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A new order can be opened up any one of five (

Select the New Order icon in the ribbon
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Using the keyboard shortcut + @
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5) ways. You can:

Use the CREATE| button in the Recently Viewed Items

Select the New icon in the quick access toolbar
Select the home button and select the New icon
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j! Create a new item.
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Order 15-0003 ,jﬂ w ,
Order 15-0001 -
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Template VT-Purchase
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Click to create a new Order,

) Reserve Order Numbers
2/ Click to reserve Order numbers.

1] startrage t New Template
+ Click to create a new Template.
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Ctrl+ E

Ctrl+ N

Expand screen in flow text fields
Create New Order ;

Ctrl + S

Save

Create New Template

Ctrl + T
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Opens Documents Tab
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A New Order window will appear on the screen:

Web: www.SoftProLite.com

New Order -

Prefic: | ‘ v|  Suffec ‘ hd
Order number: 150013

Trust account: ‘ A

Orders/Templates to copy

Order/Template
MA-Purchase

ok | [ cancel | [® Heb

If the defaulted template (typically the state’s Purchase Transaction template) is appropriate for the
order click OK to proceed.

If the order is a Cash or Refinance transaction we’ll need to change the template. Click the template (1)
and use the | |icon to remove the defaulted template (2). Now you can Search for a different

template by selecting the IE' (3) located in the “Order/Templates to copy” box.

New Order .
Prefix | [v]  sufic [v
Order number: 150013
Trust account: | v
Orders/Templates to copy % 9
Order/Template
MA-Purchase
< m >
oK | [ canea | [® Heb |
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This will bring up the Order Search screen:

Order Information
Order #: | ‘ Whao has the file Search for:
Seftlement date: [{None) [v] through [(None) [v] Odesats [ v Orders
Orderreserved:  |[{tone) [v] through [lone) [v] Bewwsans [ v Templates
Orderreceived:  [{None) [w] through [iNone) [v]  Tile status: I:E
Order completed: [ {None) [+] through [iNone) [v]  Loan#: 1
prrone. | T —
Property Information
— | ' S —
' ' S
City/State/Zip: | | ‘ |v| | | Foreign e
e — o
APNFarcel: | i
" [ sewwema | el
e — T — T e—
Biief legal desc: | |
Title Information
ot | R —
Contact Information
Contact type [ [v]
oo | R —
——_— B
First name: | | Last name l:l
[ Search Clear

Select the button.
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A list of templates will appear in the search results window. Double-click the appropriate template.

Order Murfber Settlement Date  Order Status ~ Project Name  Address City State Zip  County Lender
CT-Cash MNone CT
CT-Purchase MNone CT
CT-Refinance Mone CT
| MACash None MA
MA-Purchasze Mone MA
MA-Refinance Mone MA
ME-Cash MNone ME
ME-Purchaze Mone ME
ME-Refinance MNone ME

The New Order window will appear with the name of the template populated into the box

- st

Order number: |154)D13 |

Trust account: | | hd |

Orders/ Templates to copy

] 1 E =

Crder/Template
MALCash

If the OK button is greyed out, you will have to select any relevant Prefix or Suffix from the drop down
menus.

Click OK to create the order.
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Once a tab with the order number appears on the screen, the file is opened.

Order 15-0013 - SoftPro Select

M lf % - My Screens 4) / Document History % Apply Template
o ” . i
‘/ “ Order History & Field Code Browser | ‘@) Overlay Order :
Register Cheddist Tasks Reguested Tasks Motes Documents  Attachments ) Submit
ale Rename Order
Quick Links 1 Documents Actions || Workflow |

— :
Start Page (omr&mu x]‘)

SoftPro Lite General/Title Y Q O Express Order Entry

p  Express Order Entry

Title Insurance Premiums
Rush order

Mational Rate Calculator

Commitment [] Exdude order from IRS submission
Rolicy, Auto-publish to SoftPro Live SoftPro Live template: | |
Endorsements
Transaction type
Payoffs ® purch Commerdial Order type: |T|ﬂe & Escrow |V|
urchase
Construction s | | |
roduct type: v
Escrow [Closing - © Refinance Cash sale
O Equity Out of county Policy type: |Owners Only | ] |
O oOther
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