RESOURCE 5.1: OVERVIEW OF ENHANCEMENTS

L COPY A FILE
II1. USE TEMPLATES
A. Order Entry
B. Commitment/Policy
II1. NEW LAYOUT OF ORDER ENTRY TABS
A. Main tab
B. Loan tab
C. Property tab
IV. ATG SERVICE SCREEN

V. TAGGING SPECIAL EXCEPTIONS FOR EXCLUSION FROM POLICIES
A. Including/excluding exceptions on policies from the Standard Language Lookup
B. Including/excluding exception on policies from manually typed exceptions

VL PRINTING

A. Document Categories
B. Document Packages
VII. HUD

A. HUD change log
B. Mortgage Payoff Calculator
C. Add to draft
VIII. CHECK WRITING
A. Change payee
B. Check Writing Voided Checks
C. Recreating Receipts and Disbursements after one or more checks have been printed

IX. SUPER SEARCH

A. Search for an order or several orders
B. Print report of search results
X. CLOSING STATEMENT

XI. AMORTIZATION SCHEDULE



RESOURCE 5.1: INSTRUCTIONS FOR USE

L To CoPY A FILE

A. Create a new file, click the Add File Number button i.l or select New File from the File menu.

B. Enter all or part of the Tax ID Number (Permanent Index Number or PIN) and click the Search button.

ﬂ! Similar Tax ID Numbers, if any, will display.

C. Click the Create New button to create a new file.
D. Click Calculate Next Number button Calculate hiext Humber ‘
E.  Click the Copy Existing File __-°F¥ Existing File |button.
Enter New File
Enter a Hew File Humber _7|

Copy Existing File | IU4UQUU1 o174

Select Type of Order ID ‘I Mone specified at this time
Branch INone 'I
Title Unit I vl E=craowy Lnit I 'I

X o |

The Select File Number screen appears

select File Number
Search Characters Currert Fitker: "0409001" - Click Search for Mew Filter |
|0409001 Search |
Fil=Mo [status [openmate [closenate [commitDate [pepartment [Person [Ttieca [EscroveBank [Loanamaunt =]
| 040300100002 CPEMN Gid 2004 601172004 TEST 1 S0 1 DDDDD_I
040900100003 OPEM Bi7r2004 B 472004 HUD-1 Prep 1 =0 200000
: 040300100004 CPEMN Gi8r2004 GiS/2004 601552004 TEST 1 S0 83000
040900100005 OPEM Bi952004 BMER2004 EME2004 TEST 1 =0 100000
B 040300100006 64952004 TEST 1 S0 100000
[Y|0409001 00007 OPER 5972004 4 lesT [ [ 1] =n
| 040300100003 Bi952004 TEST 1 S0
0402300100009 OPEM 6/8/2004 BM6/2004 TEST 1 S0 100000
7U4UEIEIU1 ooo10 OPEM Bi1472004 Bi21/2004 TEST 1 =0 200000
B 040300100011 CPEN i 452004 Gi24/2004 61952004 TEST Test Region 1 S0 1
7U4UEIEIU1 ootz OPEM Bi1472004 Bi21/2004 TEST 1 =0 100000
_D4DEIDD1 0013 CPEN i 452004 64212004 TEST 1 S0 QDDDiDlLI
4 »
Search By
[Fite =1
Refresh o OK XK cancel |
F. Select the file number that you would like to copy by double-clicking or highlighting and click OK.
1. The new file number will display and Order Entry will open.
2. The following data will be copied from the existing file:
a. Order Entry Tab: Closer, Search Provider, Realtors,
b. Buyer tab: All fields
C. Seller tab: All fields
d. Loan/Misc: Lender
e. HUD: No fields
f. Commitment/POL: All tabs
g. ATG Services Screen: No fields
n

NOTE: The sales price, earnest money and loan amount will not be copied from the existing
file. Also, you must go to the ATG Services Screen to select services and calculate rates.



IL. USING TEMPLATES

A. Using a Template for Order Entry

The Use Template feature will copy all of Order Entry data from an existing file or from a template file.
There is also a Use Template feature to copy the Commitment and Policy data from an existing file or
from a template file.

= NOTE: It is recommended that you use the Template feature prior to adding data to the file. Two
confirmation messages will display upon selecting Use Template, indicating that any data previously
entered in the Order Entry tabs will be deleted and replaced with the data from the selected existing
file.

1. Click the Order Entry button = or the Data Entry menu to access Order Entry.

98 REsource Testing Ink - 192.168.110.25 - Remote Desktop
@ Complete Closing Enterprise - 5.1 SP2a.
File DataEntry Utlities Window ATGF Extensions Help

H Y 9 & 5 o M o rile#
Qa3

|0l x|

pansootom7s | = @ & X F Ee i

@ order Entry [_ O]
{Hdain | Buyer/Seller | Loantise | Property |
ervice
— Lise Template | Status [oPEM ~| Escrow Bank 1 «| Bank One 2
— I J I J " Owner * Simutaneous: =
Clager  [aa00s ~| PlaceofClosing  [a001 [Test Region  Title Guar ¢~ ConstLoan
Use Template Search Prov. '5357 [ATGrit L ater Order Category = £ Mortgagee (" Other

001 [Test Region [

1 Note

F’/DH‘I-—EI

l1 A /BI2004

I Buyer(s)

Prior Policy# Priot Policy Amourt  Prior Policy Date _ Prior Palicy Cose  Plant DOS FACH
DOS OMCH
Critical Dates
File Qpened Commitment Due  Closing Date
[12nzo0e gA [r2eez000 g | Sellar's Realtar fosse [retion Team Reaty
Confirrn Date Meed SRCH Closing Time Buyers Realtor 55541 [AMERICAN REALTY < -
| [z N = Sales Price
Member Member File #

4] | A4
2. From the Order Entry> Main tab, click the Use Template 22| bytton.
3. Click OK on the confirmation prompts that indicate the selected template will override any data

entered in the Order Entry tabs.
The Select Template window displays.

Select Template
Search Characters

Template:
Template
Template
Template
Template
Template
Template
Template
Template
Template
Template

030347000002
040006400158
040029600003

All Orders

&11/2004
10/30/2003
612/2003
272712004
SH7I2004
3162004
20512004
10/26/2004
TH32004
8711/2004

7/30/2003

41232004

313172004
2012004

7H 52004

7/3012003
11152003
51912003
3512004

5i2412004
31232004
21312004
111212004
7i2012004
8182004

Closed
TradMoService
Qrler Ertry
TradMoService
Closed
TradMoService
Cancelled
TradMoService
TradMoService
TradMoService

[ P U D D D P P ] .

155200

171696
155200
350000

97500

o
428000

Refresh Al Orders

4. You may select a file that is a template; or

5. Click the All Orders M button to list all of your files.

6. Select the file that you want by either double-clicking on the file or clicking once on the file to
highlight it and click OK.

7. The data from the existing file will now appear in the new file.

=  NOTE: The sales price, earnest money, and loan amount will not be copied from the existing
file. Also, you must go to the ATG Services screen to select services and calculate rates.



B.

Using a
1.

All Orders

Template for the Commitment/Policy

To copy the commitment/policy data from an existing file into a new file, click the Commitment/

Policy button E or select Commitment/Policy/Binder from the Data Entry menu.

Click the Use Template Ll.button.

* NOTE: It is recommended that you use the Template feature prior to adding data to the
Commitment/Policy tabs. Two confirmation messages will display upon selecting Use
Template, indicating that any data previously entered in the Commitment/Policy tabs will
be deleted and replaced with the data from the selected existing file.

Click OK on the confirmation prompts that indicate the selected template will override any data
entered in the Commitment/Policy tabs.

9% REsource Testing Int - 192.168.110.25 - Remote Desktop =1 =]

& Complete Closi i 5 5 nt,/Palicy,/Binder]

s = B Al S File # cansoo1o0127 = @ & » 9

= | Use Template

Commitment/Policy Logging & ey
Cmt Sched & | Sched B | Policy | Policy Optians |

Etfective Dets Etfective Tims Issue Dats Issue Tims

[1=ozo0a B 2 = o ane om [ = = =] o oame om| _F

\wner Policy Proposed Insured Polic

’—Zmuum $300.000.00 g“?:;rﬁms Mames =y

[Z Suppress names cText oniv) My I~ Borrower: Suppress Names 1[5

Commitment # [04090071 00127
terest In Land [Fes Simmie =

25¢| o3| | =] | | Owner Insured

T Owner Insured  Mortg. nsured A Moo, Borower fCurent T ile Holders ALeoal Desc A More Int in Land

P == =S NS [SFeETr—
< | 2

The Select Template window displays.

Tempiate TracmoServi

]
4
Tempiste 51172004 71302003 71302003 Closedt s s 155200
Template 105302003 11582003 TracmioSsrvics . s
Template 51272003 6152003 Order Entry i i
Template 202772004 72004 1512004 TradmioService f P 171888
Tempists 51772000 242004 Closedt i 258 155200
Template | 38/2004 312004 3232008 TradmioService f i2s 350000
Tempiats | 2872004 282004 2132004 Canosied i 7 7500
Template | 10i28/2008 117212008 TradmioService f 180 o
Template 71372000 7572004 71202004 TradmioSsrvics . s 426000
Template 51172004 sns004 TradMioService i 241 5
L |
[Fiex \ =
Retresh A1l Orders X cance

You may select a file that is a template; or

Click the All Orders button M to list all your files.

Select the file that you want by either double-clicking on the file or clicking once on the file to
highlight it and click OK.

The data from the existing file will now appear in the new file.



I11.

ORDER ENTRY NEW SCREEN LAYOUT

The Order Entry tabs have been rearranged to allow more efficient data entry. Additionally, unused data fields
have been removed and some new data fields have been added. The Miscellaneous tab has been eliminated and
the Buyer/Seller tab is unchanged. The following highlights the changes to the Main tab, Loan/Misc tab and the
Property tab.

A.

Main Tab

1. Click the Order Entry button or the Data Entry menu to access Order Entry.
Order Entry > Main Tab

9 REsource Testing Int - 192.168.110.25 - Remote Desktop ] 4]

© Complete Closing Enterprise - 5.1 SP2a.
File DataEntry Utilities  Window  ATGF Extensions  Help

hE] ] Ml Z= Filez |D4DQDD1DD1?8 = @ £ ¥ FE ng L

Qogn B
@ Order Entry =1

{ bdain IEIuyEr.FSEIIEr | Lomnmize | property |
Use Template |S‘latus OFEN Escrow Bank 1 =] BankOne [ SSric _‘?I
i Cwner = Simuttaneous =
Closer [saons  +| FlaceofClesing  [aint| [Test Region € Tle Guar (" Const Loan
Search Prov. Iﬁ IW Order Category I—LI  Mortgages  { Cther

Prior Policy# Prior Policy Smount  Prior Policy Date  Prior Policy Code  Elahit DOS FACH

I I = | =] | =] |

DS OhCH

Critical Dates
File O || i i Due Clasing Date

|12f1QDDx1 A |12f8f2004 A | A Sieller's Realtor 0345 [action Team Reatty
Confirm Date heed 2RCH Closing Time Buyer's Realtar F5541 |AMEF¢ICAN REALTY £ -

[ B [lz7ems g Sales Priea [

hember hMember File #

|9c|c|1 ITestReglon [rzs 1 Hote e I S N

'1 1/652004 I Buyercs) !

< | Moz

Prior Policy information moved to the Main tab from the Misc. tab

b. Place of closing moved to the Main tab from the Misc. tab

C. Data fields added for Search Order Number and OMC Number (not a REsource

OMC).

d. Use Template feature added. See this document for more information on using

templates.

Loan/Misc. Tab

1. Click the Order Entry button or the Data Entry menu to access Order Entry.
2. Click the Loan/Misc. tab
Order Entry > Loan/Misc. Tab



C.

92 REsource Testing Int - 192.168.110.25 - Remote Desktop — 1ol |

E: complete Closing Enterprise - 5.1 SPZa.
File DataEntry LUtilities  ‘Window ATGF Extensions  Help

5] s - Ml 2= Filez [oansooiooT7e =i @ % & & g '
=]
& Order Entry =] E3
main | Buyer/Seller  Losniise | property |
Sales Price Earnest kaney Laan Armaunt —?I
Crnvner Policy Liability Override Mortgage Broker Loan Paolicy Liability Cwvearride
fosi [ e L construction o

rLoan Infor

Lender F7195 Iabc LEMNDER = I
Loan klumber I

Mart. Ins. Case Bo. |

[ 2nd Loan Infor

Loan Armaunt |
Lender | |
Loan Number |

hdort. Ins. Case hlo. |

< | > '//_I
a. Mortgage Broker field added.
b. Removed unused fields.
Property Tab
1. Click the Order Entry button or the Data Entry menu to access Order Entry.

2. Click the Property tab
Order Entry > Property tab

9 REsource Testing Int - 192.168.110.25 - Remote Desktop =] 4|

% Complete Closing Enterprise - 5.1 SPZa.
File Data Entry  Utilities  ‘Window ATGE Extensions  Help

=] e = Ml = File#  [peoeooionivs = @ A & F s il
=
T Order Entry =] B3
Main | BuyeriSeller | Loaniisc  Broperty |
1 Property s I S 2| I = et = ] _IE'
PN Subdivision Block Lot Courty Township
[r== IHobson wiest LNt Mo, 4 =1 |1 [ [puraze =] -I
Legal Description I ©Owerride Auto Legal Description:

[Hobson wiest Unit ho. 4, Block 1, Lot 1, DU PAGE Courty

Street Address
[ 1105 Honest Pleasure

City State Zin I
[Mapervile i [eosan
Tax Sale Date Tax Redemption Dus Taxes Redeemed Date

4

| oz

a. Tax ID field re-labeled PIN (Permanent Index Number/Parcel Index Number) and
moved to the top of the window.

b. Township field added. To enter the township, type the first few letters and the name will
display.

Date fields have been added for Tax Sale.

d. Unused tax information removed.

IV. ATG SERVICES

A.

I
To select services from the ATG Services Screen, click the Edit Services button "‘-? or click the ATGF

Extensions menu and select Edit Services. This is a necessary step for the production on an Invoice for
Title Charges and the HUD Settlement Statement.

The ATG Summary window displays



T |
~Title Prep Search
Tile Prep Tatal
Endorsamen
Search Tntall
| Commercial
Endorsement Total
R - Misc
Commercial Tntall
Edit/Select Charges
Title Prep Total
E— I
ATG Charge [ I /Eur\sumel Charge
7 4
Closing Tots! [ | ‘ | Edit/Select Charges [ Dlose |

£

B.

1.

ATG Services Tabs

Click the Edit/Select Charges button to select services

The ATG Services window displays tabs for Title Prep, Endorsements, Closing, Search
Services, Rec-Misc., and Commercial. Each tab will have checkboxes for selecting various
services.

Select title services and transaction information by clicking the appropriate checkbox.

When services are selected, customary fees will automatically populate the ATG column, the
Buyer column, or the Seller column.

ATG Services
Title Prep IEndorsementsl Qlosingl ﬁaarchl ﬁec-Miscl Commerciall
ATG Buyer Sell ATG Buyer Seler
i Title Prep
[~ Advisory Commitmert (POF). 000 | 000 000 IL Reg - OF% |3.DD |D.DD |3.Uu
[~ OP&and/orMP&(PO).....| 000 | 000 000 L Reg- MPA 3T [ [
I Loan Madification | 0.00 ‘ oao ‘ 000
I~ GRU | om | o000 om0 Title Prep Total[0.00 fo.o0 Jo.oo
Endarsement Total [0.00 [1e000 Jo.oo
i~ Frior Type Closing Total [450.00 [450.00 Jo.oo
% Mo Prior Policy 0oo 000 0.00
130,00 0.00 0.00
© ATG Frior Policy ]| 0 | Search ot I I
¢~ Contract Conversion 0.00 0.00 0,00 Fec - Misc Total IU.UU ID.UU IU.DD
€ Abstract (i) {)i[n) [0 5
[ | Total |0.00 0.00 0.00
€ Non ATG Pricr i oo | oo i 1) I |
No Prior Surcharge [25.00 fo.o0 Jo.oo
(- Properly Type 0P Amount [275.00 fo.o0 [os5.00° _—
' Residential ......... MPA Amount [45.00 240.00 0.00
oo ' ' 55| catcuate |
o MPA2 Amount |0.00 fo.o0 Jo.oo
 Wacant .......... »
Amount due [331.00 [p4n00 Jo.oo
rTransaction Type S ‘
% Buy / Sel :
" Refinance
 Installment Contract
= New Construction s
| Update HUD
These charges for ATG premiums and services are estimates only, based wpon the fees r was submitted. Additional ar
increased fees and rates may apply at the time the services are actually rendered or the poli

Click the Endorsement tab and select the checkboxes for required endorsements.

Continue selecting services in each tab.

When you are finished selecting services from each tab, click the Calculate button.

The Calculate button calculates and displays all fees for selected services in the columns on the

right.
Click Update HUD button

The Update HUD button pulls all fees from the ATG Services screen to the Invoice for Title
Charges, the HUD-1 Settlement Statement, and the Accounting Information Schedule (AIS).



7. To override the Standard Consumer Fee or the Party Liable for Payment (Buyer or Seller), double
click the Amount. The Consumer Charge Override dialog box displays.

8. Enter the desired amount in the field (do not use a dollar sign) and click OK.

Consumer Charge Dverride Ed |

Service Mame : ILcu:atiDrﬂ

Total Charge IEIE.DEI

Buyer Charge: IEIE.DEI
Seller Charge: IEI.EID
HUD Line: | 1105

Remaove I ‘ ] I Cancel

9. To override the Standard Underwriting Fee or the Party Liable for Payment (Buyer or Seller),
double click the Amount. The Special Rate dialog Box displays.

10. Enter the desired amount in the field (do not use a dollar sign) and click OK.
=  NOTE: Special Rates for underwriting premiums must be authorized by ATG Staff attorneys.

Special Rate

Service Mame : IUF'AF'[BI‘ﬂiUm |zzue Date : IZDDEU2U2
Drefault Amount : |2?5.UD lssued By - IUSEH
Autharization: IUUDD

Special Rate : |0.00

| Remove I| Ok I Cancel |

a. Always remember to click the Calculate button and the Update HUD button prior to
closing the ATG Services window.

b. Click the Close button to return to the Summary window and click the Close button on
the Summary window to exit.

TAGGING SPECIAL EXCEPTIONS FOR EXCLUSION FROM POLICIES

Selecting special exceptions for exclusion from policies has been enhanced. Exceptions found in the Standard

Language Lookup or manually created exceptions can easily be tagged for exclusion on either the Owners Policy
or the Mortgagee Policy.

= To exclude Standard Language from a policy, click the Commitment/Policy Preparation button E
or select Commitment/Policy from the Data Entry menu.

= Click the Schedule B tab.
= (Click the Exceptions tab to enter Special Exceptions. The text area for exceptions will display.
A. Excluding exceptions obtained from the Standard Language Lookup.

1. To select standard language, click the Lookup Standard Language Items button. 5 The
Select Standard Language Items window displays.

2. Begin entering the Category name or click the dropdown arrow |z| to view and select the desired
category.



3. To select exception language, double-click the desired exception or click once on the exception

and click the right arrow button ﬂ to move the exception to the right side.

4. To exclude an exception, uncheck the Owner or Mortg checkbox for that exception.

@ select Standard Language Items

Category |Subdivisions -

Uncheck for

exclusion
Total Selected: |2 from policy_
Benedetti & Foush Sub. - exceptions ;I Description |0Wner i
Building Setback. X[ Esisting Martgags r
ﬂ | |Buiding Setback F ¥
Covenants & Restrictions il
Covenants/R estrictionsForfeiture
Covenants/Restrictions-No Faorfeiture
E agle Yiew Subdivision _I
E agle Wiew Subdivision :I il
Fou Creek Subdivision
General Covenants
General Subdivigion Exceptions
Greencraft Phase IV Subdivision
Lake Thunderbird Grove Subdivision ;I LI
paces Between Paragraph:
W oK X Cancel | " one * Two |
5. To automatically have an exception appear on the final policies, leave the check marks in the

boxes Owner and/or Mortg[agee] checked exceptions will appear on the final policies and
unchecked exceptions will not appear on the final policies. The exceptions will display in colors
to indicate their destinations:

a. Black: The exception will print on both policies. This is the default setting.
b. Pink: The exception prints on the Mortgagee Policy only

C. Blue: The exception prints on the Owner Policy only.

d. Olive: The exception does not print on either policy.

Excluding manually entered exceptions

To exclude/include manually entered exceptions on the Owner or Mortgagee policies, highlight the text
and click one of the Mark Selected Text buttons.

1. Mark Selected Text for Inclusion on all Policies (Black).

2. Mark Selected Text for Inclusion on Owner Policy Only (Blue).

3. ——1Mark Selected Text for Inclusion on Loan Policy Exclusion from Owner Policy (Pink).
4. i Mark Selected Text for Exclusion from All Policies (Olive).



% REsource Testing Int - 192.168.110.25 - Remote Desktop (=]

Complete Closing Enterprise - 5.1 SP2a. - [Commitment/Policy /Binder]
!' File DataEntry Utlities ‘Window ATGF Extensions  Help - |ﬁ'|5|

L] 5 Ml = File# |u4090010012? = @ £ & 7 e I

Lol s

ommitment/Policy Logging

B Q) B o

‘mtSched s SchedB | Policy I Palicy Dptionsl

remium Information

Standby Fees and Taxes Year IQUU4 37 ?l Owner Premium $995.00
[ Leave Blark Mortgages Premium $240.00

Courty Cade IDU PAGE -] B Premiums |

roperty Type
(* Residential  Commercial ¢ Land ‘

Mark Selected Text

¥ ot ] B Excoptions e )

' To exclude manually entered exceptions from the Owner andfor Mortgagee policy(ies) highlight the exception and click
one of the MMark Selected Text buttons|

" Sched B 45ched B Req 3 Exceptions AMotes to Clossr /

¢ 2 By BB |vouwriesf [Bandi Allfrey

4| | i




VL PRINTING DOCUMENTS

A. Document Categories

B
l. To select document for printing, click the Print/Create Documents button.

Documents can be selected in the usual manner or by selecting Categories. Several document
categories have been created to speed up the selection process. The example below shows the
Commitment Category and related commitment documents displayed in the description list.

[Grozzesooias

=l =3

Document Category

&= Erint Docume: s | ez

& 2 5 on g |vewrries [ [Sanar Aoy

a. To view all categories, click the drop-down arrow at the end of the Category box.
b. Double-click the desired documents.
c. You may select documents from several categories at once for printing.

2. Other document Categories include: Affidavits, Commitment, Deeds, Standard Closing

Documents, Owner Policy, Mortgagee Policy, Wisconsin Documents, Endorsements, and
Letters/Fax.

B. Document Packages

1. Document packages are groupings of related documents. When a package of documents is
selected to print, all documents in that package will display in the Viewer. Document Packages
will appear highlighted in Blue in the document list.

9 REsource Testing Int - 192.168.110.25 - Remote Desktop: 10l x|
@ Complete Closing Enterprise - 5.1 5P2a, - [Documents] [_[O] ~
g File DataEntry LUtiities Window ATGF Extensions Help - (Il

ke i Ml g Filex [eoonoer | ] @ £ A F 7O
9l g
Print Dacuments I Create Documents | Create Packets |
Categary I -

| # ? =

Description | ﬂ A TG P, Closing Docs
L
_|TE ome -

| ATG OPA Package

ATG Order Confirmation

A_TG Pkg. Closing Docs

ATG Py, Commitment

LT3 Pkg. Mortgagee Policy
ATG Phy. Owener Policy

TG Phg. W Closing Docs.
ATG Pk, w1 Commitment
TG Py, W Mortgages Policy
ATG Phg, ¥4 Qwner Poicy =
ATG PO Closing Documerts

_|ATG PO Commitment Docs - Mo Memao
| [ATG PO Commitmert Dacumerts

=]

& Prirt Documents él

2 7 A B vourFies I [Bandi Allfrey -
»




VII. HUD
A. HUD Change Log

1. The HUD Change Log feature provides a complete detailed history of the changes made to the
HUD. Comments can also be placed here to explain the changes made.

a. Click the Display HUD Change Log button to view the HUD Change Log.
b. Click the Apply Label in HUD Change Log &I button to manually apply a label to the
HUD Change Log, such as “complete” or “incomplete.”

@ Complete Closing Enterprise - 5.1 5P2a. - [HUD Settlement Statement]

& Fie DataEntry LUtiities ‘wWindow ATGF Extersions Help =18 x]|
k€| = Ml f2 Fileg [eosmimose | = @ A # R 1] |
EY=IE |

_?I Change to HUD-14, | HUD Settlement Main & Lock | Use Template

Type of Loan

 FHL, £ Conv. Ins. V¥ Full Proration Crverrice

© FrmHA  Cash Sale ™ Proration Dste Cther

" Conv. Unins. € Seller Finance! B
s —

[~ Use FlexProrations

Display HUD I Add Label in

Change Log ﬁ HUD Change Log

301. Gross Amount due from borrower (line 1200 I $303418.00 601, Gross Am

302. Less amounts paid by/for barroveer (line 22D)| $201 oo0.00 BO2. Less redu

303. Cash From Botrower |§1 0241800 B03. Cash To Seller | $298,552.00
Print HUD | %l Frint Buyer's HUD | %l Prirtt Seller's HUD | Ea)

'ain 4700 4500 4,500 41000 41100 £1200 41300 £ 100a {1006 £200a /2006 4 400a 44006 {500 45006 /

B. Lender Credits

You can now enter an “X” in Who POC field of section 200a and 200b. The amount will be applied as a
credit to the Loan Amount and the lender’s draft will automatically adjust.

@ Complete Closing Enterprise - 5.1 5P2a. - [HUD Settlement Statement]

4B File DataEntry Utiities Window ATGF Extensions  Help =0 |
e 54 Ml = File# |0409001 00166 = @ £ & F el n

[&em o |

_?I Section 200a - Amounts Paid By Or in Behalf of Borrower

201, |Deposit or earnest money I #1,000.00
202, Principal amount of new loan(s) I $90,000.00

» $300.00
o iz Holding Earnest Money
£ Wi are - Title Company " Buyer's Reaftor
i+ Seller " Lender
= Seller's Reattar i Cther

“Main 4700 4800 4900 41000 41100 41200 41300 4100a A100b 4200a A 200b £ 400a 4 400b 45004 45006 /



C. Loan Payoff Calculation

The Loan Payoff calculation screen is used to pay off loans that are outstanding for the buyer, seller, or
both. This button appears on the Section 500a tab and 100a tab.

‘S Complete Closing Enterprise - 5.1 SP2a. - [HUD Settlement Statement]

& File DataEntry Utiities iWindow ATGF Extensions Help =& x|

2 T DB S e M o ories poows ol @ & A F 2 0 |
[em o |
7 Section 500a - Reductions in Amount Due to Seller

501, Earnest money held by seller I $1,000.00
802, Settlement Charges to Seller (line 1400) I $518 00

. - Payee PO Whio Aot | &
Line Dezcription Payes Name amount |poc DebiCred Seller Code j

Existing Loanis) Taken Subje

=l
Edit Payoffs | Lines colored green are cortrolled by the payoff screen and must be edited or deleted there
Edit Payoffs
I ain 4 700 4 800 4300 41000 4170041200 41300 4100a 4100b A200a 42006 4 400a 4 400b 4 500a 4 5000
1. Click the Edit Payoffs &I button to enter an unlimited amount of Buyer or Seller payoffs.

L Complete C|g HIIN Sattlemen Sbemen

g ST [ Seller Payoff Form

1 Payafl VI ~l I > I “'l EI EI iJ Wersion: 1.0.2.63 ‘ﬂl i

o - ’ X nterest Daysfrear——
= File Number: GG & 265 Daps
‘_?l Papoff Description 13t mortgage] 360 Days
501 E Payoff To: 9299 Iv’\l’ashington utual Loan Mumber; I
. Earne
Principle B alance: $55.500.00
502 Settle

ltizizst e etz |12z2z2004 B2 thn: |12z5z2004 7 I¥ Overide

Line Interest Rate (%] l—
Per Diem 227000 W Owenide

P|_ 503[E:
Total Interest Amount: $9.08 [ Override g
9 ‘pout Amiount
i :E: Pocwhe: | Amourt POC: | [ $55,500.08
D escription |Amount =
¥
[ Edit Payo
\ain 700 fEC | Tatal Fees: $0.00 = Fr—
2. Payoff information is calculated according to the following:
a. Formulas
1. Payoff Amount Calculation (Formula 1):
Principle Balance + Interest Amount + Sum of Additional Charges
il. Payoff Amount Calculation (Formula 2):
Principle Balance + Sum of Additional Charges
ii. Payoff Amount Calculation (Formula 3):

Principle Balance + (Per Diem x Interest Period) + Sum of Additional Charges



1v.

Payoff Amount Calculation (Formula 4): Principle Balance + [(Interest Rate X
Principle Balance) + Annual Days] + Sum of Additional Charges

b. Exceptions

1.

ii.

iii.

1v.

VIIIL.

If the interest amount is overridden, Formula 1 is used.

If only the principle balance and/or additional charges are entered, Formula 2 is
used.

If there are no Interest From and Interest Thru dates, but the Interest Rate or
Per Diem fields are filled in, Formula 2 is used.

If none of the above is true, and you check the Override check box next to the
Per Diem field, then Formula 3 is used. If the Override check box next to the
Per Diem field is not checked, then Formula 4 is used.

CHECK WRITING > CHECKS TAB

A. Change Payee Information

The Change Payee Information feature allows you to manually change the payee name and/or address
for a specific check, without having to utilize the Agent or Buyer/Seller lists. A copy feature is also

included to copy existing information and to make minor changes from this screen.

1. Click the Checks tab and select the desired check.
2. Click the Change Payee Information %I button to display the Manual Payee screen.
3. Enter the Payee Name and the Payee Address (optional). Click OK.

=, Complete Closing Enterprisg,
g File [ataEntry  LUkilities W]

SRR ==

Change the Payee of

the current check. J

=

fol ] 2 &)

EI Amourt zl

ate $810.00
Status

$810.00
Test Region $115.00
Betio ] r )]

Test Region $1,110.00
escription [Amourt [= Y T — =
2 County tax stamps $45.00 Dverride Information
I3 State tax stamps $90.00
Ch P ) f hicago tax stamps $E75.00 Pagee Name | il
ange Fayee Info. Papee Address
City [ State | ZipCode |
 concal |

Diepasits j Checks /

Schedule Diskursements:  $90,718.00
Actual Disbursements:  $0L00
Account Balance:  $0.00

Receipts:  $0.00
Articipated DepBalance:  $90,718.00:30.00
Pre-Disbursements Balance:  ($90,718.00)

7 ? & 3 |vourFiesfo

lAnna Krurmtinge




Change

Use the

Payee

Change Payee button Chg Payee to change the name of the payee. When you select this

option, the Select Payee Option screen displays. Choose the payee from the Buyer/Seller list, the Agent
list, or create a Manual payee. The Select Payee Option window also displays when a new check is

selected.

1.
2
3
4.
5

Voided
Voided

& Select Payee Option M =] E3

\ Which List Does Payee Come From?

&ﬁ BuryeriSeller | 3 Lgent | % tdanual |

x Cancel |

Sellers From Ordej

'@ Buyers From Orderl

Buyer/Seller: Displays the Buyer/Seller Agent List.

Agent: Displays the Agent/ List.

Manual: Same as Manual Change Payee (above).

Buyer From Order: Automatically inserts the Buyer name from the file as the payee.
Seller From Order: Automatically inserts the Seller name from the file as the payee.

Checks

checks automatically create a new check line with the same payee in the same amount as the

voided check(s). This feature is especially helpful if, for some reason, the checks did not print properly.

1.
2.

Select all checks to void.

Click the Void button.

New check lines with payees and amounts will be created automatically and the voided checks
will be highlighted in red.

& Complete Closing Enterprise - 5.1 SP2a. - [Check Writing]

B Fle Datatrtry Ltliies Window ATGF Extersions Help 1= x|
) 94 & 5 Al = File# [ososovms | =t @ 2 A E) 1 L

e s |
Lol B] 4 2 Status *| & =l 2| & = 8 |

New | DelLine | ChaPayes| spit | | | »[#1]_Print Undo void Delete: Hoid | Undoan| Stop Pay
PO R R —— =
Test Region $1,070.00 Z
Check # 0108413 Date 21112005 Stalus Vaid
Line_[Deseription [amourt et \ﬂ
[¥| 1102 Ervironmental Lien Protec. $35.00 D
| 1103 varisbie Rete mortgsge | geson o
_| 1105 Location 1 Endorsement $9500 0
| 1108 e charges $123500 0
|| 1199 Thie nsurance to Underw,  (§450.00)
Test Regin $1,070.00
abe LENDER $2.00
2:my Reatty $2,000.00
Ana Realty Group Inc. $2,000.00
sally Seller $294,552.00
ANCY GEORGOUSES $140.00
Deposits §,Checks
Receipts:  $0.00 Scheduls Dishursemerts:  $303,265.00
Articipated DepBalance:  $303,265.00/$0.00 Actual Disbursemerts:  $0.000
Fre.Dishursements Baance: ($303,365.00) Accourt Belance: $0.00
g 2 & @@ |vourFies[f [Bandi Allfrey




IX.

D. Recreating Receipts and Disbursements after one or more checks have been printed

If one or more check(s) have been printed, Check Writing will not automatically re-create Receipts and
Disbursements if a HUD change is made. To simplify the process of recreating Receipts and
Disbursements based upon HUD changes after checks have been printed, follow these steps:

I. Make necessary changes to the HUD.
2. Click the Check Writing button @
3. A message will display indicating that Receipts and Disbursement have not re-created.
4. Click the Checks tab.
5. Highlight any checks that will be affected by the HUD change.
6. Click Void.
7. New check lines will re-create.
8. Click the Create Receipts and Disbursements icon E Receipts (deposits) and Disbursements
(checks) will recalculate.
SUPER SEARCH

This feature allows for customizable searches to be done for orders. A report of all search results can be run and
then printed or saved in many formats.

(]
A. To access, click the Super Search button E‘j or select Super Search from the File menu.

B. Enter desired search criteria and click the Search button.

¥ REsource Testing Int - 192.168.110.25 - Remote Desktop -0
omplete Closing Enterprise - 5.1 5PZa. | =T =3
Data Entry  Utiliti=s  Window  ATGF Extensions  Help

=l o B g5 Ml 2= File# 0a0so0100187 = @ & & 5 I |
P2
® super Search [ O[>

R gear:hl < Clear | = Frint | i Select | ML Exit

¥ | LoanMisc. | Propery Search | websCommit | agert Searches | Buyer/Seller Search |

L] Mew =
Status [[] Open Title Company:
] Closed Title Unit:

Closing Agent: Underwriter:

[ x

Ll

Order Mote Text: |

Order Mote Date: [ EA =] E1

Sales Rep.: Order Category:

I
Ul

Escraw Unit: | Escrow Bank

Open Date: ta
Commitment Date: to
Closing Date: [z 2004 to 1732005

Fegion ID

Service: - I—_ISUU" =

Escrow Processon -
Source of Business: -

Sales Price Range: [ to | =

[salesPrice [Loanamount [Buyer -
$300.000.00 $200.000.00| Buger. Billy =
$300.000.00 $200.000.00
$300.000.00 $200.000.00 Buyer, Bert -

Confirm Date | to |
Meed SRCH By | to |
Fil= Mo [OpenDate [CioseDate
0403900100162 11/28/2004 12/9/2004

355
i e

040300100163 11/28/2004 12/9/2004
040900100164 11/30/2004 124772004

LI |+

:

20
| v
% 2 & |vourFies [ Sandi Allfrey 1=

| Ll 7

l

Main tab: General information about the order

Loan/Misc. tab: Loan and Misc. information about an order or range of orders.

Property tab: Allows you to enter Property information.

Web/Commit tab: Allows you to enter Commitment/Policy and Paperless Closer information.

Agent Searches tab: Allows you to search for Agents.

AN o e

Buyer/Seller tab: Allows you to search for Buyers and Sellers.
C. Printing Reports

To print a report of the search results, select the Print tab.

EXAMPLE: To print a list of closings during a specific period of time:
a. Click on Closing Date and enter the Beginning Date.
b. Click on Closing Date and enter the End Date.



X.

CLOSING STATEMENT

Click the Search tab.
Click the Print tab to display the document.

Click the Print button to print on paper.

. o4 T = Close |

Complete Closing Search Results

File Number 040900100162 Desc. asd alkjd kia jdklaj dikas jd

Oheh Date’ Tiaeonnd i seatisT ClopER i Biver T iBuver By
Close Date 12/09/2004 Underwriter - ATG Selier Seller, saily

Salesfrce 390000000 f GCloseagent . o e
Eoan amaunts $200,000:00 & SEscrow Bank s bani s GeEslEERER

File Number 040900100163 Desc

 Blver

Dpen Date : By
Seller Seller,

Close Date 12/07/2004

Sales Price 300,000 00
Loan Amount | $200,00000
File Mumber 040800100165

5l | ol

atly
Lender age LENDER

Undersriter
Cloge Agant
Eerrmwmank L

mhelenRER s

A. Instructions for Preparing a Seller’s Closing Statement

Prior to preparing the closing statement, you must view the ATG Services Screen to select all services and
complete the Invoice for Title Charges. (See detailed instructions for completing the ATG service Screen

and the Invoice for Title Charges in the REsource manual.)

1. Much of the data needed for the closing statement auto-fills from the Invoice and from the Order
Entry tab. Following is a list of REsource data that will auto-fill the Closing Statement:

a.

From the Invoice
1. Seller’s title charges
il. Recording fee for release deed(s)

1. State, County, and, if applicable, Municipality Transfer Tax.

From Order Entry
1. Member name and address
il. Names of the buyer and seller

1ii. Property address

iv. File number

V. Purchase price

vi. Earnest Money

vii. Names of the Buyer’s Realtor and Seller’s Realtor

viii.  Name of the Seller’s Attorney



To access the closing statement in REsource click the Utilities menu and select Closing
Statement

s Help

E| File Num peosooionos o} @ & 71 A 0

K Depostsies

QU 9 Deost o |
Addtional Fields Ctri+F
Invokes

G e Utilities >

print | Create Documents

e st Closing Statement

LockjUnlock Order

Regiter Objects

ATG Reports
ATG Closings

Fund Assisted Closing

A

Search Sync
Ihnois Pra Form

Closing Stetement ¢ 2 [y & @ |Yourriesf [Bandi Allfrey
Shstont| 11 | B enteror &y2ay

There are two views of the Closing Statement: Edit View and Print View.
a. To change from Edit View to Print View, click Edit/Print View.
b. To add items to the Closing Statement, the Edit View should be displayed.

c. To print or e-mail, the Print View should be displayed.
EE

Aftorneys’ Title Guaranty Fund, Inc Test Region (Member Mo -9001) =l
123 Main Street
Springfield, IL 60666

Closing Statement

555-555-5555 . . . .

P T Edit View / Print View

Buyer, Eill Buyer

Lender 1st E-Choice National Mortgage Corporation

Property 444 Oak, Lombard, L

Seller Tax ID Mo.:

File Mo 040500100086

Update walues from REsource Print View Email to atg

Firey Buyer Seller
Description Payee Crve{i:is Credits

Purchase Price $200,000.00 Edit Delete

Earnest Money $3,000.00 Edit Delete

Tax/Assessment Prorations (Previous) dupag collecstsor $200.00 Edit Dielete
Update Values Tax/Assessment Prorations (Cutrent) Edit Delete

Mortgage Payoffs(Lender 1) Edit Delete

Mlortgage Payoffs(Lender 2) Edit Delete

Mlortgage Payoffs(Lender 3 Edit Delete

Recotding Fees ATGInitLater $23.00 Edit Dielete

Title Charges Attomey's Title $725.00 Edit Dielete

Ilinois Policy Tax $3.00 Edit Dielete

State Transfer Tax ATGInit/Later $100.00 Edit Delete

County Transfer Tax ATGInitLater $350.00 Edit Delete

City Transfer Tax ATG-IntLater $0.00 Edit Delete

Survey Fee Edit Dielete

Pest Inspection Fee Edit Deleie

Attorney's Fees Test Region $200.00 Edit Delete

Seller's Realtor AMERICAN REALTY SERVICES, INC Edit Delete

Buyer's Realtor RENMax East Edit Dielete

Miscellaneous qwe $1.00 Edit Delete

e qwre $2.00 Edit Delete

e qwe $3.00 Edit Delete

Totals $4.307 .00 $200,000.00

Balance Due Seller: $195,693.00

| | | | add

of?

| [©] 1riac - picr... | 18] pocuments ... |[Z) RE 38 - 66... 8] nstructions... | [55 &0 1M 28 B, HSBINGL] =00

<
zf_-startl I IEF e xs

4. Click Update values from REsource if changes have been made to REsource data that affects
the Closing Statement. (See above list of data that auto-fills the Closing Statement.)

To add/edit an amount to an existing line click Edit at the end of the line.
b. Enter the payee’s name in the Payee field.

C. Enter the Amount in the Buyer Credits field (Seller charge) or Seller Credits field
(Buyer Charge) (do not use a dollar sign).

d. Click Update at the end of the line to save.
e. Continue to Add/Edit Buyer/Seller Credits.



f. To delete an amount and payee from an existing line, click on Delete at the end of the

line.

1. To add more than one miscellaneous buyer or seller credit:

ii. Type the first Miscellaneous item in the Miscellaneous line.

iii. Click on the blank line under Balance Due Seller.

iv. Type a Description, Payee, and the Amount (do not use a dollar sign).

v. Click Add.

vi. The second miscellaneous item will appear beneath the first.
Vii. Continue adding miscellaneous items as needed.
B. To print the Closing Statement:
1. Click Edit View to change the View to the Print View.
2. Click the Printer icon located in the browser tool bar.

C. To e-mail the Closing Statement (Chicago Area Only):
1. Click E-mail to ATG.

2. The Closing Statement will be e-mailed automatically to the ATG Closing Services Department
at figures@atgf.com
9 RE 36 - 66.77.28.38 - Remote Desktop ===

|e-=-0Bleaxm3 R a8=8

\ Member Offices OF
Attorneys' Title Cuaranty Fund, Inc. st Region (Member Mo 2001)

Edit View / Print View

- 3 Main Street
Closing Statement WA T 60666
55-5555
Seller: Tohn Seller -
Buyer: Bill Buyer Print
Lender: 1st E-Choic) Corporation
Property: 444 Oak, Lombard, IL
Seller Tax ID Mo
File Mo, 040900100086

Hpdate vahues from BEsource Edit View Email to atg

Buyer  Seller

Description Payee G e
Putchase Price $200,000.00
Barhast Money 43,000.00

U pdate Val ues TaxlAssessment Provations (Previous) dupag collecstsor $200.00

Taw'A ssessment Prorations (Curtent)
Morlgage Fayoffs(Lender 1)

Martgage Payoffs(Lender ) . ) )

Morigage Payoffs(Lender 3) Email to ATG Closing Services

Recording Fees ATGInit/Later $23.00

Titls Charges Attomey's Title $725.00

Ihiruois Poticy Tax $3.00

State Transfer Tax ATO-InitLater $100.00

County Transfer Tax ATG-InitLater $5000

City Transfer Tax ATG-InitLater 3000

Survey Fee

Pest Inspection Fes

Attorneys Fees Test Region f0000

Seller's Realtor AMERICAN REATLTY SERVICES, INC

Bupyrer's Realtor REMax East |

Miscellaneous oqwre $100

qwe e $200

qwe e $3.00

Totals $4,307 00 $200,000 00 =
< | LI_I

Bistart| | & 0] & @ © I Ijlnhnx-mc...l ) pocuments.. | [ ) RE 38 - 66... B Instruction. .. | [/ 38 290 WL I D B IS BNEBLA 2o



XI. AMORTIZATION SCHEDULE

A. To run an Amortization Schedule, select Amortization Schedule from the
<Ctrl + A>.

Londor prare

Utilities menu or press

e
= Fuie 2

[pacmzesonios | =i @ &

25

o

scare || | o7

B. Enter the Loan Amount, Interest Rate, Length of Loan, and Calculated Payment.

1 Eresuns oesteen

.

2 o 2y B | v

[ ra— |

(E=ET

C. Click the printer button to print the report.

oy

[_[=1>]
Arnount $300 56060 ARnual interast Hate 78] L
Beginning of Loan {Length of Loan, Years 50
iPayments Per Year 121
Payment Information
Total Payments =] Caicuiated Payment $1 50060
{Entered Fayment
Total Paid interest Paid
—
ual Scheduled Scheduled  Interest  Principal  Additional
Start of Period Interest Rate Balance Actual Balance Payment__ Fortion _Fortion__ Principal
ASAE04 Sh0% 500 600,00 500 600 60 B00,00 g1 250,00 1 §250.00 .00
[efY T £.00% ] 500,00 51 248 G 2E1.04 0.00
G255 Si0% & B00.00 %1 247 5 S53 i 00
03/05/05 5.00% 7 500,00 1,246 o 253.14 0.00
040308 £.00% El , 00,00 %1,545.5 SE41 .00
GEME0E £.00% b £00.00 51 2447 SE5 25 .00
GEM505 5.00% 598 464,29 FEERT ] 500,00 §1,24366  §256.92 i 00
07 /0305 5.00% 298 727 97 298 227 57 500,00 %1 24262 §257.30 0,00
GE/O3/08 £.00% 267 570,55 257 570,55 500,00 41 24154 256 46 .00
[EEY T £.00% 267 71213 267 712,13 S00.00 51 24047 825565 0.00
100505 5.00% S47 453 60 297 452 B0 S00.,00 $1,738.39  §260.61 0,00
110505 5.00% 297 ,191.99 297,191.99 A00.00 $1 23830 $261.70 0,00
13/030 £.00% 556 530,25 2585 530,25 500,00 41,257 21 §265.79 0.00
[efpeETs £.00% 256 E67 50 FE ] 50000 51,236 11 826389 0.00
G205 5.00% 596 405,61 296 405 61 500,00 §1,535.02 §264.98 0,00
O3/05A 5.00% 296,138.63 256,138,653 500,00 %1,233.91 " §266.09 0.00
04050 £.00% 565 573 54 255 572,54 500,00 4123560 §267 20 0.00
GE DS £.00% 265 B05 34 255 B05 34 50000 51,237 69826631 0.00
R ieEa] 5 00% 565 557,05 FECICErdliE] 50000 1 3057 $365.43 0,00 -
| r[s sheett M« Ll_‘

#Rstare || |

|| ‘—uresting peskrop
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	Copy a file
	Use Templates
	Order Entry
	Commitment/Policy

	New layout of Order Entry Tabs
	Main tab
	Loan tab
	Property tab

	ATG Service Screen
	Tagging Special Exceptions for exclusion from policies
	Including/excluding exceptions on policies from the Standard
	Including/excluding exception on policies from manually type

	Printing
	Document Categories
	Document Packages

	HUD
	HUD change log
	Mortgage Payoff Calculator
	Add to draft

	Check writing
	Change payee
	Check Writing Voided Checks
	Recreating Receipts and Disbursements after one or more chec

	Super Search
	Search for an order or several orders
	Print report of search results

	Closing Statement
	Amortization Schedule
	To Copy a File
	Create a new file, click the Add File Number button  or sele
	Enter all or part of the Tax ID Number (Permanent Index Numb
	Click the Create New button to create a new file.
	Click Calculate Next Number button .
	Click the Copy Existing File  button.
	The Select File Number screen appears

	Select the file number that you would like to copy by double
	The new file number will display and Order Entry will open.
	The following data will be copied from the existing file:
	Order Entry Tab: Closer, Search Provider, Realtors,
	Buyer tab: All fields
	Seller tab: All fields
	Loan/Misc: Lender
	HUD: No fields
	Commitment/POL: All tabs
	ATG Services Screen: No fields
	NOTE: The sales price, earnest money and loan amount will no



	Using a Templates
	Using a Template for Order Entry
	The Use Template feature will copy all of Order Entry data f
	NOTE: It is recommended that you use the Template feature pr
	Click the Order Entry button  or the Data Entry menu to acce
	From the Order Entry> Main tab, click the Use Template  butt
	Click OK on the confirmation prompts that indicate the selec
	The Select Template window displays.

	You may select a file that is a template; or
	Click the All Orders  button to list all of your files.
	Select the file that you want by either double-clicking on t
	The data from the existing file will now appear in the new f
	NOTE: The sales price, earnest money, and loan amount will n


	Using a Template for the Commitment/Policy
	To copy the commitment/policy data from an existing file int
	Click the Use Template button.
	NOTE: It is recommended that you use the Template feature pr

	Click OK on the confirmation prompts that indicate the selec
	The Select Template window displays.

	You may select a file that is a template; or
	Click the All Orders button  to list all your files.
	Select the file that you want by either double-clicking on t
	The data from the existing file will now appear in the new f


	Order Entry New Screen Layout
	The Order Entry tabs have been rearranged to allow more effi
	Main Tab
	Click the Order Entry button  or the Data Entry menu to acce
	Order Entry > Main Tab
	Prior Policy information moved to the Main tab from the Misc
	Place of closing moved to the Main tab from the Misc. tab
	Data fields added for Search Order Number and OMC Number (no
	Use Template feature added. See this document for more infor


	Loan/Misc. Tab
	Click the Order Entry button  or the Data Entry menu to acce
	Click the Loan/Misc. tab
	Order Entry > Loan/Misc. Tab
	Mortgage Broker field added.
	Removed unused fields.


	Property Tab
	Click the Order Entry button  or the Data Entry menu to acce
	Click the Property tab
	Order Entry > Property tab
	Tax ID field re-labeled PIN (Permanent Index Number/Parcel I
	Township field added. To enter the township, type the first 
	Date fields have been added for Tax Sale.
	Unused tax information removed.



	ATG Services
	To select services from the ATG Services Screen, click the E
	The ATG Summary window displays

	Click the Edit/Select Charges button to select services
	The ATG Services window displays tabs for Title Prep, Endors
	Select title services and transaction information by clickin
	When services are selected, customary fees will automaticall

	Click the Endorsement tab and select the checkboxes for requ
	Continue selecting services in each tab.
	When you are finished selecting services from each tab, clic
	The Calculate button calculates and displays all fees for se

	Click Update HUD button
	The Update HUD button pulls all fees from the ATG Services s

	To override the Standard Consumer Fee or the Party Liable fo
	Enter the desired amount in the field (do not use a dollar s
	To override the Standard Underwriting Fee or the Party Liabl
	Enter the desired amount in the field (do not use a dollar s
	NOTE: Special Rates for underwriting premiums must be author
	Always remember to click the Calculate button and the Update
	Click the Close button to return to the Summary window and c



	Tagging Special Exceptions for Exclusion From Policies
	Selecting special exceptions for exclusion from policies has
	To exclude Standard Language from a policy, click the Commit
	Click the Schedule B tab.
	Click the Exceptions tab to enter Special Exceptions. The te
	Excluding exceptions obtained from the Standard Language Loo
	To select standard language, click the Lookup Standard Langu
	Begin entering the Category name or click the dropdown arrow ( to view and select the desired category.
	To select exception language, double-click the desired excep
	To exclude an exception, uncheck the Owner or Mortg checkbox
	To automatically have an exception appear on the final polic
	Black: The exception will print on both policies. This is th
	Pink: The exception prints on the Mortgagee Policy only
	Blue: The exception prints on the Owner Policy only.
	Olive: The exception does not print on either policy.


	Excluding manually entered exceptions
	To exclude/include manually entered exceptions on the Owner 
	Mark Selected Text for Inclusion on all Policies (Black).
	Mark Selected Text for Inclusion on Owner Policy Only (Blue)
	Mark Selected Text for Inclusion on Loan Policy Exclusion fr
	Mark Selected Text for Exclusion from All Policies (Olive).


	Printing Documents
	Document Categories
	To select document for printing, click the Print/Create Docu
	Documents can be selected in the usual manner or by selectin
	To view all categories, click the drop-down arrow at the end
	Double-click the desired documents.
	You may select documents from several categories at once for

	Other document Categories include: Affidavits, Commitment, D

	Document Packages
	Document packages are groupings of related documents. When a


	HUD
	HUD Change Log
	The HUD Change Log feature provides a complete detailed hist
	Click the Display HUD Change Log  button to view the HUD Cha
	Click the Apply Label in HUD Change Log  button to manually 


	Lender Credits
	You can now enter an “X” in Who POC field of section 200a an

	Loan Payoff Calculation
	The Loan Payoff calculation screen is used to pay off loans 
	Click the Edit Payoffs  button to enter an unlimited amount 
	Payoff information is calculated according to the following:
	Formulas
	Payoff Amount Calculation (Formula 1): �Principle Balance + 
	Payoff Amount Calculation (Formula 2): �Principle Balance + 
	Payoff Amount Calculation (Formula 3): �Principle Balance + 
	Payoff Amount Calculation (Formula 4): Principle Balance + [

	Exceptions
	If the interest amount is overridden, Formula 1 is used.
	If only the principle balance and/or additional charges are 
	If there are no Interest From and Interest Thru dates, but t
	If none of the above is true, and you check the Override che




	Check Writing > Checks Tab
	Change Payee Information
	The Change Payee Information feature allows you to manually 
	Click the Checks tab and select the desired check.
	Click the Change Payee Information  button to display the Ma
	Enter the Payee Name and the Payee Address (optional). Click

	Change Payee
	Use the Change Payee button  to change the name of the payee
	Buyer/Seller: Displays the Buyer/Seller Agent List.
	Agent: Displays the Agent/ List.
	Manual: Same as Manual Change Payee (above).
	Buyer From Order: Automatically inserts the Buyer name from 
	Seller From Order: Automatically inserts the Seller name fro

	Voided Checks
	Voided checks automatically create a new check line with the
	Select all checks to void.
	Click the Void button.
	New check lines with payees and amounts will be created auto

	Recreating Receipts and Disbursements after one or more chec
	If one or more check(s) have been printed, Check Writing wil
	Make necessary changes to the HUD.
	Click the Check Writing button .
	A message will display indicating that Receipts and Disburse
	Click the Checks tab.
	Highlight any checks that will be affected by the HUD change
	Click Void.
	New check lines will re-create.
	Click the Create Receipts and Disbursements icon . Receipts 


	Super Search
	This feature allows for customizable searches to be done for
	To access, click the Super Search button  or select Super Se
	Enter desired search criteria and click the Search button.
	Main tab: General information about the order
	Loan/Misc. tab: Loan and Misc. information about an order or
	Property tab: Allows you to enter Property information.
	Web/Commit tab: Allows you to enter Commitment/Policy and Pa
	Agent Searches tab: Allows you to search for Agents.
	Buyer/Seller tab: Allows you to search for Buyers and Seller

	Printing Reports
	To print a report of the search results, select the Print ta
	EXAMPLE: To print a list of closings during a specific perio
	Click on Closing Date and enter the Beginning Date.
	Click on Closing Date and enter the End Date.
	Click the Search tab.
	Click the Print tab to display the document.
	Click the Print button to print on paper.



	Closing Statement
	Instructions for Preparing a Seller’s Closing Statement
	Prior to preparing the closing statement, you must view the 
	Much of the data needed for the closing statement auto-fills
	From the Invoice
	Seller’s title charges
	Recording fee for release deed(s)
	State, County, and, if applicable, Municipality Transfer Tax

	From Order Entry
	Member name and address
	Names of the buyer and seller
	Property address
	File number
	Purchase price
	Earnest Money
	Names of the Buyer’s Realtor and Seller’s Realtor
	Name of the Seller’s Attorney


	To access the closing statement in REsource click the Utilit
	There are two views of the Closing Statement: Edit View and 
	To change from Edit View to Print View, click Edit/Print Vie
	To add items to the Closing Statement, the Edit View should 
	To print or e-mail, the Print View should be displayed.

	Click Update values from REsource if changes have been made 
	To add/edit an amount to an existing line click Edit at the 
	Enter the payee’s name in the Payee field.
	Enter the Amount in the Buyer Credits field (Seller charge) 
	Click Update at the end of the line to save.
	Continue to Add/Edit Buyer/Seller Credits.
	To delete an amount and payee from an existing line, click o
	To add more than one miscellaneous buyer or seller credit:
	Type the first Miscellaneous item in the Miscellaneous line.
	Click on the blank line under Balance Due Seller.
	Type a Description, Payee, and the Amount (do not use a doll
	Click Add.
	The second miscellaneous item will appear beneath the first.
	Continue adding miscellaneous items as needed.



	To print the Closing Statement:
	Click Edit View to change the View to the Print View.
	Click the Printer icon located in the browser tool bar.

	To e-mail the Closing Statement (Chicago Area Only):
	Click E-mail to ATG.
	The Closing Statement will be e-mailed automatically to the 


	Amortization Schedule
	To run an Amortization Schedule, select Amortization Schedul
	Enter the Loan Amount, Interest Rate, Length of Loan, and Ca
	Click the printer button to print the report.
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