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Service Orders — Process in Qualia

Learn how to order an AgentNet Search Product® (ASP)*, and import searches and commitments from Qualia, using the
AgentNet’ Integration. View Title and supporting documents returned with your Service Order. Generate, scan, and upload
documents to your file.

*The AgentNet Search Product is only available in select areas. Contact your local First American representative for more
information on the product’s availability.
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Add Underwriter Credentials

To enter credentials at the user level:

1. Click the head and shoulders icon in the top right corner
2. Click User Settings

Grace Scott Admin
grace.scott@qualia.com

® Grace Scot
£ User Settings
Training U%€

Rec liatic

Help

Lucy Smith

Geoff Scho =
eoff Schoe & Release Notes
Sally Smith

¥ Invite Contacts to Qualia

The adminover ®  Logout
links to the most common setungs
configurable by company administrators.

First American Title Insurance Company, and the operating divisions thereof, make no express or implied warranty respecting the information presented and assume no responsibility for errors or omissions. First American,
the eagle logo, First American Title, AgentNet, FAST, First American Eagle Academy, StreamLine, StreamLine ASP, TARA and Title Express 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 person or entity may rely upon anything contained herein when making legal and/or other
determinations regarding its practices, and such person or entity should consult with an attorney prior to embarking upon any specific course of action.
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3. Click Credentials > Add Credentials

USER SETTINGS

Profile

Calendar

Notifications

Credentials »

Security

Training

Document Signature

NOTE: This will add user level credentials, if required.
4. Click Add User Credentials
5. Select First American from the list

’ Account Credentials

User Credentials | Vi £ kel pavay-widie Eredestisiy o ¥ sefflerent agency crodentish page

There are no user oredentials added for your account.

=30

15

6. Enteryour personal AgentNet credentials
7. Click Login

First American

Please log in with your A

USERNAME

First American Title Insurance Company, and the operating divisions thereof, make no express or implied warranty respecting the information presented and assume no responsibility for errors or omissions. First American,
the eagle logo, First American Title, AgentNet, FAST, First American Eagle Academy, StreamLine, StreamLine ASP, TARA and Title Express 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 person or entity may rely upon anything contained herein when making legal and/or other
determinations regarding its practices, and such person or entity should consult with an attorney prior to embarking upon any specific course of action.
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First American is set up in the Credentials menu:

f 4 -
W’ Qualia ers y s enda Compliance  Admin

’ Account Credentials

el User Credentials
Calendar
Motifications
Credentials
Security Add New Integration

First American

Training

Document Sighature

Sending Options

Signature

NOTE: Hovering over the First American logo will allow you to change or remove these credentials from your account.

7 :
?‘Qualla Orders “ontacts Calendar Accounting Reports Compliance Admin
USER SETTINGS ’ Account Credentials
Profile

User Credentials

Calendar
MNotifications
Credentials

Security Add New Integration

Sending Options

Signature

First American Title Insurance Company, and the operating divisions thereof, make no express or implied warranty respecting the information presented and assume no responsibility for errors or omissions. First American,
the eagle logo, First American Title, AgentNet, FAST, First American Eagle Academy, StreamLine, StreamLine ASP, TARA and Title Express 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 person or entity may rely upon anything contained herein when making legal and/or other
determinations regarding its practices, and such person or entity should consult with an attorney prior to embarking upon any specific course of action.
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Place a Service Order from the
Commitment Screen

Beginning from an existing Qualia file:

1. Inthe ORDER menu, click Title
2. Select Commitment

3. Inthe Commitment screen:
A. Click Select Underwriter
B. Select First American from the INTEGRATED
underwriter drop-down options

Select Underwriter ~
A

CATIC
Chicago Title
Commonwealth

Fidelity

First American @

C. Selectthe appropriate AGENT ID

4. Inthe MARKETPLACE area, click Title Work from $O
5. Select First American Title

Title Search Plus

Document Preparation

First American Title e

6. Inthe Add Vendor Requested Data Title window
select Required Fields:
TRANSACTION TYPE, BUSINESS SEGMENT, PRODUCT,
PROPERTY TYPE, NOTIFICATION EMAIL

YV Qualia -

Required Fields

TRANSACTION TYPE BUSINESS SEGMENT
Sale w/Morigage * Ressiddentia
PRODUCT PROPERTY TYPE
AgentMet Search Product - Single Family Residence

NOTIFBCATION EMAR

I ipleblanc Shrstam. com; Sewins -Soottis hirstam oo I

NOTE: To add multiple email addresses, enter a semi-
colon, separated with no space, after each address.

7. Read Disclaimer

9. Inthe Confirm Order window:
A. Verify Order information

B. Click WPload New e +4 3dd supporting
document(s), if applicable

wwwwwwwwwwwww

ACADEMY"

s g
C. Add Note to Vendor, if needed
NOTE: Additional land parcels can be added to the
search order by including the details in the Note to
Vendor section prior to submitting your order to
AgentNet.

.
D. Click

NOTE: A window is opened displaying the First
American Order # Status and Messages.

10. Inthe Commitment screen, scroll left to confirm
P
Status: ¥ In Progress

NOTES:
e Once the order is placed, an Order Confirmation
is sent to the email address in your Order.
e The Marketplace subscribed user will receive an
email and/or notification in Qualia.

Import a Service Order from the

Commitment Screen _
1. Inthe Commitment screen, click W
NOTE: The Order window is opened with the Review

screen displayed.

2. Review order details

ST ~ Acapata

NOTE: Syncing order data is displayed as data sent
from First American next to the current data in Qualia.

Use

4. Ineachdisplayed screen, click under the

appropriate data option
5. Select applicable Requirements in the appropriate
column

Keep Yours Keep Vendor's

®

@®

®

6. ciick |

7. Select applicable Exceptions in the appropriate column

Keep Yours Keep Vendor's
@®
®
®

First American Title Insurance Company, and the operating divisions thereof, make no express or implied warranty respecting the information presented and assume no responsibility for errors or omissions. First American, the eagle
logo, First American Title, AgentNet, FAST, First American Eagle Academy, StreamLine, StreamLine ASP, TARA and Title Express 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 person or entity may rely upon anything contained herein when making legal and/or other determinations regarding its

practices, and such person or entity should consult with an attorney prior to embarking upon any specific course of action.
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14.
15.

16.
17.

18.
19.

20.

21.

First American Title™
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In the Order DataAdded window, select a rating
Click
Click

In the ORDER menu, click Commitment

. . Schedule A
In the Commitment screen, review

information

Requirements (B1)

Click to review requirements

Click , if needed

. Exceptions (B2) . .
Click to review exceptions

Click , if needed

NOTES:

e To print a draft or preview the Commitment,

click = in Schedule A screen.

e To edit a Requirement or Exception, enter
updated information in the appropriate
requirement or exception field.

In the ORDER menu, click Commitment

In the Commitment screen, click =

Click Final in the drop-down list

In the Print window, click m

NOTE: The STATUS is displayed as Completed.

WV Qualia

Documents

Go to the Documents screen to access Title Documents
and supporting search documents returned with your
service order.

1.

2.

5.

6.

FIRST AMERICAN
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.
In the ORDER menu, click

Click the Title Documents folder

NAME = TYPE

MODIFIED

Title Documents dar 5th, 10:12

NOTE: You can click L

for detailed document

information, if applicable.

In the Title Documents screen, click the applicable
Service Order folder

Click

FAM-2019-102 Import 1

to select the preferred Title Document

NOTES:

Documents are available in .pdf, .doc, and .xml
formats.

Once the document file is selected, file action
options are displayed at the top of the screen.

Download Print Send |

1 file selected | Delete

Rename

TYPE  MODIFIED

Click the Title Document hyperlink
NOTES:

The document is opened on screen with
additional viewing, edit, download, delivery and
print options.

You can click to select a File Action option for
the selected Title Document, if preferred.

Click the applicable option to generate, scan or upload
additional documents to your order

&l o= [#]

Generate Scan Upload

First American Title Insurance Company, and the operating divisions thereof, make no express or implied warranty respecting the information presented and assume no responsibility for errors or omissions. First American, the eagle
logo, First American Title, AgentNet, FAST, First American Eagle Academy, StreamLine, StreamLine ASP, TARA and Title Express 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 person or entity may rely upon anything contained herein when making legal and/or other determinations regarding its
practices, and such person or entity should consult with an attorney prior to embarking upon any specific course of action.

User Guide: Service Orders — Process in Qualia | 05/23/2023

5

©2023 First American Financial Corporation andjor its affiliates. Al rights reserved. v NYSE: FAF




FIRST AMERICAN

First American Title™ : Q ua I 1a EAGLE

ACADEMY"

o

Optional

Place a Service Order from Marketplace

Title firms with more than one office must select a First American Agent ID in the Title section prior to placing a Service Order

through the Marketplace Integration.

NOTE: To select a First American Agent ID follow, steps 1-3 in Place a Service Order from Commitment Screen section above.
Marketplace

1. Inthe ORDER menu, click

2. Inthe Marketplace screen, click Title Services from $0

3. Select First American Title

Title Search

Title Search Plus

Document Preparation 510 "
First American Title 9
Additional Products » 3$120730d o

4. Follow steps 6-10 in Place a Service Order from the Commitment screen section above
NOTES:
e Once the order is placed, an Order Confirmation is sent to the email address in your Order.
e  Multiple service orders will only be accessible in the Marketplace screen.

Import a Service Order from Marketplace
Once you receive the completion email notification, follow the steps below to import the Commitment information
and documents directly into Qualia.

Marketplace
1. Inthe ORDER menu, click

2. Inthe Title Services section, Status column, click
NOTE: The Order window is opened with the Review screen displayed.

Submitted

3. Follow steps 2-21 in Import a Service Order from the Commitment Screen section above

Update Order

When an Update, Date Down or Amendment is needed for an existing, completed AgentNet Search Product, follow
these steps:

1. From the file, click Marketplace

First American Title Insurance Company, and the operating divisions thereof, make no express or implied warranty respecting the information presented and assume no responsibility for errors or omissions. First American, the eagle
logo, First American Title, AgentNet, FAST, First American Eagle Academy, StreamLine, StreamLine ASP, TARA and Title Express 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 person or entity may rely upon anything contained herein when making legal and/or other determinations regarding its
practices, and such person or entity should consult with an attorney prior to embarking upon any specific course of action.
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2. Inthe Title Services section, click View Title

Title Services m

3. Select First American Title

Title Search

Title Search Plus

Document Preparation
TitleWave
First American Title

Additional Products

4. Select Update Type
5. Update the Notification Email, if required
6. Click Confirm & Preview Order

Add Vendor Requested Data for First American Title Update

The vendor requests additional data for the completion of this product, Enter the specified information below to Product Details
send it with vour order A

Acoess B First Amer ica

Required Fields

5163673 "
HOT IR THO R e Dieliverakdes. |

ehafiner@hrilas om e « Document POF

Payment Terma: Pay O Delbvery

S Niein i prosaded purkulnl to ol Wk L

vl i sodedy Bor U el iy PEDOTLS

antees, abab 4

4 enadorsT

COMMERCIAL DRCER ROTICE: D

Lt < A

Order Non-Update Product e Confirm & Proview Order ¥

First American Title Insurance Company, and the operating divisions thereof, make no express or implied warranty respecting the information presented and assume no responsibility for errors or omissions. First American, the eagle
logo, First American Title, AgentNet, FAST, First American Eagle Academy, StreamLine, StreamLine ASP, TARA and Title Express 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 person or entity may rely upon anything contained herein when making legal and/or other determinations regarding its
practices, and such person or entity should consult with an attorney prior to embarking upon any specific course of action.
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7. On the Confirm Order screen, select a Point of Contact, Validate Information and Attach Documents or Add
Notes (optional).

8. Click Place Your Order

Confirm Order for First American Title Update from First American Ga Back

Cusbosming Yoo Ot

Chrigtirss He M

Biaga Sent to endor
Brian Borrower Stanloy Scller £100,000.00
Paryrsvat Tovrais Pay On Defvery
1273 bain Street Lean
Place Your Order

Tallahassee, 32301

Adiached Documents

9. Close Confirmation message
10. Update request will display with Open status on Marketplace screen:

B Marketplace
Servicet Migssages Files
Title Services [T
Status Markeiplace Ord Wendor Producd Brice Placed Comolebed
Com FAM. 2021265 First Americ First American T My Siht 107 BM  Meay dh ot 2237 B8
Cemieted BN 2021-279 Eirst Amerkca Elrst Amirican Tibe Upadate Mgy bilhat 1239 P Moy égh at 138 P
I» o FAM- 2021283 Fiest Arseric i Fiest Armericans Ttk Licsdats My Fih 2t 400 F |

First American Title Insurance Company, and the operating divisions thereof, make no express or implied warranty respecting the information presented and assume no responsibility for errors or omissions. First American, the eagle
logo, First American Title, AgentNet, FAST, First American Eagle Academy, StreamLine, StreamLine ASP, TARA and Title Express 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 person or entity may rely upon anything contained herein when making legal and/or other determinations regarding its
practices, and such person or entity should consult with an attorney prior to embarking upon any specific course of action.
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Importing Completed Update Request
1. Completion email will be delivered when your Update request is finalized
2. There are two options for importing the results:
a. Qualia file — Commitment screen — Marketplace — click Review Title Order

MARKETPLACE
Order 81 Onder 02

Q Ready To Review

First Amaerican Tithe Update

b. Qualia file — Marketplace — Title Services — Double-click the Completed order

Title Services Orcler Anather Product

Status

Product Price Placed Completed

Update

3. Import wizard will launch displaying tabs for review:

a. Onthe Submitted Data tab, review the First American Title Update Documents section for documents
included with the update

b. Review other Order Details
c. Onthe Requirements and Exceptions tab, review any new phrases included with the Update

Order ( #FAM-2021-280 ) from First American Compteted Ovder
Cubmitted Data Regquirements And Exceptions SALES Feodback
e T e About This Order
FEAM-I021-2B0 o i
@ update letter_2021-80 pdf & Update docs_ 202180 pdf
Parymenit Tenma: Pay On Dielive
5163874
Legsd D 1
Estate Ty
Few S

d. Select the Import button to begin the Sync Process

4. Sync Data screens will appear. Make the appropriate selections for:

First American Title Insurance Company, and the operating divisions thereof, make no express or implied warranty respecting the information presented and assume no responsibility for errors or omissions. First American, the eagle
logo, First American Title, AgentNet, FAST, First American Eagle Academy, StreamLine, StreamLine ASP, TARA and Title Express 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 person or entity may rely upon anything contained herein when making legal and/or other determinations regarding its
practices, and such person or entity should consult with an attorney prior to embarking upon any specific course of action.
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a. Legal Description
b. Requirements
c. Exceptions

NOTE: If a new data file (XML) was included in the Update Documents, a thorough phrase review will be
necessary to avoid duplication of Requirements and Exceptions. Users should select to keep any manually
entered phrases as well as the Vendor phrases and deselect existing file phrases as a best practice. If no new
data file is included, make no changes to the Requirements and Exceptions screen defaults.

Syncing order data

Resolving conflicts...

Which requirements should we use?

Yours Vendor's Keep Yours Keep Vendor's

The Proposed Insured must notify the Company in writing of the name of any party not referred

to in this Commitment who will obtain an interest in the Land or who will make a loan on the ®
Land. The Company may then make additional Requirements or Exceptions.
Pay the agreed amount for the estate or interest to be insured. ®
Pay the premiums, fees, and charges for the Policy to the Company. ®
Documents satisfactory to the Company that convey the Title or create the Mortgage to be
insured, or both, must be properly authorized, executed, delivered, and recorded in the Public ®
Records.
Duly authorized and executed Deed from Shirley Seller, to Benjamin Buyer, to be executed ®
and recorded at closing.
Duly authorized and executed Mortgage from Benjamin Buyer, to Bank of America, N.A., @®
securing its loan in the amount of $80,000.00.
The Proposed Insured must notify the Company in writing of the name of any party not referred
to in this Commitment who will obtain an interest in the Land or who will make a loan on the [0}

5. When wizard completes, close screen

First American Title Insurance Company, and the operating divisions thereof, make no express or implied warranty respecting the information presented and assume no responsibility for errors or omissions. First American, the eagle
logo, First American Title, AgentNet, FAST, First American Eagle Academy, StreamLine, StreamLine ASP, TARA and Title Express 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 person or entity may rely upon anything contained herein when making legal and/or other determinations regarding its
practices, and such person or entity should consult with an attorney prior to embarking upon any specific course of action.
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Supporting Documents

1. Navigate to Documents screen and open Title Documents folder

NAME «

a

ackage
Escrow Documents
Search Documents
Title Documents

Trash (Empty)

2. Documents included with your Update request will display:

NAME TYPE MODIFIED
.. All Files
FAM-2021-270 Import 1 2
FAM-2021-280 Import 1 2
NAME TYPE MODIFIED
.. Title Documents
update letter_2021-80.pdf - May 6th, 2:07 PM 2
te docs_2021-80.pdf - May 6th, 2:07 PM 2

Product Guide

¢ Amendment - XML data file and Documents

e Date Down - Update Letter or Updated ASP and documents
¢ Update - Update Letter or Updated ASP and documents

First American Title Insurance Company, and the operating divisions thereof, make no express or implied warranty respecting the information presented and assume no responsibility for errors or omissions. First American, the eagle
logo, First American Title, AgentNet, FAST, First American Eagle Academy, StreamLine, StreamLine ASP, TARA and Title Express 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 person or entity may rely upon anything contained herein when making legal and/or other determinations regarding its
practices, and such person or entity should consult with an attorney prior to embarking upon any specific course of action.
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