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The purpose of this document is to provide detailed instruction on how to utilize the Back Office
Production Services (BOPS), interfaces with AgentNet® on the Snapclose platform.

NOTE: Snapclose Pro Version 159.20 or later is required. Contact Snapclose Technical Support at: techsupport@snapclose.com
or by phone at 877-476-2725-Option #2 to set up your appointment for Snapclose to be installed.
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Setup Preferences

Follow the steps below to setup your AgentNet account in Snapclose.

1. On the left navigation expand Preferences and select User.

REPORTS

Other

PREFERENCES

SAdministrator

CONTACT MGR

Search

2. In the FATIC Settings section:
A. Enter your AgentNet username and password
B. Click Save/Update
C. Select Office

Starting Lacation: IContaclManager-Sealch j

FATIC Settings
User Name: |sc_user_fl

Change Password

Password: [ <o Underwiter Code:

Dffice: Westminster Abstract Company/FL/Bonita Springs, 24201 ‘Walden Center Drive, Suite 208

[ “Partner Integration Settings -

D. Click SRR once again

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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Request Search Order

Follow the steps in this section to request a search order for a file. Begin with an existing file as your proceed through these
steps.

New Service Request Order
1. Inan existing file select the First American tab

2. Click the LIRSl button

First American

Paolicy

Dizburse

HUD

Irrvoice

Reminders Comrmitrent

Ord

Prafile

Back Office Service Form

COrder Status

Order ID Order Mumber

Request Date

In the New Order section, choose the appropriate Product, Property Type and Transaction Type
NOTE: The Property Type and Transaction Type will auto populate based on your file details.

Enter the appropriate email address for all notifications regarding your request
NOTE: To add additional email addresses for notification separate them with a “;” semicolon.

5. Enter any comments in the Notes section as needed
NOTE: Additional land parcels can be added to the search order by including the details in the Notes section prior to

submitting your order to AgentNet.

NOTE: To add documents prior to submitting a request proceed to the Documents section.

Click ki to begin the Service Request.

- Mew Order
Prociuct IQEIEIE Title Commitment Single Family Residence |

Email evvadsvworth@firstam.com ctunefirsta IE: Sale wiMortgae d
Discl he information supplied herein is provi an er License Agreement and is solely for the issuance of title
ommitments;, preliminaryreports, guaral ci itleinsurance (and endorsements thereto) of First American Title
ed and prohibited.

insur;
Insurance Company or one of its affiliates. All other us

Documents:
Documents tr

Document Mame Tvpe

Date Documert Path Extension

Demo Document Dema Document 2015-01-15 NS AYMMAPSNAPOD Enapcios [
Demo 3 Document Dema 3 Document 2015-01-15 MSNAYMNAPSNAPOD snapclos pdf
Acld Dacuments:
Lenclers: Notes:
Type notes here to communicate with the Back Office Production Services.

v Bank of Tomorrow (Primary Lender)

| Submit I Cancel

NOTE: Cancel will clear out the request and take you to the Order Details view.

7. A dialog box and email will confirm the Service Order was submitted successfully.

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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Attach Documents
Follow the steps below to attach documents to be uploaded for submission on the new Service Request order.

NOTE: The document type PDF is the only type of document that can be attached and sent to the Service Request order. If the
document you are attempting to attach is another type of document, you will need to convert it to PDF prior to attaching.

Add Documents

1. Click to choose the documents which will be attached

NOTE: Documents must be attached to the file’s tab prior to adding documents to the Service Request.

2. Adialog box will open, select the documents needed for this request
3. Click Add to attach the document(s) to the Service Request

Attach Document I
—Select docurment for attachment:

Dizplay Mame [ ate Created Lazt Accessed Last Accesszed By Created By
I IDemU Diocument MA5205 24709 .. | MA52015 2:47:09 .. | Enoch W adsworth Erioch wadswarth
[ ADemo 2 Document o As/205 01/15/2015 Enoch W adswarth Enoch Wwadsworth
v §|C 2o 3 Document 01152015 01/15/2015 Enoch 'Wadswarth Eroch Wadsworth

4. Proceed to step 6 in the New Service Request Order section in this Job Aid

Order Details

The purpose of this section is to communicate the Order Progress, Documents, Notes and Contact Information.
Refresh

NOTE: To update recent activity to this page, click

Order Progress Details
View the status, order details and progress of the Service Request through the tracked tasks including comments from First

American.

Croler Detailz

Status Open Order Dater  2015-01-15T15:13:14 BCPS Crder Mumber: 3271564 Internal Orcler ICx 33031014
Task Name Start Date Complete Date Wigived Comments Due Date

Order Received Mo

ESP Link Availakle in Comments Mo

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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Documents
In this section you have the ability to view and save the completed documents from the Back Office Production Services as

well as upload additional documents for the Service Request. Follow these steps to obtain a copy of the completed documents
from Back Office Production Services.

Yiety Docurmenk Gt Docurment

1. Inthe Documents section, right-click on the desired document to either or

NOTES:
e View Document will open the document for viewing

tab in the file

e You can only View or Save one document at a time

e Get Document will save the document to

Documents:

1014-474694373- PDF Sl DU B EL LT 0 Commmitment [ Title Reports
Sl Bl A Commitmernt | Title Reports

aet Docurment
arch Package Do Title: Search Pac

Document Mame™ |

F3031014-47 468437 3-12-0i0
33031014-474694371- POF

[ «] | »

Follow these steps to add additional documents for the existing Service Request.

NOTE: The document type PDF is the only type of document that can be attached and sent to the Service Request order. If the
document you are attempting to attach is another type of document, you will need to convert it to PDF prior to attaching.

Add Documents

1. Click to choose the documents which will be attached

NOTE: Documents must be attached to the file's tab prior to adding documents to the Service Request.
2. Adialog box will open, select the documents needed for this request
3. Click Add to attach them to the existing Service Request

Attach Document

—Select document for attachmert:
Dizplay Mame [ate Created Last Acceszed Last Acceszed By Created By
¥ [Demo Documet 01A15/2015 2:47.09 .. |01A15/2015 2:47:09 ... | Enoch W adsworth Enoch wadswarth
[~ [Demo 2 Document 01A15/205 01/15/2058 Enoch W adswarth Enoch wadswarth
v mo 3 Document 01A15/205 01/15/2058 Enoch W adswarth Enoch wadswarth
Add LCancel

4. Click Upload Documents to finish adding the documents to the Service Request

Fath Extenzion
001 \=nap pudf
001 '=nap pf
001 =nap pulf

Upload Documernts

NOTE: A Confirmation dialog window will appear when documents are successfully uploaded.
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Notes

Enter any additional Notes needed to process your Service Order Request. A history of Notes will be displayed during the order
process.

1. Enter additional Notes, if needed
2. Click Update Notes

Motes:

Add additional notes here |

B L SCFL_User of Yestminster Abstract 3
Compan ced an order from Agertiet on 01152015
03:13:09 PM PST. Agent's contact info iz
gkladovasilakis@ogmail.com or 2132223333, Agenthlet File LI

NOTE: To cancel a Service Order Request, enter a Note requesting to cancel the order or contact the representative
located in the Service Order Contacts section.

Service Order Contacts

The primary contact for the Service Order will be displayed for your reference. All questions regarding this request should be
directed to this contact.

Servoe Order Contacts

Cortact: ICentraI Florida &gency Office Phone: |1 14111111 Office Fax:

Email: Idemg@ﬂrs{amlcgml Office Address: |

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
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Job Aid: Service Order Products — Process in Snapclose | 7/24/2020 5

©2020 First American Financial Corporation and/or its affiliates. All rights reserved. ¥ NYSE: FAF



