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Website Portals 101: Who, What, and Why

 BMO, Bank of America, Quicken, USAA, 
Wells Fargo, Guaranteed Rate, etc.

 Websites designed for Lenders by Third Party 
Technology Companies

 Secure Portals for Transmission of 
Documents, Figures, and Information

 File Tracking System
 Data Integration
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CD Xchange

 Guaranteed Rate
 Preliminary Fee Collaboration
 Referrals are well in advance of the closing.
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CD Xchange

 Registration
– https://cdxchange.guaranteedrate.com/index.html



Overview of Lender Web Portals

CD Xchange



Overview of Lender Web Portals

CD Xchange



Overview of Lender Web Portals

CD Xchange



Overview of Lender Web Portals

CD Xchange



Overview of Lender Web Portals

CD Xchange



Overview of Lender Web Portals

CD Xchange



Overview of Lender Web Portals

Nexsys

 Quicken Loans
 Preliminary Fee Collaboration
 Document Sharing
 Action Items provide guidance on what needs 

to be completed.
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Nexsys

 https://www.nexsysclearpath.com/QuickenLoans

 Company information should be your own, 
not ATG.

 REsource users should choose “RamQuest” 
as the title software provider.
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Nexsys

 Primary Action Items
– Pre-Closing

 Complete a final review of fees.
 Provide the closing order details.
 Provide the finalized general order details.
 Provide the general order details.
 Review and update fees.
 Upload the Closing Protection Letter.
 Upload the lender’s title commitment documentation, including 

the 12-month Chain of Title, the most recent Warranty Deed, 
and the Title Invoice.

 Upload the seller’s Closing Disclosure.
 Upload Wire Instructions.
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Nexsys

 Primary Action Items
– Closing

 Upload the critical funding documents.
 Upload the seller’s Closing Disclosure Acknowledgement.
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Honorable Mentions

 RealEC
– Bank of America
– BMO Harris
– PNC
– USAA
– Wells Fargo

 Smart Close
– MB Financial

 Simplifile
– Country Bank
– Loan Depot
– Mortgage Masters
– Sierra Pacific Mortgage

 Loan Port
– Regions Mortgage



This user guide is intended for clients that will use the RealEC Exchange for
product orders.

12/14/2015
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What is the Exchange?
The Exchange is a proven, scalable technology platform that enables both efficiency and compliance with 

loan quality requirements as well as providing the distinct advantage lenders need to meet today’s 

origination challenges and government mandated regulations. 

This comprehensive, Web-based platform supports a lender’s established loan quality programs to help 

minimize loan repurchase and drive efficiencies in the mortgage transaction.  As an open platform 

connecting lenders with their choice of business partners, the Exchange website provides data aggregation, 

workflow management, centralized product ordering, and tracking for all services that are required during 

the loan origination process. 
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Process Efficiencies
You’ll notice several process upgrades to the Exchange website.  These enhancements will improve your 
efficiency and equate to time less spent placing orders. 

General Features
 Larger text and white space throughout the Exchange website make the site easier to read and 

navigate.
 More advanced search options allow you to customize your results more efficiently.   
 Search result columns may be sorted with one click, allowing you to locate orders faster. 

Search results may be downloaded in an Excel format, making them easily digestible by your 
systems.

Creating a New Order
 The Exchange allows you to review the order data prior to placing the order so you can catch any 

data inaccuracies before the order is processed. 
 Allows you to review the product code and provider chosen for the order prior to order placement. 
 New Order workflow allows you to move backwards to a section to make changes.  Moving back in 

an order doesn’t mean you lose information placed on later pages; all information entered is saved 
so that you may avoid duplicating data entry. 

Existing Orders
 The Exchange offers a cleaner, easier Order Dashboard for users to quickly locate an existing 

order. 
 Summary pages for individual orders offer color coded order status and order events to alert you to 

issues within the order (ex: events that require immediate attention appear in red) 
 Tab layouts within the Summary page makes navigation easy, with Events and Documents listed 

on their own tabs for better organization. 
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The Meaning of User Configurations
Users within the Exchange website have many product options that are configured for their unique login ID, 
like having a key crafted to open a particular door.  These options range from types of products a user can 
order, to the service providers the user can choose for a particular product, to performing specific 
functionality on the Exchange. 

If you do not see a particular function, product or provider available to you when navigating the Exchange, 
contact your company RealEC Administrator for further assistance.  Chances are your user configurations 
will require updates to access the desired results.

The Meaning of Event Color Coding
Color coding is the same for the Event status and Status box; the functionality between the Event status 
and Status box are mutually exclusive. The status box is color coded to provide a visual cue to users 
deciphering which statuses require attention.  

Valid event status and status box colors are:  

 Red – Indicates “Reader must act” 

 Yellow –  Indicates “Action may be required (present or future)” 

 Blue –   Indicates “Informative only” 

 Green –   Indicates “Success Process Diagrams

Red

Yellow

Blue

Green
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Navigating the Order Dashboard
Existing orders within the Exchange website can be located in two ways: using the robust search 
functionality (see next section Searching for Existing Orders), or by using the Order Dashboard. 

Order Dashboard results can be expanded using the filters above the dashboard: 

1) Orders Filter – allows the user to expand the dashboard results to all orders within the user’s 
branch (if the user is configured to view all branch orders) 

2) Date Range Filter – allows the user to expand the dashboard results with preset 30, 60 or 90 day 
date ranges 

3) Pending Providers Filter - The Pending Providers Dashboard displays all Title, Closing & Doc 
Signing orders that are pending because the Provider has not yet completed registration. You can 
send a reminder email to the Provider, change the Provider for an Order, or cancel the Entire 
Order. 

The Order Dashboard provides links to recently placed orders.  These links are the number of orders that fit 
the grid criteria, and are organized by Product Type then further divided by Order Status. 

Click the number that appears within the criteria combination to display a list of orders that meet that 
criteria.

1 2 3
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To access the Order Summary page for an order, click the Transaction Number that appears in the first 
column of the results set: 

Searching for Existing Orders

In addition to locating existing orders within the Order Dashboard, orders can also be located using the 
Search feature. 

Step 1: Click the Search link 
at the top right of the page.  
The Search page will 
display.  
                                                  

Step 2: Input the applicable 
search criteria.  
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You may choose to search for Orders or 
Documents. You may also select the 
number of orders that display per page.   

Input specific search criteria such as 
Transaction Number or Loan Number, into 
the appropriate fields.  

Click Search at bottom of page.

Step 3: The applicable order(s) will be 
shown on the Search results page.  

From the Search results page, you may: 

Select the Transaction Number to 
view the Order Summary page.  From 
this page, the Event History for the 
order is displayed and the ability to 
add additional products and events 
can be accessed.  

Check the due status of an order.
The due date appears in the Due 
column.   

Select the document icon in the Doc 
column to view or print the 
completed report.  

Check the progress of an order 
using the Current Status column. 

Download search results into an 
Excel or Access spreadsheet by 
clicking Export Results at the bottom 
of the page. 
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Placing a New Order
Depending on how your company is configured, you may or may not place a new order directly from our 
website.  If your company does place a new order directly on our website, then these steps apply to you. 

Step 1: Upon initial log-in, from the Order Dashboard page, click the Create New Order button.

Step 2: New Order Page 

 Select the Branch, Product 
Type, Product and Provider.  

Note: Product/Provider will be 
locked to “iSelect” if configured. 

Upload order Data 
You can upload a Loan 
Application/1003 to the order – this 
will preload a lot of data saving you 
data entry time!
 To do so, select file type to 

1003 File 
 Browse for the 1003 on your 

computer 
 Upon receiving a “Successful

Upload” pop-up, click on Begin
New Order. 

Step 3:

Verify Order Information, then click 
Continue.
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Step 3: Enter Loan Information

Enter the loan information and 
complete the required fields. Click 
Continue when done.

Step 4: Enter Property 
Information
Enter the subject property 
information and complete the 
required fields. Click Continue.

Step 5: Enter Party Information
Enter the party information 
including Borrower, Co-Borrower, 
Seller, and Other Contacts. Click 
Continue
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Step 6: Enter Order Details 

Enter any additional order 
information. You may Add 
Documents or Add 
Notifications to this order by 

clicking   in those areas on 
the page (see individual sections 
denoted in this guide for each 
process).  

Click Continue.

Step 7: Verify Product and 
Provider 

The Product/Provider will 
default to the selection from the 
New Order page OR will be 
populated with the results from 
iSelect.

Click Submit Order to complete 
the order.  If configured, EPS 
and/or UCDP sections will be 
displayed on the page.
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NOTE:  If you would like to review 
the order before submitting click the 
Review Order link at the bottom of 
the page. Once reviewed, click 
Submit Order to complete the order 

Once the order is placed an Order
Confirmation page will appear.

Option 1:  The user may begin a new 
order by clicking the Begin a New 
Order link.

Option 2: The user may add a 
product to the existing order by 
clicking the Add a Product to this 
Order link. 

Option 3: To review the order just 
placed, click  the Go to Order 
Summary Page link.

From the summary page you may Add 
Events, Add Products, View Order 
Sheet or Print the Order Summary 
Report. 
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Navigating the Order Summary Page

The Order Summary page is a historical record of all the order events, data and documents.  The Order 
Summary page is also where events, notifications and documents may be added to an order by either lender 
or provider for communication to the other party: 

1) Additional email notifications may be set using the Add Notifications tab.
2) Documents may be added to the order using the Add Documents tab (see individual user guides 

denoted for each process)  

Valid event colors are:  

Red – Indicates 
“Reader must act” 

Yellow –  Indicates 
“Action may be 
required (present or 
future)”

Blue – Indicates 
“Informative only”

Green –  Indicates  
“Success”

1 2
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Color coding for the Status box is to provide a visual cue to users deciphering which statuses require 
attention:

Status Description Color

New Blue

In Progress Blue 

Cancelled Red

Delayed Yellow

On Hold Red 

Complete Green

In Curative Yellow 

Curative Cleared Green 

Review Required Red 

Upgraded Blue 

Not Accepted Red 

Invoiced Blue 

Pending Yellow 

Recorded Green 

Closing Documents executed Green 

Scheduled Blue 

Schedule Declined Red 

Funded Green 
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Adding Notifications to an Order

Step 1:  Conduct a search for 
the order you wish to add a 
notification.

From the Search Results 
Page, click the Transaction 
Number to display the Order 
Summary page. 

Step 2: Click the 
Notifications tab at the top of 
the Event History. 

 Step 3: Users may add 
 additional parties to certain 
 event communications.  Click 
 the Attach Notifications link 
 to display current order 
 notifications. 

NOTE: Required fields are 
denoted by an asterisk * and the 
word “Required” 
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Step 4:  

 Enter the email address of the party 
you wish to receive notification and 
select the notifications you would like 
them to receive.  
NOTE: Click Select All for the user 
to receive all notifications listed. 

 Attach additional notifications for 
other users by clicking the Attach
More Notifications link. 

 Click Submit Notifications to set. 

Once notifications are set, the page will 
refresh and the email setup will display. 
Click the View/Edit link to view or edit 
notifications that have been set.

The View/Edit page will display the 
notifications that are set on the order.  

The user will have the ability to remove 
ALL notifications and recipient 
information by clicking the Remove 
Recipient link. 
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Step 5: Click Edit Notifications to edit the user 
notifications.  The page will refresh. De-select 
the boxes next to the notifications you wish to 
remove and click Save Changes.

The Remove Recipient link is also available if 
you wish to remove all notifications as well as 
the recipient email. 

Adding Events to an Order

Step 1: Access the Order Summary page by 
clicking the Transaction Number from the search 
results page.   

The Add New Event link is located at the top left 
of the event history on the Order Summary page. 
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Step 2: Select the event from the event drop 
down list

NOTE: Events are listed in order by event 
number

Once the event is selected, fill in additional 
required fields. Click Add Event to add the 
event to the order.

NOTE: Required fields are denoted by an 
asterisk * and the word “Required”

The events will display on the Event History 
page in chronological order. Click on the Event 
name to display additional information (event 
comments, date and time event was sent, and 
which user posted the event).  

Click the Read More link to view further event 
details.
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Clicking Read More will open a 
new browser page that displays 
all event details.

Adding Documents to an Order

Step 1:  Conduct a search for the order you wish to add a document. From the search results page, click 
the Transaction Number to display the Order Summary page. 

Step 2: Click the Documents tab at 
the top of the Event History.

Step 3: Click the Attach Documents
link

NOTE: Required fields are denoted by 
an asterisk * and the word “Required”
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Step 4: Click Choose File to browse 
files on your computer. Select the 
appropriate document and click Open to 
attach the document.    

Enter a description of the document,
either via the drop-down menu labeled 
Document Type or type the document 
name in the Document Description field 
below it. 

The page will refresh and display the
document.

Note: You may remove the document if
needed by clicking Undo.

Click Upload document(s) to complete
the document upload. The page will
display the document that has been
uploaded.
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The document upload will display on the 
Events tab as a 460 event (Document 
Attached by Customer).

Adding a Product to an Existing Order

Step 1: Search for the existing order via the Order Dashboard or Search functionality (see corresponding 
sections within this guide). Click the corresponding Transaction Number to access the Order Summary
page.

NOTE: A product can also be added from the Order Confirmation page, which appears immediately after a 
product order is placed. 

Step 2: Click Add Product at the top of the page
to access the New Order page.
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Step 3: Choose the Product Type, Product and
Provider

Click Begin New Order to begin the product order
process

NOTE: Required fields are denoted by an
asterisk* and the word “Required”

Step 4: The majority of the information will be
pulled from the original order, so you will only
be taking a few steps to add an additional
products.
Complete order screens 1 5. Verify order,
Loan, Property, Party and Order Details
information.

Step 5: Review the Product and Provider
selections (click the Change link if corrections
are required).

The Product and Provider will default to what
was previously selected on the New Order
page.

Click Submit Order to complete.
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NOTE: If this is an Appraisal order and the lender is
sending completed appraisals to UCDP, the UCDP
credentials will display after the Product/Provider
choices on the Complete tab.

Click Submit Order
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Utilizing the Pending Providers Dashboard
The Pending Providers Dashboard will display all Title, Closing & Doc Signing orders that are pending
because the Provider has not yet completed registration. You can send a reminder email to the Provider,
change the Provider for an Order, or cancel the Entire Order.

To access, click on the Pending Providers button from the Order Dashboard.

You will receive a toast message in the corner of the screen upon launching the dashboard:
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All columns (except Action) are sortable by ascending or descending order.

Search for a Provider by Product Name, Loan Number or Transaction ID. Wildcard searches are
accepted.

The Actions available are dependent upon the Provider Status.
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Provider Status 

Pending Registration

Provider has not completed the registration process.

Possible Actions: Resend Email, Edit Provider or Cancel Order

Potential Duplicate

A potential duplicate Provider has been invited and needs confirmation.

Possible Actions: Potential Duplicates should be managed in the Order Summary.

Please see the Duplicate Check Process in this document for instructions on addressing potential
duplicates.

Profile Incomplete

Provider has not yet completed the registration process.

Possible Actions: Resend Email, Edit Provider or Cancel Order
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Action

Resend Email

This option will resend the Invitation Email to the Provider, reminding them to register.

Click Resend Email link. A pop up will appear with general Lender and Provider information.

Enter any applicable comments and press Submit.

A toast message will appear stating “A reminder email has been sent to the Provider.”
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Edit Provider

This option allows you to change the Provider contact information and send an updated Registration
email.

Click on Edit Provider link. A pop up will appear with the current Agency information.

Click Update Invite Information button to edit and send a new invitation or click on Choose New Provider
button to be directed to the Agency/Agent Search screen.

Update Invite Information

Click Update Invite Information. Make any necessary changes and click Save Changes.
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A screen will appear with the Current Agency Information on top of the Changed Agency Information.
Once the information is confirmed as correct, click Submit. An invitation to register will be sent to the new
contact information.

A toast message will appear stating “The newly selected provider has been added to the order.”



December 15, 2015 — All rights reserved.
Copyright © 2014 Black Knight Holdings, Inc., its affiliates and/or subsidiaries.

Choose New Provider

Click Choose New Provider button. The Provider Search pop up will appear. For more information on

Agency Search, see the Selecting a Settlement Provider and Agent job aid.
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Cancel Order

This option will cancel the order.

Click the Cancel link. A pop up will appear displaying general order information. Choose a Reason Code
from the dropdown, enter any applicable comments and click Submit.

A toast message will appear stating “The order has been cancelled, it may take up to several minutes for
the change to occur.”



December 15, 2015 — All rights reserved.
Copyright © 2014 Black Knight Holdings, Inc., its affiliates and/or subsidiaries.

Duplicate Check Process
When the Lender submits the registration invitation, RealEC will run checks to ensure neither the Agent
nor Provider have already registered with RealEC Technologies in the past.

If the system may have found a potential duplicate, RealEC will auto generate event code 3315 Potential
Duplicate.

THE LENDER MUST TAKE ACTION BY RESPONDING TO THE EVENT.

If Provider Status is Potential Duplicate or the Lender receives event 3315 Potential Duplicate:

1. Navigate to the Order Summary page for the Potential Duplicate order by using the Search link in
the upper right corner to search by Transaction Number or Loan Number.

2. Click on the name of the event 3315 Potential Duplicate (screen shot on the next page).

3. Click Review – this will populate a grid to show the potential duplicates. Please thoroughly review
and respond accordingly with either:

Choose Provider: This will trigger 3316 Confirm Duplicate: The Provider is already in the database
and may have been missed by the lender user who initiated the registration invite.

o This event will cancel the registration invitation and automatically assign your orders to
the correct Provider. Process continues as normal.

Send Original Invite: This will trigger 3317 Reject Duplicate: Lender identified this is not a
duplicate.

o Lender identified this is not a duplicate and will route the invitation to the Provider so the
Provider may continue with the registration process.



December 15, 2015 — All rights reserved.
Copyright © 2014 Black Knight Holdings, Inc., its affiliates and/or subsidiaries.



December 15, 2015 — All rights reserved.
Copyright © 2014 Black Knight Holdings, Inc., its affiliates and/or subsidiaries.

Statement of confidentiality

Trademarks

Copyright



  

Settlement	Agent	Self	Registration	User	

Guide	 	
Settlement Agents step by step action guide for Agency Registration  

 

4/8/2015 



 
 
 
 
 

 
April 13, 2015 — All rights reserved. All information is proprietary and confidential. 

 Copyright © 2015 Black Knight IP Holding Company, LLC. 

Table of Contents 

What is Closing Insight…………………………………………………………………………………………………………………2 

Agency Registration……………………………………………………………………………………………………………………..2 

Next Steps………………………………………………………………………………………………………………………………….144 

 

 

 

  



 
 
 
 
 

 
April 13, 2015 — All rights reserved. All information is proprietary and confidential. 

 Copyright © 2015 Black Knight IP Holding Company, LLC. 

What is Closing Insight™ 

Closing Insight™, a suite of Web-based technology and workflow solutions was developed by RealEC® 

Technologies in collaboration with several top lenders, title underwriters and settlement agents to automate 

the numerous multi-party processes that are required to close a loan.  

This Web-based solution delivers a number of process improvements and quality controls to help lenders 

aggregate fees, generate disclosure documents and reconcile loan estimate data, while helping to ensure 

process consistency every time. Closing Insight supports the closing process by helping lenders gather loan fee 

information, collaborate with settlement agents, deliver secure documents within mandated timelines and 

validate pre-funding and post-closing data. 

Closing Insight will help lenders and their business partners satisfy their obligations with CFPB’s TILA-RESPA 

Integrated Disclosure rule. 

Agency Registration 

Thank you for taking a proactive stand and registering early so that you are prepared to collaborate come 

August 1, 2015!  

The registration process has 2 parts and should not take you longer than 35 minutes.  This User Guide will 

walk you through every single step to get you registered properly.   

 

Here is an overview of what this process will consist of: 

 

1. Individual User Registration – 5 minutes 

a. Confirming your contact information 

b. Obtaining and saving your User ID and Password 

c. Establishing 6 security questions 

d. Acknowledging the RealEC User Access Agreement 

 

2. Company Registration – 30 minutes 

a. Acknowledging the RealEC Network Access Agreement 

b. Entering company information, which includes selecting a Software company preference 

c. Establishing important company contacts 

d. Adding additional users for the website 

e. Selecting RealEC products 

f. Obtaining and saving your PartyID  

It’s highly recommended you review this User Guide prior to proceeding so that you are prepared with the 

information that you will need.   

If you still have questions or have any concerns during the registration process, please feel free to contact the 

RealEC Closing Insight Support line at: 1-800-893-3241. 
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Step 

# 

 Page you are viewing 

with some guidance 

Screen Shots with additional guidance 

1 Web Pages  

 

Click on the following 

link or copy and paste to 

a web page to begin 

your registration 

process. 

http://www.bkfs.com/Re

alEC/DivisionInformation

/ClosingInsightSettlemen

tAgents/Pages/default.a

spx 

• Click Register Here 

 
 

2 Provider Registration 

page.   

 

• Complete required 

information 

 

• Click Submit 

 

 

 

 

3 You will now receive an 

Invitation email to begin 

the registration process.  
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4 Invitation email: 

 

• Click on the “Begin 

Registration” link 

 

Note: This link is active 

for 3 days 

  

 

  

5 Create Your User ID 

 

We need to verify your 

identity 

 

• Type in the missing 

digits of the phone 

number that you 

entered in the 

Provider Registration 

page (shown in Step 

2) 

 

• Click continue 

 

Note: You will have 5 

attempts to enter the 

missing digits of the 

phone number. 

 

 

 

You will receive this message if the system does not recognize the  

phone number you provided.   
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6 Next Steps 

It’s time to complete the 

Registration Process.   

 

 

Note: You will receive 

reminder emails at the 

24 & 48 hour mark if the 

entire process has not 

been completed!  In 

addition, you will have 

up to 30 days to 

complete the 

registration process. 

 

 

 
 

 

7 Confirm Contact 

Information 

 

• You will need to re-

enter your email to 

confirm 

 

• If no other changes 

are needed then 

 

• Click Continue 
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8 Your USER ID 

 

Make note of it please! 

 

You will receive an 

automated email 

message with a 

temporary password and 

a link to continue. 

 

 

 
9 Temporary Password 

email 

 

• Capture your 

Temporary Password 

 

• Click on the Launch 

RealEC Exchange 

link 
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10 Login Page 

 

• Enter User Name 

and temporary 

password that was 

provided 

 

• Click Login. 

 

 
Note: You can use the Forgot Username? link if you need to retrieve your 

Username.   

You will then be directed to a page to enter your email & last 4 digits of your 

phone number.   

Once you click Submit, you will receive an email containing your User Name. 

11 Create your 

Permanent Password  

 

• Enter Temporary 

Password 

 

• Establish new one 

 

• Click Change 

Password 

 

Password 

Requirements: 

• Minimum of 8 

characters 

• Need Upper & 

Lowercase &  

• Numbers & 

• Special Characters 

 

If all the criteria has 

been met you will see 

this in the upper right 

hand corner. 
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12 

 

Establish Your 

Security Questions.   

 

You must establish 6 

Security Questions.  

 

 This will not only add an 

extra level of security, 

but will allow you to 

reset your own 

password, should you 

ever forget it! 

 

 

 

 

 
To add a question: 

• Enter your NEW permanent password 

• Click on the Add More link –  

       you will get a pop-up 

• Click on the drop down to select  

a question 

• Enter your answer in the 2nd field 

• Click Add 

Note: The pop-up will remain on the screen, but after you click Add you’ll see 

the questions start populating in the background.  See example: 

 

 

 

 

 

 

 

 

 

 

 

When you see 6 questions listed in the background, click Cancel. This will 

cancel you out of the pop-up &  allow you to see the questions listed.  Enter 

your new permanent password (if still needed) & click Submit when you are 

done. 
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13 Login Screen 

When you click Submit in 

Step 12, you will be 

redirected to the Login 

Page. 

• Enter your User 

Name and 

 

• New permanent 

password 

 

• Click Login  

14 User Access Agreement 

 

After reading the User 

Access Agreement, click 

in the box to confirm you 

understand, then click 

Accept. 

 

You can also click on the 

Printable Version link to 

keep a copy for your 

records. 

  

15 Next Steps 

 

It’s time to complete the 

Company Registration 

Process   

 

Click Continue when you 

are ready to proceed 

  



 
 
 
 
 

 
April 13, 2015 — All rights reserved. All information is proprietary and confidential. 

 Copyright © 2015 Black Knight IP Holding Company, LLC. 

16 RealEC Network 

Access Agreement 

 

After reading the RealEC 

Network Access 

Agreement, click in the 

box to confirm you 

understand, then click 

Accept. 

 

You can also click on the 

Printable Version link to 

keep a copy for your 

records. 
 

17 Company Information 

 

• Complete all the 

required fields 

 

• Click Continue 

 

 

Please select your Software Network.  If your Software Network does not 

appear in the list, choose the Not Listed option.  This means you will use the 

RealEC Exchange website to participate in Closing Insight. 

 

Note: If you choose Not Listed, please indicate what software you use.  RealEC 

will consider integration opportunities at a later date 
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18 

 

Primary Contacts 

 

You need to identify the 

following contacts for 

this location: 

 

• Primary Contact 

• Accounts Payable 

Contact 

• Outage Notifications 

Contact 

• Technical Contact 

 

The Primary & Accounts 

Payable Contact must be 

identified. 

 

Outage & Technical 

Contacts are optional. 

 

 

 

 

 

 

 
 

Note: By default, you will already be listed as the Primary Contact within the 

grid. You can be both the Primary & Accounts Payable Contact, if this is your 

choice.  You can simply click on the Accounts Payable box and then click Save 

Contact. 

 

You can only have 1 Person listed per Contact Type of: 

• Primary,  

• Accounts Payable, Outage or  

• Technical Contact 

 

However, you cannot have more than 1 Person listed per Contact Type. For 

example, you cannot have 2 people listed as the Primary Contacts or 2 people 

listed as the Accounts Payable contact etc. 

 

To add additional Contacts: 

• Enter all required data for the contact, including the Contact Type.  (You 

may hover over the question mark for a description.  See example above) 

• Click Add New Contact  (This button will appear where the Save Contact 

button is on this screen shot) 

• When you have completed entering all the appropriate Contacts, click 

Continue. 
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19 Adding Users 

 

Here, you may add Users 

from your company 

location that will need 

access to the RealEC 

Exchange website. 

 

Once a User is added, 

they cannot be removed. 

However, a User can be 

made Inactive by 

whoever is designated as 

the Administrator 

through the Functional 

Role feature. 

 

Note: The Primary 

Contact identified in the 

previous page, is 

automatically an 

Administrator Role, so 

you do not need to add 

yourself as a User.   

 

These roles can be 

revised or Users can be 

added on the Exchange 

Administrative website.  

You will receive 

information in the 

coming months. 

 
 

To add Users: 

• Complete all the required fields for each user, including User Status & User 

Functional Roles.  See note below for definition of these selections. 

• Click Add New User 

• You should see their name populate into the grid 

• Continue this process until all users have been added 

• Click Continue 

 

User Status:  

• Approved – Active and can perform functions related to Functional Role 

• Inactive – Not active, cannot perform any function 

 

User Functional Roles: Establishes security & privileges for each role. 

 

• Administrator – This role has full access to the users for the PartyID. 

Administrators can add users and change user roles and status. 

• Basic – This role has basic access to the Exchange website. Basic users can 

only view orders and documents. 

• Settlement Agent – This role has access to the entire Closing process which 

includes viewing, uploading docs, sending Event messages and the Closing 

Insight Collaboration.   
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20 Product Setup 

 

In this section you will be 

adding the Products you 

would like to provide 

through RealEC. 

 

After making each 

selection, click Apply 

 

Continue this process 

until all Products have 

been selected. 

 

Click Continue 

 

 

 

For Closing Insight – at a minimum the following must be selected for atleast 

1 state and 1 county. 

Note: You are able to add States and Counties at a later date if needed. 

 

 

 

 

 
21 PartyID 

 

Congratulations!  The 

registration part is 

complete!  Make note of 

the PartyID for future 

reference. 

This PartyID identifies 

your company to the 

RealEC teams and the 

Lenders you do business 

with. 
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 Next Steps  

Now that you have registered your company you will begin to receive RealEC communications with 

further instructions. 

Any additional Users you entered during this process should now receive an automated email from 

RealEC.  This email will have the user confirm their information, reset their temporary password, 

establish their security questions and lastly acknowledge the RealEC User Access Agreement.   

You may distribute the Settlement Agent - Individual User Registration job aid to assist the Users 

with the steps they need to take to get their account established.   
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