
First American Title Insurance Company makes no express or implied warranty respecting the information presented and assumes no responsibility for errors or omissions. First American, the eagle logo, First American Title, First 
American Eagle Academy®, and firstam.com are registered trademarks or trademarks of First American Financial Corporation and/or its affiliates. This document is for informational purposes only and is not and may not be construed as 

legal advice. No third party entity may rely upon anything contained herein when making legal and/or other determinations regarding its practices, and such third party should consult with an attorney prior to embarking upon any 
specific course of action. 

1 Job Aid: Service Orders in ClosingVue | 03/24/2025 ©2023 First American Financial Corporation and/or its affiliates. All rights reserved.  NYSE: FAF 

 

 

Job Aid: Service Orders in ClosingVue™ 
 

The purpose of this document is to show you how to create and edit a Service Order. Before creating 
your Service Order, you must set up your file by entering the property address, all parties to the 
transaction (including Lender), and the loan amount/sales price. 
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Enter Service Order Information 
1. From the Maintain File menu, click Property Information 

 

 
2. Click First American Title Service Order link in the Partner Services area 

 

 
3. Select an option in the Transaction Type dropdown list 

 
4. Select an option in the Business Segment dropdown list 

NOTE: You will see a loading message on the window and will need to let that message load 
before selecting your product. 

 
5. Select an option in the Product dropdown list 

NOTE: A Disclaimer displays after a 
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Product selection. 

 
6. Select an option in the FAST Property Type dropdown list 
 
7. The user’s Email Address will populate in the Email Notification field 

NOTE: Enter multiple Email Addresses by separating them with a semi-colon. 

 
8. Enter the desired information in the Comments/Additional Information field 

 
Add Documents 

1. Click  

 
2. Select the desired documents you want to upload 

NOTE: The Document names display, along with the date and time of submittal. Documents 
that have already been saved in the Documents Management section of a file will also be able to 
be attached. They will appear on a list, and the box can be checked for any document to attach: 
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Create the Search Order 

1. Click Submit 

NOTE: AgentNet® is sent the request, the ordering window closes, and the Order Number 
displays upon successful submission of the request. 

 
 
2. Click to close the message displaying the 

Order Number 
 

NOTE: A preview of the uploaded document opens in a separate window. 
 
View the File Order Number 

The Order Number displays on the File Summary page. You can also view the Order Number on 
the Property Information page. 
 
Edit a Service Order 

1. From the menu from within your file, click 
 

NOTE: The Property Information page will display. 

 
2. Click the pencil icon 

 
 

 

 
3. Add notes 

 
4. Click Submit 

 
NOTE: The Notes you enter are E-mailed to the production unit. 
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Import Service Order 

1. Scroll to the First American Search Order item in the Orders section of the Property Information 
screen and click the icon in the Upload Results column 
NOTE: The status will read Downloaded – Never until you import the title search. 

 

 
 
 
2. Click Yes to the prompt 

 
 

NOTE: A loading screen displays as ClosingVue imports the data and the documents from the title 
search. 

 
 

Then a message displays that confirms your order was successfully uploaded. 

 
 

NOTE: The status in the orders section now reads Downloaded along with the date and time stamp. 
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NOTE: Imported data can be confirmed via the Text Description menu item. 
 
 
 
 
 
 
 
 
 

 
NOTE: Search documents will be saved in the Document Management section of your file. 

 
 
 
 
 
 
 
 
 
 
 

Submit an Update Request 
 

1. In the property information window, scroll down to the Orders area at the bottom of the screen. 

 
2. Select the ‘edit order’ icon. 

 
3. A pop-up window will appear. Use the drop down to select update (or date down/amendment as 

needed.) 
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4. The notification field should be completed. You can add multiple recipients if needed by adding a 
semi colon between email addresses. No spaces are needed. Add any additional comments in the 
field below. 

 
5. Select the ‘Submit’ button to place the update request. 
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Import Update Results 
 

1. You will receive an email confirmation from First American when your update is completed. 
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2. In the property information window, return to the Orders area at the bottom of the screen. You 
will see the update listed below the initial search request. 

 
 

3. To pull in the update, click on the upload button on your initial order. 
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4. You will see a pop-up. Click yes to continue. 

 
 
 
 

5. You will find a copy of the update letter in the documents section. 
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