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Order and Accept Searches and Commitments in SoftPro 360®
Learn how to place and accept a new Searches and Commitments product in SoftPro 360°.

Place a New Order

Beginning from an open SoftPro file:

1. Click the 360 tab
2. Click Services

o - @ - )~ i

ProForm ProTrust ProDesign Pro1099 SPImage SPAdmin 360

oo 2 20 200 -0

Queue Services Search = Administraton Logn Logout Informaton Help About — Publish Website

Transactions Security Resources Live

NOTE: The Services window opens with the available service files displayed.

..~ @ FATIC - Agenthet | . .
3. Double-click . from the Underwriter Services folder

4. Inthe Order Linking window, select the applicable order
5. Click OK
Order Linking

Cipen Order Numbe
ChAH-000179

Selected Order Number:

o ok || Corce
6. Click to save your order if prompted

NOTE: The Welcome page is displayed.

7. Select M Skip'welcome Page

8. Click et |

9. Inthe Login window, enter your AgentNet user credentials
10. Click ¥ Remember e

NOTE: Once you have logged into the AgentNet Integration you will not be prompted to enter your user credentials the
next time you access the integration.

11. Click _ Mea |

NOTE: The next screen will show the Title Services that have already been ordered on the file. If you have not ordered
anything yet, this screen will be blank.
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12. Click & , if needed to complete any required fields that are missing data

13. In the AgentNet Title Services window, click ‘) #dd Froduct

=y Searches and Commitments

Order a Title Search or
14. Click Commitment

15. Confirm and/or complete information in the Data Review window

16. Click Mt |

17. In the Service Selection window:
A. Select an Order Property Type option
B. Enter Email address(es)
NOTE: The Email Notification field should include all addresses to receive Order and Completed Search notifications.

Select a Product
Click the Search fees acknowledgement checkbox

oo

Click View Disclaimers, if you choose
. Click Next

m m

Service Selection First American Title™

Order Property Type: |Singre Family Residence

i

Email Motification: Icheﬂner@ﬁrslam_ com

| Select Product{s):

AgentMet Search Product

Cd
[T Eagle Search Praduct

I~ Ownership & Encumbrances Report

Q v Search fees will be provided by the Agency Services office servicing your state. An
additional agreement may be required.
e Yiew Disclaimers |

Back | G Next | Cancel |

Browze

18. In the Add Document(s) window, click to search and add a file, if needed

NOTES:
e Browse will allow you to choose a document from your computer.
e Attachment will allow you to add a document from SPImage

e Documents will allow you to add a ReadyDoc . ReadyDoc feature is only supported in Standard version at this time.

19. Click LI to view the Add Note(s) window
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20. Click New to add a Note to the Order, if needed

21. Enter Note(s) into the Text section
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.

22. Click  =4mit 5 send the Order to First American

AddMote(s) First American Title™
Notes IV Show ProForm Notes
Status | Text ‘ Send New
Pending This is a test order
@ Hemaove
MNote Text: I Addto ProForm Notes

Back @Submit | Cancel

NOTE: A confirmation notifies you the order is successfully processed. Order will be sent to AgentNet.

23. Click ﬂ to close the confirmation window

24. In the Order Progress window, click Close

NOTES:
e An order confirmation via email is sent to the email address(es) entered in the Email Notification field.

e Use Status in the Title Services screen to view the Status, Service Order #, Contact information, and

Progress of the order. Order Status will show in the Task section.
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Accept a New Order

5.

6.

=,
60

Click %
Select Searches and Commitments in Ready status
Click Next Step
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NOTE: The Import screen is displayed showing data and documents, which are selected by default.

In the Import Grid:
A. Compare the values from your file (current value) to the values that will be imported (new value)
NOTE: Deselect values to remove the new value from the import, as needed.

B. Edit the New Value by clicking &2 , as needed
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C. Inthe Documents section, uncheck the document(s) you do not want to import

D. Click Overwrite Requirements/Exceptions to deselect, if needed
NOTE: If new Requirements or Exceptions phrases are returned, a checkbox to Overwrite Existing data may be
selected. If deselected, new phrases will be appended to existing file phrases

| View 0Py | Ol sam@ . .2 Mame |vwaoize  Triar _a.
"~ Bgerilet Sesrch Product P& AgeriNet Seaich Product PApdl 131635 100%
~ e Agenitlel Seach Product PA AgeniNet Seaich Product PA doc 119295 100%
¥ Imvvoice - 4271302040 Irvoice - 421 302040 pdf 126497 100%
W~ SP-Seaich Package SP-Search Package pdf 293410 100%
v M SP-Seaich Package 2 5P-5eaich Package 2.pdi 141459 100%

¥ Overante Requrements/Esceptions (] -ﬁccﬁpll Cloze

Click &) Aceept 4, import all information into your file
NOTE: All checked items and documents are now available in the file and the Status displays as Accepted.

LELE
() Mext Step (&) [F | views: If-\ctive Order '”:IWJ' (5 &f | Filter: If—'«ll Praviders

| Frovider | Service | Statuz | Linked Order | Linked Prafile | Cre:

and Commitments | Accepted | CMHSTD-001 SOefault

Click | Db | to close the dialog box for the selected item(s)
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