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Setup Automation Process to Submit Closing Protection Letter Orders in SoftPro
360°®

Learn how to submit Closing Protection Letter (CPL) orders using the AgentNet Automation feature in SoftPro 360°.

Contents

Y= a0 o N @] o =Tt f o] T Y= V=SS 1

Activate SUbMIt AULOMALTION ProCeSs fOr CPL........oi i ittt e ettt e e e e bb e e e e s ab et e e s aabbee e e abbeeeesnbeeeesannes 2
OT g NI T N T 7= LT o - 1] PP PPPPPPPPRt 2
Create New SUDMIit AUTOMALION PrOCESS .....ccciiuiiiiiiiiee ettt ettt ettt e e e ettt e e e aab et e e e ettt e e e abeteeaabeeeeeaanbeeeeeanbeeeeeaabeeeesanreeeeaans 3

Initiate SUDMIt AULOM@TION PrOCESS .......ciiiiiiiiiiiiiiee ettt e ettt e sttt e s e bttt e e s ab e e e e sambe et e e aanreeeeanreeeesanbeeeesanrenesnans 8

(01 o] o F-1 I PSP P PP UUP PP PUPPPPP 9
IMIONIEOr AUTOMATION PrOSIESS .uvvuuiiiiiiiiitiiiiieee et eeteettieseseeeeeeetuta s s eeeeeeetttaa e eeeeeanesssassesseseesssssssnseeeeeenessssssneeeessennsssnssnsseeennes 9

SUBMISSION FIIUIES...cneiiiieieiiiee ettt et ettt e e ettt e e et e e e s s b e et e e ab e et e e aase et e e s amb et e e s abe e e e e aanreeeeaamraeeesanraeeesaanrenens 9

Set-up Connection Settings

To trigger the automation process, you must set-up connection settings in the SoftPro Admin screen.

Beginning from the SoftPro main screen:

1. Click SP Admin

2. Click Configuration

3. Navigate to Server to verify and right-click the server name
4. Click Properties
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NOTE: The SoftPro Server window opens displaying General, Archive and SoftPro 360 tabs.

5. Click SoftPro 360 tab
6. Update/verify necessary Connection/Advanced Settings

7. Click
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NOTE: Verify that your SoftPro 360 user credentials are entered in this window.

Activate Submit Automation Process for CPL

Automation processes can be triggered in many ways. To trigger the Submit automation process using a task, follow the steps

below.

Create a Trigger Task
Beginning from the SoftPro main screen:
. Click Order

. Click Requested Tasks

Verify Occurs option is Pre- closing
Enter your Task name
. Select Required in Status drop-down
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ProForm ProTrust

. In the Requested Tasks screen, click + to add a task to be used to trigger the Submit automation
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NOTE: Trigger tasks can be inserted into the Code Lookup Table, Master or Template file. See Initiate Submit Automation

Process section below.
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Create New Submit Automation Process
Follow the steps below in the Automation Process Wizard to create a new process for Submit automation process.

5

Configuration

1. From the SP Admin screen, click

2. Double-click = Automation
3. Double-click dProcesses

o
o

: -
Mew Process

4. Click  Z=tup in the upper left corner
NOTE: The Automation Process Wizard opens, displaying the When process screen. The requested process is set to start
when one of the various options is selected.

5. In the When screen:
a) Select (®) Task is added or updated

NOTE: The condition is added to the rule at the bottom of the screen.

b) Click First time hyperlink in the rule

#] Automation Process Wizard

C] 4 L4

when If Then

Start this process when:

i) Order is saved

() Document is attached

() Specific day and time occu

(@) Task iz added or updatené

(") 360 transaction is updated

Here's your rule so far:
|F|rst time a task iz added or updated

| Net> | Concel

c) Inthe When window:
i) Select Every time frequency option
ii)  Click OK to return to the Automation Process Wizard

d) Click|_Nee> ]

NOTE: The Automation Process Wizard moves to the If screen. The If screen displays various options to process if
certain conditions are met.

6. Inthe If screen:

a) Select ||:| Task name cortains specific value

b) Click s2=cfic value pyparfink in the rule next to ‘task name contains’

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.
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i) Inthe Task name contains field, enter name of the new task created in Step 5 in Create a Trigger Task

i) Click
i)

Click Exact match only checkbox

iv) Click to return to the Automation Process Wizard

If

*

Task name contains
[ L

Remove

n Exact match only

d) Click Task status is specific valus

e) Click secficvalie pyperlink in the rule

@ %] Automation Process Wizard

2

W
It

And if these conditions are met:

.L:I Field is specific value

D Task assigned to is speciic value

[[] Task category is specific value

[] Task code contains speciic value

[] Task name contains speciic value [Add]
[ Task status is speciic valus 6

[] Task type is specific value

[] Order has the following criteria

Here's your rule so far:

Every time a task is added or updated
and task name contains NC-CPL_Submit’

and task status is soecific value

Next > Cancel
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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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f) Inthe If window, Task status is:
i) Click [ Requested

ii) Click to return to the Automation Process Wizard
NOTE: All conditions are updated in the rule at the bottom of the screen, according to your selections.
ps

@ [#] Autornation Process Wizard

TN -

And if these conditions are met:

[] Field is specific value ~
[] Task assigned to is specific valus

[] Task category is specific valus

[] Task code cortains specific valus

Task name contains specific value [Add]

Task status is specific value

[] Task type is speciiic value

[J Order has the following criteria ]

Here's your rule so far:

Everv time a task is added or updated

and task name contains ‘M-CPL Submit!
and task status is ‘Requested’

Next = Cancel

g) Click

7. Inthe Then screen:
a) Select ] Perform specific actions in an order

NOTE: This is the action to perform with the service.

b) Click a2zt hyperlink in the rule

@ [#] Autornation Process Wizard

TOMMR. - —

Then do the following:
Perform specific actions in an order
[ Run code snippet

Here's your rule so far:

Everv time a task is added or updated
and task name contains NC-CPL Submit’
and task status is ‘Beguested’

then do the following:
perform specific actions in an order

=
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i) In the Then window:
1) Click [] Perform a specific 360 action
2) Click ==t

hyperlink_in the rule
ii) In the Perform a 360 Action screen:
1) Inthe Service field, select FATIC- Closing Protection Letter
2) Inthe Service Action field, select Submit Order
3) Complete all Service Action Settings with your First American Technical Trainer
NOTES:
e Enter your AgentNet UserName and Password
e For Account Number, Office ID and Approved Attorney ID and/or Second Party:
e You can enter the Account number or ID in each respective field, or in any relevant field in your
order and provide the field path in the applicable field in the automation wizard.

4) Click OK to return to the Automation Wizard

Perform a 360 Action X
o 2 |
v General ~
Service FATIC - Closing Protection Lettuo
Service Action Submit Order
» Service Action Settings a-
tdemo_3
2. Password SEBERBRBRRE
1.1 Accourt Number 4068731
3.2 Office ID 3299605
3.3 Undenwriter First American Title Insurance Comp:
3.4 Approved Attomey 1D
15 2nd Party Role MNone
3.6 2nd Party 1D
3.7 Include Attention Feld Mo
4.1 Letter Type Standard
4 2 lender CPL Yes e
4.3 Buyer CFL No
4.4 Seller CPL Yes
4.5 Borrower CPL No v
1. UserName
Enter LlzerMName
o oK Cancel

c) Inthe Then screen:
i) Select [] Update a specific task

ii) Click specic hyperlink_in the rule

In the Then window:

1. Select the Task Type: ‘Requested’

2. Enter the Task Name

3. Click the Task Status checkbox , select ‘Received’

4. Click OK to return to the Automation Process Wizard

NOTE: The rule is updated according to your selections and is ready to process.
d) Inthe New Automation Process screen/General tab:

i) Select Category: ‘360’ from the dropdown menu
ii) Enter Name of new automation process

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
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iii) click [
iv) Click

Mew Automation Process ? >

Otrr

—_— Q-
Name: |NC-CPL_Submi| o |
Description:

Last Modified On:  {none)
Last Modified By:  (nong)

Rule:
Every time a task is added or updated
and task name containg NC-CPL Submit’
and task status is ‘Requested’
then do the following:

perform specific actions in an order
perform a FATIC - Closing Protection Letter 360 action
and update @ NC-CPL Submit task

Enable thiz process “

OO = | oo [ o

NOTE: The new automation process is displayed in the Processes window.
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Initiate Submit Automation Process
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The Submit process created in the automation wizard activates based on the status specified in the task created in

the SoftPro order. Follow these steps to initiate the Submit Automation process.

Beginning from the SoftPro main screen:
1. Click Order tab

2. Click Requested Tasks tab

3. Select the applicable Task

4. Select Status: ‘Requested’

ProFarm ProTrust ProDesign Pro1093 SPImage SPAdmin 380 n
ﬁ A % gMy Screens 2y /ﬁ = Document History % apply Template @
L - e
. “ Order History et ¥ Field Code Browser @ Qverlay Order
Register Checdklist Tasks JRequested Tasks | Motes Documents  Attachments Submit iew Transactions
ale Rename Order
Quick Links Documents Actions Workflow Transactions
" ProForm Search Order 2020020173 X Management Console l
General - 0 - Requested Tasks ‘
Express Order Entry
Order Information
\ =
Status L + = A 22 LJ
Order Contacts Status Task Category Ccours Assigned To
Property = ed__Paiicy Lplnad Pst-clnsing s :
Sales Contract & Earnest Money 7 PReguested NC-CPL_Submit Pre-clesing Sharon Evans-Scott
- -
Title -
Oceurs : e _‘
Escrow/Closing o @ Pre-dlosing Code: I:I Task: |NC-CPL_Subm|t | Status: Requested 4 ]ﬂ
O Post-dosing Category: | V| Assigned to: | Sharon Evans-Scott w
Requested Fee
Due: |(None} V| Via: | V| Fee: l:l Line:
Requested: |04.f10.f2020 07:37 AM |~ | By: |Sharon Evans-Scott w | Contact:

R IR e T s g , /

Save and close your SoftPro order

e e b
-

Tnvoce:

NOTE: The automation will be initiated and can be monitored from the Monitoring Console. See Monitoring Automation

Progress below.
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Optional

Monitor Automation Progress
1. Navigate to SP Admin tab

2. Click Configuration

3. In Management Console screen, double-click =1 Automation

4. In the Automation folder, double-click :==Manitoring
- j -
ju =
frofarm ProTraat Sroleugr ol Fimage Ader o0 Prodetert W
b ]
Start Pagm Crclier AgenBint Demer LT Hansgerment Console 3¢
* L EE v Pl by Defmin - | g
B Server g ocabaa e B08 ]|
i Gereral Lot
8 arcvens W Fier
B Cumiows Sl Page
¥ Dropdownian Sratd Pwﬂ ;-g-ﬂag-l: r.-wﬂ By Tr
gﬂﬂa-h.u. I- " R Suibwen TP PC [Agenatiet Dema UT) M., Prath v
| Pugins s | T
[ Trust Seesuntreg = Completed Sabmit L MC (Agentiat Dema- LT Fok.,, Prath Mavan
o o = Compiened Subvt P (Agenttiet DU} Pob... Prath Havan
B Custom Feds =+ Corgiened Submt LPLAT (Agersuet DomaUT) Pok... Prath Mavan
L Descurmeny oot Regsaets 2 Compieted Sabmt PR [Agertet Demo-UT) o, Pratk Mavan
Pl Phey | ?cmu Subwn AL [Apenshiat Duway LT} Poll.,. Prtk Haven

NOTE: The status will reflect as ‘Completed’ if the process is finished successfully without errors.

Submission Failures

It is possible that you may encounter some error messages during this process. Below are common submission failure reasons

and actions to resolve them.

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
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‘ Status
Server Path Error

‘No Active Client could be
found’
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‘ Description

e System is pointing to the wrong active server
e Server location path is entered incorrectly

FIRST AMERICAN

‘ Action/Resolution
Go to SoftPro 360 tab in the Select
Server window to update server
information.
NOTE: To verify the correct server
information, go to the 360 tab from
the main screen, click About tab.

Pending Work Message
System is unable to acquire
lock on context order’ is
displayed in the Monitoring
screen.

There is pending automation work for the selected
file policy upload process. The process cannot
continue until further action is taken.

Close the opened Order. The
process will continue once this is
done.

Can’t Access Automation
‘No Active Client could be

SoftPro 360 username and password are incorrect.

Go to the SoftPro 360 tab in the
Select Server window to update

found’ SoftPro username and password.
Credentials AgentNet username and password are incorrect in | Go to the Perform a 360 Action
AgentNet User ID and/or the automation rule. rule in the automation to update
Password to not match the username and

our records. password.

Approved Attorney ID

Approved Attorney ID is a
Required Field for State

Property is located in AL, DE, DC, GA, |IA, LA, MD,
NC, OK, PA, SC, VA, WV or WI and Approved
Attorney value is missing.

Go to Perform a 360 Action rule
and provide a valid Office ID in the
Approved Attorney ID field. If AA
coverage is not needed, provide
your office ID in this field.

Update Task

Error updating task. Task with
name could not be found.

Task name in Automation rule doesn’t match
required trigger task in file.

Go to Required Tasks screen to
validate name of requested trigger
task added to file. Update task
name in automation rule.

Field Code Error

Incorrect Field Code or ProForm
value is empty

Office ID, Account Number or Approved Attorney|
ID in automation rule is empty or contains
incorrect value.

File fields used in automation rule contain
incorrect values.

Go to the Perform a 360 Action
rule in the Automation and check
values entered in Office ID,
Account Number, Approved
Attorney ID fields. Check values in
file fields if used in automation
rule.

No Loan details found. Loan
amount and Loan Number are
required.

Loan Number is missing from file.

Enter Loan Number in file prior to
requesting automation.

Missing Document

CPL Submit process was successful but the CPL
document does not appear in Attachments.

CPL Accept process did not run
successfully.
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