sellers

Corp Name Category Type

O Logan Moore

Corp Name

O Vanessa Gray

Date Created

13. Select the green “Options...” button in the top right-hand corner of the page to choose
from the underwriters available.

ALT LSP 1 - closing on %/‘(?w./
(12/02/2016 at 1:30pm )
Search for files.
General Buyers Letters
IProperty: Corp Name Category Type Date Created
6060 Cove Springs Drive
Jacksonville, Florida 32257
o O Logan Moore

County: Duval Township:
Type: Residential

Short Legal: Duval County, Florida

Lender: Big Bank Lending Inc.

32210

Loan Number: 652535
Loan Amount: $213,000.00
Sales Price: $235,000.00

10011 Southside Bivd Jacksonville Florida,

< >
Sellers

| Corp Name
Edit [N Vanessa Gray
L4 >




14. The list of underwriters appears in the next window. Select The Fund from the menu.

Please make your selection... ﬁe‘féﬁ/

L T
ENA IC @FG Natignal Title Insurance Company
3 Williston Financial Group Compaay

HORTH AMERICAN TITLE INSURANCE COMPANY

= ‘ First American Title’ WESTCOR
¥ LAND TITLE INSURANCE COMPANY
::’01:3'3 R EU B G e e T NATTONAL
P -
i'g/ci  Closing e Clasers
@ & Disclosure S Lt

= e |

15. The next screen that opens will be the “Edit Credentials” screen, where first-time users
will enter the credentials provided by The Fund. Make sure you see The Fund’s logo in
the upper left hand corner. If you do not see this logo, contact Closers’ Choice to assist
you. If you do not have Fund credentials, you will need to speak to The Fund directly.

The The Fund Credentials e‘ddm
Fund
= v
Username
‘ wsmp_usi|
Password

) Use Same Credentials for CPLs

CPL Username

ClosersChoice

CPL Password

Close

Submit Credentials




16. If you ever need to check or change your credentials, select the “Edit Credentials” button
on the General Tab of The Fund landing page. It will take you back to the same
credentials screen as in Instruction #11 above.

FUND 014 - closi
F}l]l‘le(! (08/23/2017;::33,::: ) ‘."%W/

Closers
% ok General | Closing Protection Letters Policy Jackets

Property: The FundThis site contains propietary information

925 Church Street F'I]‘e] for The Fund Title, and must be used in

Valrico, Florida 33594 accordance with your contractual agreement.

County: Hillsborough Township:

Type: Residential
Edit Credentials

Short Legal: Hillsborough
County, Florida

e ——

17. The “Policy Jackets” tab is the tab next to the “General” tab on the screen. Clicking on
this tab will list the selections you need to make to order a Jacket.

P‘%/ General Closing Protection Letters Policy Jackets

Property: The FundThis site contains propietary information

925 Church Street F’Ihel for The Fund Title, and must be used in

Valrico, Florida 33594 accordance with your contractual agreement.

County: Hillsborough Township:

Type: Residential
Edit Credentials

Short Legal: Hillsborough
County, Florida




18. The first section is the File Information section. You are required to complete the “Branch
Locations” field. Select from the Drop-Down menu to choose your branch. The rest of
the fields should automatically populate from the data already entered in your Closers’
Choice file.

File Information

Branch Locations 2-THE FUND HEADQUARTERS

Closing File Number | THE FUND 101 Closing Date 08/30/2017 HH
Property Address 149 Piper Avenue
Address line 2

City Jacksonville State = FL Zip | 32246 County | Duval

Short Legal Description | Duval County, Florida

19. The next section is the Policy Information section. Here, you are required to select a
Policy Type from the drop-down menu. Only Policy Jackets are available through the
integration at this time (Mortgagee and Owner). Commitment Jackets are not available
through the integration currently, but can be ordered through The Fund’s website. Enter
in the additional information in the remaining fields.

Policy Information

Policy Type ' 06 - Mortgagee Policy v

Policy Exposure Amount

Name of the Insured

Get Jacket




20. When you have reviewed your selections and are ready to order, select the green “Get
Jacket” button at the bottom of the screen.

Policy Information

Policy Type { 06 - Mortgagee Policy \

Policy Exposure Amount

Name of the Insured

21. You will see the “Policy Jackets” field in the bottom of your screen populate with your
newly created Jacket, along with a red Void button and a green “View” button.

Policy Jackets

Void View/Get Type

m m THEFUNDJACKET8264151671-8264151-05192017 PDF

Jacket saved to Closers Choice Database.

22. To view a Jacket, select the green “View” button. The Jacket will open in a new web
browser tab. If it does not, check your pop-up blocker settings for your browser and try
again.

23. To void a Jacket, select the red “Void” button. The Jacket will now be voided from your
account.

24. When you are done placing your Jacket orders for a file, select the “Close” button at the
bottom of the window.



Policy Jackets

Void View/Get Type
m THEFUNDJACKET8264151671-8264151-05192017_PDF

Jacket saved to Closers Choice Database.

Close

25. You'll be redirected back to the main landing page for the file. On the far right-hand side,
you will now see a list of the documents you ordered in the “Letters” field. You can view
any of the documents from this screen.

FUND 013 - closing on

(07/14/2017 at 1:30pm ) "’.%/

General Buyers Letters
IE Corp Name Date
11 Highland Court Category Type Created

Homestead, Florida 33030
Rachel Burns

TR TG m m CPL THEFUNDCPL1024630534  5/12/2017
Type: Residential m Michael Guzman
Short Legal: Miami-Dade County, Florida

Sellers
Lender: James Lending Services

54377 Deerwood Park Jacksonville Florida, 32246 Corp Name

Loan Number: 336520
Loan Amount: 5425,000.00
Sales Price: 5475,000.00

i Greer Industries,
Inc.

26. Select the Close button on the bottom of the window to properly close out of the website.
Make sure you see a message that says your session is no longer active.

27. Close your web browser window. You will now see all the documents you ordered in the
“Online Documents” field of the Web Services window. You can view and print or save
these documents into your Closers’ Choice file from here.



o
»

E Closers’ Link - 215t Century =

FUND 013 - |_l.| FUND 013
—— Buyers: RachelBurns and Michael Guzman
FUND 013 Sellers: Greer Industries, Inc.

Undenwriter: FUND - Flarida

Property: 11 Highland Court, Homestead, Florida33030
Closing Date: 07,/14/2017

Sales Price: 5475,000.00

Loan Amount: 5425 000.00

Online Documents:
THEFUMDCPL1024630534-1024630-05122017.POF View || Save

Please keep this program open while using online services

21st Century | alexa@closerschoicecom | 1234 | Connected | Closers Link active...
28. You should leave this window open if you are ordering documents for more than one file.
Note that only one user at a time can order CPLs and Jackets. Selecting the cog button
in the middle of the window (to the right of the “Start Web Services” button) should
enable the Start Web Services button again if it is grayed out.
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