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This chapter will introduce the ProForm desktop, and describe the basics of how to get around a file. Important
information about saving your work, getting on-line help, and other unique ProForm features like File Balance
feedback are also explained.

ProForm files are designed like tabbed file folders.

[ 2015100001.PFD (Main Folder) - [ES5.20.0 - 09/30/2015]

General | Title 1nsurance| CDF I

Screenz Each tab contains a set of related Fieadylocs:
1] Settlement Agent, Undenwriter screens that youwillusetocomplete || [ .- ] User ReadyDocs Tree

File Mo., Settlement Dates, Maotes | different parts of an order. :
Buyer/Borower, Officers & Signah P &[] SoftPro ReadyDocs Tree

2]

3

4] Seller, Officers & Signatures

5] Sales Price. Deposit/E arnest Monay
g)

7]

8]

Froperty, Legal Description
Lender
Mortgage Broker & Loan Servicer
9] Loan, Funding & PraT st
10] Termns, Payment & AR
11] Builder. Contract & Escrow for Completion
12] Real Estate Agents/Brokers
13] Buyer's & Seller's Attormeys
14] HOA/M gmt. Company
15] Additional Contacts
18] Acknowledgment & Motary
17) Affidavit/Agreement Regarding Liens/\w aiver of Liens
18] Security Instruments, Trustes & Riders
19 Conveyance
20] Uger Optional Fields 1-25
21] User Optional Fields 26-45
221 User Optional Fields 46-85
23] General Dptions

e You can have multiple files open at the same time.

e You can minimize, maximize, or close a file using the buttons on the file’s title bar.

b inimizeEIDse

bl aimize

e The General tab contains screens for:

o Up-front order information
o Settlement date

o Settlement agent

o Underwriter

o Buyer and seller data

o Lender, Attorneys, Brokers
o Loan information

o

Property data

e The HUD-1 & Closing tab has all of the screens you need to complete the HUD-1 Settlement Statement
and many other closing documents.

o Taxes
o Commissions
o Loan Charges
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Title Charges
Recording Fees
Payoffs
Escrows

O O O O O

File Balance

e The Title Insurance tab contains screens for preparing commitments, policies, and other types of title
documents.

e The optional Order Tracking Add-On includes the Order Tracking tab. It contains tracking tools and
management reports to stay ahead of deadlines and monitor progress. See Chapter 15 “Tracking Your
Business” for more information.

ReadyDocs

[ 2015100001.PFD (Main Folder) - [ESS.20.0 - 09/30/2015]

fole =)

General I Title lnsurance] CDF ]

Screens:

ReadyDocs:

1] Settlernent Agent, Undenariter
2] File Mo, Settlement Dates, Notes
3] Buper/Bomrawer, Officers & Signatures
4] Seller, Officers & Signatures
5] Sales Price, Deposit/E amest Money
E] Property, Legal Description
7] Lender
8] Mortgage Broker & Loan Servicer
4] Loan, Funding & PraTrust
10] Termz, Payment & ARM
Builder, Contract & Ezcrow for Completion
Real Estate Agents/Brokers
Buyer's & Seller's Attorneys
HOA A grmt. Company
Additional Contacts
Acknowledament & Naotamy

Security Instruments, Trustee & Riders

The ReadyDocs window on the
main file folder contains all of the
documents that are ready-to-print
right from ProForm.

ReadyDocs are organized in
folders similar to Windows
Explorer.

PRI ser ReadyDocs Tree

E‘D SoftPro ReadyDocs Tree
{7 Title Insurance

2] Invoice
ED ALTA Documents

B-{] ALTA Commitment

----- @ ALTA Commitment (Schedule &)

----- = ALTA Commitment (Schedule B-Requirements and Exceptions)
----- =) ALTA Commitment (Schedule B-Exceptions Only)

----- =) ALTA Commitment (Exhibit A-Legal Description)

7" | ALTA Commitment Multiple Loans

i-{"| ALTA Commitment Plain Language

7-{ | ALTA Commitment Short Form

»

m

Conveyance

H- ALTA Hemeowner's Polic
User Optional Fields 1-25 D Y

1]

12]

13

14]

18] E

16 B

17) Affidavit/dgreement Regarding LiensMw aiver of Liens

18] £

19 B

20 £ ALTA Loan Polic

21] User Optional Fields 26-45 B Y

22) User Dpllonal Fields 46-65 []-D ALTA Loan Policy Short Form Residential

23] General Dptions -] ALTA Owner's Policy
-] ALTA Residential Policy
[@-{"| ALTA Residential Loan Policy Expanded Coverage
1-{"] ALTA Residential Loan Policy Expanded Coverage Short Form
[-{"7] ALTA Residential Loan Policy Limited Coverage Junior i
[1-{77] ALTA Residential Loan Policy Limited Coverage Junior Short Form
-] ALTA Endorsements -

SEE ALSO:
1. Chapter 10, “DocChek” to learn how to view and edit documents on screen.
2. Chapter 9, “Printing Documents” to learn how to print documents from ProForm.

Data Entry Basics

Accessing A Screen
1. Click the tab that contains the screen you want. (When you first open a file, the General tab is selected by
default.)
2. Double-click the name of the screen you want to open.
General l Title Inzurance ] LCDF ]

Screens:

1] Settlemeant Agent, Undenariter

3 Buyer/Barrower, Officers & Signatures
A1 Seller MFhrere & Sinnahires

e Instead of double-clicking a screen name; open a screen by clicking it once and pressing <Enter>.




SOFTPRO - ESSENTIAL USER GUIDE 1/27/2016

Moving The Cursor
Press <Tab> to advance the cursor to the next field. Press <Shift+Tab> to move back one field.

1] Settlement Agent, Underwriter [CCSAMPLERES _PFD)

Cursor
Settlement Agent

Settlement Agent Look-up Eode:|| Tab ’> I arketing Hep:l

¥

Settliement Agent/Fayes Name:lB ezt Ever Title Agency, Inc.

Contact M ame:'

Address:| 123 Lawyer's Lane + [Raleigh, NC 13573

F'hane:l[S'I 3)555-1007 Fa:-::I[EH 3159551002

Federal Tax 1D:|56-1234567

Seftlement Agent Signature Line:lB ezt Ever Title Agency, Inc.

Settlement Agent Logo Filename:l

You can move to a field using the mouse. Click inside the field you want and the cursor will appear inside of it.

|ﬁ.ddress:|@ Lawmer's Lane ‘

<F1> Help

Press <F1> in any field to display a handy help window that will explain more about the field.

ch Eﬁ Frirt « Eack » Farward Q Feadback

EWwWelcome : g
WNews Main File Folder
Application Help
[H Articles ) . )
[l Vidsas Each ProForm data file you open appears on the ProForm desktop in a file folder. Across the top of the folder are the tabs of t
WFAQS ReadyDocs Tree and SoftPro ReadvDocs Tree .
=) Contact
The General tab contains screens related to basic information about the file. The HUD-1 & Closing tab contains screens for
requirements and exceptions. The Order Tracking tab contains screens for basic order and track item information.
To access a tab, click on it. The tab you select will be brought to the foreground and the other tabs will appear behind it. You
To access a screen:
1. Click the tab that contains the screen you want.
2. Select the screen you want from the list in the Screens pane.
3. Press Enter.
To view a document:
1. Browse for the document you want to view in the ReadyDocs pane.
2. Press Enter. The document you selected will appear in a separate window in DocChek mode.
To view an entire set of documents in a folder on screen, select the folder and click the view folder button on the ProForm too
Each document in the folder will open in its own window.
MNOTE: If total number of pages in the folder is more than 50, a message will appear before they are opened on screen. The r
TIP: You can hide or display tabs on a file folder using the Available Tabs/Documents check boxes on the Preferences screer
Submit feedback on this topic =
<F2> Erase

Press <F2> to clear the contents of a field.
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Moving From Screen To Screen
To jump to the next screen in a tab press <Page Down>. Press <Page Up> to jump to the previous screen.

To open a screen on another tab, you must close the current screen first (press <Esc> or click the Close button in
the upper right-hand corner). Then select the tab you want to go to on the main folder and double-click the screen
you want to open.

User-Entered Data And Typelite

User-entered data appears in the Typelite color. The default TypelLite color is red. You can change the color by
selecting Tools/Preferences in ProForm. (See “Changing the Typelite Color” below) Data that is entered for you
automatically by ProForm will appear black.

e You can edit any information that ProForm enters for you. However, be aware that by editing automatic
calculations, you can alter the file balance.

Changing The Typelite Color

1. Choose Tools/Preferences.

= o
Select the Typelite Color button.

Select a color from the Windows Color palette that appears.
Color [ 7] ]

Basic colors:

_(mimmfl (mmf [/ {7
i ey |
ECT NN
NN NN
EEEEENNN
EEEEET .

LCustorn colars:

I O
R O O

Define Custom Calors »> I

Cancel |

4. Click OK.

e Pastel colors do not show well on screen.

o Do not use white as the Typelite color.

e If you select black as the TypelLite color, you will not be able to distinguish between manual data and data
that is entered automatically by ProForm.

Data Entry Keys

On any ProForm screen, use the following keys to access SoftPro features, enter data, or move around:

Displays context-sensitive help for the current field or dialog.
Erases contents of a field.

Displays the SoftPro Calculator.

Displays the GoTo dialog.
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<F7> Spell check the current field.

P oI R BRI Displays the Look-up Table dialog.

<CTRL+S> Saves the current file.

<CTRL+A> In scrollable fields, inserts the current date, time, and user name on a single line.

<SHIFT+F6> OR Inserts current system time into time, alphanumeric, and scrollable fields.
<CTRL+T>

<SHIFT+F8> OR Inserts current user's initials into alphanumeric and scrollable fields at the cursor's
<CTRL+U> current position.

<SHIFT+F5> OR Inserts current system date into date, alphanumeric, and scrollable fields.
<CTRL+D>

<CTRL+C> Copies selection to the Windows Clipboard.

<CTRL+V> Pastes selection from the Windows Clipboard to the cursor's current position.
<CTRL+X> Cuts selection from current position to Windows Clipboard.

<BACKSPACE> Deletes previous character and moves cursor one space to the left.

<DELETE> Deletes current character or highlighted text.

<SPACE> Inserts space or deletes highlighted text.

qV:\:P Ao 1 RS\ M3 8 Moves cursor to beginning of next field.

<SHIFT+TAB> Moves cursor to beginning of previous field.

<ESC> OR Closes current dialog.
<ALT+F4>

<HOME> Moves cursor to beginning of current field.
<END> Moves cursor to end of current field.

<UP ARROW> Moves cursor to previous character, or previous item in a combo box or radio button
field.

LTl VW {e) Tl Moves cursor to next character, or next item in a combo box or radio button field.

<LEFT ARROW> Moves cursor left one position, or previous item in a combo box or radio button field.
<Ctrl+Left Arrow> moves cursor left one word.

<RIGHT ARROW> Moves cursor right one position, or next item in a combo box or radio button field.
<Ctrl+Right Arrow> moves cursor right one word.

<PGUP> Moves to previous data entry screen.
<PGDN> Moves to next data entry screen.

<ALT+3-DIGIT Inserts an ASCII character.
CODE>

FILE Create, open, close, or save a ProForm file.
Edit a Firm File Number.

Overlay a file or template.

Search for a file to open.

Print a ReadyDoc to an Adobe .PDF file.
MS Word Merge features.




SOFTPRO - ESSENTIAL USER GUIDE 1/27/2016

Exit ProForm for Windows.

Keyboard shortcuts:
e  Start a new file (Ctrl+N)
e Open afile (Ctrl+0)
e Search for a file (Alt+S)
e Save your work in the current file (Ctrl+S)

e  Print ReadyDocs using the current file (Ctrl+P)

A list of most recently opened files appears at the bottom of the File menu. To reopen
one, click on it.

Hide or show the Toolbar and/or Status bar.

Access the ReadyDocs Manager, Check Printing Manager, Prompts Manager,
Greatland/State Documents Field Mapping Manager, ProForm Preferences, ProForm
database uTlLities, and spell-check options.

Arrange ProForm files, select a tab on a file to view, or access the ProForm GoTo feature.
A list of currently open ProForm files appears at the bottom of the Window menu. To
activate one, click on it.

HELP Access the ProForm on-line help system and read program version information.

Using Keyboard Shortcuts
Pressing the <Alt> key in combination with the underlined letter can access any menu bar item or command. For
instance, to access the File menu without using your mouse, press <Alt> and <F>.

. Create a new file . Escrow Instructions Selection
= =
. Save the current file . Open an existing file
. @“ Print Preview . % Print documents
° @ Overlay a file/template . }::' Search
H o
. Document Mode (Loan 1, . Transactions History
Loan 2, Loan 3) B
IE' . ' GoTo Feature
. Document History ﬁ
= . View all documents in folder
o L=l view Prompts Dialog

It is important to save at regular intervals while you work on an order. Power outages, network interruptions, or
other computer problems can occur unexpectedly and cause you to lose unsaved work.

10
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To save your work:

e Select File/Save or click El on the ProForm toolbar.

The shortcut keystroke for File/Save is <Ctrl+S>. Press <Ctrl+S> at regular intervals while working with a file to save

your work. This is the only save option you can access while a ProForm screen is open.

To save a file with a different name or to a different folder:

1.

3.

Choose File/Save As. The Save As dialog will appear.

- & &

Save in: I a epminzgld

i | e

|1 Merge ﬁ 0007, pid T

C1Fllocks [ 0002 pid
CAPRpt: 0009 pfd
|- pflocks ﬁ 001 2. pid

to zawve the file.

Click. here to browse for
the Falder in which yau want

CJPllocks o014 pid
1 FiRpts B cosamPLE

To zave the file 3z a
. template, click here and
LI—lEnter a file name here] |choose Templates [= pft)

i

File name:

i save_ |

Save as type: IF'ru:uForm Files [*.pfd)

j Cancel |
o

If saving with a new name, type a file name in the File name field.

If saving to a different location, the folder in which you want to save the file.

Click Save.

Press <Alt> and <S> together or click Search £| on the toolbar.

The Search screen will appear. Enter search criteria using as many of the fields as you like. You can use

wildcards to enhance your search.

Settlement Status:

FimFileMumger[ I Fending I~ Hoid
Sett\ementDate:I A through:l I [~ Tentative [~ Set
Date DrderHecaived:l /} through:l 4 ™ Fim ™ Cloged
Date File Closed: [ / / thiough: [ /7 I" Completed I Ghipped
Buyer.-"BonowerName:l"Smith I™ Canceled I” Follow-Up
Seller Name: | You can use a carat {Shift+6) |

Property Address:l

Eity:l Stall of Smith.

to search for all files that
have buyers with a last name

County: I

Click Search. Select the file you want and click Open.

11
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Search Results (Open) x|

Summary | Track ltems |

Buyer/Borower ...
Jim Smith
T2/ 03 09/15/03 Firm Bill Smith and Vera .. H.

Date File Closed

Settlement Status

Settlement Date Date Order Rec. ..

Firm File Nurnber

CCat2-0003RES

Select the file you want and
click Open. Or, click Search
Criteria to search again.

Search Entenal Open I Help Cancel

Using Wildcards

The question mark ( ? ) and asterisk ( * ) characters are called wildcards because they can be included in a search
term to represent unknown characters. The question mark represents any single character. The asterisk represents
any group of characters, including no characters. The question mark and asterisk can be used before, after, or

within a search term. For example:

e  M?ndy - would find... Mindy, Mandy
e Jo*ns*on - would find... Johnson, Johnston, Jonson, Jonston, Johanson
e  Smith* - would find... Smithfield, Smithville, Smithtown, Smith

The A (carat) is a wildcard that can be entered before a word or combination of letters to find records which have
that same string of letters anywhere in the field. For example, if you were to type "WOOD as the Property County,
records with "wood" somewhere in the county name will be found (for example: Woodcroft, Briarwood).

ProForm: Search On Policy Number
You can search for ProForm files based on the policy number.

1. In ProForm, click File>Search.

2. Enter the Policy Number.

Setllement Status:

FimFieMumber [ I~ Pending I~ Hold
SettementDaie] / /| tvoughe[ 7/ | [ Tentaive [ Set
Date OrderReseived| / 7 thvough[ ¢/ | [ Fim I Closed
Date Fil Closed| / / trough [ 77 | | Competed ™ Shipped
Ot I | ® G MR
selerhame]  whohasthefie]
Property Adbess|
ol S| | ZpCods[ -
Cowny[

Brief Legal Desciption: |
Lender Name (1st Loan]; Loan Processor [1st Loan}
Loan Number (1st Loan) Policy Numbevl

Buper's Altomey, Sellr's Altomey:

Listing Agent: Listing Firm:
Seling Agent Sellng Fim
Title Exarminer: Closer | Escromer|

NotExported To:[™ ProTrust [~ Pro1099 ™ Prolnds

Search Heln | Cancel |
3. Click Search.

12
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You can get feedback about your file’s balance from the Status Bar and File Balance Information screen of the
HUD-1 & Closing tab.

Status Bar

24] Escrow/Payment Details
28] File B alance Information
26] HUD-1 Optiohs

FromByr107,123.14 | ToSk:&1,789.00 | Balance-10.00 | File Balance... || [ |
The HUD-1 & Closing status bar displays The File Balance button is
real-time balance information while you available to you at all times
are wiorking in the HUD- 1 & Closing tab. fora quick balance summary

File Balance Button

File Balance
From Buyer: $107.123.14
To Seller: 81.789.00
B alance: $-10.00

Inthis example, we are out
of balance by &10.00.

File Balance Information Screen
1. Click the HUD-1 & Closing tab.
2. Double-click File Balance Information.

25) File Balance Information [CCA12-0003RES PFD) X

File Balance Status & Hints

Total incaming funds ($301,885.00] less tatal disbursements ($301,895.00) :l
produces a balance of $-10.00.

Check the following line items az they could be contrbuting to the out of
balance condition: 204[$10.00).

Preszz <F1% to access ondine help for more helpful hints.

The File Balance screen
will guide you to amounts
that may be causing you

to be out of balance.

13
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Overview

Your work requires you to enter many types of closings or title insurance orders. Some are standard types you see
everyday. These can be entered in ProForm using a similar approach. However, others may be unique and require
that you take advantage of all of the special features and flexibility that ProForm has to offer. Whatever an order
demands, you will be able to complete it with ProForm.

This chapter contains tips that you can use when starting several types of orders. After entering the basics, refer to
Chapter 3, “ProForm A to Z” to learn how to enter other items that make each file unique.

Creating a New CDF Order or Template

When creating a new order or template, the user will need to specify a Settlement Type. The default may be set in
Preferences. The New order/template dialog now has the CDF option available in the Type drop-down:

(* File 1 Template

File Mame: |2D‘I S050004.FFD

Template Mame: |

Firrn File Mumber: |2EI'I S050004

B e T Tl

e You may copy from a CDF or HUD-1 order into a CDF order. See below for more information.

CDF Tab

A CDF tab will appear in CDF orders. This tab contains all of the new data entry screens for CDF Pages 1-5 of the
Closing Disclosure Form, as well as several other screens which assist with CDF preparation. These screens are
discussed below.

-

[ 2015100001.PFD (Main Folder) - [ES5.20.0 - 09/30/2015]

Qeneral] Title Insurance  EDF | h

Screens: ReadyDocs:

| COF Page 1 +{"7] User ReadyDocs Tree

2) CDF Page 2 5.5 SoftPro ReadyDocs T
I COF Page 3 =- i oftPro ReadyDocs Tree
4] COF Fage 4 =1 Title Insurance

8] COF Page & L. B Invoice

?% Egta;'léﬁu;;'l'e‘:xes |_——_||j ALTA Documents
8] Assessments E1-{7] ALTA Commitment
?]D;:Sg]{gfgro:niium, Dates, & Mumbers ] ALTA Commitment (Schedule A)
11] Endorsements = ALTA Commitrent (Schedule B-Requirem
12) Additional Tile Charges = ALTA Commitment (Schedule B-Exception
e 10935 Dato .2 ALTA Commitment (Exhibit A-Legal Descri
18] Flex Checks 112 H-{~ ] ALTA Commitrnent Multiple Loans
16] Flex Checks 1325 #-{~ ] ALTA Cormmitrnent Plain Language

H-{~ ] ALTA Cornmitment Short Form
H-{~ ] ALTA Homeowner's Policy

17] File B alance Information
18] Recording & Transfer Fee Formulas
19] COF Optionz

i IO O O

15
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Closing Information
Provides a basic summary of loan dates, settlement agent, file number, property address, and sale price/appraised
value.

1) CDF Page 1 (2015020001.PFD)

Closing Information
Date Issued: |02/03/2015

Closing Date: Im
Disbursement Date: Im
Settlement Agent: m YW azhington Title Co... |
File #: | 2015020001
Property: _I 12345 Mortheast Kentucky [ndustrial ;l

R e T Taes T e e W

Parkway

Mewark, NJ 93437-5239 =
[Sale Price | 280000.00
L e S A ?";L."' R — """.,)

e Date Issued: The date that the Closing Disclosure form is issued to the consumer; must be
entered manually.

e Closing Date: The closing date of the loan. Defaults from Settlement date/time on the Express
Order Entry, File No., Settlement Dates, Notes, and Basic Order Information screens, but can be
manually overridden.

o Disbursement Date: The loan funding date. This is the same field as the Disbursement date on
the File No., Settlement Dates, Notes screen.

o Settlement Agent: The order contact handling the loan closing transaction. This field defaults
from the settlement agent contact on Sett. Agent, Title Co., Underwriter, Offices, and also
contains options to select Title Company, Underwriter, Lender, and Mortgage Broker. This is the
same field as the Settlement Agent on CDF Page 5 Contact Information. The button opens the
Sett. Agent, Title Co., Underwriter, Offices screen.

o File #: This field defaults to the ProForm file number but may be overridden manually.

e Property: Lists the property being purchased. This information is the same as that found in the
Property Address fields on the Express Order Entry and Property, Legal Description screens. The
button opens the Property, Legal Description screen.

e Sale Price/Appraised Property Value: If the transaction is a purchase, these two fields will
populate automatically based on the Sales Price field on the Express Order Entry & Sales Price,
Deposit/Earnest Money screens; they may be manually overwritten. If not a purchase, the fields
will default to the Appraised Property Value which is also found on the Appraisal Information

screen.

Transaction Information
Displays contact information for the buyer, seller, and lender.

16
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T

Transaction Information

IBDaner j "rvette Buper ;l

12345 Mortheast Kentucky Industrial

J Parkway
Mewark. NJ 384375233

x| [Mike Seller -
12246 Southeast Kentucky Industnal

J Parkway
Mewark, M 44539

K
R Ny Nt S Vi

-]

Lender: . | [WASHINGTON BANK

P R Rl T o T r——

Borrower: Selecting the button here opens the Buyer/Borrower, Officers & Signatures screen
for adding and editing contact information. This field will default from the first set of borrower
names associated with the loan, and their address. Borrowers are associated to a loan using the
Borrowers grid on the Loan, Funding & ProTrust screen.

o If the title drop-down is changed here, the title shown in the order’s Buyer/Borrower Signature Lines
dialog will be adjusted as well; the title selected from the list is the label that will be printed on CDF Page 1
and Settlement Statements.

Seller: Selecting the button here opens the Seller, Officers & Signatures screen for adding and
editing contact information. This field will default from the first set of seller names associated in
the file and their address.

o If the title drop-down is changed here, the title shown in the Seller Signature Lines dialog will be adjusted
as well; the title selected is the label that will be printed on CDF Page 1.

Lender: The name of the loan creditor; populates automatically with the Lender Full Legal Name
on the Lender screen; it can also be accessed from the Express Order Entry screen.

Loan Information
This section contains details about the loan term, purpose, product, and type. Selecting the button directly next to

Loan Information opens the Terms, Payment & ARM screen for quick editing of loan information.

-

Loan Information J

Loan Term; IBU years

Purpose: IHefinance

Produck: IFiHBd Rate j

|
! Loan Type: INone j
|
Loan ID #: [38766651
MIC #: [00000933

i g T e ol it gt e, g o )

e Loan Term: Defaults from Loan Years on the Terms, Payment & ARM screen and can be manually

overridden.
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Purpose: This field will default from the order type that is selected on the Express Order Entry
screen (i.e. —purchase, refinance, or equity) or “Construction” when the Construction checkbox is
selected on the File No., Settlement Dates, Notes screen. The field may be overridden manually.
Product: This drop-down contains standard loan products. When the Other option is selected,
the second line beneath is enabled for manual entry. These fields are the same as the Loan
Product & description fields on the Loan, Funding & ProTrust screen.

Loan Type: This drop-down list contains standard loan types; when the Other option is selected,
the second line beneath is enabled for manual entry. These fields are the same as the Loan type
& description fields on the Loan, Funding & ProTrust screen.

Loan ID #: Input loan number here. This field is the same as Loan number on the Loan, Funding
& ProTrust screen.

MIC #: Input mortgage insurance case number here. This field is the same as Mtg. Ins. Case
Number on the Loan, Funding & ProTrust screen.

18
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Loan Terms
This area is for specifying the Loan Amount, Interest Rate, Principal & Interest (defaults to monthly), Prepayment
Penalty, Balloon Payment, and any Additional Terms.

B e T T Rt BUS R S P P TI C WSRELE W P

Loan Terms Can this amount increase after closing?

o | B 2 oo 3|
[ Canincreass unkil Iyear[s] "l I_

| |
| |
| -
Inkerest Rake n Mo =| [ &djusts every B m starking in m I_
- ICan go as high az j n in m I_
[~ See AIR Table on page 4 for details
r| ]
| |
| |
m n Ho =| [ Adjusts every I_ I}'Baf[s] 'I starting in IHBE"[S] 'l l_
Principal & Interest r IEan qa as high as j I in Iyear[s] j I_
[~ Includes only interest and no principal unti m l_
[~ See AP Table on page 4 for details
r | =]
| |
| |
At A e AP b A e B e e e ST S PP

Field Codes

The following items correspond with the fields marked in blue above. These fields match other existing fields:

Same as Principal Amount of Loan on the Express Order Entry & Loan, Funding & ProTrust screens.
Same as Annual Interest Rate on the Terms, Payment & ARM screen.

Same as Interest Adjust/Change Period on the ARM Data screen.

Same as Lifetime Maximum Rate on the ARM Data screen.

Same as Payment frequency on the Terms, Payment & ARM screen.

o Uk wN e

Same as Principal and Interest Payment on the Terms, Payment & ARM screen.

Additional Terms
o The loan terms will not print on the Closing Disclosure form unless the corresponding checkbox is
selected. If free-form text is needed, there are three Additional Terms lines included in all five
sections; each preceded by a checkbox.
e Clicking the button 2| to the right of each additional terms line will pull up a dialog for rich-text
editing to allow you to bold specific text.
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[ Rich Text Editor

ﬂl IT shama

additional term message.

o Lookup tables are not available for these dialogs.
o  The font default for CDF Page 1 is Tahoma, 10pt and each Additional Term will be a separate bullet on CDF
Page 1.

Loan Amount

e The first field is for the full loan amount.

e The first drop-down always defaults to No, but may be adjusted manually to Yes.

e The remaining options will allow the user to specify details of the loan amount increase, as well
as the specific time period during which this increase may occur.

Interest Rate

o The first field is for the interest rate.

e The first drop-down defaults to No, unless a value is entered in the Type of Arm field found on
the ARM Data dialog.

e The remaining options will allow the user to specify details of any interest rate increases, as well
as the specific time period(s) during which these increases may occur. Additionally, the See AIR
Table checkbox will default to checked when Yes is selected.

o The Air Table may be edited on CDF Page 4.
Principal & Interest

e The drop-down label for this section, found over the title Principal & Interest, is the same field as
the Payment Frequency drop-down on the Terms, Payment & ARM screen.

e The first drop down defaults to No, unless the loan is set up as an adjustable rate mortgage.

o If Yesis selected, the remaining options allow the user to specify details regarding future
adjustments that will be made to the principal and interest, including time periods, maximum
payments, and interest-only payments; the See AP Table checkbox will be checked.

o The AP Table may be edited on CDF Page 4.
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Loan Terms (Continued)

PR s—- s = ST T e T T

Does the loan have thesze features?
Prn;pawlﬁ;ent |No vI [~ ashigh as— if vou pay off the loan
enaly
" during the first I Iyear[s] 'I
i~ hefore I 4
ol
- .|
r | |
= N
Balloon Pavment Mo = [ vouwil have to pay I at the end of m n
- - |
il N
| -
-t e gl it o o e M S A o s e e e i A e et A b e A g e B S BTl e A - B STl e . e b, e i b
Field Codes

The following items correspond with the fields marked in blue above. These fields match other existing fields:

1. Same as Maximum Prepayment Penalty on the Terms, Payment & ARM screen.
2. Same as Balloon after field on the Terms, Payment & ARM screen.
3. Same as Balloon after drop-down on the Terms, Payment & ARM screen.

Prepayment Penalty

e The first drop-down always defaults to No, but may be adjusted manually to Yes.

o IfYesis selected, select the appropriate time period within which a prepayment penalty would
apply, as well as the maximum amount of the penalty.
Balloon Payment
o The drop down list defaults to No, unless the Balloon after field on Terms, Payments, & ARM
screen has a value.
o If applicable, enter the amount of the balloon payment as well as the balloon payment due

period.

Projected Payments
This section provides a breakdown of how loan payments will be structured during the life of the loan, specifying

how principal, interest, insurance, and escrow payments will be handled.
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B P S S S Sy s S S S g S Sy S S S P S e S SO R T N S PR S A I

Projected Payments

Payment Calculation

Years I—‘I = m l_ = I_ I_ = I_ I— - I—
[ | | =l | = | [
Frincipal & Interest | I I
Mortgage Insurance | I— l—
Estimated Escrow | I— l— I—

Estimated Tatal
Monkhly Payment I I

Estimated Taxes, :
Insurance & I 343.99 Payment |nfarmatian. .. |
Assessments

Ia mahith

Bl T e e I o e e

Field Codes
1. Same as Principal and Interest Payment on the Terms, Payment & ARM screen, & Principal and Interest screen
on the Payment Information Letter screen.
Same as Mortgage Insurance on the Payment Information Letter screen.
Same as Estimated Escrow on the Payment Information Letter screen.
4. Same as Estimated Total Monthly Payment on the Payment Information Letter screen.

Payment Calculation

e The first row allows the user to specify year range(s) for any changes to the payment calculation
during the life of the loan.
e Row two allows the user to specify Interest-Only and Final Payment amounts, if necessary.
Principal & Interest
e The user is able to enter Principal & Interest amounts on this row, including minimum and
maximum amounts.
e Clicking the button opens the Terms, Payment & ARM screen.

Mortgage Insurance

Enter Mortgage Insurance costs on this row; clicking the button in the far left column opens the Line Detail Dialog
for editing and modifying the Mortgage Insurance charge found on CDF Page 2, Section G, Line 2.

e In order for this charge to populate with data entered on CDF Pg 2, the Calculation Type details
must be specified:

{
Calculation Type: IEschw ﬂ; Details, .. Jl

e e et & i . S i W ke ke A

Estimated Escrow

Enter the total Estimated Escrow amounts on this row; clicking the button in the far left column opens the Line
Detail Dialog for editing and modifying the Homeowner’s Insurance charge found on CDF Page 2, Section G, Line 1
and allows you to add or edit additional escrow amounts in Section G.

Estimated Total Monthly Payment

Enter the Estimated Total Monthly Payments on this row. Minimum and maximum payment amounts may be
entered manually.
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e These amounts will calculate/populate automatically based on the information in the Principal &
Interest, Mortgage Insurance, and Estimated Escrow fields above.

Estimated Taxes, Insurance & Assessments

e The Estimated Taxes, Insurance & Assessments field will display an amount calculated from information entered
into the Payment Information Letter screen (see below).

o  The Payment Information button opens the Payment Information Letter screen:

Payment Information Letter (2015030004.PFD)
rY

In In

E stimate Descrption Escrow Amt  Escrow

v |F'r0pert_l,l Taunes | 7h.00 v

[+ IH omemaner's Insurance I B0.00 [+

W [Citp/Tovn Taves | onog T

W |Courty Taves | 40.76 r

r | | -

r | r

r | r

r | | r

Frincipal and Interest: Im

Martgage Insurance: Iw

E stimated Escrow: Iw

E stimated Total Monthly Payment: IW
Estimated T otal First Payment: IW

=

=  Check the In Estimate checkbox to indicate that an item should print on the Closing Disclosure Form. If

In Estimate is unchecked, the row will not print on the form, and the associated amount will not be
included in the total estimated taxes, insurance, & assessments.

- Enter or modify the Description for each item; information entered on CDF Page 2, Section G will

default here.
= To indicate that an amount is escrowed as part of the loan, check the In Escrow checkbox.

=  The Estimated Escrow amount calculates from the total of all amounts entered in Payment
Information Letter where In Escrow is checked.

= The fields at the bottom of this dialog display information from the Payment Calculation section of
CDF Page 1; the field at bottom provides the Estimated Total First Payment.

Costs at Closing

This section displays the total closing costs & cash to close information from Pages 2 & 3 of the Closing Disclosure
form. Buttons next to these read-only fields allow the user to jump to other screens for viewing cost details &
make edits.
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- T . . e = «w - - e R - R R R R e R B

Costs at Closing

Cloging Cosgts | I 50000 Inchdes I in Loan Costs |
+ | SO0 _in Dther Costs |
- I in Lender Creditsl

Cash ta Cloze | I 5350000 Includes Closing Costs

e Closing Costs button: Opens CDF Pg 2, Section J, & opens the screen where the data is defaulting from.

o in Loan Costs button: Opens CDF Pg 2, Section D, & opens the screen where the data is defaulting from.
o in Other Costs button: Opens CDF Pg 2, Section |, & opens the screen where the data is defaulting from.
o in Lender Credits button: Opens CDF Pg 2, Section J, & opens the screen where the data is defaulting from.

e  Cash to Close button: Opens the Division of Proceeds & 1099-S Data screen.

24



SOFTPRO - ESSENTIAL USER GUIDE 1/27/2016

Use this page to detail closing costs that are associated with the transaction.

Section Grids

CDF Page 2 is presented in a grid and allows data to be entered directly within the grid cells unless they are grayed
out. Use the Enter or arrow keys to move from one cell to another in a grid. Use Tab to move from one grid to the
next.

2) CDF Page 2 (2015020001.PFD) [x] I

Loan Costs ]

A._ Origination Charges 4 0.00

Re ‘ [0

Description To ‘ Borrower - Paid ‘ Borrawer - Paid ‘ Seller - Paid ‘ Seller - Paid

At Closing Before Closing At Closing Before Closing ‘ Paid By Others

1 % of Loan Amount {Points)

(o e e T e e R T R T
BIRIFEIRRIBIRI

<Click to add a row:

Y T e U e
Grid Columns
e Description: Enter a description of the line item; functions the same as the HUD lines. The
contents of the description field will print in the memo field on a receipt/disbursement
transaction once exported to ProTrust.
o The section and line number will be displayed in the extended memo details.
=  Ex. - “Settlement or closing fee - (B.01) $500.00”
o The breakdown of the charges pulls into the Extended Memo field. For example:

=  Asingle item check would appear similarly to the following:

Edit Extended Memo E3
Estended Memo: I rnmission - (H.01] % 8,000.00 =]

Help

s

Cancel

[

= A Grouped Disbursement Check would reflect all fees collected:

Edit Extended Memo [ %]

Extended Memail 3 of Loan Amount (Poirts) - (4,011 % 2,300.00 <> Lender Fee - = ok |
{4,031 % 100,00 <> Prepaid Interest - [F.03) $ 403.29

Help

_ tp |
Lancel |

[ |

e Re: Enter a memo or other note about this item; functions the same as the HUD lines.
o DS: Select a disbursement status code from this drop-down list; functions the same as the HUD
lines.
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e To: Enter the name of the payee for this item; functions the same as the HUD lines.
e Borrower-Paid: The two Borrower-Paid columns allow the user to list items that will be paid by
the buyer/borrower:

o At Closing: Indicates the amount listed is to be paid at the closing.
o Before Closing: Indicates the amount is to be paid prior to the closing.

o Seller-Paid: The two Seller-Paid columns allow the user to list items that must be paid by the
seller.

o At Closing: Indicates the amount listed is to be paid at the closing.
o Before Closing: Indicates the amount is to be paid prior to the closing.

e Paid by Others: Indicates the amount is paid by a party other than the borrower or seller.
Grid Lines
e Headers: Each section has a header row which contains bold, black text and lists the
corresponding Section letter, Title, and Borrower-Paid Total:

F. Prepaids 4 0.00 J

e Sorting: Each section’s lines are sorted alphabetically by description when the screen is closed;

capitalized items are sorted before lowercase items.

o This sorting does not apply to any default, reserved lines in each section.
o Alphabetic sorting can be turned off by unchecking option 6) Sort CDF page 2 lines descriptions
alphabetically on the CDF Options screen.
e Line numbers: Sections A-C & E-H have black hyperlinked line numbers at the left side of the
grid.
o These numbers may be clicked to view and edit information in the Line Detail Dialogs for those items.
o Sections A-C & E-H can each contain up to 99 lines; only 55 total lines will be printed on CDF Page 3. Any
lines that exceed this number will be included on an addendum page.
e Lines may be added by choosing the <Click here to add a row> option at the bottom of a given
section.
e Lines may be deleted by clicking in the column to the left of the line numbers to select an entire
row and pressing the Delete key.

Each section must have at least one line.
o The Aggregate Adjustment line in Section G cannot be deleted, & always shows as the last line in the grid.
All charges associated with that line must be eligible for deletion.

. Default lines in each section cannot be deleted.

=  Enterprise users: If a line contains a charge already posted in ProTrust (i.e., not pending or voided),
you will not be able to delete the charge or line until you void the existing transaction.

= |f the charge is being “sent” from another location you must remove the CDF line value from the Line
drop-down so the charge is no longer on the CDF line.
e Multiple charge lines: Lines containing multiple charges have “grayed out” DS and amounts
fields since they contain a total of all the charges that are associated with this line:
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H. Other $ 50,00
- Borrower - Paid Borrower - Paid Seller - Paid Seller - Paid o
IPESEHEn £ ‘DS e Ak Clos_ing Before Cloiing Ak Cloiing Before Clos_ing ‘ ol By @i
01 See Additional H.01 Ttems |_H $25.00 425,00 410,00 $10,00
=E j
T T e AP VPR PPy S -

Line Detail Dialogs

After clicking a hyperlinked line number in the CDF Page 2 grid, a Line Detail Dialog will appear. These dialogs
allow you to enter additional details regarding a charge (i.e.-Calculation type, Seller Pay %, Paid by others details,
etc.), add multiple charges that will total on the main line on CDF Page 2, and chose a calculation charge type to
automatically calculate the charge amount.

Line Detail (2015030012.PFD) []

-

B. Services Borrower Did Not Shop For =
Charges for Line 01

EE]

| Description | Re | DS| Borrower (ak Closing) | Borrower (before CIDsing)| Seller {at Closing) | Seller {before Closing) | Paid By Others |
01
Desc: || Re: | DS I j To: |
Address: I . I
Calculation Type: | B asic vl Details, . | Cost Paid: IAt Closing j Sl I
Barrower-Paid Seller-Paid Paid By Cthers
’iﬂt Closing: I Before Closing: I ’7 At Closing: I Befaore Closing:l I I™ Dishurse

Process As: I VI
Paid By: I Vl

Tolerance: |D°/° VI Loan Estimate: I Fee Type: I j

-

e The two headings at the top of the dialog identify the Section and Line number for the charge
currently displayed.

e The grid found in the top portion of the dialog lists and provides a summary of the charges
present on the line being edited; details cannot be entered into this grid. Click on a grid row to
edit the charge.

o Additional charges may be added or deleted by pressing the buttons LI _I found in the upper left.

e The bottom portion of the dialog contains various fields and drop-down lists for configuring line
charges:
o The top two rows containing Desc, Re, DS, To, and Address fields function the same as the HUD lines.
o There are eight calculation types available. When adding a new charge to a line, you must select Basic,

Percent, Proration, Payoff, Recording Fees, Transfer Tax, Prepaid, or Escrow, and then press the Details
button to edit:
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Line Detail {2015030012.PFD)

B. Services Borrower Did Not Shop For j
Charges for Line 01 »

e }

| Drescription | Re |i

01  Description (10 mo.) i
Desc: |Description I Re: [‘ID mci
Address: I'I 23 0ak Ave j
Calculation Type: IF'lepaid j Details, | j

R e =
o  When multiple charges are added to a line, charges will be itemized on the Closing Disclosure—Addendum
page and the total will print on the main CDF Page 2 line with a default description or reference See
Additional xxx Items. This default description can be manually overridden.

Basic Charge

The details button is not available for this charge type; the charge is entered directly into the
Line Detail dialog.
Cost Paid: Modify this option to automatically move a calculated or sent over charge amount
from At Closing to Before Closing, or By Others. This option will not move manually entered
amounts from one amount column to another.
SIr%: Allows a calculated or sent over amount to be split between a buyer and seller; If the file is
not a purchase, SIr% and Seller-Paid amounts (At & Before closing) are disabled.
Borrower-Paid/Seller-Paid:
o At Closing: Input the amount to be paid at closing.
o Before Closing: Input the amount paid before closing.
Paid by Others: Indicates the amount is paid by a party other than the borrower or seller. To
indicate how the amount should be disbursed, use these rules:
o An amount shown with a normal decimal (e.g. $300.00) will be disbursed at closing. Process As should be
marked accordingly based on whether the funds are Incoming funds, In Funding check, or Reduce Funds.
o  An amount shown with an asterisk decimal (e.g. $300*00) indicates a fee that was paid outside of closing
by a third party.
o Disburse: Selecting this checkbox creates a POC disbursement to be paid to the entitled payee; Process As

should be marked based on whether the funds are Incoming funds, In Funding Check, or Reduce Funds.
o Process As:

=  Incoming Fund: The amount is considered an incoming fund on behalf of the borrower or seller; use to
specify monies that should be brought to the closing. This will generate a deposit in either the
Receipts Register (Enterprise version) or as a generated incoming deposit (Standard version).

= In Funding Check: The amount is designated to be included in the funding check. The amount “Paid by
Others” will need to be added to the Funding Check if the Funding type is marked as Gross. If Funding
type is marked as Net, the Funding Proceeds will adjust automatically.

=  Reduce Funds: The user specifies a Paid By contact from the drop-down list below, which deducts
from the party’s check; a warning is issued if the check isn’t big enough to cover the amount. If this
option is selected, the Paid By field is activated and the user will need to indicate from which party the
funds are being reduced.
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=  Paid By: Drop-down list includes options for all “grouped check” contacts.

— Two additional contacts, LB (Lending Broker) & SB (Selling Broker), will be available in the Paid
By dropdown when Reduce Funds is selected in the Process As dropdown.

— LB & SB are used in conjunction with amounts entered on the Commissions screen. For example,
if a user has a listing broker commission entered on the Commissions screen in a CDF order, the
user may select LB in the Paid By dropdown for any Paid By Other amounts that are processed as
Reduce Funds; the same functionality exists for selling broker.

e Tolerance: Specify the maximum percentage that a charge on the Closing Disclosure may differ
from the Loan Estimate.
e Loan estimate: Enter the amount of the charge as shown on the Loan Estimate.
e Fee Type: Use to categorize the charge when transmitting file data electronically.
Percent Charge

Use to calculate a percentage of the loan amount, sales price, loan premium, or owner’s premium.

Percent (2014100013.PFD)
-
I | % of ILoan Arnork j ™ Round to nearest whole dollar
Adijustrnent +-: | Far: |

e Use the first row to set a percentage of loan amount, sales price, loan premium, or owner’s
premium

o Rounding to the nearest whole dollar may be specified with the checkbox.
e Adjustment amounts may be set on the second row.

o Adjustment +/-: Enter a dollar amount here; lead with a minus sign to subtract the amount.
o  For: Input a description if necessary.
Proration Charge

Use this option to prorate a charge between a buyer & seller, or calculate just the buyer’s or seller’s portion of a
charge.

| =] s | .
From:l I Through:l I = I Days DF:I [~ 30 Day Months

which Includes $:| That [ Buver € Seller | Must Pay =

e Compute Drop-down list: Select Split, Compute Buyer’s Share of, or Compute Seller’s Share of,
depending on what is required.

e $__ :Enterthe total amount of the charge.

e From/Through: Enter the date range.

e = :Automatically calculates when a date range is entered.

e Days of: The system calculates this field after the date range is entered.

o 30 Day Months: Select this option to base the prorating of this item on a 360-day year. When 30

Day Months is checked, ProForm calculates the number of days the buyer or seller is responsible
for by using 30 day months.
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e  Which Includes $ That Must Pay: Only available when a Split calculations is

selected.

o Defaults to Buyer; this line may be used to add an additional charge for either the Buyer or Seller.
Payoff Charge
This charge is configured to determine a payoff amount for a selected charge line. It may be calculated based on
the Principal balance or a predetermined Payoff Amount.

Payoff {2014100013.PFD)

[~ Calculate Loan Papaff Using Principal Balance

Principal Balance: I Loan Payaff: | As 0f:| r/ Per Diem:l

Davs From: |('" Settlement  Proration ¢ Disburzement Hecordingl = I Days
Plus: I Extra Davs  Interest; I Plus Late Fee:l After: I I

—additional Charges
Descrption Fee

1) |
2] |
3 |
4 |
5) |
6l |
7|
8) |
9) |
10] |

Takal: I

e (Calculate Loan Payoff Using a Payoff amount:

o The Principal Balance and Interest fields are not available by default.

o Loan Payoff: The predetermined payoff amount.

o As of: The date through which this payoff is valid.

o Per diem: The per diem amount.

o Days from: Select the date from which you want the total payoff calculated; defaults to Disbursement as
data is entered. The ____ Days field will calculate automatically based on the selection made here.

o Plus ___ Extra Days: Enter any amount of extra days to be considered for mail travel.

Plus Late Fee __ After _/_/_: Enter the amount of any late fee and the date after which the late fee is due.

e (Calculate Loan Payoff Using Principal Balance: This checkbox defaults unchecked.

o The Loan Payoff field is disabled when this option is selected.
o The two following fields are made editable when this option is selected:

=  Principal balance: Enter the principal balance remaining on the loan.
= Interest: Enter any lump sum of interest charged.
e Additional Charges: Up to 10 additional charges may be added to or subtracted from the payoff.
o Total: The total of all Additional Charges displays here.

Recording Fees
This charge type is based upon the formulas configured on the Recording & Transfer Fee Formulas screen. Once

configured, they may be selected with this dialog.
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Recording Fees (2015030001.PFD)
Dacument Pages Other Total Sl =
| | | | | |
2. | [] | | | |
5 | =l | | |
“ | =l | | [
5. | ] | I | |
Totals
Deed: I
Morkgage: I
Release:l
=l

e Document: Specify deed, mortgage, release, or one of the 3 custom Document types if entered
on Recording & Transfer Fee Formulas screen.
e Pages: Specify a number of pages to be recorded.
e Other: Specify a number of other items such as index names, cancelled documents, etc.).
e Totals: Provides a total of the Deed, Mortgage, and Release fees.
e SIr%: Enter a percentage of the recording fee paid by the seller if applicable.
Transfer Tax

This charge type is based upon the formulas configured in the Recording & Transfer Fee Formulas section. Once
configured, they may be selected with this dialog.

Transfer Tax (201410001 3.PFD) E3

FY
Formie: |~ |
Document: | vl

=]

e Formula: Select a formula to use, including City/County, State, Other 1, or Other 2.

e Document: Select Deed or Mortgage.

Prepaid
This option provides a Months field which is used to indicate the total number of months for the prepaid amount.
The months entered here will default into the Re field on the charge.

Months: I 36 j
-
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Line Detail {2015030004.PFD})

F. Prepaids
Charges for Line 01

[« [
| Description | Re | DS| Borrower {at Closing) |
01  Homeowner's Insurance Premium (36 mo.) 5

E W

Desc: |Homeowner's Insurance Premiurn Re: |[38 mao. ) DS |

Address: IEISEISEI Excellent Awve + IMiami, FL 304001

Caloulation Type: IF'repaid j Details... | Cost Paid: | &t Clozing
Borrower-Paid Seller-Paid |
4

Eclosing: I Before Closing: I 1.800.00 At Closing: I

b = el i AN Al A P Y

SIS
Escrow

These fields assist with escrow activities and function similarly to the 1000 section of the HUD-1.

Escrow (2014100013.PFD} E
-
I | MonthsiPayments @ $| Each

e Month/Payments@: Enter the number of months (or payments) that the Lender is requiring to
be collected up-front for the initial deposit in the escrow account.

o If this escrow is being sent from Section F, the per-month amount will show pre-calculated.

e Each: Enter amount to be collected each month/payment. This amount will automatically
calculate when the Section G line has been selected as an Escrow Line on a Section F charge.

Sections A-J Details
A. Origination Charges

Charges paid by the consumer to each creditor/loan originator for generating and extending credit. Items listed

here might include: application fee, origination fee, underwriting fee, processing fee, verification fee, rate-lock fee,
etc.

e The first line, labeled of Loan Amount (Points), is required and may not be deleted. You may
manually enter the percentage of points, or select the 01 line hyperlink to access the Line Details
dialog and calculate the percentage based on the loan amount.

B. Services Borrower Did Not Shop For

Services that the creditor requires in connection with the transaction. These items are provided by persons other
than the creditor or mortgage broker, and for which the creditor does not allow the consumer to shop. This may
include: appraisal fees, credit report fees, flood determination fee, etc.
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C. Services Borrower Did Shop For

Services that the creditor requires in connection with the transaction. These items are provided by persons other
than the creditor or mortgage broker, and for which the creditor does allow the consumer to shop. These items
may include: pest inspection fees, survey fees, title insurance-related fees.

D. TOTAL LOAN COSTS (Borrower-Paid)

Provides a sum of the Borrower-Paid subtotals of Sections A-C. This total generally represents all costs that the

creditor and mortgage broker require of the borrower in connection with the loan transaction. These lines may not
be deleted.

E. Taxes and Other Government Fees

This section details the fees paid to state and local governments, particularly taxes and other government fees for
recording documents, and transfer taxes assessed against the purchase price of a real estate contract or the loan
amount.

e Lines in this section may only contain one charge per line.

E. Prepaids

Includes prepaid charges for real estate property taxes, insurance premiums, or other items that must be paid to
insure the property or satisfy real estate tax obligations before completion of the credit transaction and the real
estate closing. Line F.03 is reserved for prepaid interest and must show $0.00 if interest is not collected in advance.

e Line F.03 is pulled from the Terms, Payment & Arm screen under the General Tab.

e The first four lines default to Homeowner’s Insurance Premium, Mortgage Insurance Premium,
Prepaid Interest, and Property Taxes. These lines may not be deleted.

e Lines 1-3 may not contain multiple charges.

G. Initial Escrow Payment at Closing

This is the amount that the borrower is expected to set aside for the establishment of an escrow account. The first
three lines default to Homeowner’s Insurance, Mortgage Insurance, and Property Taxes. These lines may not be
deleted.

e Lines 1-2 may not contain multiple charges.

e The Aggregate Adjustment will automatically sort to the last line in Section G and may not be
deleted; enter information into the amount fields just like any other fees received from the
lender.

e Property Taxes collected with different time periods may be disclosed on separate lines in this
section or as separate charges under line G.03.

H. Other
This section is used to disclose any items that are part of the real estate closing, but not required by the creditor or

disclosed elsewhere. These may include all real estate brokerage fees, homeowner's or condominium association
charges paid at consummation, home warranties, inspection fees, and any owner’s title insurance premiums.

o Real estate commissions must be the total amount paid, regardless of the retention of any
earnest money deposit.

e Owner’s title insurance must include “Title - at the beginning of the label, as well as the
parenthetical “(optional)” at the end of the label when designated borrower-paid at or before
closing.
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I. TOTAL OTHER COSTS (Borrower-Paid)
Displays a sum of the Borrower-Paid subtotals of Sections E-H. These lines may not be deleted.

J. TOTAL CLOSING COSTS (Borrower-Paid)
Displays a sum of the Borrower-Paid subtotals of Sections D (Total Loan Costs) & | (Total Other Costs), totals for all

amounts under all Borrower-Paid, Seller-Paid, and Paid by Others, and any general credits provided by the lender.
These lines may not be deleted. The Lender Credits description is editable if additional statements are required by
the creditor on this line.

e Lender credits is used to specify a general credit amount from the lender to the borrower and
must be input manually as a negative amount.
e Process as may be specified here. See details above for explanation.
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This page provides more detail regarding closing costs associated with the transaction.

Calculating Cash to Close

This section allows the user to list any differences in the totals between what was included in the Loan Estimate

and on the Final Closing Disclosure Form.

3) CDF Page 3 {2015030017.PFD) [ %]

Calculating Cash To Close

-

Loan Estimate Final Did this change?

Total Clasing Costs {3} [ | o =] | more. .|
Closing Costs Paid Before Closing — [ [Mo =] | More... |
e | | ol =
Down Payment § Funds from Borrower [ [ [Mo =] | MoLl
Deposit [ [ Mo =] Mare. .|
Funds Far Borrower |— [ Mo =] | more. |
Seller Credits [ [ Mo =] | More...l
Adjustments and Other Credits — [ [ho =] | more. .|
Cash to Cloze $ 0.00 $ 0.00

B m= e ams s o R = o s

COoLUMNS

T BT

= e A n o o

hade e = S

e Loan Estimate: Most fields in this column are manual-entry and are designated for amounts from

the loan estimate provided by the lender. The Loan Estimate Total Closing Costs (J) amount will

be the sum of all Loan Estimate amounts and can be manually overwritten.

e Final: All fields in this column are explained in the Lines section below.

o Did this change?: The drop-down list will default to Yes or No based upon any difference

between what is in the Loan Estimate column and the Final column. The user may manually

input a reason for this difference in the field to the right.

Clicking the button 22| at the far right pulls up a dialog for rich-text editing.

o The CDF requires that certain text included in this section be formatted in bold; you can use the Field

Editor dialog which provides a formatting toolbar:

[ Rich Text Editor

ﬂl IT ahoma

Additional term message.

o Lookup tables are not available for these dialogs.
o The default font set for CDF Page 3 is Tahoma, 7pt.

Lines

The following items correspond with the fields that are in the Final column:
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1. Total Closing Costs (J): Same as the Total Borrower-Paid Closing Costs on CDF Page 2, Section J.

2. Closing Costs Paid Before Closing: The sum of all Borrower closing costs “paid before closing” amounts.

3. Closing Costs Financed (Paid from your Loan Amount): This is a manual entry field.

4. Down Payment/Funds from Borrower: When the order is a purchase, this field contains the sum of lines K.01-
L.02 minus any Closing Costs Financed. When the order is not a purchase, this field contains the sum of all
Section K Payoff charges, minus L.02 and any Closing Costs Financed. An amount is displayed if the total of
Section K is greater than the total of Section L, otherwise the field displays $0.00.

Deposit: Sum of all Deposit/Earnest money entered on the Sales Price, Deposit/Earnest Money screen.
Funds for Borrower: When the order is a purchase, this field contains the sum of K.01-L.02 minus any Closing
Costs Financed. When the order is not a purchase, this field contains the sum of all Section K Payoff charges,
minus L.02 and any Closing Costs Financed. An amount is displayed if the total of Section K is less than the
total of Section L, otherwise it displays as $0.00.

7. Seller Credits: This field is the same as the L.05 Borrower Amount field on CDF Page 3.

Adjustments and Other Credits: When the order is a purchase, this field contains the sum of lines K.02, K.04-
K.15 on CDF Page 3 and subtracts the sum of all non-payoff charges on lines L.03, L.04 & L.06-L.17 on CDF
Page 3. When the order is not a purchase, this field contains the sum of all non-deposit lines K.02, K.04-K.15
on CDF Page 3 and subtracts the sum of all non-payoff charges on lines L.03, L.04 & L.06-L.17.

9. Cash to Close: This line displays the totals of the Loan Estimate and Final columns.

Summaries of Transactions
This section of CDF Page 3 contains Sections K, L, M, and N. Unlike CDF Page 2, these sections are not sorted
alphabetically; lines may not be added or deleted.

Section Grids

The four grids in this section contain manual-input grids.

e You are able to specify the various credits and debits associated with the borrower and seller.

o The Credit/Debit Column found in Sections K and L may be used to specify which items should appear in
both borrower and seller amount columns as a debit to one and a credit to the other. Single-sided debits
and credit amounts may be specified on certain rows; some rows are always single-sided.

e If an amount is sent from section K or L 2 M or N, nothing else can be sent to the destination
linein M or N.

o Inthis Page 3 example, an amount—titled Sample Item—is being sent from L.09 to N.09:

L. Paid Already by or on Behalf of Borrower at Clozsing $ 1.325.00 N. Due from Seller at Clozing 4 0.00 :
3
Drescripkion Re ‘ Botrower g:;?tit f Descripkion Re (DS To Seller {
01 Deposit 01 Excess Deposit
02 Loan Amount 02 Closing Costs Paid at Clo...
03 Existing Loan{s) Assumed or Taken Subjec, .. $600.00 N.03 03 Existing Loan{s) Assumed, ..
04 04 Payoff of First Mortgage ...
05 Seller Credit .03 05 Payoff of Second Martga. ..
06 See Additional L.0G/M.06 Tkems $45.00 N.06 06 See Additional L.OG/M.06 ...
oz oz
Ju=] 05 Seller Credit
09 Descripkion Re $500.00 M09 09 Descripkion Re 2
T AL U PO L 5 1O U SN AU VORP S

o If the user attempts to send another charge to N.09, an error is displayed:
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Contract/E scrow for Completion
Doate of Contract:l Hd
Amount Held in Escrow:l 300.00 Lire: IN_US 2 J
Escrow Funds Held by:l
Escrow Fee] SoftPro (SPWin-UNDEFINED) [x]
E scrow Completion Date:l I
B AgEEEl Date:l [ COF line M.09 already contains data. Pleass remove this

‘Work to be Dnne:l l % inFormation iF wou want ko send to this line.,

e ATolerance credit drop-down is included in Section L which is used to specify if a credit amount

was given to the borrower to offset a tolerance violation.

e Totals from each section are displayed at the top of each respective section.

Line Detail Dialogs

After clicking a hyperlinked line number in the CDF Page 3 grid, a Line Detail Dialog will appear. These dialogs
allow you to enter additional details regarding a charge (ex. Credit/Debit, Tolerance, Fee Type, etc.), multiple
charges that will total on the main line on CDF Page 3, and choose additional calculation charge types to
automatically calculate the charge amount.

Line Detail (2015030012.PFD) [ %]

'y

K. Due from Borrower at Closing —
Charges for Line 04

==

| Descripkion Re | DS| Barrawer

o1

Desc: | Re: [ ps:[ <] To | Borrawer: |
Address: | .| ProcessAs: | 7|
Calculation Type: [Bssic =] | Detais.., | CredifDebit: [ v] Paderi [ ]

Tolrance: [ | FeeType:| [ L

e The two headings at the top of the dialog identify the Section and Line number for the charge
currently displayed.

e The grid found in the top portion of the dialog lists and provides a summary of the charges
present on the line being edited; details cannot be entered into this grid. Click on a grid row to
edit the charge.

o Additional charges may be added or deleted by pressing the buttons LI _I found in the upper left.
e The bottom portion of the dialog contains various fields and drop-down lists for configuring line

charges.

o There are eight calculation types available. When adding a new charge to a line, you must select Basic,
Percent, Proration, Payoff, Recording Fee, Transfer Tax, Prepaid, or Escrow, and then press the Details
button to edit:
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Line Detail (2015030012.PFD)

K. Due from Borrower at Closing
Charges for Line 04

==
| Descripkion
o1

oy iy, B Bl

Desc: |

Re: | I
Address: I * ],
Calculation Type: IF'erc:ent j Details... | :rr

o m.ﬁ,_ml
o  When multiple charges are added to a line, charges will be itemized on the Closing Disclosure—Addendum
page and the total will print on the main CDF Page 3 line with a default description or reference See
Additional xxx items. This default description can be manually overridden.

Basic Charge

This is the default charge presented in the Line Detail dialog. The details button is not available with this charge;
the basic charge is entered directly into the Line Detail dialog.

T TR W s a7 == - - - W WL W e W - - - =

Desc: | Re: | [ | j Toi | Eorrawer: I

Address:l * I Process As: I j
: Paid B I I

Calculation Type: IEaSiC vl Details. .. | Credit/Debit; I "I Y h
Talerance: I "I Fee Type: I j

e The Desc, Re, DS, To, and Address fields function the same as the HUD lines.
e Borrower/Seller:

o Depending on the section of Summaries of Transactions in which the charge appears, this row will include
either a Borrow-Paid or Seller-Paid amount.

e Process As:

o Incoming Fund: The amount is considered an incoming fund on behalf of the borrower or seller; use to
specify monies that should be brought to the closing. This will generate a deposit in either the Receipts
Register (Enterprise version) or as a generated incoming deposit (Standard version).

o In Funding Check: The amount is designated to be included in the funding check. The amount “Paid by
Others” will need to be added to the Funding Check if the Funding type is marked as Gross. If Funding type
is marked as Net, the Funding Proceeds will adjust automatically.

o Reduce Funds: The user specifies a Paid By contact from the drop-down list below, which deducts from the
Party’s check; a warning is issued if the check isn’t big enough to cover the amount. If this option is
selected, the Paid By field is activated and the user will need to indicate from which party the funds are
being reduced.

o Paid By: Drop-down list includes options for all “grouped check” contacts.
e Credit/Debit: Specify the section/line for this charge.
e Tolerance: This field only appears in/applies to Section L. Use to specify the maximum percentage that a

charge on the Closing Disclosure may differ from the Loan Estimate. Select None if the tolerance doesn’t
apply to the charge.
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o Fee Type: Use to categorize the charge when transmitting file data electronically.

Percent Charge
Use to calculate a percentage of the loan amount, sales price, loan premium, or owner’s premium.

Percent (2014100013.PFD)
-
I | % of ILoan Arnork j ™ Round to nearest whole dollar
Adijustrnent +-: | Far: |

e Use the first row to set a percentage of loan amount, sales price, loan premium, or owner’s
premium

o Rounding to the nearest whole dollar may be specified with the checkbox.
e Adjustment amounts may be set on the second row.

o Adjustment +/-: Enter a dollar amount here; lead with a minus sign to subtract the amount.
o  For: Input a description if necessary.
Proration Charge
Use this option to prorate a charge between a buyer & seller, or calculate only the buyer’s or seller’s portion of a

charge.
FY
| =] 4l I
From:l I Through:l I = I Days DF:I [~ 30 Day Months

which Includes $:| That [ Buver € Seller | Must Pay =

e Compute Drop-down list: Select Split, Compute Buyer’s Share of, or Compute Seller’s Share of,
depending on what is required.

e $___ :Enterthe total amount of the charge.

e From/Through: Enter the date range.

e = :Automatically calculates when a date range is entered.

e Days of: The system calculates this field after the date range is entered.

e 30 Day Months: Select this option to base the prorating of this item on a 360-day year. When 30
Day Months is checked, ProForm calculates the number of days the buyer or seller is responsible
for by using 30 day months.

e Which Includes $ That Must Pay: Only available when a Split calculations is
selected.

o Defaults to Buyer; this line may be used to add an additional charge for either the Buyer or Seller.
Payoff Charge

This charge is configured to determine a payoff amount for a selected charge line. It may be calculated based on
the Principal balance or a predetermined Payoff Amount.
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Payoff {2014100013.PFD)

[~ Calculate Loan Papaff Using Principal Balance

Principal Balance: I Loan Payaff: | As 0f:| rd Par Diem:|

Days from: |(" Settlement £ Proration € Disbursement Hecordingl = I Days
Plus: I Extra Davs  Interest; I Plus Late Fee:l After: I I

—additional Charges
Description Fee

1) |
2 |
3 |
4 |
5 |
6l |
7|
8 |
9) |
10) |

Total: I

Ll

e Calculate Loan Payoff Using a Payoff amount:

o The Principal Balance and Interest fields are not available by default.

o Loan Payoff: The predetermined payoff amount.

o As of: The date through which this payoff is valid.

o Per diem: The per diem amount.

o Days from: Select the date from which you want the total payoff calculated; defaults to Disbursement as
data is entered. The ____ Days field will calculate automatically based on the selection made here.

o Plus ___ Extra Days: Enter any amount of extra days to be considered for mail travel.

Plus Late Fee __ After _/_/_: Enter the amount of any late fee and the date after which the late fee is due.

e (Calculate Loan Payoff Using Principal Balance: This checkbox defaults unchecked.

o The Loan Payoff field is disabled when this option is selected.
o The two following fields are made editable when this option is selected:

=  Principal balance: Enter the principal balance remaining on the loan.
= Interest: Enter any lump sum of interest charged.
e Additional Charges: Up to 10 additional charges may be added to or subtracted from the payoff.
o Total: The total of all Additional Charges displays here.

Recording Fees
This charge type is based upon the formulas configured on the Recording & Transfer Fee Formulas screen. Once

configured, they may be selected with this dialog.
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Recording Fees (2015030001.PFD)
Document Pages Other Tokal Slrs =
| ] | | I |
2. | =l | | | |
3 | =l | | |
+ | [ | | | |
5. | = | | |
Tokals
Deed: I
Morkgage: I
Release:l
=

e Document: Specify deed, mortgage, release, or one of the 3 custom Document types if entered
on Recording & Transfer Fee Formulas screen.
e Pages: Specify a number of pages to be recorded.
e  Other: Specify a number of other items such as index names, cancelled documents, etc.).
e Totals: Provides a total of the Deed, Mortgage, and Release fees.
e SIr%: Enter a percentage of the recording fee paid by the seller if applicable.
Transfer Tax

This charge type is based upon the formulas configured in the Recording & Transfer Fee Formulas section and is

used for CDF Page 2 Section E lines. Once configured, they may be selected with this dialog.

Transfer Tax {2014100013.PFD}

-
rormz: | |
Document: | vl
=

e Formula: Select a formula to use, including City/County, State, Other 1, or Other 2.
e Document: Select Deed or Mortgage.
Prepaid

This option provides a Months field which is used to indicate the total number of months for the prepaid amount.
The months entered here will default into the Re field on the charge.

Prepaid (2014120012.PFD) B3

'y

Months: W
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Line Detail (2015030012.PFD)

K. Due from Borrower at Closing
Charges for Line 04

Eape i

| Descripkion | Re
01 Desc (6 mo.) l
Desc: IDesc Re: |[E mo.) * D3 IS j Ta: |Td }
Address; [1414 Besch Ln + |Ralsigh, NC 27567
Calculation Type: IPrepaid j Details... | Credit{Debit: I vl

e e ., o

Escrow

These fields assist with escrow activities and is used for CDF Page 2 Section G lines.

Escrow (201410001 3.PFD) E
=
I | MonthsjPayments @ $| Each

e __ Months/Payments@ $ ___ Each: Enter the number of months (or payments) that the Lender
is requiring to be collected up-front for the initial deposit in the escrow account.
o If this escrow is being sent from Section F, the per-month amount will show pre-calculated.
e Each: Enter amount to be collected each month/payment. This amount will automatically
calculate when the Section G line has been selected as an Escrow Line on a Section F charge.

Calculations
g R T g e T T

CALCULATION CALCULATION

Tokal Due from Borrower at Closing (K) $100.00 Total Due ko Seller at Closing (M) $100.00

Total Paid Already by or on Behalf of Borrower sk Closing (L) [$ 200.00] Total Due from Seller at Closing (M) [$ 200.00)
Caszh to Close | [~ From [# ToBorrower $100.00 Caszh to Close | [¥ From [ ToSeller $100.00

The calculation section underneath sections (K) and (L) contains three lines:

e Section K total: Total Due from Borrower at Closing.
e Section L total: Total Already Paid by/on Behalf of Borrower at Closing.
e Cash to Close:

The button opens the Division of Proceeds & 1099-S Data dialog.
From: Checked automatically when cash is due FROM the borrower and a receipt is generated.
To Borrower: Checked automatically when cash is due TO the borrower and a disbursement is generated.

O O O O

Amount: Displays the difference between Section K and Section L as a positive amount.

The calculation section underneath (M) and (N) contains three lines:

e Section M total: Total Due to Seller at Closing.
e Section N total: Total Due from Seller at Closing.

e Cash to Close:
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The button opens the Division of Proceeds & 1099-S Data dialog.
From: Checked automatically when cash is due FROM the seller and a receipt is generated.

To Seller: Checked automatically when cash is due TO the seller and a disbursement is generated.

O O O O

Amount: Displays the difference between Section M and Section N as a positive amount.

Transactions without a Seller
CDF Page 3 will show a Payoffs and Payments grid and the optional Calculating Cash to Close table when the
following criteria are met:

e The Transaction type is not “Purchase”; AND
o The Use optional Closing Disclosure forms for transactions not involving seller box is checked
on the CDF Options screen:

16) COF Dptions (BLANK CDF.PFD} [ <]

— Calculation Optior: -

¥ 1] Charge buyer for day of closing in all prorations

[ 2] Pravide aut-of-balance notice instantly

[~ 31 Provide out-of-balance notice when saving file

[~ 4] Frovide cash from bugen’bonowel changed notice when saving file

¥ 5] Use optional Closing Disclosure farms For ranzactions nat involving seller I
v B 5ot COF page £ ines descnphions alphabehzally

¥ 71Fiint POC codes on Closing Disclosure form

[ &) Use buyer/zeller split featune

B b I S N S PP S P

e No seller contacts exist in the order; AND
e Sales price is $0.00

Payoffs and Payments

This table contains fifteen lines and is used to summarize payoffs and payments to others required with the
transaction:

3) CDF Page 3 {2014120001.PFD) [¥]

-

Payoffs and Payments

Description Re [15) Ta Amount

=

JB R

K. TOTAL PAYDFFS AND PAYMENTS

e Description: Enter a description of the line item.

o Re: Enter a memo or other note about this item.

e DS: Select a disbursement status code from this drop-down list.

e To: Enter the name of the payee for this item.

e Amount: Enter the charge amount

e Total: A total for K. Total Payoffs and Payments is displayed directly below the grid.

43



SOFTPRO - ESSENTIAL USER GUIDE 1/27/2016

Charge Detail dialogs

Clicking a hyperlinked number on the left side of the Payoffs and Payments grid will display the charge detail
dialog for that line. Multiple charges may be added on each line as explained above.

Calculating Cash to Close

The Calculating Cash To Close section contains fewer options with transactions not involving a seller:

- R e T w Twraa T e e * ~a oo ow orow

Calculating Cash To Close

Loan Estimate Final Did thiz change?
Loan Amaount I I IND jl |
Total Closing Costs (1) I I IN0 j I _l
Closing Costs Paid Befare Closing I I IND j I |
Total Payoffs and Payments (k) I I IND j I |
Cash to Close .. | $ 0.00 $0.00

" Fom [T Ta " Eom [T Ta

Barrawer Earrower Closing Costs Financed (Paid From your Loan Amount) I
=

Lines

1. Loan Amount: The first field is for the estimated loan amount; the second field defaults from the final loan
amount on CDF Page 1 and the principal amount of loan field on the Express Order Entry Screen and the Loan,
Funding & ProTrust screen.
Total Closing Costs (J): Same as the Total Borrower-Paid Closing Costs on CDF Page 2, Section J.
Closing Costs Paid Before Closing: The sum of all Borrower closing costs “paid before closing” amounts.
Total Payoffs and Payments (K): The total of charges input in the Payoffs and Payments grid above are
displayed here alongside the estimated amount and should be a negative amount.

5. Cash to Close: This line displays the totals of the Loan Estimate and Final columns.

o The button opens the Division of Proceeds & 1099-S Data dialog.

o From/To Borrower: The totals calculated the Loan Estimate and Final columns are displayed as positive
amounts; the “To” checkbox will be selected if that amount is due to the borrower, the “From” checkbox
will be selected if that amount is due from the borrower.

o Closing Costs Financed (Paid from your Loan Amount): This is a manual entry field.
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Loan Disclosures
This section shows additional information regarding the loan.

Assumption
Select will allow if the property is sold or transferred to another person and the lender allows assumption of the
loan on the original terms, otherwise check will not allow.

Demand Feature
Select has a demand feature if the lender is permitted to require early repayment of the loan, otherwise check
does not have a demand feature.

Late Payment

Any dollar or percent charge imposed by the lender due to a late payment, other than a deferral or extension
charge, should be disclosed in this section. This information is the same as that found on the Terms, Payment &
ARM screen.

Late Payment i
IF wour pavment is more than Iﬁ days late, vour lender will charge a

late fee I of IE.125°/; of the monthly principal and interest payment

P T I P S A SRR W g A A L VI Y A WY Y

e The first and second fields are the same as the Late Charge after and days at fields on the
Terms, Payment & ARM screen.

e The late fee button will take the user to Terms, Payment & ARM screen.

e Entering a late payment percentage on the Terms, Payment & ARM screen will cause this section
to default to that percentage, as well as the verbiage “of the monthly principal and interest
payment.”

e If a late fee percentage is not entered, but a dollar amount is input in the Late fee field on the
Terms, Payment & ARM screen, this amount will display in the second field here.

Negative Amortization

Select are scheduled to make monthly payments if the loan will have monthly payments that do not pay all the
interest due that month. Select may have monthly payments if the loan may have monthly payments that do not
pay all the interest due that month. Select do not have if the loan does not have negative amortization.

Partial Payment

Select may accept payments if the lender accepts payments that are less than the full amount due. Select may
hold them in a separate account if the lender holds any partial payments in a separate account until the
remainder of the payment is received. Select does not accept if partial payments are not allowed. You may select
both may accept payments and may hold them in a separate account if both are applicable to the loan.

Security Interest
The Security Interest disclosure will populate with the property in the order.
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Security Interest .
You are granting & security interest | in

101 Mew Property Blvd
Tera Haute, [N

You may lose this  property | if wou do not make your payments or

satisfy other obligations for this loan.

ek Rt e i Pl el A

e Click the security interest button and enter any additional security interest used to secure the
credit transaction on the Additional Security Interest dialog. Check the appropriate page(s) on
which the additional information should print:

17) Additional Security Interest (2015020005.PFD)

-

Additional security interest: ﬂ_
-

Clasing Disclosure Form: [~ Page 1
[~ Page 1 Addendum
[~ Page 4
[~ Page 4 Addendum —

=]
e Property: Click the property button to enter or edit the property address on the Property, Legal

Description screen.

Escrow Account
The loan may or may not have an escrow account. Use this section to disclose the escrow configuration:

-

Escrow Account
Far naw, waur loan

I will have an ezcrow account [alzo called an “impound” or “trust'" account]
to pay the property costs lizted below,

Escrow

Escrowed Property

Costs over Year 1 I 9,603.12 Escrowed property costs:
Property T ares -

Homeowner's Insurance

Citys T owun Tares

County Taxez LI

Mon-Escrowed Property I Mon-Escrowed property costs:

Costs over Year 1
[~

[ |

Initial Escraw A cushion For the escrow
Payment BT 22 —I account paid &t closing,

Monthly Escrow

The amount included in your
Pavment _I

4 BO0.76 tatal monthly payment,

e The first radio button indicates that the loan will have an escrow account and activates the
fields beneath.
o Input the appropriate escrowed/non-escrowed costs in the fields on the left side, and short written

descriptions in the fields to the right. These fields will default from the Estimated Taxes, Insurance &
Assessments section on CDF Page 1 screen.
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o

Any amounts that are entered in the Payment Information Letter dialog and have both the Include and In
Escrow checkboxes checked, will appear in the Escrowed Property Costs over Year 1 section. If there are
both escrowed and non-escrowed amounts, those amounts that are entered in the property cost payment

grid and have only the Include checkbox checked will appear in the Non-Escrowed Property Costs over
Year 1 section.

The first ellipses button _l in this section will jump the user to Section G on CDF Page 2.
The second button displays the Estimated Escrow amount; when clicked, it will jump the user to the
Estimated Escrow field on CDF Page 1.

% yill ot have an escrow account becauze

" you declined it.

¢ wour lender does nat offer one.

No Escrow

Estimated Property I Estimated total over year 1.
Caosts over Year 1

Escrow
Waiver Fee

—

e I A e T T Rl O RV SRR

e The second radio button indicates that the loan won’t have an escrow account.

The two sub-options require that the user specify why the loan will not have an escrow account.
The remaining fields are present to note the estimated property costs and waiver fee. Estimated Property
Costs over Year 1 will default to the total of all amounts entered in the property cost payment grid on the

Payment Information Letter screen on CDF Page 1 where the Include checkbox is checked, but In Escrow is
not checked.

Adjustable Payment (AP) Table
Enter any changes to the principal and interest payment, excluding changes to the interest rate, in the Adjustable

Payment (AP) Table. This section will print on page 4 of the Closing Disclosure form when Yes is selected in the
Interest Only, Optional, Step, or Seasonal drop-downs.

Adjustable Payment (AP) Table Edt...

Interest Only? INEI

Optional? No ~ | for your first I | payment(s) j
Step? No ¥ | For your first | I payment(s) LI
Seasonal? I No _:] from | _ﬂ

o | 7]

Weekly

~ | Principal and Interest Payments?

First Change

UGN [PY FTSTRIRD W B R

Subsequent

every I_Z |yeal[s] ﬂ

Maximum Payment | |$SDU.IJD starting at year i
3

e Edit: This button pulls up the Adjustable Payment (AP) Table Dialog.

o The Interest Only row populates automatically with information specified on CDF Page 1.
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o Interest Only button: moves you to CDF Page 1; will default to Yes when the Includes only interest and no
principal until checkbox is checked.

Optional, Step, and Seasonal payments may be specified, as well as their respective durations.
The remaining rows allow for the user to specify when Monthly Principal and Interest Payments
begin to change, as well the amount of fluctuation and Maximum Payment amount.
The Principal and Interest Payments drop-down list is the same as the Payment Frequency field
on the Term, Payment & Arm screen.
First Change/Amount: Click the button to edit the Principal & Interest section of CDF Page 1; this
row defaults with information from that section.
Subsequent Changes: This row defaults with information from the Principal & Interest section of
CDF Page 1.

e Maximum Payment: Click the button to edit the Principal & Interest section of CDF Page 1; this

row defaults with information from the Can go as high as fields.

Adjustable Payment (AP) Table Dialog
This dialog allows the user to view the Adjustable Payment material as it will appear in the final document. If

necessary, the content in these fields may be edited and altered manually prior to rending the print document:

(2014100003.PFD)

Adjustable Payment (AP) Table

-

Interest Only Payments?

INo

Optional Payments?

{ND

Step Payments?

Seasonal Payments?

| Principle and Interest Payments?

First Change Amount

l

Subsequent Changes

IEvely 2 years

Maxirmurn Payment

ISSUU.DU starting at year

Ll

Adjustable Interest Rate (AIR) Table

Enter any changes to the interest rate, in the Adjustable Interest Rate (AIR) Table. This section will print on page 4

of the Closing Disclosure form when Yes is selected in the CDF Page 1 Interest Rate > Can this amount increase

after closing drop-down.
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Adjustable Interest Rate (AIR) Table Edi... |
||I"IE|BH + Margin I j 4 I

" Initial Interest Rate I—
MirirmurMaximurn Rate | i

Change Frequency

First Change | I
Subzequent Change | I

Limits on Inkerest Rate Changes

First Change I
Subsequent Change I

et b e e AR e el amie T e e il ki

e Edit: This button pulls up the Adjustable Interest Rate (AIR) Table Dialog.
e This table is used to specify the details of the Adjustable Interest Rate of the loan, including

maximum and minimum rates, frequency of rate changes, as well as the maximum percentage
that the rate may fluctuate.
e Several Fields in this area are shared between screens:

Margin is the same on the ARM Data screen.

o Initial Interest Rate is the same as Annual Interest Rate on the Terms, Payment & ARM screen and
Interest Rate on the CDF Page 1 screen.

o The Minimum/Maximum rates are the same as the Lifetime maximum/Lifetime minimum rates on the
ARM Data screen as well as the fields found in the Interest Rate section of the CDF Page 1 screen.
e Change Frequency (First/Subsequent): Click these two buttons to edit the Interest Rate section
of CDF Page 1; each row defaults with information from the Adjusts every section.
e Limits on Interest Rate Changes (First/Subsequent): These two manual-entry fields exist to
specify the maximum increases that may occur with each periodic interest rate changes.

Adjustable Interest Rate (AIR) Table Dialog
This dialog allows the user to view the Adjustable Interest Rate material as it will appear in the final document. If
necessary, the content in these fields may be edited and altered manually prior to rending the print document:

(2014100003.PFD) | %}

-

Adjustable Interest Rate (AIR) Table —

Ilnde:-c + Margin ||

Change Frequency

First Change |

Subsequent Change [

L<|
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Loan Calculations
This area contains five fields which may be filled manually.

5) CDF Page 5 (2014120006.PFD)

Loan Calculations

Total of Payments:

|
Finance Charge: |
|

Arount Financed:

Annual Percentage Rate (AP I

Tokal Interest Percentage (TIP): I

L VT,

Descriptions
e Total of Payments: The final dollar amount that the borrower will have to pay for the loan,

including principal, interest, mortgage insurance, and loan costs. Enter manually.

e Finance Charge: The dollar amount that the loan will cost the borrower. Enter manually.

e Amount Financed: The loan amount available to the borrower after they pay the up-front
finance charge. Enter manually.

e Annual Percentage Rate (APR): Borrower costs over the loan term expressed as a rate; not the
interest rate. Enter manually.

e Total Interest Percentage (TIP): Total amount of interest the borrower will pay over the loan

term as a percentage of the loan amount. Enter manually.

Other Disclosures
The Other Disclosures section on Page 5 prints the Appraisal, Contract Details, Liability after Foreclosure,
Refinance, and Tax Deductions disclosure paragraphs as required by §1026.38(p).

EE— |

-

Other Disclosures

Appraizal

¥ Print appraisal disclosure

Liability after Forclosure

If wour lender Forecloses on this property
" state law may protect vou from liability

& state law does not pratect you from liability
R B e i Pt e I o A el s I e S S B )

e Appraisal: Check this box to print the property appraisal disclosure on Page 5 of the Closing
Disclosure form if it is required:
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*

Other Disclosures ';,

4

Appraisal I

If the property was appraised for your loan, your lender is required to p

give you a copy at no additional cost at least 3 days before closing. %

If you have not yet received it, please contact your lender at the 1
information listed below. ‘:

SO SO I Y e T o Ty Sy v Ry W g _./

o Liability after Foreclosure: This is a required selection. It is used to indicate to the borrower what
will happen if a lender forecloses on their property and the foreclosure doesn’t cover the unpaid
balance on the loan:

o State law may protect you from liability: Select this radio button if state law may protect the borrower
from liability for the unpaid balance.

o State law does not protect you from liability: Select this radio button if state law does not protect the
borrower from liability for the unpaid balance.

Contact Information

The data for each contact must be edited on the screen where that contact resides; there are buttons J next to
each contact which take the user to the screen where they may enter this information.

oy N SR A P U SO op S SO oy S R S S S SR S o S g S P S g S S S SNy o3 SRR S

Contact Information

Additional Contacts... |

Lender J

Martgage Broker J

Real Estate Broker (B) J

L -

Real Estate Broker (5} J

o]

Settlement Agent J

b ol

MName

Address

MMLS 1D

I License D

Conkack

Contack MMLS ID

Conkack

I License D

Email

Phaone

PP T P S e A A i s g i ol A e ety b

Contact Information

The five columns shown in this section (Lender, Mortgage Broker, Real Estate Broker (B), Real Estate Broker (S),
and Settlement Agent) display the respective contact and licensing information for these order contacts.

Information can be added or edited by clicking the buttons J at the top of each column.

e Name: Displays information from existing contacts on your order.
e Address: Will default automatically to the contact’s address, if available. Missing or incorrect

information found here must be corrected by making edits on the respective contact’s screen.
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o NMLS ID: The Nationwide Mortgage Licensing System & Registry number will default if this

information already exists in the contact’s information. Otherwise, it must be entered on the

selected order contact’s screen.

e State License ID: Applies to the primary organization listed in the Name row at the top of the

column.

o  The title of this row, shown in the far left column, will default automatically based on the state in which

the property resides. This can be manually overridden. It can always be reset back to the default heading

by pressing F2.

o  The State License ID numbers shown across this row will default if this information already exists in the

contact’s information. Otherwise, it must be entered on the selected order contact’s screen.

e Contact: Names in this row default automatically based on what is input in the information for

the various order contacts. These names will show as primary contact persons on the Closing

Disclosure form.

o

Contact NMLS ID: Populates automatically with the contact person’s Nationwide Mortgage Licensing

System & Registry data. Missing or incorrect information here may be corrected in the corresponding

contact person’s information.

e Contact State License ID: Applies to the primary Contact person selected for the organization.

o  The title of this row, shown in the far left column, will be enabled automatically, based on the state in

which the property resides. This can be manually overwritten. It can always be reset back to the default

heading by pressing F2.

o The State License ID numbers shown in this row will default if this information already exists in the

contact’s information. Otherwise, it must be entered on the selected order contact’s screen.

e Email: Populates automatically with the selected primary contact person’s email address. Missing

or incorrect information may be corrected on the applicable order contact’s information.

e Phone: Populates automatically with the selected primary contact person’s phone number.

Missing or incorrect information may be corrected on the applicable order contact’s information.

Additional Contacts

If additional contacts are needed aside from the five included in this section, the Additional Contacts button—

found on top of the grid—may be used. The Additional Contacts dialog appears, allowing for the addition of new

contacts. These contacts will print on the Closing Disclosure Form Addendum page. This screen is also accessible

via the General tab.

16) Additional Contacts (2014090002.PFD)

Additional Contacts

Contact 1

Contact 2

Contact 3

Contact 4

Contact &

Mame

Address

City, 5T ZIP

MMLS &

License &

Conkact

Contact MMLS #

Conkact License #

Email

Phone

(-

[» Ix

Ll
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Confirm Receipt
You may adjust the signature lines on the Closing Disclosure form by using these radio buttons:

A e T v e = e W i B L S

Confirm Receipt

Buyer/Bomower |

Mo signatures

" Print "&pplicant "Co-spplicant

% Print buper/bormower names

Buyer/Borrower

No signatures: If no signatures are required, select this radio button. The Confirm Receipt
section will not be printed. Instead, a Loan Acceptance paragraph will be printed underneath the
Loan Calculations section.

Print “Applicant” & “Co-Applicant”: Select this radio button if the Confirm Receipt section is
required to print with the generic text “Applicant”, “Co-Applicant”, and “Date”, under the
signature lines. Selection of this option will print the Confirm Receipt section and omit the Loan
Acceptance paragraph.

Print buyer/borrower names: Select this radio button if the Confirm Receipt section is required
to print with the buyer/borrower’s names under the signature lines. Selection of this option will
print the Confirm Receipt section and omit the Loan Acceptance paragraph
The Buyer/Borrower button may be clicked to access the Buyer/Borrower Signature Lines
dialog:

o This dialog contains nine pairs of signature lines, as well as a drop-down menu at top for selecting the title

for the CDF: NOTE: The signatures will pull from the Buyer/Borrower screens.

Buyer /Borrower Signature Lines {(2014090002.PFD) ﬂ

Title for CDF: IEonower 'I

1]|
|
2]|
|
3]|
|

11 R

e e e —————— U ST N SR PP S NP S
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Other Changes

In addition to five pages/screens that have been added with the Closing Disclosure Form (CDF), the new
requirements have affected several other areas of the application.

Utilities
e ProForm API: Updated to create and edit CDF files.
e Data Collector: Support has been added for CDF fields.

ProDesign
e Support has been added for CDF fields.

ProForm
New Order

The CDF order type has been added to the New File/Template dialog:

New I
Type: |COF - @ File ¢ Template
HUD |
C [
File Mumnbenng Code: [ Defaul j
Trust Account Code: I RE j
.J..... ..... ..__+.‘J;.,_.-...u-|.-_;.-_u.-__..._-l_..a.|_

Overlay Tab Selection

A CDF option has been added to the Overlay Tab Selection dialog:

Ovetlay Tab Selection
Flease select the tabs vou wish to overlay:

¥ General
¥ Order Tracking
¥ Title Insurance

— [ COF

v WL Bar Forms

(i]8 I Cancel

ReadyDocs
The ReadyDoc Tree will remain organized as it has been. The only changes made with the CDF release:

05/16/2015]

& Elosingl MC Bar Forms I
FReadyDocs:
----- {T7] User ReadyDocs Tree

ED SoftPro ReadyDocs Tres
B Order Tracking
D Title Insurance

-

D HUC-1 Documents
E Legal Description Cnly
@ Payment Information Lekker
@ Payment Information Letter (Mo E:
i-[2) Loan Package Transmittal

A e el
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e The HUD-1 & Closing folder has been renamed to Escrow & Closing.
e A CDF Documents folder has been added.

Description Fields
A new description field has been added to:

e Title Insurance Premiums for the owner’s policy, owner’s additional fee, loan policy, & loan
policy additional fee.

e Additional title charges

e Endorsements

This field is needed because CDF requirements specify that the prefix Title — be added to all title related charges,
and that the verbiage (optional) be added at the end of the Owner’s title insurance premium. Two examples:

e Title Insurance Premium:

Owner's Policy Information (2015020002.PFD)
Tranzaction Eode:l— Fiemarks: || =
Copy to [nwaice Line:l j Lime: IB.D2 j J |Title - Owner's Title Insurance [optional] ‘lrF‘ur'- F4
Date lssued: | / / Effective Date:| / / Effective Time:lT
Agent! BazePremium  Mult®s  +/- Amount Premium
Underwiter Split:|  Rate Table... | | 12.00 [100.00 | = 13.00 To:lUnderwriterj
=

e Endorsement:

Endorsement 1. (2015020002.PFD}

Description:l.-’-‘«LT.t'-\ Endorzement Form 1 (Street Azzessmentz)

Tranzaction Eode:||
Ivoice Line:l vi
Line: [E.01 =] .| [Title ~ALTA Endorsement Fom 1 [Stn <t

Calculate Charge Agent/Undenwriter Split—|
_[ e TS A -E\ R e _.——.I"—-—A\-—_—-l-L— --l.“"-“!--l-ll.-h-.‘-——'—.ml‘. L

CDF Line drop-down lists & “sending” changes

CDF Line drop-downs have been added to every location in the application that a HUD-1 dropdown was located.
NOTE: In a couple of areas, a checkbox has been added which works to “send” monies like these lists. Affected

screens include:

e Taxes (City, County, Assessments)

e Sales Price, Deposit/Earnest Money

e Increased/Additional Deposits

e Loan, Funding and ProTrust

e Terms, Payment & ARM

e Builder, Contract, & Escrow for Completion

e HOA/Management Company Fees and Dues

e Security Instruments, Trustee & Riders > Modification (Include on CDF L.03):
e Property, Legal Description > Household Appliances, Fixtures, etc (K.02):

e Requested track items

e Commissions
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e Seller Proceeds

These drop-downs allow the user to send data to a specific CDF line. An ellipse button =l is located next to each
drop-down so that the user may view a charge’s details and make adjustments as necessary. This example shows

two types of line drop-downs:

6) Sales Price, Deposit /Earnest Money (O¥YERLAID.PFD)

Contract Sales Price:lm -
Sales Contract Dated:lm
Sales Cantract E:-:pires:lm
Purchaze Money/Seller Financing:l 1.000.00 Lire: m J

™ Bequire Both Parties to Endorse Both Checks, i There are Twe Sellers

DepositHEarnestMoney:l 2,000.00 Lire: IL.EI‘I 'IJ

Amaunt Returned to Bu_l,Jer:I 100,00

Depozit R etained by
or Already Received by:

& Incoming Fund € Listing &gent € Seller
7 Setlerment Agent & Seling Agert & Office 1

Partion of Deposzit Retained: I

Excess Deposit: I

e Editable: The Purchase Money/Seller Financing amount may be sent to any non-reserved line in
Section L by using the drop-down.
e Reserved: The Deposit/Earnest Money amount has a reserved line (Page 3, L.01) which may not
be altered.
CDF Line drop-down tips
e Sending money to the CDF may be done by selecting a specific line, or with the Next Available

Line option:

Purchaze Money/Seller Financing:l 300.000.00 Lire: I vI J \

™| Beguire Eoth Parties ta

Lux  =[Mext Available Line - Section L]
LO4 =
Depozit/E arnest Mu:uney:l Line (L0 = 3
Los =
Armnount Beturned to Buyer:l Lio = ;
Depozit Retained by L11 = E

; % |ncoming Fund ¢ LEfngBgert T Seler
sttt flrmady Beceivad bur = U a—i——-rr#- #-EJEJ-- rur-tr-rJL--

e Money sent to CDF Page 2 may move to a different line than the one selected by the user. This
is because CDF regulations require that the lines on Page 2 sort automatically by description.

o For example, the item titled 123 Pest Control was manually sent to line H.04, but after adding the other

five items (A, a, B, b, C) and leaving Page 2, the six charges were alphabetized:

H. Other $ 1.160.00 1
- 4

Diescription Re oS Ta BD:E"CUE%Z&M BB?B':DD:;E&

|| 01 123 Past Control 5 $400,00 :
|| 02 ATtem 5 $100.00 :,
|| 03 altem s $23.00 }
|| 04 Blem 5 $55.00 r
|| 05 bltem 5 $62.00 H
|| 06 Cltem 5 $520.00 i
w }

it e s g g i e e it T o it T i 4k A #—Jv.—-lo—-.ﬁr-—-—'r-l“—-fﬂ‘_}-l:
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o The exception to this sorting requirement would be non-restricted transactions, such as commercial
transactions, home equity lines of credit, reverse mortgages, etc. In these situations, the user may
manually turn off sorting by using the options screen.

e A number of areas in the order allow for money to be sent to the same destination line on the
CDF; in other words, they may be grouped on the same line. This is very useful with items such as
title charges and endorsements.

o Some lines on CDF Page 2 may not contain more than one charge per line. See Section A-J above for
details on which lines are restricted to one charge per row.
o Some lines on CDF Page 3 may not contain more than one charge per line. See above for details.

CDF Line drop-down examples

Here are a few examples of this new Line drop-down:

e Title Insurance > Policy Premium, Dates, & Numbers:

R B

Dwner's Policy

Baziz Code: I - l Coverage Amount:l

BazePremiurn  Multy  +/ Amount Prermiurn

Policy Premium;| Rate Table... | | | | -

Murnber of Decimal Digits to Bound Premium to: IE

Simultaneous lssue - Net Premium: I

Policy Numher:l

Moare... I

Additianal Fee:l Lire: | v[ -l
DS:l j To:l

| L e B ik e T r s S g i o i e i o S s b e i i o T

e Additional Title Charges:

Additional Title Charge 1. {2015020008.PFD)

Description:lAddilional Title Charge Description

Tranzaction Eode:l‘l 2
Invoice Line:| 1 'I
Lire: |C.01 VI ITitIe - Additional Title Charge Descript

Al sl L it A 5 Rl S Nl ks A e i B sttt B

¢ Endorsements:

Endorsement 1. (2015020008.PFD)

Description:lALTA Endorsement Farm 1 [Street Azzezsments]

Trangaction Eode:l'l

Invoice Line:

. HOA/Management Company Fees and Dues:

HOA /Management Company Fees and Dues {2015020008.PFD) E3

Fees and Dues
Bomower Seller

nos| -] | |

- - I | S — L—L—.q-—m._.l.-—L.J..._.........._.,_ ¥ EPPEp—

Description
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Using the “Next Available” Option in Templates, Orders, & Lookups

e Templates: A template may be set with an amount AND Section.xx in a line drop-down:

10) Loan, Funding & ProTrust {TEST)

Loan & Funding

Frincipal Amaount of Loan:l

¢
»
Constructiond/E quity Line First DraW'l 150000 Line: IL e J [Enter Oif const%

Laan Proceeds/Funding Amaount: I 1,500.00  Funding Tupe: ('“ Grozs € Met
[ Adjust for Funding Met Check Dption

‘wha iz Funding the Loar:| % Lender  htg Broker I~ Sepanate ProT st [eposd

el A ol il - I il - ——

o When the template is overlaid it will trigger the Next available line functionality.
o  The user can hard-code a specific line in the line drop-down, but this is NOT advised. Users should always
use Section.xx so that items don't accidentally become grouped on a line with charges already in the order.

e Orders: An order may have Section.xx in a line drop-down, but the amount MUST be zero
(50.00):

6) Sales Price, Deposit/Earnest Money {2015030003.PFD)

Contract 5 ales Price:|—| t
Sales Contract Dated:T
Salez Contract E:-:pires:T
Purchaze Money/Seller Financing:l— Lire: m J

I™ Require Both Parties to Endorse Both Che;

D T T e T

o  When the order is overlaid, the Section.xx will overlays.
Once an amount is input, it will trigger the Next available line functionality.
The user can hard-code a specific line in the line drop-down, but this is NOT advised. Users should always

use Section.xx so that items don't accidentally become grouped on a line with charges already in the order.

e Lookups: The rules for lookups follow the two bullets above for templates and orders.

o Template: The user may add template lookup entries with an Amount AND Section.xx.
Orders: The user may add order lookup entries with Section.xx if the corresponding amount is zero.
If an entry in a lookup table has a section set in the CDF Line drop-down field (i.e. - H.xx), the next available
line in that section will be chosen when the entry is retrieved from the lookup table.

Terms, Payment & ARM:

Several CDF-related changes have been made to Terms & Payment Information and Interim Interest.
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11} Terms, Payment & ARM (BLAMK CDF.PFD}

Terms & Payment Information

Annual Interest Hate:lm 4 Spell:lThree and One Quarter AFM Data |
n_VF'ayment frequenc_l,l:l Manthly j F'Iural:lml:lnths Singular:lW

n_bB alloon after:m m

n—> Loan vears: m

T otal Humber af Payments:lm Principal and Interest Payment:lm
Date of First Payment:lm First Payment Amnunt:lm
[rate of Final Payment:lm Final Payment Amaunt:lm

B » Payrent |nformatior... I b axirnum Prepapment F'enalt_l,l:l

M ail Payments to - Name:IFIFIST MORTGAGE LEMDER P.0O. BOX 93167 RALEIGH,
Payment .&ddress:lF‘.D. B0 33167 IFI.E'-.LEIGH, MC 27503

Late Charge after:lﬁ Days at:l 5.0000 % SpeII:IFive

Late Fee:l 54,40

After Default Hate:l 32800 % Spell:lThree and One Quarter

1. The TIL - buttons do not apply to a CDF order and no longer appear in the upper right corner of this screen;
only the Arm Data button remains.

2.  The Number of Payments per Year dropdown has been changed to Payment Frequency, it now lists the
following items (corresponding numbers are listed in parentheses: Weekly (52), Bi-Weekly (26), Semi-Monthly
(6), Monthly (12), Quarterly (4), Semi-Annually (2), and Annually (1).

o Changing Payment frequency changes the Total Number of Payments field. For example, the default is
Monthly and 360 Payments:

11) Terms, Payment & ARM (BLANK CDF.PFD)

Terms & Payment Information
Annual | nterest Hate:lm % Spell Three and One Quarter
Payrnent freq :IMnntth j PIuraI:lmDnthS Singular:lmonth
Ballgfan after:m Im
Years | 30
:m Principal and Interest Payment:
ot g e P R PR -y e R p
o  When changed to Annually, the payments field changes to 30.

b iy

Total Mumber of Paymi

11) Terms, Payment & ARM (BLANK CDF.PFD)

Terms & Papment Information
Arinual [nterest Hate:l 32500 2 Spell:lThree and One Quarter

Payment freq :IAnnuaIIy j Plural: I_','ears Singular: I}'eal

Lo 30
Total Mumber of Papm :I a0 Principal and Interest F'a_l.Jment:I_]I
S == U =

o If the Total Number of Payments is entered manually, then the number of Loan Years will change:
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11) Terms, Payment & ARM (BLANK CDF.PFD) m NK CDF.PFD) 3

b
Terms & Papment Information : I_é
Anwal Interest Hate:lm % Spel:|T -te:lm % Spel|T '.e:lm % Spel:
Paprnent frequency:lm :_l,J:I F anthly j ; ..:_I,I:I Manthiy j
Balloon after:m Im EIZW m [er:m m
Loan Years: - _ - _
Tatal Murnber of Payments:-_q —__‘r_ S

Date of First F'a_l,lment:IDEr'U'I f205 1t:|05x’D1 £2018 1 !nt:lDEa"U'I S205
o oo DateotFinel Pymene[0e/m 2025 f wlogmeanzs, L, 3 el L,

3. A Balloon after term type has been added. The options for this are Month(s), Year(s), & Payment(s).
A Loan Years field has been added, which is used to indicate the number of years of the loan.

5. A Payment Information button has been added, which displays the same new dialog that is included in the
Estimated Taxes, Insurance & Assessments section of CDF Page 1.

Intenm Interest
Interim nterest to be F'aiu:I:IEDF Line v| Line: IF-EI3 J

Per Diern Murnber of Decimal Digits:l 5 j ™ Chop Calzulated Per Diem Rather Than Round
Bazed u:un:| 360 @ 365 366 | Dayz perfear [ Bazed on 30 Day Months

From Date of| { Setflement & Distursement ¢ Proration |

|EIS.-’25.-’2IJ15 To |EI4.-’EI1 f2Ma = I 7 Days at: I 22260270 fDay = I 155.82

il

1. Adrop-down list has been added to specify how interim interest is to be paid; this used to be a radio button.
2. The CDF Line will always default to F.03.

o Although the section and line cannot be changed, the ellipses button _I can be used to edit charge details.
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City/Town Taxes

b) City,/ Town Taxes (BLANK CDF.PFD})

Tax Status and Dates =

CityTowun T ax or Other F'urpnse:lEit_l.Janwn Taves

Status of Current Period Takes| © Tobe Paidby Buper & Paw/Paid by Seller & o Proration/E scrow Ol
Pay at Closing: © Tatal Tax &mount © Seller's Portion € Buyer's Partion

City#Town Tax Look-up D:n:le:l

Current T ax Period frnm:l / Thn:nugh:l / Seller's Partion is:l Drays Df:l 30 Day Months: [
n—’ Show tax figures an EDF:I "'l J ™ Show Tax Figures as POC: 4—“

Tazx Amounts
Compute Tax Amaunts leing:| [~ Rates &Values | [~ Combined Biling | ‘

Real Froperty T ax .-’-'«maunt:l Additional Real .-’-'«maunt:l FDI:I
Seller's Nor-Prorated/Personal f—'«mu:uunt:l Additional Personal f—'«mu:uunt:l Fnr:l

Line: »| .| Poc wl

Tatal Tax f—'«mu:uunt:l— Additional Escrow f—'«mu:uunt:l For: >n
Esn to be Based on Tax Amount:l— Mnnths:l_ Line:l@ J‘/
l Prepaid T ax f—'«mu:uunt:l—
CDF Figures
[--=-] Mo buyer portion; I— Buver tax penod; I 4 to I A
[--=] M zeller portion: I— Seller taw period: I 4 to I Y

Tax Dizbursement
DS:I j Tn:l Au:u:nuntNu:u..fFEe:l

Tax Status and Dates:

1. The Show Tax Figures on HUD-1 buttons have been removed and the label has been renamed Show Tax
Figured on CDF.

o A CDF Line drop-down now appears next to Show tax figures on CDF.

2. Amounts can be shown as paid outside of closing (POC).
Tax Amounts:
The Aggregate Payment Schedule button has been removed.
3. Two CDF Line drop-downs now appear in this section:

o Seller’s Non-Prorated/Personal Amount: can be shown as paid outside of closing (POC).
o  Tax Escrow: allows the user to specify a number of months to be escrowed

CDF Figures:

4. This section was previously labeled HUD 1 Page 1 Figures.
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County Taxes
7) County Taxes (2015030010.PFD})

Tax Status and Dates

County Tax or Other Purpose:lEnunty Tares

Status of Current Period Taxes:| ¢ Tobe Paid by Buper ¢ Pay/Paid by Seller % Mo Proration/E scrow Only
Pay at Closing: © Tatal Tax &mount € Seller's Potion € Buyer's Partion

County Tax Look-up Ende:l Shart Proration Option:™
Current T ax Period from:ID‘l | Through:l‘l 2031 Seller's Poartion i$:| Days nf:l 30 Day Months: [

n—’ Shiow ta figures an EDF:I 'l J I Show Tav Figues as PO 4—“

Compute T ax &mounts L sing:

Tax Amounts
[T Rates & Values | ‘
Feal Property T ax Amnunt:l Additional Real Amount:l Fnr:l
Seller's Mon-Frorated/Personal .i‘n.muunt:l Additional Perzonal .-’-‘-.mount:l FUI:I

Line:l ~| .| poc

Esn to be Based on Tax .-’-‘n.muunt:l Manths:l_ Line:l G.03 VI J

Total Tax .-’-‘n.muunt:l Additional Escrow Amaunt:l For:| /

Frepaid T ax Amnunt:l
CDF Figures

[--=] Mo buper portion: I Buyer tax periu:u:l:l M tu:ul 4
[--=] Mo zeller portion: I Seller tax periu:u:l:l M tu:ul 4

Tax Dizbursement
DS:I j To:l{{caunt_','}} T ax Collectar Account Mo ARe: ||

KN

Tax Status and Dates:

1. The Show Tax Figures on HUD-1 buttons have been removed and the label has been renamed Show Tax

Figured on CDF.

o A CDF Line drop-down now appears next to Show tax figures on CDF.

2. Amounts can be shown as paid outside of closing (POC).
Tax Amounts:
The Aggregate Payment Schedule button has been removed.

3. Two CDF Line drop-downs now appear in this section:

o Seller’s Non-Prorated/Personal Amount: can be shown as paid outside of closing (POC).

o Tax Escrow: allows the user to specify a number of months to be escrowed

CDF Figures:

4. This section was previously labeled HUD 1 Page 1 Figures.
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Assessments

8) Assessments (2015030010.PFD)

Tax Status and Dates

Aszzezsments or Other Purpose:lhssessments

Status of Current Period Taxes| © Tobe Paid by Bupsr © Pap/Paid by Seller & Mo Proration/E scrow Only
Pay at Closing: ¢ Total TaxAmount ¢ Seller's Potion ¢ Buyer's Portion

Azzezzments Look-up Eode:l

Current T ax Period fmm:ID‘l A0 Through: {12431 Seller's Portion is:l Days DI:I 30 Day Maonths: [

n—b Shiw tax figures an CD F:I 'I J ™| Shaws Taw Figures as PO 4—“

Compute Tax &mounts Using:

Tax Amounts
[T FRates & Values I |
Real Property Tax Amount:l Additional Real Amount:l Fnr:l
Seller's Mon-Prorated/Perzonal Amaunt:l Additional Personal .-’-'«maunt:l FDI:I

Line:l 'l J [~ POC

Esn to be Based on Tax Amount:l Mnnths:l_ Line:l G.03 'l J

Total Tax Amount:l Additional E scrow f—'«mu:uunt:l For:| /

Prepaid Tax Amount:l
CDF Figures

[--=-] Mo buyer portion; I Buyer tax periud:l £ tDI £
[--] Mo zeller portion: I Seller tax periad:l A h:nl A

Tax Dizshbursement
DS:I j Tn:l{{pmp-:ity}} Tax Collectar fccount Mo /Re: ||

Tax Status and Dates:

1. The Show Tax Figures on HUD-1 buttons have been removed and the label has been renamed Show Tax

Figured on CDF.

o A CDF Line drop-down now appears next to Show tax figures on CDF.

2. Amounts can be shown as paid outside of closing (POC).
Tax Amounts:
The Aggregate Payment Schedule button has been removed.

3. Two CDF Line drop-downs now appear in this section:

o Seller’s Non-Prorated/Personal Amount: can be shown as paid outside of closing (POC).

o Tax Escrow: allows the user to specify a number of months to be escrowed

CDF Figures:

4. This section was previously labeled HUD 1 Page 1 Figures.
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Commissions

This screen has been restructured to work with the new CDF screens.

9) Commissions (BLANK CDF.PFD)
Total Real Estate Broker Fees: | B0000 % ¥ Prices] 35000000 = [ 21,00000 Il
MLS Fee:l x =| Charge MLS Fee to| i+ g  Seling | Brcker
™ Include MLS Fee on CDF. Othenvise MLS Fee Wil Show on Checks Only.
Listing Agent Adjust Commisgion [+/-] $: I
Commission:|  30000%=|  10,500.00 POC F'ortion:l Beray:| %
— Line:l vl J Description:l
Selling Agent  Adjust Commizsion [+/-] $:|
Carmmizzsion = Balance of:l 10.500.00 POC Portion:l ByrF'a_l,l:I &
— Line:l vl J Description:l
Other Agent Commigsinns POC F'ortion:l B_l,lrF'a_l,l:I %
b Line:l VI J Description:l
Additional Disbursements from Broker's Commissions... I
E

°
downs.
°
screen, as these can be manually added to
[ ]
handled with Flex Checks.
°

the CDF.

Commissions may be may be sent from to Section H.01-H.99 with the three new CDF Line Drop-

The Additional Commissions button at the bottom of the screen has been removed from this

The Broker to Pay Commissions Directly to Other Broker option was removed; this can be

A Print additional disbursements from broker’s commission on Addendum checkbox has been

added to the Options screen to control how/where these items are printed.

Seller financing

The CDF Line drop-down remains in place for a seller financed transaction:

b) Sales Price, Deposit/Earnest Money (2015030010.PFD)

Contract Sales Price:l 300.000.00
Sales Contract Dated:l I
Sales Contract E:-:pires:l I

300.000.00
] Feguire Both Parties to Endonze Bath Che:

FPurchaze Maonep/Seller Financing:l

| Line: [L.04 =] Ilq—

ckz, if There are Twa Sellers

Fr A L T TFT T

Note; this can be manually overridden:

L i 2 e L o

For a seller-financed transaction, the default description that will show on CDF Page 3 is Purchase Money

L. Paid Already by or on Behalf of Borrower at Closing  $ 30000000 M. Due from Seller at Closing 4 300.000.00 3
Description Re ‘ Borrawer g;i?t't { Descripkion Re ‘ b0s To ‘ Seller

01 Deposit 01 Excess Deposit

02 Loan Amount 0z Closing Costs Paid at Clo...

03 Existing Loan(s) Assumed or Taken Subjec. .. .03 03 Existing Loan{s) Assumed. ..

04 Purchase Money Mote $300,000.00 M.0G 04 Payoff of First Mortgage ...

05 Seller Credit .08 05 Payoff of Second Mortga...

= 06 Purchase Money Mote $300,000.00

oz oz

0g 0a Seller Credi }
b et B B A A e e iy A e B A AT b AT et e A A A B i
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e Purchase money is a Buyer Credit/Seller Debit. After the user selects a Section L line to send the money to,
the application will automatically select the next available line in Section N to create the offsetting seller
debit.

Loan, Funding and ProTrust

10) Loan, Funding & ProTrust {Z015030008.PFD)

Loan & Funding

120,000.00
15,000.00 g fline: |L.0O4

Principal Amount of Loan

Construction/E quity Lin-Duh

izt dequity but no st draw)

% Gross € Met

B
[~ &djust for Funding Met Check Option
‘wha iz Funding the Loan:| & Lender ¢ Mig Broker| I~ Separate Profiust Deposit
wihenHow Wil Funds Smmives| 8 at Closing © Previously Deposted € Wied © F'ending|

Loan Proceeds/Funding Amount: 15.000.00  Funding Type:

Title Cormpary FundingAmount:l Funding T_.,.pe;| ™ Gross € Met % None |
ProTrust Trust Account Code:IHE Previously Depozited in ProT nust; I

If Buyer Brought Too Much to
Claze, Enter Amount of That Check: |

[1] Disburze fram Loan Proceeds:l toe| % Servicer © Mig Erokerl for:lYieId Spread Premium
[2] Disburze from Loan F'mceeds:l tar| % Semvicer © Mig Erokerl fol:l

[rate Loan Approved:l £ [rate Loan Commitment EHpires:I A

S P NS Sy - e —

el

1. Principal Amount of Loan: This amount is always sent to L.02 on CDF Page 3 in CDF orders:

L. Paid Already by or on Behalf of Borrower at Closing $ 126.200.00
_— Credit |
Descripkion Re Barrower Debit
01 Deposit $5,000,00
02 Loan Amount $120,000.00
03 Existing Loan(s) Assumed or Taken Subjec. .. $1,200,00 N.03
v—-D{t AP S G O PP S P TP SRR U PP S P S————

1. Construction/Equity Line First Draw:

o Using this field displays the loan amount in the RE column with brackets, and
o  Puts the balance (loan amount — construction draw) in the RE column with brackets. For example, here
the balance is shown as Balance:[$105,000.00]:

L. Paid Already by or on Behalf of Borrower at Clozing $ 21.200.00 I
_— Credit
Descripkion Re Borrower Diehit ! I

01 Depasit 45,000,00

02 Loan Amount [# 120,000.00]

03 Existing Loan(s) Assumed or Taken Subjec. .. $1,200.00 M.O3

04 Construction Draw Balance:[$ 105,00... $15,000,00

05 Seller Credit [

j
AT i d— o ol B AT P o P B PP b oy - P g e

2. CDF Line drop-down: Allows the user to put the construction draw on an available line in Section L.

Appraisal Information

The HUD-1 Line dropdown list was removed from this screen in CDF orders since it doesn’t involve any amounts.

Builder, Contract, & Escrow for Completion

Contract/Escrow for Completion:

e A CDF Line drop-down has been added to the Amount Held in Escrow and Escrow fee lines:
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- - oW me . w omyn P B T W W e = el T S W e T w W (e R . fe

Contract/E scrow for Completion

[ ate of Contract:T
Armount Held in Escmw:lw Lirme: Iﬁ J
Escrow Funds Held b_l,.l:l —
Escrow Fee:lw Lirme: m J

E zcrow Completion D ale:l?
E scrow Agreement D ate:T

whork, to be Done: ;I
e The default descriptions that show are Amount held in escrow and Escrow fee but they may be edited
manually:
B. Services Bomower Did Mot Shop For $1.784.44 i
- Borrower - Paid
Description Re DS To Af Closing g
|| 01 Amount held in escrow g $876,35 }
| | D2 Escrow fee 5 $908,09
o 2
e T e e LA e e AN il g A AP

HOA/Management Company Fees and Dues

A CDF Line drop-down has been added to each of the rows here; amounts may only be sent to Section H of Page 2.

HOA /Management Company Fees and Dues (BLANK CDF.PFD) [ x|

Fees and Dues =
Description CDF Line A]"DHBI Seller

1) osfo =] Hos=| [} 234.00 | | 15.00
aos[o =] [Hos =] -} 5500 || 1500

3) 03[0z = | [Hos =] ) 556.00 | [ 15.00
fosc = [Hos=] ) 30.00 || 15.00

5 psjc | [Hoz=] )] 2300 || 15.00

61 05 |

[ =L |

e = e

R = o

[P g e e o 31 & bt

19105 ]| = [ |
Taotal HOA 1 Check [D]:l 219.00 Tatal Marnt. Ca. 1 Check [C]:l 143.00

Total HOA 2 Check [U2]:| 571.00 Total Mgmt. Co. 2 Check [C2]:|
Total HOA 3 Check. [US]:I Total Mgmt. Co. 3 Check [C3]:|

Ll

Security Instruments, Trustee & Riders

Modification:

e An Include on CDF checkbox has been added:
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Modification (2015030008.PFD)

Modified Terms & Payment Information

Secunty Instrument Being Maodified:  Security Instrument 1 I

Effective [ ate of Modification:lm 04205
Unpaid Principal Balance:l 120000 fIv Include an COF

Modified Annual Interest Rate:| 20000 % Spell | Two

e Ao S s L £ s L s L e e

e Checking this will send the amount shown L.03 on CDF Page 2; Existing Loan(s) Assumed or Taken Subject

to:
L. Paid Already by or on Behalf of Borrower at Closing % 1.200.00 i
k.
Descripkion Re Barrawer g;ﬁ:‘t !
01 Deposit
02 Loan Amounkt
03 Existing Loan(s) Assumed or Taken Subjec. .. $1,200.00 MN.O3
04
e e o ey e e S S e e e} S R W e ——
Property, Legal Description
Household Appliances, Fixtures, Etc:
e AnInclude on CDF checkbox has been added.
P S P S B B S S R U et et B S e R S P R NPT B S U S XL SRR S
Hausehold &ppliances, Fistures, ate.:|Fistures & Appliances ;I Amount o000

LI ¥ Include on COF

ol b e B ke B R e Bt el i B e s B T B M M g s b . e ol

e Checking this send the amount to K.02 on CDF Page 3; Sale Price of Any Personal Property Included in
Sale:

Summaries of Transactions

K. Due from Borrower at Closing $ 1.565.00
. Credit
Descripkion Re D5 To Borrowet Debit !

01 Sale Price of Property M.01

02 Sale Price of Any Person... £1,200,00 M.02

03 Closing Costs Paid at Clo... $365.00

04

05

e el et e Al T i, A it . g i ol e o W gt

Requested track items
A CDF Line drop-down has been added.

e If the Status drop-down is NOT blank, the payee and address info will be sent to the selected CDF line.
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10) Requested Track Item 1 (BELANK CDF.PFD) E

Requested Track Item 1 =
Description:l| Status: Iﬁ Document Status:lﬂ
Hequest:l_ Days | j = | s Hequested:l A .t'-‘«t:l oM E_I,l:l Email:l
Due:l_ Dapz | j = | s Completed:lT B_I,I:l Email:l
Attna’Eontact:l Request \r"ia:l Ref NDZI
FromfF'a_l,lee:l F'hone:l[ 1 - Fa:-t:l[ 1 -
.t’-‘-.ddress:l *
Line:lﬁJ |
MNokes: ;I
;l

L« |

Division of Proceeds & 1099-S Data
A Line drop-down has been added to the Distribution(s) to Seller(s) section.

e This differs from the HUD-1, which had a checkbox on line 517 for diverting seller proceeds.

e Proceeds may be sent to Section H or N:

10} Division of Proceeds & 1099-5 Data (BLANK CDF.PFD)

Cash To Buyer/Bormower

DS:I j To: || Total Cash to Buyen"Bonower:l

Distribution[z] To Sellet[y
Divert Proceeds Total Buyer's Part of Feal Estate Taxes:l
o I l ) 1093-5 Exempt
otal Cash to Seller[s].l 349,875.00 Biiyarls Bt (Frmmeny e from

Percentage Dish. Cash to 10955 of Real  Semvices to 1099-5 1099

of Total  Status Seller Praceeds Estate Tax Received Seller Signed Reparting
1)[SALAMANDER SELLEF [ 5000000 [s =][ 17483750 [ 175.000.00 | [ N N
2)|Shirley Seller Trust [Saoooon [5 =] 17asers0 [ trso0000 | -
3| I [ =l I I | (N (N
| | [ =l | | O = u
5| [ =l [ [ i i i
61| | [ | | I R i
7l I [ =l I I | (N (N
) | [l | | r - rr
)| [ =l [ | i i i

IRS 1099-5 Data
1099-5 Description:|851 MaFLE AYENUE WEST MORTHAMAKE Mote: IRS limit iz 39 characters.

L«]

e Cash To Buyer/Borrower:

DS: Select an applicable disbursement status code.

To: Enter the name of the payee.

Total Cash to Buyer/Borrower: Displays the total cash to the Buyer/Borrower. This is the same as the total
cash “To Borrower” found at the bottom of CDF Page 3.

e Distribution(s) To Seller(s):

o Total Buyer's Part of Real Estate Taxes: The default for this field is the total amount of the
buyer/borrower's portion of city and county taxes and assessments. If the seller paid taxes prior to closing,
enter the total amount the buyer owes.

o Total Cash to Seller(s): The total amount of cash going to the Seller. This is the same as the Total cash “To
Seller” found at the bottom of CDF Page 3.
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Name field: Will default as entered on the Seller, Officers & Signatures screen in the General tab.

o Percentage of Total: The percentage of the proceeds allotted to each Seller entered on the Seller, Officers
& Signatures screen.

o Disb. Status: indicates how an amount is to be disbursed. Select one of the following codes:

Code Description

S Separate, unique disbursement.

1-25 | Funds diverted to a flex check. There are 25 flex checks available. Flex check
summaries appear on Screens 25 and 26 of the HUD-1 & Closing tab.
H Held.

o Cash to Seller: The default for this field is the portion of the Total Cash to Seller(s) to be disbursed to this
seller. If there is more than one seller, the total amount will be divided among them according to the

percentage distribution allotted to each seller on the Seller, Officers & Signatures screen.

o 1099-S Proceeds: The default for this field is the gross proceeds to be disbursed to this seller. If there is
more than one seller, the total amount of the gross proceeds from the sale will be divided among them
according to the percentage distribution allotted to each seller on the Seller, Officers & Signatures screen.
NOTE: This is the gross proceeds that is to be included on the 1099-S Form.

o Buyer's Part of Real Estate Tax: The default for this field is the amount of the buyer/borrower's taxes to be
reimbursed to this seller. If there is more than one seller, the total amount to be reimbursed will be
divided among them according to the percentage distribution allotted to each seller on the Seller, Officers
& Signatures screen.

o Property Services Received: Select this check box if this seller received or will receive property (other than
consideration treated as cash in computing gross proceeds) or services as part of the consideration for the
property transferred.

1099-S Given to Seller: Select this check box if this seller has been provided with a 1099-S at closing.

o 1099-S Signed: Select this check box if this seller’s signature has been obtained at closing to acknowledge
receipt of a 1099-S.

o Exempt form 1099 Reporting: Select this check box if the 1099 status of this seller is Exempt. NOTE: When
exported to Pro1099, the record for an Exempt seller will automatically have its Exempt status check box
selected.

e IRS 1099-S Data

o 1099-S Description: The default for this field is the property address entered on the Property, Legal
Description screen of the General tab. If the property address is not sufficient information for your
purposes, enter a brief legal description. IRS regulations do not allow entries in this field to exceed 39
characters.

=  NOTE: If you export the data in this file to ProTrust, the information in this field will appear in the
Ledger Comment field.

Sales Price Deposit/Earnest Money

Several changes have been made here:
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6) Sales Price, Deposit /Earnest Money (BLANK CDF.PFD)

Cantract Sales Price:lm —
? Sales ContractDated:l A
Sales EontractExpires:l A7

I FPurchaze Maney/Seller Financing:l—| ILine: m i I{—n

[~ Require Both Parties to Endorse Both Checks, if There are Two Sellers

IH Deposit.-’EamestMoney:l 5.000.00 Line: IL_D1 'IJ I | 5
n_‘,p’-‘«mount Returned ta Eu_l,Jer:l I

5] it Retained b ; .
ofgﬁ::a dyeHa;r;lZiveﬂ by " Incoming Fund (¢ L|st|lng fgent O SB|.|BI
= Settlement dgent © Seling Agent  © Office 1

Fartion of Deposit Hetained:l 5,000.00
H Excess Deposit: I I

Contract Sales Price: This amount is always sent to K.01 on CDF Page 3.

2. Purchase Money/Seller Financing: this amount is always sent to Section L on CDF Page 3; the CDF Line Drop-
down maybe used to select an available line.

3. Aline drop-down has been added next to the Purchase Money/Seller Financing field, which allows the user to
specify which portion of CDF Page 3, Section L they wish to send the amount to. The button J opens the detail
dialog to view the charge.

4. Deposit/Earnest Money: This amount is always sent to L.01 on Page 3, although some charge details may be

edited by using the ellipses button _I

o Aread-only line drop-down has been added next to the Deposit/Earnest Money field, which displays the
portion of CDF Page 3, Section L that the charge is being sent to. The button opens the charge detail dialog
to view the charge and edit some details.

5. The More button will continue to pull up the Increased/Additional Deposits dialog, where Line drop-downs
and buttons have been added to accommodate sending charges to available lines in Section L:

Increased,/Additional Deposits (BLANK CDF.PFD)

-

Increazed Deposit Required: |Increased [eposit $| 100.00 § Line: |L_D‘I 'I J
Additional Deposit Required: |ﬁdditi0nalDep0sit $| 75.00 f Line: IL.EI1 vl J |

Additional Deposit Required: || $| Lire: | vl J

=]

6. The Amount Returned to Buyer is deducted from the total sent to CDF Page 2, L.01 and noted in the RE field:

L. Paid Already by or on Behalf of Borrower at Clozing $ 95.000.00
- Credit
Diescription Re Eorrower Debit /
01 Deposit 4 5,000.00 returned =H00,00
02 Loan Arounk
03 Existing Loan(s) Assumed or Taken Subject to M.03
04
05 Seller Credit M.08
L T R o T A T e T o

7. A new Excess Deposit field has also been added.

Delivery & Tracking
This screen and corresponding ReadyDoc provide an audit trail of preparation, approval, delivery, and receiving
activities of the Closing Disclosure form. A new ReadyDoc may also be used to generate a print version of the data
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recorded here. This screen is accessed from the truck button L] in the toolbar at the top of the application, or
from the tools drop down. This new screen pulls up and displays information for the CDF currently being prepared.

CDF Delivery and Tracking E I

Sl I jv Scheduled Eigii?;éle Actual E—
Loan Estimate Delivered: IN— Buyer Signing Date | # / ! He
Seller Signing Date 4 4 L Help
Waiting Period Waiver Received For Tramme e | I A
r CF)F o Disbursement Date | /¢ 4 ’ Close
[~ Right of Fescission Recarding Date I I 7
B e e e P L e S S S S S P

e Status: use this dropdown to set the status of the selected CDF. Options include Amended,
Amended Estimated, Amended Final, Estimated, and Final.

e Loan Estimate Delivered: specify when the loan estimate was delivered.

e Waiting period waiver received for: choose CDF and/or Right of rescission if you the order can
be exempted from the waiting period; the CDF waiver should rarely be used.

e Dates Grid: Use this grid to specify dates for key events in the life of the CDF.

CDF Deliveries:

Use these grids and dropdowns to record the details of CDF deliveries to/from various parties involved in a

transaction:

o Delivery & Tracking Grid: Use the _+1 | buttons here to add and delete CDF deliveries. After
adding a row or multiple rows, you may select the row and then edit the delivery details by using
the options below.

R T i T T n T e e T e i

| Responsible For Delivery J—

— CDF Deliveries
2

| Pertains To | Prepared B | Prepared On

Mote: Each line presents a separate
set of Approvals and Deliveries,

Pertains Ta: IBorrower 'l
Prepared On: I £

Prepared By: I vl
Responsible For Delivery: I vl

0 L A s B 1 i A i gl A A Aty A P, oIS AN P S g i PR

B A i e g g et ek bt o

o Four dropdown lists allow for the user to indicate
=  Type: options include borrower or seller.
= Prepared On: select a date that the CDF was prepared

=  Prepared by/Responsible for delivery: use these drop-downs to select the appropriate contacts.

e Approval Grid: Use the _+|_Ibuttons to add approvals to this grid and specify how and when
the CDF was approved prior to delivery. Verbal, written, email approvals may be specified here.

L ]
Approvals | Appraved By | Sign off | Appraved on | Evidence | Mates 3
¥
=i ¢
Approved By: I vl Sign OFf: I Approved On: I s
Evidence: I vl Motes: I
R i A A I e R A ek e e R e e e Wl e e e R e e e e
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o Delivery Grid: Use the _+|_Ibuttons to add deliveries to this grid to specify how and when the
CDF wa

..... W W e e —————w —w = T P S e e e e R IR

Deliveries | sent Ta | Sent on | Method Received | Evidence Motes
3

Sent To: I j Sent o I & d IMethod: I vIReceived on: I A
Evidence: I vl Makes: I

Delivery methods include: Express delivery, US mail, Certified mail, E-mail, In person.
Evidence of Delivery options include: Express delivery tracking slip, Certified mail receipt, E-mail
confirmation, In person signature, Waiting period expired

Recording & Transfer Fee Formulas

This window is not new to ProForm, but has been modified for use with the CDF to calculate deed, mortgage,
release, and other document fees and tax/stamps. The table has ten columns of information; each formula is
entered on a separate row:

Per First $-Cost Mext At Mext Al HRemainAt Basiz Loan Round | =)
[Leed| Page |_|1 Iﬁ I_ l_ I_ l_ IW
Mortgage| Page |_1 Iﬁ I_ l_ I_ l_ w
Fesriin Releass| Page | [9 [s00 | [ [ | [ [ 200
(I - I I I I O o I I
[ e | [ [ J T T LT T T
| I N O I I I I I
el ove | T | T T |

. Deed | | | | | I I | | [ = ==
ity/County Tax Stamps Mortgage | I I I I I I I m I ﬂ m
State Tax Stamps Lecd I = I I I I I I I L IE I ﬂ IE
Mortgage | | | | | | | | | l_L] | =l I_L,

Other Tax Stamps (1) Deed | | | | | I | | | [ =] ==
Mortgags || | | | I I | | (= ==

Other Tax Stamps [2] [Deed I | I I I I I I lj I j lj
Mortgage | | | | | I I | | m I j' m

Default Payee

Default Payee [to): I{{Count}'}} Courty Register of Deeds

Ll

e The first two columns describe the

o Section: Recording, City/County Tax Stamps, State Tax Stamps, and Other Tax Stamps 1 & 2.
o Document type: Deed, Mortgage, Release, and Other.

e The Per column explains the unit of measurement that the formula is based upon (i.e.-document
cost per page).
e The remaining columns contain the formula.

Formula Input: Most recording fee formulas contain a rate schedule based on the number of pages.

e Per: unit of measurement that the formula is based upon (i.e.-document cost per page, etc.).

e  First: number of pages to which the first rate applies in the First column .
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e $-Cost column: total cost for the first pages.

e Next: number of pages to which the next rate applies.

e At: cost per page which applies to the next.

o Next/At: a second set of Next and At columns are included for another rate level, if applicable.
e RemainAt: cost per page for any pages over the number covered by the formula.

Basis: The transfer charges for these sections are calculated using the figure specified in the Basis field. For deeds,
the Basis field defaults to code S (sales price). For mortgages, the Basis field defaults to L (loan amount). Enter a
code into the Basis field which represents the figure on which you want to base the calculation of the tax/stamps.
Or, select a code from the Basis drop-down list.

Loan: Select the loan to which the formula should apply.

Round: Use this field to either round up or chop the basis amount used in the calculation of the tax/stamp amount.
Select U for round up or C for chop.

Default Payee: Enter the name of the payee for this item.

e Anentry such as {{county}} County Recorder’s Office may be appropriate for this field. This will
pull in the county name followed by County Recorder's Office.

CDF Options

The Options screen has been updated to accommodate CDF orders. The new and updated options are:

Calculation Options

16) CDF Options {2015030006.PFD) =]l
r— Calculation Optiory =

[~ 1) Charge buyer for day of closing in all prorations

[ 21 Provide out-of-balance notice instantly

¥ 3] Provide out-of-balance notice when saving file

[¥ 4] Pravide cash from buyer/barower changed notice when saving file

[T 51Use optional Clasing Disclosure farms for ranzactions nob imsealving zeller
¥ E]15art COF page 2 lines descriptions alphabetically

¥ 7] Frint POC codes on Closing Disclosure form

[~ &) Use buyer/zeller split feature

P Ry A R T P P S P rar v P Ty T Ty e

e Use optional Closing Disclosure forms for transactions not involving seller: Select this option to
use the optional CDF Page 3 screen which shows Section K. Payoffs and Payments grid and the
optional Calculating Cash to Close table. This option is typically used with refinance transactions.

e Sort CDF page 2 lines descriptions alphabetically: Uncheck this option to disable the automatic
sorting of CDF Page 2 lines.

e Print POC codes: Defaults checked. Causes the POC (paid outside of closing) codes to print on the
CDF; works the same as a HUD-1 order.

e Use Buyer/Seller Split Feature: For calculated or sent over amounts on a CDF Page 2 charge, the
Use buyer/seller split feature will force a balance only between Borrower-Paid At Closing with
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Seller-Paid At Closing, and Borrower-Paid Before Closing with Seller-Paid Before Closing. It will
not force balance Paid at Closing with Paid Before Closing or Paid by Others.

Title — CDF Section Defaults

This set of drop-down lists provides the user with a central location from which they may set CDF line defaults for
title fees. These can be adjusted easily and will affect all fees without needing to go to each fee individually. Note:
It is strongly recommended that CDF line defaults be set with these options.

_-'rl'-iilg:’E:HDVI-'.-é.;;Ec'.;ﬁ.;f-a_uvltsﬂ Sy SR S S S IS R PO L S S S
Owater's palicy: ISection H - Other Costs j
Al other title fees: ISection C - Services Borower Did Shop For j
Group endorzements: INone j
Default to' name: I.-’-‘«gent j
Crah iy A gy i . aiia s - g it . ol W A oy e S nt. e el W B i W P o ol Y . iy .y s Wl

e Owner’s policy: Owner’s policies & owner’s policy endorsements reference this option to
determine which section to default their CDF Line to.

o If this option is changed, calculated CDF Line dropdowns will default to the next available line in the newly
selected section, but user-entered CDF Line dropdowns will remain the same, whether or not they were
manually selected or populated from a lookup table.

o  Options: Section B - Services Borrower Did Not Shop For, Section C - Services Borrower Did Shop For, and
Section H - Other Costs.

e All other title fees: Loan Policies, Loan Policy Endorsements, Other Policy, Commitment
Endorsements, and Additional Title Charges reference this option to determine which section to
default their CDF Line to.

o If this option is changed, calculated CDF Line dropdowns will default to the next available line in the newly
selected section, but user-entered CDF Line dropdowns will remain the same, whether or not they were
manually selected or populated from a lookup table.

o  Options: Section B - Services Borrower Did Not Shop For, Section C - Services Borrower Did Shop For, and Section
H - Other Costs.

e Group endorsements: It is strongly recommended that users control selecting the CDF line via
these options. If endorsements need to be grouped differently than the three options here, the
user must do this manually by selecting the same line in the CDF Line dropdowns for
endorsement that need to be grouped together; this will group them on CDF Page 2.

o None: Choose this default option if you want each endorsement to be itemized. The CDF Line for each
Endorsement will default to the next available line in the same section as the parent policy. When selected:

=  Loan Policy Endorsements: Will be sent to the same CDF that the parent policy is being sent to.

— If the parent policy is not being sent to the CDF, then the section selected will be the one selected
in the “All other title fees” dropdown, and

— The CDF selected will be the one associated to the Loan tied to the parent policy.

= Owners Policy Endorsements: Will be sent to the same CDF that the parent policy is being sent to.

— If the parent policy is not being sent to the CDF, then the section selected will be the one selected
in the “Owner’s policies” dropdown, and

— The CDF selected will be the first CDF.

=  Commitment Endorsements: will be sent to the section selected in the “All other title fees” dropdown,
and to the first CDF.
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o  Same Line As Parent Policy: Choose this default option if you want endorsements to be grouped on the same
CDF line as its parent policy. When selected,

=  Loan & Owner’s Policy Endorsements default the CDF Line to the same line selected on the parent
policy.

=  Commitment Endorsements default the CDF Line to the next available line in the All other title fees
section on the first CDF. Endorsements on the same commitment will be sent to the same line.

=  Endorsements will not default a CDF Line until the parent policy has a CDF Line.

o  Separate Line From Parent Policy: Choose this default option if you want endorsements associated to the same
policy type to be grouped together in the same CDF section as the policy. When selected,

=  All Endorsements belonging to the same title product will be grouped on the next available line in
the appropriate section. For example, all endorsements for the first Loan Policy will be grouped
together on the same CDF line in the same section that contains the first Loan Policy.

=  The CDF and the section will be determined for each product (Loan Policy, Owner’s Policy, and
Commitment) following the rules described in the “None” section above.
e Endorsements — Options for Grouping on the CDF: Grouping Endorsements with the Options
screen: The following example demonstrates how the Same Line as Parent Policy option works;
see options details above for a description of the other two options.

o Anorderis created & the Same Line As Parent Policy endorsement grouping option is set on the Options
screen:

Title - CDF Section Defauls

Owner's palicy: ISection H - Other Costs j

Al other title fees: ISection C - Services Barrower Did Shap Far j

Group endorzements: [EENEIN rent Palicy

Drefault "to' name: IAgent j

‘hdb%l\r.*ﬁo* T

P P S Y

o A Simultaneous Issue policy is added.

=  The Owner’s Policy premium is sent to H.01 (CDF Page 2) by default, as Section H — Other Costs is the
selection in the Owner’s policy dropdown.

=  The Loan Policy premium is sent to C.01 (CDF Page 2) by default, as “Section C - Services Borrower Did
Shop For” is the selection in the All other title fees dropdown.

o Two Endorsements are added to the Owner’s Policy. They are automatically being sent to H.01, grouped
with the Parent Owner’s policy.

o Two Endorsements were added to the Loan Policy. They are automatically being sent to C.01, grouped
with the Parent Loan policy.

o The Title Policy Fees and Endorsements are grouped together on CDF Page 1 in Sections C & H.

=  Note: An itemization can be seen on the CDF attachment page

e Adjusting endorsements grouping is simple, and can be done at any time from the options
screen.

Default ‘to’ name

Default 'to’ name: Sets the default payee and name on the CDF for all title charges. Options include: Agent
(default), Underwriter, or Title Co. The default payee is the contact assigned to receive funds in excess from the
splits dialogs.

o Splits & Grouped Disbursements Example: The following example demonstrates how the splits
and disbursements relate to the Default ‘to’ option:

o By default, the Default ‘to’ name is set to Agent:
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Title - CDF Section Defaul
Owner's policy:

All ather title fees:

Group endorsements:

Default 't name:

L¢3

: ISeclion H - Other Costs

2 ISectiDn C - Services Bormower Did Shop For

hone

Agent

q—

e e e A e e . B e e . A o

o A Loan/Mtg Policy and Owner’s policy have been added to a Simultaneous Issue policy:
e s e P a C L LA S
Loan/Mtg Policy
Basis Code: | Loan Higher 'I Coverage Amount:l 350,000.00
BasePremiurn  Mult®  +/- Amount Premium
Policy Premium:| Rate Table | [ 10000 [100.00 | =| 1o0o
Murber of Decimal Digits to Round Premiur to: IE
Simultaneous [ssue - Full Premium: I 200.00
Palicy Number:l
Get Policy Numberl Mare... I
Additional Fee:l Lime: I j JI
DS:I j Toi
Dwner's Policy
Basiz Code: | Sales Price vI Coverage Amount:l 500,000.00
BasePremiurn  Mult®  +/- Amount Premium
Policy Premium:|_Rate Table . | [ 100000 [100.00 | =| 1.000.00
Murber of Decimal Digits to Round Premiur to: IE
Simultaneous lssue - Het Premium: I 300.00
Policy Number:l
Get Policy Numbell More... |
Additional Fee:l Line: | j Jl
DS:I j To:l
o The Loan/Mtg Policy details are accessible via the more button:
Loan/Mtg Policy Information (MH15040CDF.PFD)
Tranzachon Code: || Remarkz: I —
Copy to [nvoice Line:I j Line: IE.D2 j J ITitIe - Lender's Title Insurance SIrF'a_I,I:I 4
Date lzsued: | / / Effective Date:l o Effective Time:l Co M
Agent! BazePremiurnll  Mults § +/- Amount Premiuh
IUndenwriter Split:|  Rate Table... | 800.00 | 10.00 =] oL To:lUnderwriterj
=  The contact selected in the To: dropdown (i.e. — Underwriter) will receive the split specified by the
multiplier percentage in the Mult% field. Here, that is the Underwriter, and the amount is $80.00.
=  The name specified in the Default ‘to’ name gets the excess amount. In this example, that amount is
$720.00, and it is sent to ‘A.”
o The Owner’s Policy details are accessible via the more button:
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Owner's Policy Information {MH15040CDF.PFD)

Tranzaction Code:|| Remarks: I =

Copy to Invoice Line:l j Lite: IH.EI‘I j JlTitIe-Dwner's Title Insurance [optional) SIrF'a_I,I:I 4
Date lzsued:| / / Effective Date:| / / Effective Time:l oM

Agent! BazePremiumll  Mults ﬁ Aot F'remiuk

Underwiter Splic| _Rate Table | [ 300,00 § 70,00 =y —

To: I Underwriter j

=
=  The contact selected in the To: dropdown (i.e. — Underwriter) will receive the split specified by

the multiplier percentage in the Mult% field. Here, that is the Underwriter, and the amount is
$30.00.

= The name specified in the Default ‘to’ name gets the excess amount. In this example, that
amount is $270.00, and it is sent to ‘A.’

o  The Group Disbursements screen shows the total of the split amounts between A and U:

B T O U R P WET e

Other
Sett. Agent (4] Ds:|5 j To:lHobertHandolph He:ISettlementAgents Fee: | 930,00
Address: < I
Undenariter (U] D5: I S j To: IDenise Daller-Zeing Fle:ITitIe Charges I 110.00
b b it . B oﬂ--ml\f‘-\b---&-—& PN . _H.:«anra.a bttt el el i LA -
= 990.00to A
= 110.00toU

o The CDF lines on Page 2 show the total amounts of the title fees to A, the Default ‘to’ name:

H. Other $ 300.00 f
- Borrower - Paid
Descripkion Re DS To Af Closing
01 Title - Owner's Title Insurance ... [ Robert Randolph $300,00
02
e Rl S e e d s e e B e, . . i e, A i e e A B I . s . i s .l A D
C. Services Borrower Did Shop For $ 800.00
- Botrawer - Paid g
Descripkion Re DS To Af Closing
01 Title - Lendet's Title Insurance A Robert Randolph $800,00
wwu—ggp it s W s B e Bt ANt Ll ot el R ey A it WP e it Ny

= These amounts are the totals of the premiums and not the breakdown:

o If the CDF Option is changed to Title Co.:

Title - CDF Section Default ;
Owner's palicy: ISection H - Other Costs j

All other title fees: ISeclion - Services Borrower Did Shop For j }
Group endorsements: | Mone j

Defalt 'to' name:

— s L S e [ s A S L e T L AT T
o Then the Group Disbursement screen will show the excess amount going to T instead of A:

 Other |
Sett. Agent 4] DS:I j To:l He:l |
.-’-‘«ddless:l © I
Underwriter [LV]) DS:IS j TD:IDenise Doller-Zeing He:lTitIe Charges I 110.00
Address:l * |
Title Company [T] DS:|3 x| Ter[Title Corp., Inc Rie:|Title Charges | 330,00
Address:l * |
B e L L e Sl o i el L TP S e P S L

o And the DS codes update on CDF Page 2 to show as T instead of A:
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H. Other $ 30000 )
L Borrower - Paid Borraw:

Descripkion Re D= To Af Closing BeFDre(

01 Title - Owner's Title Insurance ... T £300.00 !

02
e i i e R i el e g LY b SRl R o B

C. Services Borrower Did Shop For $ 800.00 i
¥
- Borrower - Paid Borro
Descripkion Re DS To At Closing Befo;
01 Title - Lender's Title Insurance T $300,00 F
ol al [ g b g gt s P P Pt A pgnn i it iy
Document Options
Document Options
[~ 11 Disbursement Summary - Include approval signature lines
[~ 2) Frint additional dishursements from broker's commission on &ddendum
R

o Disbursement Summary: Use this option to include approval signature lines.

e Print additional disbursements from broker’s commission: Checking this will print details of
commission disbursements to a 3rd party on the CDF Addendum page; a new ReadyDoc has also
been added which may be used if this option is not checked.

o If this check box is NOT checked, then the details will print on the CDF exhibit.
o Thereis no longer an option to specify particular lines.

Title Insurance

The new regulations require title insurance premiums to be disclosed in a specific way on the CDF for simultaneous
issues. The loan policy premium amount disclosed on the Closing Disclosure form must reflect what the premium
would be if it were not a simultaneous issue. The owner’s policy premium must reflect the difference between that
loan policy premium and the total cost of the two policies under a simultaneous issue. This calculation currently
exists in GFE HUD files using the checkbox “Show full premium on 1104 for Simultaneous Issue” and in HUD files
using the checkbox “Show full premium on 1109 for Simultaneous Issue”. The ability to do the calculation was
added to the CDF file using the checkbox “Show full loan premium on CDF.”

CDF Line Dropdowns on the Title Screens

There are several ways to populate the CDF lines on the title screens. Since lines sort alphabetically within a given
section on the CDF, we have added CDF section defaults to the CDF Options screen. See the CDF Options screen

for more details. Although it is possible to group lines when configuring a template or lookup table, setting CDF
section defaults is the recommended way for setting the CDF lines on the title screens.

Title Charge Description Fields

All line drop-downs for title charges now include a description field. CDF regulations also require that all title
charge descriptions are prefaced by the text “Title =" add this prefix to the description by default:

Title - Lender's Title Insurance
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Premium Calculations

e Policy Premium, Dates, & Numbers:

o A Simultaneous Issue section is available with a Simultaneous Issue policy type and appears underneath
New Policy Type in Policy Information:

2) Policy Premium, Dates, & Numbers {Z2015030003.PFD)

Policy Information

Underwriter/Policy Look-up Code:l

Underwriter/Policy D escription: |

Undenwriter's Case/File Mumber: |

MHew Policy Type: | EIFIEG IS Round Coverage Up to Nth:I

Simultaneous |ssue
[~ Show Both Policy Mumbers on Both Paolicies:
W Show full loan premium on COF

[~ Show full lnan premium on Settlement Statement

[~ Shows full loan premium on nvoice

aas  Amk -

=  Show Both Policy Numbers on Both Policies has been moved from the Owner’s Policy area.

= Show full loan premium on CDF is the new name in the CDF file for the HUD-1 option Show full
premium on 1104/1109. This option defaults to being checked. When checked:

— The new premium amount fields will be activated: Simultaneous Issue - Full Premium and
Simultaneous Issue - Net Premium. After being calculated with the new method, they will be sent
to the CDF line instead of the traditional final premium amounts. Note: it is strongly
recommended that setting the CDF line for title fees be managed via the new dropdown lists on
the Options screen underneath the Title — CDF section defaults.

=  Show full loan premium on Settlement Statement and Show full Premium on Invoice default to being
unchecked.

—  Show full premium on Settlement Statement: This checkbox is activated when Show full
premium on CDF is checked. When unchecked, the traditional premium calculations will appear
on the Settlement Statements; when checked, the new premium amounts will appear on the
Settlement Statements.

—  Show full premium on invoice: This checkbox is activated when Show full premium on CDF is
checked. When unchecked, the traditional premium calculations will appear on the invoice; when
checked, the new premium amounts will appear on the invoice.
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e Owner’s Policy:

o The Net owner’s premium is now shown on screen as Simultaneous Issue — Net Premium.

Owner's Policy
Basiz Code: I Sales Price VI Coverage .-’-‘«mount:l 175,000.00

BaseFremium  Multz  +/- Amount Frermium
Policy Premium:| Rate Table.. | [ 123375 [10000 | =| 123400

Mumber of Decimal Digits to Round Premium to: ﬁ

I“Hh“-ﬂf. i iy

]

Simultaneous lssue - Met Premium; I 856.50

Folicy Number:l
Mare... |

Addiional Fee: | tne: [ =] |l
DS:I j To:l

o N I e e B T S e g e L e e i e e e T

""H, T Y N

—

o This new field is only active on a Simultaneous Issue policy and only when Show full premium on CDF
is checked. The CDF Line dropdown & Description, which show in the dialog when the More button is
clicked, always appear in a CDF file.

o A new owner’s premium titled SI net owner’s premium has been added.

= The new Sl net owner’s premium is calculated using the new method:

Premium (Owner’ S) (traditional owner’s premium)
+ Premium (Loan/Mtg) (traditional final loan premium amount)

- Simultaneous Issue - Full Premium

Simultaneous Issue - Net Premium

e Loan Policy Premium:

o The Simultaneous Issue - Full Premium is now shown on screen as Simultaneous Issue — Full Premium.

Loan/Mtg Policy

B asziz Code: | Loan smount ™ I Coverage Amounl:l 28500000

BasePremiumn  Mult?  +/- Amount Premium
Palicy Premium:| - Rate Table | [ 10000 [100.00 | =| 10000
Murnber af D ecimal Digits ta Round Premium b ﬁ

Simultaneous lssue - Full Premium: I 477.50

\I;.)._ Ry Ny otm..--.-t.-l\.‘_a.

Falicy Number:l

Mare... |

Additional Fee:l Lire: I j JI
DS:I j To:l

o This new field is only active on a Simultaneous Issue policy and only when Show full premium on CDF is
checked. The CDF Line dropdown & Description, which show in the dialog when the More button is clicked,
always appear in a CDF file.

b A ey, s B

o The Full Premium figures into the new SI net owner’s premium calculation as follows:

Premium (Owner’ S) (traditional owner’s premium)
+ Premium (Loan/Mtg) (traditional final loan premium amount)

- Simultaneous Issue - Full Premium

Simultaneous Issue - Net Premium
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Agent/Underwriter Splits

Agent and Underwriter splits are not shown on the CDF like they were shown on the HUD-1. These splits work the
same as they have on the HUD-1 if the resulting charge is paid to an Agent or Underwriter. The Agent &
Underwriter grouped disbursement total takes into account splits. The following example shows how an additional
title charge may be added, split, and disbursed to an Underwriter or Agent.

e An Additional Title Charge created:

8) Additional Title Charges {2015030002.FFD) B

-

Description Amount Policy Datelss EffD ate EHTime

1. [Addtional Title Charge 1 [ 1000 |[C vlh = — ] .. ||

20 A § R e 1 VIV | RFI | Y Iy e

o The charge is divided in half (50% multiplier) between the Underwriter and the contact in the
Default ‘to’ name option, which is Agent by default) and sent to C.01:

Additional Title Charge 1. (2015030002.PFD) [ <]

-

Diescription: IAdditionaI Title Charge 1

Trangaction Code:l

Invoice Line:

Line:l C.o1 'l J ITitIe - Additional Title Charge 1
—
Calculate Charge

irimum Eharge:l—
Bazed Dn:l j .-’-‘«rnnunt:|
Muligher| %
+/- .-’-‘«mount:l—
Additional Tile Charge:| 10000

Agent/Undenwriter Split

Agent#Undelwriter:lW
Multiplier| 50.00 %
+4- Amont; I—
f et AnnoLiat; Im

e The DS code is changed on the Charge Detail Dialog to A Agent:

Line Detail {(MH15040CDF.PFD)
C. Services Borrower Did Shop For
Charges for Line 01

i} =1

F ]
| Description Re | DS| Borrower (at Closing) | Borrower (before Closing)| Sell&
01 Title - additional Title Charge 1 A 4 100,00 !
Desc: |Title - Additional Title Charge 1 Re: | Da: IA j To: I ‘
Address: I . I

Calculation Type: IBaSiC j Detais.., | Cost Paid: Im Closing vl Slro: I

Borrower-Paid Seller-Paid
—E\t Closing: I 10000 Before Closing: I ak Closing: I Before Closing: JL

P S S G U Y G T A S R S S S I

e The resulting disbursements will include $50 to the Agent and $50 to the Underwriter.

Loan, Owner’s, & Other Policy Information
These three dialogs work the same as they have with HUD-1 orders. The main difference with the CDF is that they
now have the CDF Line drop-down and description options. Additionally, the Show full premium on 1104/1109
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for Simultaneous Issue checkbox has been removed. This screenshot of the Loan/Mtg Policy Information dialog

shows these changes:

Loan,/Mtg Policy Information {2014120715.PFD)

Tranzaction Code:|| Hemﬂks: |

Date Issued:lU'I A15/2015 Efrective Date: |UT/12/2070 Eftective Time: | © - M

Copy to |nvoice Line:l j Lire; IB.D'I j J |Tit|e - Lender's Title Insurance %—5@-@9—%—

Agentd BazePremium  Mult?y  +~ Amaunt Prermiuirm

Underwiter Split:|  Rate Table... | | tooooo f1oooo =| 100000 To:lUnderwriterj

Endorsements & Additional Title Charges

Endorsements and Additional Title Charges dialogs work the same as they have with HUD-1 orders. The main
difference with the CDF is that they now have the Line drop-down option and description fields. To see how the
default behavior is set, see the CDF Options section. This example shows an endorsement with these new items,

but this is how an additional title charge would appear:

Endorsement 1. {2014120715.PFD)
Dezcriphior; IALT.-’-‘« Endorzement Form 1 [Street Azzezzments) ]
Transaction I:c-de:ll—
|rvoice Line:I_VI
Fe: IE_D‘I j J ITilIe - ALTA Endarsement Form 1 [Stn *—
— Calculate Charge Agent/Undenariter Split
FinirrLirn Charge:l— Agenthnderwriter:lW
Bazed Dn:l j Multiplier:lm k4
Amount:l— +- Amount:l
Mulipler] % Met Amount: 1.00
+/- Amounl:l—
Endorsement Chalge:lw
=

Preliminary Title Search

This screen works the same as it has with HUD-1 orders. The main difference with the CDF is that it now has a CDF
Line drop-down and description field. Note: the field which displays “Title =" will append whatever the user enters

in the Type of Search field above:

1) Preliminary Title Search & Opinion (2015030003.PFD)

Preliminary Title Search

Search HeportDated:l I /—\

Type of Search; IT_I.Jpe of Search

Search Fes: | 10000 Line: [E.07 =] ... [Tie - Tipe of Gearch
The Search Period was fmm:l I to:l o at:l C oM
OR
The Search Period: I
Record Owner: || :l
-

Estate Matters... |

L T M S o o S e S e e RN £ o e S e o e
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Additional Fee

An Additional Fee option has been added to the loan and owner’s policies. It may be used for items like Guaranty
fees, State surcharges, etc.

e The CDF Line drop-down defaults from the CDF Options screen.

e The DS line defaults using the Default ‘to’ name option on the CDF Options screen. However, the

DS code may be manually set if necessary.
e Once an Additional Fee is input, the description will populate & include the default “Title ="
prefix; it may be manually edited if necessary:

e e T it R i R Pt i e e Tt B et

Loan/Mtg Policy ;“
Basis Eode:lLoan Amount 'I Coverage Amount:l 180.000.00
BazePremium  Multly  +/- Amount Pramiurm
Policy Premium:|  Rate Table.. | [ co000 [10000 | =| sooaoo
Mumber of Decimal Digits to Round Premium bo: IE
Sirmultaneous lssue - Full Premium: I 800,00

Palicy Murmber: |5

Mare... |

Additional Fee: Title - Guaranty Fes

DS:IA j TD:lSettIementAgent
—

Owner's Policy
Baszis Code: | Sales Price vl Coverage Amount:l 183,900.00

BasePremium  Mult®  +4- Amount Fremiurm

Policy Premium:| RateTable. | [ 5000 [ 2500 | =| 230

Mumber of Decimal Digits to B ound Premium bo: IE

Simultaneous |ssue - Net Premium: I 238.00

Paolicy Mumber; |25

More... |

Additional Fee: 250 Line: |H.O8 | .. ||Title - Guaranty Fee
DS:lA d To:lSettIement.-’-‘«gent

———————— SV ————|
Data Overlay Rules
All data will overlay between the same file/overlay types; overlaying between different file types will
transfer non-CDF, non-GFE, user-entered data. A few examples:

o Same file type:

o GFE = GFE: All data will be overlaid.
o CDF = CDF: All data will be overlaid.

o Differing file types:

o  GFE - CDF: HUD-specific and CDF-Specific data will be IGNORED; it will not overlay.
o  All user-entered data on non-HUD/non-CDF tabs will overlay.
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Chapter 3, “ProForm A To Z” is an alphabetical reference for entering items in ProForm. For a complete list of items
covered in this chapter, refer to the Table of Contents for Chapter 3 above. This is for HUD and GFE Type.

HUD-1 & Closing tab, Division of Proceeds & 1099-S Data screen.

Click the HUD-1 & Closing tab.
2. Double-click Division of Proceeds & 1099-S Data.

23] Divizsion of Proceeds & 1099-5 Data (CC20030003RES.PFD)

Cazh To Buyer/Borrower

HUD-1 Settlement
Statement Line 303

D5: I* vl Tn:lBiII Buyer and wife, Betty Buyer Tatal Cazh ta Buper/B orrower:l -'L

Distribution(z] To Seller(s)

Tatal Buyer's Part of Real Estate Taxes:

Total Cash to Seller[s]:l S1.e055e Buyer's Patt Property 1I.":Di?fg-ns E;:Eml:lt
Fercentage Dish. Cazh to 1093-5 of Real  Services to 10935 1099
of Tatal  Status Seller Proceeds Estate Taw Recerved SellerSigned Reporting
1) [im Seller | 0o s =] eaerm [ 2500000 | OO O
2) ey Seller 500 s =] enamsz4 | 7500000 | [ W
3| [ T T - | | N E S
4[| Enter the percentage of the | | w | m
proceeds that each seller should
5]|_ receive on the Seller, Officers & | | BN S
6I] | Signatures screen. ' | | | i e B S
Check boxes when seller
?]I I I jl I I is given 1099-5 and signs.
8l | I =l | | [ i
3| | | =l | | IR I W

IRS 10995 Data
1093-5 Descriptinn:|123 Country Club Drives/R aleigh MC 23456 Mote: RS limit iz 39 characters.

Seller Proceeds

Seller proceeds are entered as percentages on the Seller, Officers & Signatures screen.

4) Seller. Dfficers & Signatures (CC20030003RES.PFD)

Name Relationship Forwarding Address
1]|Jim Seller I IF'.EI. Bow 1002 Type:| b ale j
| [ [Raleigh. NC 23456 -IProceeds: 7500000 | 32| Mere...|
‘ \-"esting:l Interest Z:l ‘
2] I.Jen_l,l Seller I |4 Seller Avenue Type:| Male j
| | |Ralsigh, MC 23456 -|pmceed3; 25.00000 3% | More...|
‘ \-"esting:l Interest °/o:| ‘

Adjusting Seller Proceeds

You can adjust the share that is allotted to sellers by editing the Proceeds fields. For instance, if Seller 1 is to

receive 75% of the proceeds and Seller 2 is to receive 25%:
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Click the General tab.

Double-click Seller, Officers & Signatures.

Put the cursor in the Proceeds field of Seller 1 and press <F2> to clear it.
Enter 75 and press <Tab>.

Put the cursor in the Proceeds field of Seller 2 and press <F2> to clear it.
Enter 25 and press <Tab>.

ok wneE

Helpful Hints
e  You can export a ProForm file to Pro1099 to add information from a closing to your 1099-S database.
e You can print Substitute 1099-S forms to submit to sellers from ProForm.

1. Click File/Print.

2. Double-click SoftPro ReadyDocs Tree.

3. Double-click HUD-1 & Closing.

4. Double-click Tax Forms.

5. Double-click 1099 Documents.

6. Click Substitute 1099-S or Substitute 1099-S w/Solicitation.

7. Click
8. Click OK.
9. The Print dialog will appear. Click OK.

i. The document should appear in the Selected ReadyDocs window.

General tab, Terms, Payment & ARM screen.

1. Click the General tab.
2. Double-click Terms, Payment & ARM.
3. Click the ARM Data button. The ARM Data screen will appear. Enter your ARM data in the top section of

the screen. The TIL- Discounted & Premium Variable Rate Transaction Data section will calculate for you.
ARM Data (CC20030003RES_PFD)

Published interest rate .
{such as the prime Type ofAHM.I 1 Year Month
rate)_ For ARMs, the Index Description:ane-Yeal Treasumy

_ma'gin is added to the Current Index Rate:| 725000 |
index rate to produce

the adjusted rate. Margin:] 2.00000 Fully Indewed Hate:l 9.25000
I Marimum Periodic Cap:l 1.00000 First Change [ ate Mazimum Rate:| & 00000
Periodic and lifetime caps - L _ . . )
{limits to the amounts a rate = inimum Periodic Eap.l 0.12500 Firzt Change D ate Minimumm Hate.l E.87500
may change). I aimum Lifetime Cap:| £.00000 Lifetirne M aimur Flate:l 13.00000
Firirurn Lifgtime Cap:l 2.00000 Lifetime Mirimum Hate:l 5.00000
Period length. Interest Adjust/Change Period:l 12 [Morths] In this example, the index
. ) _ rate + margin (725 + 2 =
Firzt Interest Adjust/Change Date.IDSa’m S2003 9.25) exceeds the amount
First Payrnent Change Date:lDSx’m F2003 allowed by the maximum
Borower Must be Nokified:] 15 Dayps before @ Payment Change periodic cap.

ProForm calculates
the adjusted rate for the
Beginning |nterest Hate:l 7.00000 second 12 month period

. - by adding the maximum
| o “ I % o N
Found &djusted Hate.l Mo MNearest Nextl 0125 periodic cap to the interest

After| 12 Manths Index Hate:l 7.25000 |Adiusted Rate:| 5.00000 |{— rate. (1.0 + 7.0 =8.0)
After| 12 Months Index Hate:l 25000 Adjusted Rate:| 9.00000
After m tonths Index Hate:lm Adjusted Hate:lm
After| 12| Morths  Index Rate:] 7.25000 Adiusted Rate:] 925000
After| 12 Months Index Hate:lm Adjusted Hate:lm
After| 12 Months Index Hate:lm Adjusted Hate:lm

TIL - Discounted and Premium ¥Yariable Rate Transaction D ata

91



SOFTPRO - ESSENTIAL USER GUIDE 1/27/2016

Type Of ARM

Enter the frequency of the adjustable rate change. For example, if the adjustable rate cycle is 36 months, enter 36
in the Type of ARM field and click Month. If it is 1 year, enter 1 and click Year.

Round Adjusted Rate

You can choose how you want the adjusted rates rounded. Choose No for no rounding, Nearest to round the rate
to the nearest percentage entered in the % field, or Next to round to the next percentage. Enter the percentage to
round to in the % field.

The Truth-In-Lending (TIL) Add-On to ProForm comes with a complete set of Truth-In-Lending documents and all of
the screens you need to complete them (according to 12 CFR Part 226 — Regulation Z). After installing the TIL Add-
on, special TIL screens will become available in ProForm to enter Annual Percentage Rate, finance charges, total
amount financed, total of payments, and a payment schedule. ProForm does the work for you, calculating most of
these amounts automatically once a loan amount is entered.

You must purchase a license for the Truth-In-Lending (TIL) Add-On and enter your Product Key to be able to access
TIL screens and documents. For more information please call SoftPro Sales at 800-848-0143.

Title Insurance tab, Itemized Title Charges screen.

Click the Title Insurance tab.
Double-click Additional Title Charges.
Choose a line to enter an additional charge. (Line 1 is reserved by default for the total Endorsements
entered on Screen 4 of the Title Insurance tab.)

4. Enter a description of the charge in the Description column (such as Title Examination Fee, Title Insurance
Binder, Notary Fees). Press <Tab> and enter the amount in the Amount column.

5. Enter the policy to which the charge is to be attached in the Policy column. By default, L (Loan Policy) will
appear. You can change this to O (Owner’s Policy) or X (Other Policy). Policies are entered on Screen 1 of
the Title Insurance tab.

8) Additional Title Charges (2015100001.PFD)

You can also access Additional Title Charges by clicking the Additional Title Charges button at the top of

the Title Charges screens of the HUD-1 & Closing tab.

Deszcription Amount Policy Datelss EffD ate EffTime
1. | B | 44 | © M
2| | B | 44 | © M
3 | | | e e
‘] | | e e [
5. | | RN EE |/ | : M

Fore...
Fore...
bare...
bare...

Mare...

FLE] g
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Assigning A Title Charge To A HUD-1 Line
To assign an Additional Title Charge to a HUD-1 line, click the More button. For example:

5) Additional Title Charges [CC20030003RES_PFD] E

Z2nd Loan I 3rd Loan I

Description Amount Policy Datelss EffiD ate EHTime

1 IEndDrsements I 5.00 10 = I I I P I c M More...
2. [Title Insurance Binder | s0o0|fL =]||02A15/2002 | [02A15/2002 || - - M More...
3 | | ¢ |7+ |: M More...

aii

il

A new dialog will open. Click the arrow button next to the HUD-1 Line field and select a HUD-1 Line. You can
choose from Lines 1101-1108, 1111-1118.

Additional Title Charges 2. {Z004040002.PFD}) ll
Description:ITitIe Inzurance Binder
Transaction Eode:l—
Invoice Line:j
IHUD-1 Line:| 1104 ;ﬂ—‘ Select a HUD-1 Line. |
Calculate Charge Agent/Undenwriter Split

inirmum Eharge:l— Agent#Underwriter:lW
Bazed Un:l j Amount:l Multiplier:lw 4
Multiplier:l_ # +i- Amount:l—
+/- Amount:l— Met Amaunt: lﬁ

Adtionial Tite Charge:[ 5000

Slrpay% Feature
It is especially useful to enter charges on the Additional Title Charges screen to take advantage of the SIrPay% split
feature. You can assign each additional title charge to HUD-1 Line 1101-1108 or 1111-1118.

You can then go to the HUD-1 & Closing screen and enter the percentage the Seller is to pay in the SIrPay% field.

1104 |Title Insurance Binder SiPay:| 50 %] || 25.00 ] 25.00

Underwiter 4 5000 DS:[u =] Re ne[ ~]

DS;I j To IMy Fawarite Title Insurance Campa | = $;|

Enter the percentage the

el +| seller is to pay and press
<Tab> The buyer amount will be
recalculated automatically.

You can split the charge between the Agent and Underwriter. See “Splitting a Charge Between the Agent and

Underwriter.

Splitting A Charge Between The Agent And Underwriter
By default the Underwriter is disbursed 100% of the proceeds. You can use the Agent/ Underwriter Split fields to
disburse a portion of a title charge to the Agent.
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1. Click the More button for the charge you want to split.

5) Additional Title Charges (CC20030003RES.PFD)
2nd Loan | 3rd Loan I
Deszcription Amount Policy Datelss EffD ate EffTime L_
1. [Endarsements [ ss00|[o =] 7/ [ [ Mo |
2_|Title Insurance Binder [ 5000 |[u =] | [o2vss2002 | [oz1s/2002 | [ M More...
3. | [ =7 [/ [w More... |

2. Put the cursor in the Multiplier field and press <F2> to blank it out.

[uitiptier. [ ==b] 5
3. Enter the percentage of the endorsement to go to the Underwriter in the Multiplier field. Press <Tab>.
isgent/Undenwiter: [Underwiter = |

Multiplier:l 000 &
+a’-.f-‘n.mnunt:|
Net.t‘-\mount:l 25.00

Calculating the Agent’s Proceeds

You can calculate the amount that is to be disbursed to the Agent by entering Agent in the Agent/Underwriter
field. The Net Amount: then will be disbursed to the Agent.

Agent/Undenwriter: | 4gent j |

kAuiltiplier:

+/- Amount: Underiger

Adjusting the Net Amount

You can add or subtract a straight dollar amount from the Net Amount using the +/- Amount field. Enter any dollar
amount you want to add, or include a minus sign before it to subtract an amount. The Net Amount will be
recalculated automatically.

+/- Amount: |mb -15.00

Met Amount; I 15.00

Auto Calculation Of Endorsements And Additional Title Charges

e You can set up your Endorsements and Additional Title Charges to automatically calculate.

e Charges can be calculated based on the Loan Amount, Sales Price, or a Policy Premium (Loan, Owner’s, or
Other).

e You can specify a minimum charge, and add or subtract from the auto-calculated amount.

To Set Up Auto Calculation of an Endorsement or Additional Title Charge:
1. Click the Title Insurance tab.

2. Double-click the Endorsements screen or Additional Title Charges screen.
3. Click the More button for the item you want.

Include Endorzement Title Policy Datelss EffDate Charge
r I.&LT.& Endorsement Form 1 [Steet Aszessments) I j I A I A
[~ |ALTA Endarsement Farm 2 (Truth in Lending] [ =1/ [ /7 | More..._|

4. Use the fields in the Calculate Charge section to set up auto calculation.
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|E .
nter any minimum charge.
— Calculate Charge I ¥ 4

Iinirnum Eha[ge:l
Based Eln:l _TJ

Amont| Select an amount on which to hase
Multiplierl = | the charge.

+/- Amount;

I % Enter the percentaye of the hase

Endorsement Chargs you want to use to calculate the

charge.

Enter any additional amount
to add to the charge. (Include a
minus sign to subtract an amout.)

General tab, Property, Legal Description screen.

Click the General tab.
Double-click Property, Legal Description.
Click the Appraisal Information button.

4. The Appraisal Information screen will appear.

Appraizal Information [CC20030003RES.PFD] E

Appraized Value:l 300,000.00
Appraizal Date:lﬂﬂrﬂ R/2003

Appraizer
Appraiger Look-up Eode:lw
Appraizer Name:l
State Certification/License No:l State Issued:l_

Firmn/Payee Name:l.&ppraisal Azzociates

Aiddiess:| 4213 W, Mair Sheet, Suite 101 | [Kalamazoo, M1 43005
Phone:l[818]381-8444 Fa:-t:l[ ] -

HUD-1 Line:IBDB vI Gota HUD-1 Line... |

Motes:

You can fill in the information for the Appraiser using the Look-up table in the Appraiser Look-up Code field. You
can add your most commonly used Appraisers to the Look-up table, and retrieve them by simply entering a code.

See “Look-up Tables: Store and Reuse Information” for more information.

Assigning The Appraisal Fee To A HUD-1 Line Number

You can choose the HUD-1 Line Number on which you want the Appraisal Fee recorded. Click the down-arrow next

to the HUD-1 Line field and select from Lines 803-820, 1301-1305, or Additional Disbursement 1-50.

e Click the Go to HUD-1 Line button to jump to the line number to enter the fee.
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General tab, Buyer’s & Seller’s Attorneys screen.

1. Click the General tab.
2. Double-click Buyer’'s & Seller’s Attorneys.

You can fill in the information for the Buyer’s and Seller’s Attorneys using the Look-up table in the Attorney Look-
up Code field. You can add your most commonly used Attorneys to the Look-up table, and retrieve them by simply
entering a code. See “Look-up Tables: Store and Reuse Information” for more information.

HUD-1 & Closing tab, 1101-1107 Title Charges screen, Line 1107.

1. Click the HUD-1 & Closing tab.
2. Double-click 1101-1107 Title Charges.
3. Scroll down to Line 1107 to enter the Attorney’s Fees.

Borrower Seller

amount amount
1107 I.&tlorney's Fees SI[F'a_n,J;I_ i I W 450.00 | v
—* Undenwriter $:| DS:I ﬂ He:l— TIL:G
DS:I,{\ j To:lBest Ever Title Agency, Inc. = $:| 450,00
Addr:| +|
Includes Numbers:l

To split the charge between agent
and underwriter, enter the amount
going to the underwriter here.

1. Click the HUD-1 & Closing tab.
2. Double-click Escrow Charges.
3. Enter the amount owed in the Borrower and/or Seller field of Line 1107.

1107 [atomey's Fees | 350.00 | 250.00 ns-_ln -| I-'I-uru...l

4. To disburse an amount to the underwriter, click More.

SEE ALSO:
e  “Additional Title Charges.”.

General tab, Buyer/Borrower, Officers & Signatures screen.

1. Click the General tab.
2. Double-click Buyer/Borrower, Officers & Signatures.
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3. Enter the buyer name in the first field. If the buyer is couple or partnership, enter the spouse/partner in
the field directly below the first name field.

1]|BiII Buyer 4——| First Buyer / Burruwer.|
|Betty Buyer {——| Spouse or Pﬂrtner.|

4. Enter the address of the buyer in the Address fields. Enter the street address or P.O. Box in the first field
and the city, state, and zip code in the field directly below the first. This is the address that will appear on

the HUD-1 Settlement Statement. To enter a forwarding address, click More and use the Additional Buyer
Address fields.

5. Click More to enter SSN/TIN, phone and fax numbers, forwarding address, additional notes, or to edit
signature lines and corporate officers.

6. Enter Vesting and Interest % text to appear on documents such as Warranty Deeds and Deeds of Trust.
(See “Vesting” and “Interest %”)

There is room to enter up to 9 buyers. Each buyer can be a single person, a corporation, or a pair such as a married
couple or partnership.

3] Buyer/Bormrower, Dfficers & Signatures [CC20030003RES.PFD)

Name Relationship Address
1]|BiII Buyer |anc| |‘I 23 Country Club Dirive Type:| Plural j
[Betty Buyer [ |Raleigh, NC 23458 More. |
—_—
‘ Vesting:l Interest % | |

Click to edit name fields and signature
lines to appear on documents, enter
forwarding address. phone, fax, and S5N,
and more. See "Buyer/Borrower Additional
Information"”.

SEE ALSO:

e  “Buyer/Borrower Additional Information.”

Type
By default, Male will appear in the Type field when a buyer name is entered. If a spouse/partner name is entered,
Plural will appear by default.

You can change the Type field by clicking the arrow and choosing another selection:

|T}I|:ue: I ale j |

I ale
Female

Corporation

Lirnited Liability Carp.
Fartrerzhip

Trust

Eztate

Other

Vesting

Enter text to describe how the property is vested, to appear on documents such as Warranty Deeds and some
Deeds of Trust (for example, as his sole and separate property, or as joint tenants). The Look-up table contains
several entries you can choose from to fill the Vesting field.
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To retrieve an entry from the Vesting Look-up Table:

1. Putthe cursor in the Vesting field.

Press <F9> to access the table.
Select an entry.

Westing
. &% Community property

. &z joint tenantz R
. &z tenants in co

. &z tenants by the entirety

. az hiz zole and zeparate property
. &z her zole and separate property
. a= gole and separate property
<End of List>

an

4. Click Retrieve Entry.

|"-.-"esting: I az joint tenants|

To Add A New Entry To The Vesting Look-Up Table
1. Enter your text into the Vesting field.
2. Press <F9>to access the table.
3. Click Insert Entry.

Interest %
Enter the vesting language to appear on documents such as Warranty Deeds and some Deeds of Trust (for
example, as to an undivided 100% interest, or as to an undivided 1/2 interest). The Look-up table contains several

entries you can choose from to fill this field.

To retrieve an entry from the Interest % Look-up Table

1. Putthe cursor in the Interest % field.
|Interest 4 ||h |

2. Press <F9> to access the table.

3. Select an entry.

IrtersstPot
. az to an undivided 100% interast

. az to an undivided 344 interest

. az to an undivided 142 interest k
. az to &k undivided 144 interest
<End of Ligt>

4. Click Retrieve Entry.

||nterest E: I as to an undivided 344 interest |

Default Buyer And Seller Relationships
When the buyer or seller type is Plural, the Relationship fields will fill in automatically. The wording that appears
depends on the state that is entered in the property address.

STATE
and wife (blank)

_ and husband and wife
and (blank)
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To change default relationships:
1. Click the General tab.
2. Double-click General Options.

3. Enter the default relationship wording you want to appear.

Default Relationzhips for Plural Type Buper and Seller - Relationzship 'I:Iand

Relationship 2:|B|ank

Default Relationzhip for M ale/Female Type Buyer and Seller - b ale: |

Female:l

Buyer / Borrower Additional Information
Buyer/Bormrower 1 [CCSAMPLERES _PFD)

Social Secunty/Tax [0, Phone and

Name 1 Fax numbers, and Email address.
SSN/TIN Work Home Fax
[l Buyer | e (1 - R
Mobile: |[ ] - Pager |[ | -
Email:|
Mame [Long]:|Bill Buyer Full buyer rvame. ﬂ

MName [Long with Relationship) |Bill Buyer and wife, Full buyer narme and| =
relationzhip. -
R oy Enter what pou want to appear =
Signature Line:| Bill Buer for the buper signature line. Full 3
buyer name appears here by default .

F

Alzo Known &g Marie wariations to appear an

Mame Afadavit

Mame 2
SSNITIN YWork Home Fax

iBett_l,JBu_l,Jer i i[ I - i[ ] - i[ ] -
MNarne [Lang):|Betty Buyper

Mame [Long with Relationship]:|Betty Buyer

Signature Line:|Betty Buper

Alzo Known &

K | {1 | S

Combined Names

Mame [Long)[Bill Buyer and Betty Buyer Al buer ames ﬂ

L|Bill Buyer and wife, Betty Buyer, as zole and separate E
property, az to an undivided 100% interest =

Buyer names and vesting
and interest languane. |

N arn& oG Witk Belanorsnp]: |Bill Buyer and wife, Betty Buyer Al buper names and | =
relationzhips. -

Click to access Corporate . . .
Dfficers and Signature Lines Corporate Officers... | Signature Lines... |

Additional Buyer Address / Numbers

Address: |
EHD:I |.-’-‘«dditional address [such as a
W.;.rk;h ] - Hame: |[ 1 - Fax: |[ ] -|farwarding address] and numbers.
Notes
Mates about the buyer
or zeller.
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HUD-1 & Closing tab, Division of Proceeds & 1099-S Data screen.

1. Click the HUD-1 & Closing tab.

2. Double-click Division of Proceeds & 1099-S Data.
23] Divizion of Proceeds & 1099-5 Data (CCZ20030003RES _PFD)

Cash To Buyer/Borrower

DS: I j To |Bill Buyer and wife, Betty Buyer Tatal Cash to Buyera’Eorrower:l

Distribution[z] To Seller(s]

-I Total Buyer's Part of Feal Estate TaHes:I 1,424 56
Total Cazh ta Seller[s]:l 83.233.66 10335 Exempt

Buwer's Part  Property Given fram

The default for this field is the buyer’s portion of taxes appearing on Lines 106, 107, and 108.

SEE ALSO:

e  “Taxes and Assessments.”

General tab, File No., Settlement Dates, Notes screen.

Click the General tab.
Double-click File No., Settlement Dates, Notes.
Enter the closer name in the Closer field.

2] File No_, Settlement Dates. Notes [CC20030003RES.PFD] 3
Firrn File Numher:lEE2DD3EIEID3HES RealElC |

Transaction Type:| ™ Furchase © Refinance O Equit_l,J| Prior File Number:l
Cash Sale: [~ Construction: [
Settlement Date:|D2.e"| B42002)  Inchude Satuiday in B escission Period: [ Right to Cancel Date:l A

Dizburzement Date: |02/15/2002  Proration Date: |02/15/2002 Recording Date:IEI2.f1 BS2002
Title Examiner:[+/hite Claser: [Kraklaus

Escrnwer:lBInnmbergT Titlex || letlcting seues e

You can add your most commonly used Closers, Title Examiners, and Escrowers to the Look-up tables. See “Look-
up Tables: Store and Reuse Information” for more information.

HUD-1 & Closing tab, 700 Commissions screen.

1. Click the HUD-1 & Closing tab.
2. Double-click 700 Commissions.

Express HUD users see “Commissions with the Express HUD Option.”

By default, broker commission will be entered on Line 700 as 6% of the sales price. (See “Sales Price.”) The total
commission amount will be disbursed automatically to the Listing Agent on Line 701.
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4] 700 Commissions (CC20030003RES_PFD)

700 Tatal Commizsions Bazed on Hate:l B.0000) 2% = Price:l 300.000.00 = 18,000.00

LS Fee:l % =] Charge MLS Fee ta | = Listing[701] & |Seling(702] | Broker
™ Include MLS Fee on Lines 701 & 702 Otherwise MLS Fee il Show dn Checks Only.

701 Adjust Commizzion [+/-] $:| Description:l
Commissior:| 6.0000 %4 18.000.00 ) EOC Portion| Commission is
A automatically disbursed

DS:lS v[ Ta |Vacationland to the Line 701 broker,

Addr [11333 W US 10 + [walhalla, MI 43458 and charged to the
seller on Line 703. L
F02  Adjust Canmizsion [+ $:| Description:l

Commizsion = Balance Df:l FOC F'ortion:l

DS:I j To IEentury 22

Addr. [111 Realtor Road + |Realtorville, NC 23456
Additional Dizsbursements from Braker's Commiszions.., i
Borrower wSeller
703 Commizzions Paid at Settliement B_I,JrF'a_l,J:I % | “ 18.000.00

Re e[ ~]

Optiohal Comment for Ling ?DS:l
704 I Hate:l— 4 B_l,JlF'a_l,J:l_ A
ps[ <] 1o Re el =]

.&ddl:l 'I

| ' Listing(701] © Selling(702] Neither| Broker to Pay Commizzions Directly to Other Broker,

The payee names and addresses for Lines 701 and 702 copy automatically from the Listing (701) and Selling (702)
Agents, entered on the Real Estate Agents/Brokers screen of the General tab.

Changing The Commission Rate
1. Putthe cursor in the rate field on Line 700 and press <F2> to clear it.

2. Enterin a new rate and press <Tab> to recalculate commissions.

Entering Commission Manually

You can enter commissions manually instead of having them calculated as a percentage of the sales price.

1. Putthe cursor in the rate field on Line 700 and press <F2>.

2. Enter the total commission amount in the field after the equal sign (=).
Manually entering the total commission amount:

| F00 Total Commizzions Based on Hate:l A Z R F'ric:e:l = I ‘lD,DDI:'Il.EIEI ‘
| |

|Press «F2>» to clear the rate %.| | Enter total commission amuunt.|

SEE ALSO:
o “MLS Fee.”

Splitting The Commission Between Two Brokers
There are two ways you can split commission between two brokers. You can change the percentage that the first
broker receives, or change the total dollar amount the first broker receives.

Method 1:

1. Putthe cursor in the Commission % field of Line 701. Press <F2> to clear the field.
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2. Enter the new percentage the first broker is to receive. (For example, if the original rate is 6% and each
broker is to receive half, enter 3.)
3. Press <Tab>. The remaining amount will be disbursed to the second broker on Line 702.

Change the percentage on Line 701 to split
the commission amount between two brokers.

701 Adjust Cormmission [+7-] $: I— Descriptinn:l

—PICommission:i 3.DDDDI“/O=IW Fac F'u:urtiu:nn:l—
DS:IS j To |Vacati0n|and

ﬁhddr:|11933w Us10 OIWthaIIa, Ml 43453

702 Adust Commizzion [+/] $:| Descriptinn:l
I Carmmizsion = Balance af: 9,000.00 I POC F'nrtion:l

L DS:IS j Tao: [Century 22
Addr:|111 Realtor Road +|Realtorvils, NC 23456

Second broker's amount will appear
automatically on Line 702.

Method 2:
1. Putthe cursor in the Commission = field of Line 701. Press <F2> to clear the field.
2. Enter the amount the Listing (701) Broker is to receive.

3. Press <Tab>. The remaining amount will be disbursed to the second broker on Line 702.

Press «<F2> and manually enter the
amount broker 1 will receive.

701 Adjust Commizsion [+/-) $: l Descriptinn:l

p—
Cnmmissinn:l % 7,000,000 I FOC F'l:ultic-n:l

DS:IS j To: [Wacationland
Addr; I'I 1933w US 10 OIWthaIIa, 1 43453

702 Aduzt Commizsion [+/-] $:| Descriptinn:l
ICnmmissinn = Balance of: 11.000.00 I POC F'l:ultic-n:l

- DS:IS j Tao: |Centuny 22
Addr [111 Realtor Road + |Realtorvile, NC 23456

ol

Balance of total commission from Line
700 will automatically be disbursed to the
second broker on Line 702.

Splitting The Cost Of Commission Between Buyer And Seller

By default, commissions will be charged to the seller. To split the cost of commissions between the buyer and
seller, use one of the following methods:

Method 1:

1. Enter the percentage to be paid by the buyer in the ByrPay field of Line 703.
2. Press <Tab>. The amounts owed by buyer and seller will appear automatically.

| Enter % buyer is to pay.|
T

v Bormower Seller
703 Commissions Paid at Settlement ByiPay: lﬁ z I 9,000.00 I 9,000.00
Ref e[ =]
Optional Comment for Line ?UB:I
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Method 2:
1. Enter the amount to be paid by the buyer in the Borrower column of Line 703.
2. Press <Tab>to move the cursor to the Seller column.
3. Press <F2>to blank out the Seller amount. Enter the new Seller amount.

Additional Disbursements From Broker’s Commissions
HUD-1 & Closing tab, 700 Commissions screen, Additional Disbursements from Broker’s Commissions button.

Click the HUD-1 & Closing tab.

Double-click 700 Commissions.

Click Additional Disbursements from Broker’s Commissions.
Enter a description, payee and payee address.

vk wN e

Enter the amount to be taken out of each broker’s commissions. In the following example, a referral fee
of $1,000.00 is deducted from the Listing Broker’s commission:

Additional Disbursements from Broker's Commigsionz [CC20030003RES . PFD]
Disbursements Deducted From Real Estate Broker's Checks % From Ligting % From Seling  $ From Other
Description/Payes/ddress Broker [F01]  Broker [F02) Broker [704]
1) [Referral Fee | tooooo) |
DS:IS j To:lHeferraIs R Us He:l Total 1 000.00
Addr|P.0. B 12 + |Riealtorsville, NC 23455

Printing The Additional Disbursements From Broker’s Commissions Exhibit

Click File/Print. (Or press <Ctrl> and <P>.) The ReadyDocs Selection dialog will appear.
Double-click SoftPro ReadyDocs Tree.

Double-click HUD-1 & Closing.

Double-click Additional Disbursements Exhibits.

Select Additional Disb from Broker’s Commissions.

Click the >> button. This will make the document appear in the Selected ReadyDocs window.
Click OK.

The Print dialog will appear.

Click OK to print.

L NV kEWwN

Additional Disbursements From Broker’s Commissions Disclosure
Go to the HUD-1 Options to specify how you want additional disbursements from broker’s commissions disclosed
on the HUD-1 Settlement Statement.

12] Add'| Disburzements from Broker's Commizzion Disclozure: | " Line 703 f'-r:\ Lines 704-712  Mone |
g

e Line 703 See Add’l Disb. From Broker Comm. - will appear on Line 703 of the HUD-1 Settlement Statement
when any Additional Disbursements from Broker’s Commissions are entered.

Borrower Seller
703 Commizsions Paid at Settlerent B_l,lrF‘a_l,l:l_ k4 I I 1.800.00
el e |
Optional Corment for Line 703§ 5ee add| Dish. From Broker Comm.

e Lines 704-712 - Default TDI disclosure language will appear in the description fields of Lines 704-708.
Payee names entered on the Additional Disbursements from Broker’s Commissions screen will appear on
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Lines 709-712. If there are more names than can fit, the text See Add’l Disb. From Broker Comm. will

appear as the description for Line 712.

e None - No default text will fill in the description fields for Lines 703-712.

HUD-1 & Closing tab, Commissions screen.

1. Click the HUD-1 & Closing tab.
2. Double-click Commissions.

Adjusting The Commission Amount (Express HUD)
1. Click the More buttons on Line 701 or 702 to adjust a commission amount.

701 Listing Agent Commissior: | 30000 %< 900000 DS:[s =] _Moe. |
702 Seling Agent Commizzion = Balance nf:l 3,00000 DS IS j tare... |

Click More to adjust 701 or 702
commission amounts.

2. Enter an amount in the Adjust Commission (+/-) field. To deduct an amount from a broker’s commission,

enter a minus sign (-) before it.
01 Adjust Commizsion [+/-] $: Iﬂ -1.500.00
Commissiors| 5.0000 %=  7.500.00

3. Press <Tab>. The broker’s commission will be recalculated in the Commission = field. For example, you
might need to enter a fixed discount to be given to the Listing (701) Broker for a volume discount given by

a relocation firm. In this case, enter the discount in the Adjust Commission (+/-) field.

Charging The Buyer A Percentage Of Commissions (Express HUD)
1. Click More on Line 703 of the Commissions screen.

703 |Commissions Paid at Setflement

l

18.000.00

2. Enter the percentage of the commissions to be paid by the buyer in the ByrPay field of Line 703.

iy

3. Press <Tab>. The amount the buyer is to pay will be calculated and appear in the Borrower column. The

Seller amount will be recalculated automatically.

Borrower Seller

BuPaw| 25 % |[ 2280m0|[  e7000

Charging The Buyer A Dollar Amount Of Commissions (Express HUD)

1. Enter the amount to be paid by the buyer in the Borrower column of Line 703. For example:

Borrower Seller
mmp 1000 [ 900000

2. Press <Tab> to move the cursor to the Seller column.
3. Press <F2>to blank out the Seller amount. Enter the new Seller amount.

Borrower Seller

100000 || = 5000
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Title Insurance tab, Commitment Data/Insureds, TX Sched D screen.

P W PR

Click the Title Insurance tab.

Double-click Commitment Data/Insureds, TX Sched D.
Enter the commitment effective date.

Select the policies that are to be issued.

3) Commitment DatalInsureds, TX Sched D [CCAS-0035_PFD]

2nd Loan I 3rd Loan I

Commitment D ata
Comrmitriett Hurnber: |ECA5-DDI}5
1. Commitment Effective Date:|U2a’11a’2UU2 Time:l CoM

2. Policy or Policies to be lssued:

IV &) Owner's Palicy Wersion:| &L T4 Owe. Palicy [10417/92)

Brief Name:lBu_l,lel

il

Propozed Inzured: [Bill Buyer and wife, Betty Buper

¥ bl Loandttg Policy Yersion: )AL TA Loan Policy [10417/92)

Brief M ame;IFirst Ewer Savings & Loan Aszoci

Insured Look-up Eode:ICD M. LIMINS.

ki R

Fropoged Insured: |First Ever Savings & Loan Asgociation of Morth Carolina, itz successore and/or

assighs as their respective interests may appear.

| I Wersion:

Bingisinl

Reguirements thown in this commitment must be met within I after the commitment date.

Brrief M ame:l
Inzured Look-up Code:l
Proposed Insured: ﬂ
3. IFee Simple interest in the land described in this commitment is owned, at the commitment date, b
Happy Home Builders, Inc. ;I

To enter commitment data or a second or third loan, click 2nd Loan or 3rd Loan buttons at the top of the screen.

SEE ALSO:

Buyer Co

e

See “Printing ReadyDocs.”

rporate Officers

Click the General tab.

Double-click Buyer/Borrower, Officers & Signatures.
Click More.

Click Corporate Officers.

Seller Corporate Officers
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1. Click the General tab.

2. Double-click Seller, Officers & Signatures.
3. Click More.

4. Click Corporate Officers.

You can enter a credit card payoff as an additional disbursement.

1. Click the HUD-1 & Closing tab.

2. Double-click Additional Disbursements 1-12.

3. Select a disbursement line to use. Enter Credit Card Payoff in the Description field.
4. Enter the payee name in the To field and the payee address. For example:

14] Additional Disburgements 1-12 Click to add per diem and
late fees. or split payoff amount
between buyer and seller.

Deszcription/Payee/Addiess J, Borrower Seller

1) |Credit Card Payaff Payoff Details.. | | 2.000.00/{]

DS:|5 =] Tex|Ohio First Credit N 4. Re:| ne[ ~]
Addr|1002 wedebit Circle « [Cinncinati, OH 23333

e If you want ProForm to calculate the total payoff amount and add per diem or late fees, or split the
amount between the buyer and seller, click Payoff Details. Otherwise, enter the amount of the payoff to
be paid in the Borrower and/or Seller fields.

SEE ALSO:
e  “Payoff Details.”

Payoff Details

1] Payoft Details ([CC20030003RES.PFD)

Tt e I boton . |
Enter principal balance
|Credit Card Payoff or loan payoff amount.

—# [ Calculate Refinance Papoff Ling Principal Balance i
Principal Balance: Loan Payaoff: I 2,000.00  As of |D4!DT /2003 Per Diem I

Days flom:lf‘ Settlement  Proration & Disbursement £ Hecordingl =| 14 Dayps
Plus:l Extra Days Interest: I Plus Late Fee:l 350 Aftar:lmf’] 542003

Total Additional Charges: Additional Chargesl 5|,pa_.,.;| Az I 2.000.00 I
h |

DS:I vl To:thloFustEradltNA. HB:I If the seller is to pay a percentage of
Addr[1002 ‘wedehit Cicle +|Cinncinati, OH 29833 the payoff amount. enter it here.

Borower Seller

L_| Click to enter principal balance Click to enter up to 10 additional
instead of loan payoff amount. charges to the payoff amount.

Per Diem
If there is a per diem fee on top of the payoff amount, enter it in the Per Diem field. The per diem total will be
added automatically to the final payoff amount.

Select the date to calculate -
total payoff amount. Per diem charge.

Principal Balance: | Refinance Payaff: | 200000 g of [04/01/2003 PerDiem|  5.000000
Dravs from:lr' Settlement € Proration  Disbursement € Hecording| =| 14 Days
L
Flus:| 2 Ewstra Days Interest:l Plus Late FEBZI 3580 .ﬁ.fter:lﬂéiﬂ B/2003
T
Enter any extra days of Number of per diem days
per diem to add to total. appears here.
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Late Fees

To enter a late fee, enter the amount of the fee in the Plus Late Fee field. Enter the date after which the late fee
will apply in the After field.

Printing Payoff Details

Payoff details are printed on the following ReadyDocs that come with ProForm. See Chapter 9 “Printing
Documents” for help printing.

e Loan Payoff Details

e Additional Disbursements Exhibit

e  Buyer Additional Disbursements Exhibit

e Seller Additional Disbursements Exhibit

e Page 3 of the HUD-1 Settlement Statement

e  Seller credits are entered on the 100 Gross Amount Due from Borrower screen of the HUD-1 & Closing
tab. Buyer credits are entered on the 200 Amounts Paid by or in Behalf of Borrower screen.

e If you use the Express HUD option, debits and credits are entered on the Offsetting Debits/Credits screen
on the HUD-1 & Closing tab.

Buyer Credit / Seller Debit
For example, you can enter an amount of rent that the buyer charges the seller for residing in the property past
the date of closing on Line 213.

Deschnption Borrower Credit Seller Debit
|Existing Loanz Taken Subject to 203 I 503 I

| Reserved if Seller Financing ~ TIL ~] | 208 | 508 |

[5eller Closing Costs More...| 209 150000 |s0s| 150000
[Rent = 213 | 15000 | 513 150.00

Seller Pays A Portion Of Closing Costs

Another example of a buyer credit — for instance, when the seller agrees to pay $1,500.00 in closing costs, can be

entered on Line 509.

Description Borrower Credit Seller Debit
|Existing Loanz Taken Subject ta 203 I 503 I

| Reserved if Seller Financing ~ TIL| | | 208 | 508 |

|5 eller Closing Costs Mare... | 209 180000 |s09 |  1500.00

Seller Credit / Buyer Debit

To enter a credit to the seller from the buyer, use the 100 section of the HUD-1 Settlement Statement. For
example, you can enter a reimbursement to the seller from the buyer for the cost of gas to fill a gas log fireplace
using Line109.
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2] Dffsetting Debits/Credits [CCA12-0003RES_PFD)

Description Borrower Debit Seller Credit
IF'ersonaI Froperty 102 I 402 I

109 | 100.00 | 409 | 100.00

|Gas for Gaz Logs

General tab, File No., Settlement Dates, Notes screen.

1. Click the General tab.
2. Double-click File No., Settlement Dates, Notes.

2] File Ho.. Settlement D ates, Hotes [CC20030003RES_PFD]

Firm File Number:lEEEDDEDDDSHES FealEC |

Tranzaction T_I,Ipe:| ' Puichaze  Refinance Equit_l,ll Friar File Mumber;

Cash Sale: ™ Construction: [
S ettlernent Date:ll:lﬁf‘l F/2003  Include Saturday in Rescission Period: [

# Dighureement Date:IDEa"'I RAZ2003  Praration D ate: IEIEH RA2003

All checks will be dated with the Disbursement Date. For Refinance or Equity transactions, the Disbursement Date

will be adjusted automatically to allow for a 3-day rescission period.

e  For Purchase transactions, the Disbursement Date will default to the Settlement Date. If a Disbursement
Date is entered that is different than the Settlement Date, it will appear on the HUD-1 Settlement
Statement just below the Settlement Date on the first page. On the HUD-1A it will appear just to the right
of the Settlement Date.

See “Loan Discount.”

HUD-1 & Closing tab, 1101-1107 Title Charges screen. (Express HUD users double-click the Escrow Charges screen.)

Click the HUD-1 & Closing tab.
Double-click 1101-1107 Title Charges. (Express HUD users double-click the Escrow Charges screen.)
Enter the fee in the on Line 1105.

1105 IDDCument Preparation SIrF'a_I.J:I_ % I I 50.00
Underwriter $:| DS:I j He:l— TIL:G
DS:IA ﬂ TD:lBestEverTitIe Agency, Inc. = $:| a0.00
A +

e You can split the fee between the agent and underwriter by entering the amount to be disbursed to the
underwriter in the Underwriter S field. (See “Splitting a Charge Between the Agent and Underwriter.”)
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You can split the fee between the buyer and seller using the SlrPay field. (See “Turning On the
Buyer/Seller Split Feature.”.)

HUD-1 & Closing tab, 1200 Gov’t Recording & Transfer Charges screen. (Express HUD users double-click the Gov't
Recording & Transfer Charges screen.)

Click the HUD-1 & Closing tab.

2. Double-click 1200 Gov’t Recording & Transfer Charges. (Express HUD users double-click the Gov’t
Recording & Transfer Charges screen.)

3. For each document, enter the number of pages and the amount of cost per page. The total will appear in
the Borrower column.

12] 1200 Gov't Recording % Transfer Charges [CCA5-0035.PFD) Click to edit the tormula used
to calculate recording fees.

i 1200 Sechon Formulas. .. |

Descrnption/Payee B orrower Seller
1201 Recording Fees —POC uze * decimal
Docurment FPagesz | Other [ POC | % Amount | SEPay 05
peed|[2 | [ [T 800 |[ x|z =]
MigDesdof Tast | [ 6 | [ [ T |[ 2000 | [ ([ =]
rdMigiDesdaf Trst| [ | [ | T |] [ =z =
3rd Mtg/Dreed of Trust I_ I_ r I I_ A I "I
Release-1 | [ 3 | [ [T 500 | [ =z =]
Releaze - 2 I_ I_ I I I_Z IG
Releaze - 3 I_ I_ r I I_ A IG I 33.00 I
To: IM_I,IEDunt_I,I County Register of Deed He:l TIL:] =
e Example: Deed
Document FPages| Other | POC | § Amaount | SkFPay 05

Deed|[2 | [ | T ([ 80 [[ %[z =]
*

Enter the number of pﬂges.| Total is calculated
automatically based on
1200 Section Formulas.

1200 Section Formulas

The 1200 Section Formulas window contains formulas used to automatically calculate deed, mortgage, and release
document fees and tax/stamps. The first column describes the section number and type of document. The Per
column explains what the unit of measurement the formula is based on (for example, the 1201 Deed formula is
based on the document cost per page).

Most recording fee formulas contain a rate schedule based on the number of pages. For each document, enter the
number of pages to which the first rate applies in the First column. Then enter the total cost for those first pages in
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the $-Cost column. Enter the number of pages to which the next rate applies in the Next column, and enter the
cost per page which applies to those pages in the At column.

There is a second set of Next and At columns for another rate level. Enter the cost per page for any pages over the
number covered by the formula in the RemainAt column.

1200 Section Formulas (CCA12-0003RES.PFD)

Per First $-Cost
1201 Deed| Page

At

=
1]
=
-

Al

Loan |Round

]
El
g
B
=]
g
“w

o
=]
=
[d
[
=

[y
=
=

Mortgage| Page
Releaze | Page

Other | Other

E
.
11T
1]

1l
1T
—| !

_| _

1202 Deed

Mortgage

[ =]
[ =]
10000 |[5 =]
[ =

|

|
1203 De=d || 500

|

|

|

i

Mortgage
1204 Ij Ij
1205 m m

Default Payee
1200 Section Default Payes [tD]:l{{Count_',J}} County Register of Deeds

Local Mames

Local Mames - 1202 Deed:IDeed 1202 Mortgage:lMoltgage
1203 Deed:lHevenue Stampsz 1203 Mortgage: IMoltgage

1200 Section Formulas and default payees should be entered into a template (such as the default template) so that
you do not have to set up formulas with each new order. See “Editing the Default Template.”

ProForm: VA Calculation Rounding
The calculations for sections 1202, 1203, 1204, and 1205 on the 1200 Section Formulas screen now accommodate
6 decimal places instead of 5. The 18 fields marked below (®) were expanded to handle 6 decimal places.

1200 Section Formulas (0008.PFD}) =l
Per First $-Cost Al At RemainAt | Basis | Loan |Round

1201 Deed| Page | [

tortgage| Page

Releaze | Page

11
]
I o 5
111 iE

[ [

[ [

[ [ ([

Other | Other I_ I— I_
1202 Deed || | [ [ e | | & || & || - =lf =
Mortgagel I I I I L I I d I » I j I j I j
1203 Deed || [ | | [ e | [ & | o =] =ff =
Mortgagel | I I I L I I L ] I * I j I j I j
1204 || | | | [e | [ o | o I =f] = =
1205 | | [ [ | & | | & | e [ = =l =

Default Payee
1200 Section Default Payes [to]:lF!ecorder's Office

Local Mames

Local Names - 1202 Deed:IDEEd 1202 Mortgage: IMortgage
1203 Deed:IDeed 1203 Mortgage: IMnltgage
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Basis

1202, 1203, 1204, and 1205 formulas contain Basis, Loan, and Round fields. Transfer charges for these sections are
calculated using the figure specified in the Basis field. For deeds, the Basis field defaults to S (sales price). For
mortgages, the Basis field defaults to L (loan amount).

BASIS CODE BASIS AMOUNT =

Sales price

Sales price minus any amount entered on Line 203 owed by the buyer/borrower
Loan amount

125% of the loan amount

Loan amount minus any amount entered on Line 203 owed by the buyer/borrower

If a purchase, the basis is the loan amount minus the total amount of payoffs entered on Lines
504 and 505. If a refinance or equity loan, the basis is the loan amount minus the total amount
entered on Lines 104 and 105 due from the buyer/borrower.

Purchase money/seller financing amount

Loan amount plus any amount entered on Line 203 owed by the buyer/borrower plus the
purchase money/seller financing amount

Loan amount plus the purchase money/seller financing amount
Sales price minus the loan amount
Construction/equity line first draw amount

Either the City Real Property Tax Value or County Real Property Tax Value (whichever is the
higher amount).

Loan amount minus the sales price

Either the City Real Property Tax Value, County Real Property Tax Value, or Sales Price
(whichever is the highest amount).

Choose this code in a Refinance situation to calculate taxes in the 1200 section on the difference
between the Principal Balance of an existing loan and the new loan amount.

Loan

ProForm can accommodate 1-3 loans in one file. Select the loan that is to be used to compute the formula (1, 2, 3,
or All). For example, to calculate using the 1st Loan Amount, select Basis Code L and select Loan 1. Select All to use
the total of the three loan amounts.

Round
Use the Round field to round up or chop the amount used in the calculation of the tax/stamp. Enter U for round up
or C for chop.

General tab, Sales Price, Deposit/Earnest Money screen.

1. Click the General tab.
2. Double-click Sales Price, Deposit/Earnest Money.
3. Enter the amount of the deposit in the Deposit/Earnest Money field.

111



SOFTPRO - ESSENTIAL USER GUIDE 1/27/2016

Deposit/Earnest Money Scenarios

The deposit retained by the broker is greater than the broker’s commission, and the broker is bringing a check for
the difference to closing:

The deposit will be shown as an incoming fund on the Disbursement Summary.

Enter the commission amount in the Portion of Deposit Retained field.

If the broker is giving the difference directly to the Seller (rather than through the settlement agent), you
must enter the amount of the excess deposit on line 501 (on the 500 Reductions In Amount Due Seller
screen of the HUD-1 & Closing tab).

If the settlement agent has already received the deposit, it will be labeled "Deposit held by Settlement
Agent" on the Disbursement Summary.

A Broker Is Retaining The Deposit:

The amount retained can be more than the amount of commission only if the difference (given directly to
the Seller) is entered on line 501.

Line 501 is found on the 500 Reduction In Amount Due Seller screen of the HUD-1 & Closing tab. It should
contain the amount actually retained by the broker (including any amount given by the broker directly to
the Seller).

Line 501 should not include any amount returned directly to the Buyer.

Increased Or Additional Deposits

PwnN

Click the General tab.
Double-click Sales Price, Deposit/Earnest Money.
Click More.

Enter a description, amount of the increased or additional deposit.

Increazed Deposit Flequired:lF'est Ihzpection $| TR.00

HUD-A1 Line:|2‘|5 vI Goto HUD-1 Line... |

For each deposit, you can select a HUD-1 Settlement Statement line number on which to record it.

Click the arrow and select
a line from the list.

¥
HUD-1 Lines| 205 |+ Goto HUD-T Line. . |
] ry
sit Requined:| 204

Click to instantly jump to
HUD-1 Line{ 505 the line you selected.

Title Insurance tab, Endorsements screen.

1.
2.
3.

Click the Title Insurance tab.
Double-click Endorsements.

To select an endorsement, click the checkbox in the Include column.
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6) Endorsements (2004040002 PFD)
2nd Loan Jid Loan
Endorzements Included
Include Endorsement Title Policy Datelss EffDate Charge
B IALTA Endarsement Farm 1 [Street Assessments) I j I M I I I Mare... |
IALTA Endaorzement Form 2 [Truth in Lending) I j I s I s I Mare... |
o |ALTA Endarzement Form 3 [£oning) I j | A | s | Mare... I

4. Select the policy on which you want to assign the endorsement. Enter L (Loan/Mtg), O (Owner’s), or X
(Other) in the Policy field.

5. Enter the date the endorsement was issued in the Datelss column. Enter the effective date of the
endorsement in the EffDate column. Enter the amount of the endorsement in the Charge column.

Combining The Endorsement Amounts To A Single Additional Charge

The total amount of endorsements appears at the bottom of the Endorsements screen. You can choose to have
this total amount assigned to one of the 10 Additional Title Charges by selecting a line number from the combo
box next to the Total: field. For example, to assign the total endorsements amount to Additional Title Charge 1:

Put T atal Charge for Endarzements on Additional Charges Line Mumber: |1 jl

Additional Title Charges appear on the Additional Title Charges screen of the Title Insurance tab.

SEE ALSO:
e  “Additional Title Charges.”
e  “Splitting a Charge Between the Agent and Underwriter.”
e  “Auto Calculation of Endorsements and Additional Title Charges.”

General tab, File No., Settlement Dates, Notes screen.

1. Click the General tab.
2. Double-click File No., Settlement Dates, Notes.

3. Enter the Escrower name in the Escrower field.
2] File Ho., Settlement Dates, Notes [CC20030003RES.PFD)

Firrn File Mumber: I CC20030003RES

Transaction Type:l % Puchaze © Refinance Equilyl Prior File Number:l
Cash Sale: [ Construction: [
Settlement DatEZIDEH 542002 Inelude S aturday in Rescission Perod: [ Right to Cancel Date:l &

Disburzement Diate: |02/15,/2002  Proration D ate: IDEH B2002 Recording Date:|D2a’1 R/2002
Title Examiner: | hitel C|DSErilKraklauS
-I Ezcrower:|BloomberaT I Title: || sl g Sawes [

You can add your most commonly used Closers, Title Examiners, and Escrowers to the Look-up tables. See “Look-
up Tables: Store and Reuse Information.”

113



SOFTPRO - ESSENTIAL USER GUIDE 1/27/2016

HUD-1 & Closing tab, 1000 Reserves Deposited With Lender (Escrows) screen. (Express HUD users double-click the
Impounds screen.)

e  Click the HUD-1 & Closing tab.

e Double-click 1000 Reserves Deposited With Lender (Escrows). (Express HUD users double-click the
Impounds screen.)

8] 1000 Reserves Deposited With Lender [Escrows] [CCAS-0035.PFD]
V¥ Use Agogregate Method W Round Morths [~ Round for Whole Dollar Payment  Cushion Basis:E SIIF'a_I,I:I %

Lender Holding E zcromws:

& Tstlender ¢ 2ndLlender ¢ 3rd Lender |

Descriptionf/Payee

Bormower Seller
1001 Hazard Insurance
Agg. Payment Schedule | [ 2000 Months/Pmis @ 58.33 PerMoPmt |[  174.99 ||
DS:IL j TU:IFilst Ewver Savings & Loan Aszociat He:l TIL:| =
1002 Martgage Insurance [T DoMot Collect Reserves for PRI
Aga. Payment Schedule I I_ b onths/Prits (@ I— Per b o/Prmt | |
psf =] 1o Rl TL| =
1003 |City/Towin Taxes
Agg. Payment Schedule | [ 5000 Monthe/Pmts @[ 16667 PerMo/Pmt ([ 83331 |]
DS:IL j Tn:lFir&tEverSa\-’ingx&Loanf-\ssnciat He:l TIL:[ =

See Chapter 5-6, “Requirements and Exceptions”.

HUD-1 & Closing tab, 500 Reductions in Amount Due Seller screen, Line 501. (Express HUD users double-click the
Seller Debits screen.)

Click the HUD-1 & Closing tab.

Double-click 500 Reductions in Amount Due Seller. (Express HUD users double-click the Seller Debits
screen.)

3. Enter the amount of the excess deposit on Line 501.
21] 500 Reductions in Amount Due Seller [CCZ20030003RES_PFD)

501 Excess Deposit ‘ I 1.500.00

502 Settlement Charges to Seller Same az 1400. I 19,675.00

503 Erxisting Loan(s] Taken Subject to Same az 203. I

Use Line 501 if a broker is holding an earnest money deposit that is greater than the broker’s commission and the
broker is giving the excess deposit directly to the seller. The amount of the total deposit (including commissions)
should be entered on Line 201. Line 201 is found on the 200 Amounts Paid by or in Behalf of Borrower screen.
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General tab, Security Instruments, Trustee & Riders screen.

1. Click the General tab.
2. Double-click Security Instruments, Trustee & Riders.
3. Click the riders that are part of the loan package:

FNMA, FHA & VYA Riders

Security Instument Riders ¥ 4R [~ Conde W 1t0d [T GP [T GE [T PUD [T va
[~ Bi'weekly [T Baloon [ Rate Improvement r& =
I Dther:l

FHA M Riders & Allonges: | &R4 [~ GPa [ GEA
r Dther:l
" Dther|

Wi Mtg/DT Riders: [ Assumption

To select riders for Loan 2 or Loan 3, click 2nd Loan or 3rd Loan at the top of the screen first and then select riders
for the loan.

Enter gift money given to buyers towards the purchase of property on the HUD-1 & Closing tab.

Click the HUD-1 & Closing tab.
Double-click 200 Amounts Paid by or in Behalf of Borrower.

Enter a description (such as Gift Funds from Parents) on Lines 204, 205 or 206. For example:

204 IEiIt Funds from Parents Crecit Frnm:llrbc,urnirbg Fursd :i T|L'1 ll I 2,000.00

Enter Incoming Fund in the Credit From field.
5. Enter the amount.

Express HUD
1. Click the HUD-1 & Closing tab.
2. Double-click Borrower/Seller Credits.
3. Enter a description (such as Gift Funds from Parents) on Lines 204, 205 or 206.
4. Enter Incoming Fund in the Credit From field.
5. Enter the amount.

General tab, Plats, Covenants & Conveyance screen.

1. Click the General tab.
2. Double-click Plats, Covenants & Conveyance.
3. Scroll to the bottom of the screen. Click the More button. The New Conveyance dialog will appear.

115



SOFTPRO - ESSENTIAL USER GUIDE

1/27/2016

Hew Conveyance [CC20030003RES_PFD)

Grantor & Grantee Information

Grantor: |Jim Seler and Jery Seller ;I
| -
Fonwarding Address:[P.0. Box 1002 +[Raleigh, NC 23456
County:l Phone:l[ ] -
Grantee: |Bill Buver and wife, Betty Buyer ;I
I ailing Address: |123 Country Club Drive *lHaIeigh, NC 23456
Count_l,l:l

Enter the sum to appear as the
Consideration Amount:l «+— consideration amount on the deed.

HUD-1 & Closing tab, 900 Items Required by Lender to be Paid in Advance screen, Line 903. (Express HUD users

double-click the Prepaid Loan Charges screen.)

Click the HUD-1 & Closing tab.

2. Double-click 900 Items Required by Lender to be Paid in Advance. (Express HUD users double-click the

Prepaid Loan Charges screen.)
3. Enter the Hazard Insurance Premium on Line 903.

Enter 1 {one-year policy) or .
& {six-month policy) to be Click to see the aggregate

paid in advance. escrow payment schedule. |B|:|rr|:|wer ﬁml:lunt| | Seller amount
¥ ¥
903 Hazard Insurance Premium Iﬁ Years Agg. Papment Schedule I I w 70000 | v
DS:IS ﬂ Tn:l.&llstate Insurance F|e:| TIL: G
Addr 555 Allstate Averue + |Mytown, NC 23456 T

enter 1 to include the Hazard Insurance
Premium with prepaid finance charges.

If you have the Truth-in-Lending Add-on,

General tab, HOA/Management Company screen.

1. Click the General tab.
2. Double-click HOA/Management Company.
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HOA/Management Company Fees and Dues (CC20030003RES.PFD)

Fees and Dues
Description HUD-1 Line Bonower Seller

1) 05:[0 =] [Homeowner’s Duss [EER 150,00 | [

205 = | =1 [

9 os[ o] [ |

4 o5 5] | | |

5 oo =] S|l ]

5 os =] [ = I

nos| ~][ [ = [

g os[ | =l |

wos[ | I = |

1ooes| | I =\ I

mos[— =] [ [ =l |

1w2ps[ = [ =i |

130s] = | | | I

1o = [ =[] |

15) DS |_;| | | = [
Totdl HOA 1 Check (0F]— o000 TotalMmt Ca 1 Chesk ([
TolalHOA2Cheok (02F " TolalMgmtCo.2Chesk(CZ[
TotalHO& 3 Check (03] TotelMowt Ca 3 Cheskoat[

Entering A Homeowner’s Association Fee

Click the General tab.

Rl

Double-click HOA/Mgmt. Co.
Click HOA/Mgmt. Co. Fees. The Fees and Dues screen will appear.

field. You can enter one of the following codes:

o O 0O O O O O

S - Separate Check

O - Homeowner’s Association 1
C - Management Company 1

C2 - Management Company 2

C3 - Management Company 3

5. Enter a description of the fee.

Select a HUD-1 Line to record the fee.
7. Enter the amount of the fee owed by the Borrower and Seller.

General tab, Terms, Payment & ARM screen.

Click the General tab.

Double-click Terms, Payment & ARM.

02 - Homeowner’s Association 2

03 - Homeowner’s Association 3

Enter the code for the Association or Management Company to which the fee is to be disbursed in the DS

Enter the interest rate in the Annual Interest Rate field. Press <Tab>. The rate will be spelled out for you in

the Spell field. For example:
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10] Terms, Payment & ARM [CC20030003RES_PFD)

2nd Loan | 3rd Loan |

Terms & Payment Information

-I.-’-‘mnual Interest Hate:l 82500 ‘ZI Spell:lEight and One Quarter ARM Data |

MHumnber of Payments per Year:l12 j PIuraI:lmonths Singular:lmonth
B alloon after:l Payments

T

L - ktg. Inz. Data
L Diicclacir |

|
bl

To enter the interest rate for Loan 2 or Loan 3, click 2nd Loan or 3rd Loan at the top of the screen first and then
enter the interest rate for the loan.

SEE ALSO:
e “Loan Amount.”

e  “Interim Interest.”

General tab, Terms, Payment & ARM screen.

1. Click the General tab.
2. Double-click Terms, Payment & ARM.
3. Select how you want interim interest calculated. For example:

Interim interest paid at closing.
Amount of per diem interest will| | Interim interest paid with the | | No interim interest to be
show on HUD-1 Line 901. first loan payment. calculated.
; I
Interim Interest ¥ ¥ J Choose from various
Interim Interest to be Paid:) & On HUD-1 Line 901 € In First Payment € None| calculation and formatting
Per Diem Number of Decimal Digits:| 4 'I " Chop Calculated Per Diem Rather Than Round &~ | options.

Bazed on:| 360 & 35 O 388| Days peryear [ Baged on 30 Day Maonths

Fram Date of | Setlement @ Disbursement £ Proration |

[0215/2002 To [03/m1 /2002 = [ 14] Days at: | 45.205500  /Day = | 532.88

A A t
Defaults to Settlement, | Per Diem interim interest.| |Tutﬁl interim interest. |
Disbursement, or Proration

Date.

To enter interim interest for Loan 2 or Loan 3, click 2nd Loan or 3rd Loan at the top of the screen first and then
enter interim interest for the loan. Interim interest for 2nd and 3rd loans will appear on lines 812 and 813 of page
2 of the HUD-1 Settlement Statement.

Per Diem Number Of Decimal Digits
Select the number of decimal places (1-6) you want to include in the total interim interest. To chop rather than
round, select Chop Calculated Per Diem Rather Than Round.

Based On

You can choose the number of days per year and month to use to calculate interim interest. Select from a 360,
365, or 366-day year. To base the calculation a 30-day month, click Based on 30 Day Months.
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Total Interim Interest

The total amount of interim interest appears after the equal sign. Interim interest will also appear on the 900 Items
Required by Lender to be Paid in Advance screen of the HUD-1 & Closing tab. The total amount will appear in the
Borrower column of Line 901.

General tab, Property, Legal Description screen.

1. Click the General tab.
2. Double-click Property, Legal Description.
3. Scroll down to the bottom of the screen.

Errief Legal Description:lLDt {LatUnit}}
[ {5 ubdivn}} Subdivision
J#{Countyl County, N.C.
Full Legal Description: |Lot HLotUnitt} {Subdivn}}t Subdivision ({County}} County, N.C. =]

M

Use the scroll bar to access
the bottom of the screen.

There are two legal description fields: Brief and Full. The Brief Legal Description: contains three fields of 30
characters each. You can search for a file using the Brief Legal Description fields — see “Searching for a File.” The
Full Legal Description field is a scrollable field that can hold up to 64,000 characters of text.

Importing A Legal Description
With the Scrollable Field Editor, you can import legal descriptions into ProForm that have been saved in a text file
format (.txt).

1. Click inside the Full Legal Description field.

You can impart existing text files inta
Brief Legal Descriptian | the Legal Description field to save

| fram having to retype legal

I descriptions over and over again.

Full Legal Description: || _ﬂ

| -]

2. Click <Ctrl> and <Z> together. The Scrollable Field Editor will appear.
3. Click Read from Text File.
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Scrollable Field Editor

[Click Read from Text File. |

| BeadfromTextFiIe...I Wite to TestFile... | Check Speling. | gl ]

Help

- |

| -]

Cancel |

4. Browse for and select the text file that contains the legal description.

5. Click Open.
Laak in: I‘:ﬂ E rterprize: E dition ﬂ _I @l ﬁl

File name: IIegaIdescription. bk I Open I
Files of type: [ Test Files [~ vt | Cancel_ |
v

6. The legal description will appear inside the Scrollable Field Editor. Click OK.

Scrollable Field Editor

Beginning at a pioint on the Southerly line of said Lot 4 distant thereon Narth 457 East 150,00 feet from the most
Southerly comer thereof; thence along =aid line Morth 45° Eagt 300,00 feet to the beginning of a tangent curve
concave Mothwesterly and having a radius of 100.00 feet; thence Northeastery along said curve thiough a
central angle of 457 30¢ an arc distance of 79.00 feet to the beginning of a compound curve concave
Southwesterly and having a radiuz of 50.00 fest; thence Nothwesterly along said compound curve through a
central angle of 112° an arc distance of 104.72 feet; thence tangent to said curve South 67° 300 west 205.00
feet to the beginning of a tangent curve concave Southeastery and having a radius of 50,00 fest; thence

S outhwesterly along said curve through a central angle of 367 an aic distance of 31.47 feet to the beginning of a
reverse curve concave Morthwesterly and having a radius of 50.00 feet; thence Southwesterly along said reverse
curve through a central angle of 36° an arc distance of 31.41 feet: thence tangent to said curve South 67 30¢
['West BO.00 feet; thence South 15° 30¢ East 170,00 feet; thence Southeasterly 68.00 feet ta the point of
beginning.

Bead from Text File I Write to Text File. | Check Spelling. |I oK I Help Cancel |

B

| |

Spell Checking A Legal Description

You can spell check a legal description field using the <F7> key.

1. Click inside the Full Legal Description field and press <F7>.

Brief Legal Description:i

Full Legal Description: | Beginning at a pioint on the Southerly line of said Lot 4 distant thereon Maorth 45°
East 150.00 feet from the most Southery camer thereaf: thence along zaid line
Morth 45% Eazt 300,00 feet to the beginning of a tangent curve concave
Morthwestery and having a radiuz of 100,00 feet; thence Martheastedy along
zaid curve through a central angle of 457 300 an arc distance of 79.00 feet to
the beginning of a compound curve concave Southwesterly and having a

i

2. The Check Spelling uTILity will appear.
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Check Spelling

Mat in Dictionary:

Iplmm |grare Al |
Suggestons:
- Add |
pipit o
Change &l
Add words to: —gl
Iusen:lic.tl:-c = Suggest |

[ di | Options... |Qiu:tiu:unaries...| Help... I Cancel

[

L

The spell checker has found that the word
"point" is wrong. It has suggested a
replacement. To change the misspelled
wiord, click Change.

3. A message will appear after the spell check is complete. Click OK.
Spell Check E2

-
@ Spell check complete.

General tab, Lender screen.

1. Click the General tab.
2. Double-click Lender.
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8] Lender [CCA12-0003RES_PFD)

2nd Loan I

3rd Loan

Lender Information

Lender Look-up I:Dde:l

Lender Name:i

FroForm can
accommodate up to three
loans in one file.

Lender Shart/Payes Name:!

Lender Full Legal Mame: ;I
H
Lender Contact:l
.&ddress:! 0i
F'hone:i[ | - FaHZi[ ] -
Mobile:i[ ] - F'ager:l[ ! -
Email:l
Motes: ;I
H
Organized Under the Laws nf:l
Lender Sigring Official (1) Name:| Title: |
Signature Line:i
Lender Signing Official (2) Mame:| Title: |

Signature Line:i

To enter a lender for Loan 2 or Loan 3, click 2nd Loan or 3rd Loan at the top of the screen first and then enter the

lender.

SEE ALSO:

table for easy retrieval.

Entering A Lender From The Look-Up Table

1.
2.
3.

Click inside the Lender Look-up Code field.
Enter the code for the lender you want to retrieve and press <Tab>.
If you don’t know the code, press <F9>.

Lender Name:i

Fress <F9= to
access the Lender
Look-up tahle.

4. The Lender Look-up table will appear. Double-click the entry you want.

See “Look-up Tables: Store and Reuse Information” for help saving your Lenders to the Lender Look-up
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Look-up Table [Local)
Key Fiekd: LENINI Hilcelane | I Auas e
Tabls Mame: LEMDER all records
CODE | MARKETINGREF | NaMET | MamMEZ | MaMES
CCkB Central California Bank, 38837 Executive Way  Sacramento, CZ
HATIOMAL Mational Maortgage 1817 Loiz Lane SanJoze, CA 8
CITIZEMS Firzt Citizens 343 Surnmit Ay SahJose, O 8
AMERICA America Loans 2 et
FES&L Fran First First Ever Savings & Lo... Association of Califarnia
i CH Wachaovia Mortgage Corparation
<End of Lizgt>
fou can store all of your lender names,
contacts and addresses in this Look-up
table. Double-click an entry to enter it on
the screen.
bl | L]
Inzert Entry | | Retriewve Entry I Delete Entry I Modify Table... | Help |
Beplace Entiy | Retrieve wio Inzert | Dielete T able | Erint Look-up... i LCloze |
General tab, Real Estate Agents/Brokers screen.
1. Click the General tab.
2. Double-click Real Estate Agents/Brokers.
3. Enter Listing Agent information in the Listing Agent/Broker (701) section.
Listing Agent/Broker [701]
Agent/Broker Look-up Code:IHAPF"( tarketing Hep:l
Agent Name:lJim Srith Licenze Number:l
Firm/Payes Name:IHapp_l,l Walley Agency, Inc
Address:|P.0. Box 1003 #|Fedding, C4 95603
Phone:|[530]555-1 0o Fax:|[530]555-1 ooz
Mnbile:|[530]555-1 003 Pager |[530]555-1 004 Home: |[530]555-‘I 005
Email:lismith@happ_l,lvalley.com
Mates: | Our rezident Real E state Agent ;I

11) Real Estate Agentz/Brokers [CC20030003RES . PFD)

Commissions

Lizting Agent/Broker [701)

Agent/Broker Look-up Code:lES‘VACD‘I o3

Marketing Rep: IBaIsamD

You can fill in the information for each broker using the Look-up table in the Agent/Broker Look-up Code field. You
can add your most commonly used Agents to the Look-up table, and retrieve them by simply entering a code. See
“Look-up Tables: Store and Reuse Information.”
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General tab, Loan, Funding & ProTrust screen.

1. Click the General tab.
2. Double-click Loan, Funding & ProTrust. Enter the principal amount in the Principal Amount of Loan field.
For example:

Loan & Funding

Priricipal Amount of Loan:l 200,000, 00 _
Construction/E quity Line First Draw:l [Enter O'if construction/equity line but no 1zt draw)
Loan Proceads/Funding Amount:l 200,000.00  Funding Tvpe:| & Grogs © Met

[~ Adjust for Funding Met Check Option
Who iz Funding the Loan:| @ Lender & Mig Bloker| [" | Separate ProTust Deposit

“wéhendHow will Funds darive:| & 5t Closing € Previously Deposited € wied € Pending|

Title Company Funding .f-‘«mount:l Funding T}lpe:| " Grosz 0 Met % Mone |
FroT st Trust Account EUde:IHE Previouzly Deposited in PraT st I

If Buyer Brought Too kuch to
Cloze, Enter Amount of That Check:

(1) Disburse from Loan Prnceeds:l 20000 bo:| ) Servicer € btg Bru:uker| fnr:IYie|d Spread Premiurn
[£] Disburze from Loan F'mceeds:l toz| % Semvicer © Mig Bmker| for:l

Date Loan Approved:l12f05f2003 [rate Loan Commitment EHpires:I £

To enter a loan amount for Loan 2 or Loan 3, click 2nd Loan or 3rd Loan at the top of the screen first and then
enter the amount for the loan.

For construction loans or equity line closings, enter the amount of the first draw check sent to closing by the lender
in the Construction/Equity Line First Draw: and Loan Proceeds/Funding Amount fields. If there is a construction
loan but no lender check is being brought to closing, enter .00 in both fields.

The amount entered will appear on line 207 as a credit to the buyer. The description of the credit will read

“Construction Draw”. For example:

200, AMOGUNHTS PAID BY OR IH BEHALF OF BORROWER:
201. Deposit or earnest money 2.500.00
202. Principal Amourt of hew Loan(s) [ 200,000.00]
203. Existing loani’s) taken subject 1o
204. Qwerpayment on credi report 10.00
205.
206,

- 207, Construction Draw 10,000.00
208,
209.

Adjust For Funding Net Check Option

Select this checkbox if there is a difference between the actual loan check and the net check from the lender.

F&iﬁ.diust for Funding Met Checl: Ophioré

Use the Adjust for Funding Net Check Option if you know that the lender has deducted a certain amount from the
loan check, but do not know exactly which items were deducted. The amount of the loan check will be subtracted
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from the amount of the loan. This will be the amount of the adjustment. The adjustment amount will be
subtracted from the lender's fees.

e If you know which items the lender deducted, enter them on the 801-811 Items Payable In Connection
With Loan and 812-820 Items Payable In Connection With Loan screens of the HUD-1 & Closing tab. Enter
D in the DS fields for each of these items. Use this method to verify if the lender has sent you the correct
amount of money.

Loan Proceeds/Funding Amount
Enter the exact amount of the loan check in the Loan Proceeds/Funding Amount field. Be sure to check the amount
of the loan check. The full amount of the loan may not be sent in the loan check.

e The Loan Amount will appear automatically in the Loan Proceeds/Funding Amount field unless an entry is
made to the Construction/Equity First Line Draw field. Then, the first draw amount will appear.

With SoftPro Essential, you can select how loan funds are disbursed from the Lender and Title Company. ProForm
will automatically disburse loan and title charges to the appropriate parties depending on the setup you choose. A
Loan Funding Summary appears on several screens of the Express HUD-1 & Closing tab. This summary is
continually updated as new charges, deductions, and credits are entered in the file.

Loan Funding Scenarios

The following scenarios describe six ways funding amounts can be disbursed from the Lender and Title Company to
the Settlement Agent. Some involve only a Lender and a Settlement Agent. In these scenarios, the Settlement
Agent may act as the Title Company in the closing as well. In the other cases, there is a separate Title Company.

Funds can be gross funded or net funded. Gross funding implies that there are no fees deducted from an amount
before it is passed on. Net funding implies that there are fees deducted.

1) Lender Gross Funds =2 Settlement Agent

e Inthisinstance, the Settlement Agent and Title Company can be the same entity. (In other words, there
may not be a Title Company involved in the funding of the loan.)

e Enter the Settlement Agent, Title Company (if different from the Settlement Agent) and Underwriter (for
splits) on the Sett. Agent, Title Co., Underwriter, Offices screen of the General tab.
Go to the Loan, Funding & ProTrust screen of the General tab. Set the Lender Funding Type to Gross. Set
the Title Company Funding Type to None. (Loan, Funding & ProTrust Screen, General Tab):

Loan & Funding

Principal Arnount of Loan:l 200,000.00

Construction/E quity Line First Draw:l [Enter O'if constructionequity line but no 1st draw)
Loan Proceeds/Funding .-’-‘n.maunt:l 200,000.00 | Funding Type: | §

[~ Adjust for Funding MEm e o
* Lender 1 Mig BmkEI| ™| Separate Pralnist Depost
1 2 EiEsing ) EreviousnDepnsted tol e o F'enu:ling|

‘Who iz Funding the Loan;
Whend/How Will Funds Arrive:

Title Campaty FundingAmount:l |Funding Type:|  Gross 0 Met & None ||

e Inthis scenario, all loan charges will be disbursed to the Lender by default.
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2) Lender Gross Funds 2 Title Company Gross Funds =2 Settlement Agent

Enter the Settlement Agent and Title Company on the Sett. Agent, Title Co., Underwriter, Offices screen of
the General tab.
Set both the Lender and Title Company Funding Type to Gross. See example (Loan, Funding & ProTrust

Screen, General Tab):

Loan & Funding

Principal Amaunt of Loan:l 200,000.00

Constiuction/E quity Line First Draw:l [Enter Oif congtruchion/equity line but no 1zt draw)
Loan Praceed:/Funding .-’-'l.rnc'unt:l 200,000.00 |Funding Type:| (3

[~ Adjust for Funding HemSresropmimm
@ Lender O Mig Eru:uker| 2| Separate Prafimst [eposit

1 A EiEsing ) EreviousnDepnsted fo e F'enu:ling|

‘Wha iz Funding the Loar:
Whend/How Will Funds Arrive:

* Gross ¢ Met ¢ Mone ||

Title Company Funding Amount:l 200,000.00 |Funding Tuope:

Loan charges will be disbursed to the Lender by default. For example (Loan Charges Screen, HUD-1 &
Closing Tab):

803 [4ppraisal Fee | 250,00 | ps:[L =] M.;,re___l
804 IEreditHepnrt I 78,00 I— Ds:m Mu:ure...I

Loan charges will be
disbursed to the Lender.
(The DS: fields will defaultto L)

In this case, title charges will be disbursed to the Title Company by default. For example (Title Charges
Screen, HUD-1 & Closing Tab):

Descnption/Payee/Addiess B orrower Seller
1108 ITitIe Insurance Fremiurm Calculator... | SIrF'a_l,J:I % I 380.00 I DS:IT vl More...l
HUD-1 Ta: |My Favarite Title Insurance Compa He:l t
Includes Mumbers: " "
nckudes Numbers | Title charges such the Title Insurance

Premium, will be disbursed to the Title
Company. The DS: fields will defaultto T.

See the Grouped Disbursements screen of the HUD-1 & Closing tab for the totals that are disbursed to
each party.

3) Lender Net Funds =2 Settlement Agent

Here, the Settlement Agent and Title Company can be the same entity. Enter the Settlement Agent and
Underwriter (for splits) on the Sett. Agent, Title Co., Underwriter, Offices screen of the General tab.

Set the Lender Funding Type to Net. Set the Title Company Funding Type to None. For example (Loan,
Funding & ProTrust Screen, General Tab):

Loan & Funding

Prinzipal Ammaunt af Lnan:l 200,000,100
Conzstruction/Equity Line First Draw:l [Enter Oif constructiondequity ing but no 1=t draw)

Loan F'roceeds.-"Funding.-’-‘«mount:l 200,000.00) JFunding Tepe: | € Gross O

[ Adjust for Funding Net ettt
¢ Lender © Mtg Broker | I= Separate Praliust Depasit

& S Elosing O Ereviously Depositeal o wied) £ F'ending|

“Who iz Funding the Loan:
WhendHow Will Funds Arrive:

Title Company Funding .-’-'«mount:l Funding T_Irlpe:| " Goss {0 Met & Maone |

Loan charges will be deducted from the Lender check by default. For example (Loan Charges Screen, HUD-
1 & Closing Tab):
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801 [Loan DriginationFee | 1.0000 % | [ 200000 [ ps:o ]| Mee. |

Loan charges such as the Loan
Origination Fee will be deducted
from the Lender check. D5 fields
will defaultto D.

A Note About Net Funding

It was noted in Loan Funding Scenario 3 above that loan charges are deducted from the Lender check. However, if
you want to include a loan charge in the Lender check, change the DS field from the default of D (Deducted) to L
(Lender). For example:

803 |Appraisal Fes | 250.00 | DS: |L

y = Deducted-1st Loan

4) Lender Net Funds 2 Title Company Gross Funds =2 Settlement Agent

e Enter the Settlement Agent and Title Company on the Sett. Agent, Title Co., Underwriter, Offices screen of
the General tab.
e Set the Lender Funding Type to Net. Set the Title Company Funding Type to Gross.
Loan Proceeds/Funding .-’-'-.mu:uunt:l 20000000 Funding Tepesl © Grozz % Ret
[T Adjust for Funding Met Check Option
Wwha iz Funding the Loar:| @ Lender  btg Broker | I™ | Separate Fraliuzt Deposit
whendHow Wil Funds Amive:| € 2t Closing © Freviously Deposited € 5ied © FPepding |

Title Comparny Funding.-’-‘-.ml:nunt:l 200,000.00  Funding T_I,Ipe:l O Grosz (0 Met 1 Nnnel

e Loan charges will be deducted from the Lender by default. For example: (Loan Charges Screen, HUD-1 &
Closing Tab)

801 [Loan OiiginationFee | 10000 % | [ 200000 | ps:fo ~]| Mare.|

Loan charges such as the Loan
Origination Fee will be deducted
from the Lender check. DS: fields
will default to D.

e Inthis case, title charges will be disbursed to the Title Company by default. For example: (Title Charges
Screen, HUD-1 & Closing Tab):

Descnption/Payee/Addiess B orrower Seller

1108 ITitIe Insurance Fremiurm Calculator... | SIrF'a_l,J:I % I 380.00 I Ds: IT vl Mare. .. |

HUD-1 To:lMy Favarite Title Insurance Compa He:l

Inchudes Mumnbers: n n
nckudes Numbers | Title charges such the Title Insurance

Premium, will be disbursed to the Title
Company. The DS: fields will defaultto T.

See the Grouped Disbursements screen of the HUD-1 & Closing tab for the totals that are disbursed to each party.

5) Lender Net Funds 2 Title Company Net Funds =2 Settlement Agent

e Enter the Settlement Agent and Title Company on the Sett. Agent, Title Co., Underwriter, Offices screen of
the General tab.
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Loan Procesds/Funding .-’-'-.mu:uunt:l 200,000,000 Funding Tepe:| € Grogs (%0 ket
[T Adjust for Funding Met Check Option

wha iz Funding the Loar:| @ Lender 7 bdtg Bru:uker| I™ | Separate Fraliuzt Deposit

when/How Will Funds Amive:| & &t Closing © Freviously Deposited € Wied © F'ending|

Title Comparny Funding.-’-‘-.ml:nunt:l 200,000.00  Funding T_I,Ipe:l " Grosz ¢ Met Nnnel

e Set the Lender Funding Type to Net. Set the Title Company Funding Type to Net.
e Loan charges will be deducted from the Lender check by default. For example:

801 [Loan OiiginationFee | 10000 % | [ 200000 | ps:fo +]| More.|

Loan charges such as the Loan
Origination Fee will be deducted
from the Lender check. DS: fields
will defaultto D.

e Inthis case, title charges, document recording fees, and payoffs will be deducted from the Title Company
check by default. For example: (Title Charges Screen, HUD-1 & Closing Tab):

Description/Payee/Address Borrower Seller
1108 ITitIe Insurance Premium Calculator. .. | SIrF'a_I,J:I k4 I 380,00 I Ds: IDT VI More... |
HUD-1 Ta: |M_l,l Favorite Title Insurance Compa F|e:| t
Includes Murnbers: N A
I Title charges will be deducted

from the Title Company check.
The DS: fields will defaultto DT.

6) Lender Gross Funds 2 Title Company Net Funds =2 Settlement Agent
e Enter the Settlement Agent and Title Company on the Sett. Agent, Title Co., Underwriter, Offices screen of

the General tab.
e Set the Lender Funding Type to Gross. Set the Title Company Funding Type to Net.

Loan PrDceedsfFunding.ﬁ.mDunt:l 20000000 Funding Type:| & Gross € Met

[~ Adjust far Funding Met Check Option
"wha iz Funding the Loar:| & Lender ¢ tg Broker | ™| Separate Frafist epnsit

Wwihen/Haow Will Funds Amive:| 5 2t Closing € Freviously Depnsited € wied € F'ending|

Title Compary Funding.-’-‘-.mu:uunt:l 200,000.00  Funding T_I,Ipe:l " Grozz & Met Nnnel

e  With Title Company Net Funding, ProForm will automatically calculate the net funding amount. In this
scenario, title charges will be deducted from the Title Company check by default, and a check will be

issued to the Lender for the loan charges.

Loan Funding Summary
A Loan Funding Summary appears on several screens of the HUD-1 & Closing tab. This summary is continually

updated as new charges, deductions, and credits are entered in the file.

Funding Summary Legend

1 Lender Funding Type
e Gross = Lender gross funds to the Settlement Agent (if the Title Company Funding Type is None) or

Title Company (if the Title Company Funding Type is Gross or Net).
e Net = Lender net funds to the Settlement Agent (if the Title Company Funding Type is None) or Title
Company (if the Title Company Funding Type is Gross or Net).
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e Note: Select the Funding Type on the Loan, Funding & ProTrust screen of the General tab.

Loan Amount/Draw Amount

e Loan Amount entered on the Loan, Funding, & ProTrust screen of the General tab. In construction
loans or equity line closings, the first draw amount entered in the Construction/Equity Line First
Draw field will appear instead (1st Loan only).

Deductions (-)
e Total of all amounts in the file deducted from the lender check.

Credits (+)
e Total amount of Loan Credits included in the funding check. (See “Including Loan Credits in the
Funding Check.”)

Loan Funding Amount
e Loan Proceeds/Funding Amount entered on the Loan, Funding, & ProTrust screen of the General
tab.

Title Company Funding

e Type Gross = Title Company gross funds to the Settlement Agent.

e Net =Title Company net funds to the Settlement Agent.

e None = No Title Company involved in the loan funding transaction (or, the Settlement Agent and
Title Company are the same).

Note: Select the Funding Type on the Loan, Funding & ProTrust screen of the General tab.

Loan Funding Amount
e Loan Proceeds/Funding Amount entered on the Loan, Funding, & ProTrust screen of the General
tab.

Deductions (-)

e Total amount of all items deducted by the Title Company (except payoffs).

Payoff Deductions (-)
e Total amount of Lines 104, 105, 504, and 505 that are deducted from the Title Company check, plus
any payoffs deducted from the Title Company check that are entered on the Additional

Disbursements screens.

(]

(/I Funding Amount
e Loan Proceeds/Funding Amount minus any deductions and payoff deductions.

Nl Click to access the Loan Funding Summary for the 2nd Loan.

¥ Click to access the Loan Funding Summary for the 3rd Loan.

Including Loan Credits In The Funding Check
e  Click the HUD-1 & Closing tab.

e Double-click 200 Amounts Paid by or in Behalf of Borrower. (Express HUD users double-click Loan Credits.)
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e Enter In Funding Check in the Credit From field for each credit you want to include. For example:

| 204 IEIverpayment on credit report |Eredit Fn:urn:lln Funding Check j'TIL:I j I 10.00 |

T

HUD-1 & Closing tab, 801-811 Items Payable in Connection With Loan screen. (Express HUD users double-click the
Loan Charges screen.)

1. Click the HUD-1 & Closing tab.

2. Double-click 801-811 Items Payable in Connection With Loan. (Express HUD users double-click the Loan
Charges screen.)

3. Enter the Loan Discount on Line 802.

To split amount between buyer
and seller. enter the Loan
Discount percentage and then

Enter percentage of loan enter the percentage of the
amount to calculate discount.| |amount to be paid by seller here.
802 Laan Dizcount I 07500 & SIrF'ay:I 4 I 1.500.00 I
DS:|1 j To:lFirst Ewer Savings & Loan Associat He:l TIL:I vl
| «|

You can enter a loan discount by entering a percentage in the % field, or a straight dollar amount in the
Borrower column.

To enter an amount that is paid outside of closing, manually enter the amount in the Borrower and/or
Seller columns and enter an asterisk in place of a decimal point. For instance, enter 2,000*00 for 2,000.00
paid outside of closing. See “Paid Outside of Closing” for more information.

Splitting Between The Borrower And Seller
Enter the percentage in the Loan Discount % field.

N

Press <Tab>.

3. Enter the percentage the Seller is to pay in the SlrPay field.
4. Press <Tab>.

With the Buyer/Seller split feature turned on, you can manually enter the amount the Seller is to pay, and the
Borrower amount will be recalculated automatically. See “Turning On the Buyer/Seller Split Feature.”

General tab, Loan, Funding & ProTrust screen.

1. Click the General tab.
2. Double-click Loan, Funding & ProTrust.
3. Enter the Loan Number in the Loan Number field.
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HUD-1 Section B.

Type of Loar:| € 1. FHA

2 FmHA
B, Perm. Construction

& 3 Conw. Unine. 4.%A B Conw. Ins.
= 7. Temp. Construction

8 Other |

= Maone

E. File Mumber:|CC20030003RES

7. Loan Number:l

2. Mtg. Inz. Caze Number:l

FH& OId Case Number:|

To enter a loan number for Loan 2 or Loan 3, click 2nd Loan or 3rd Loan at the top of the screen first and

then enter the loan number.

General tab, Lender screen.

1. Click the General tab.

2. Double-click Lender. Scroll down to the Loan Officer & Processor section.

Loan Dfficer & Processor

Loan Dfﬁcet:lLany Loarer

with:| @ Lender © Mbg Broker

Phane:l[BDD]555-3333

Fa:-::l[S'I 35551233

Mobile: |[E|‘l 0]274-4731

F'agenl[S'l 0472-7462

Email: I|Inaner@fir&tevemavingsnfnc.u:nm

Loan Processor:lPaula Processar

‘with:| € Lender € Rt Broker

F'hc-ne:l[EI'l 0]234-3576

Fa:-::|[91 0)234-3877

Mobile: |[E|1 0]3871-4573

F'agenl[51 m234-4782

Email; |ppmcessur@mnrtgagehmkets.cDm

HUD-1 & Closing tab, 801-811 Items Payable in Connection With Loan screen. (Express HUD users double-click the

Loan Charges screen.)

1. Click the HUD-1 & Closing tab.

2. Double-click 801-811 Items Payable in Connection With Loan. (Express HUD users double-click the Loan

Charges screen.)

You can enter a loan origination fee by entering a percentage in the % field, or a straight dollar amount in the

Borrower column. For example:

To split fee between buyer
and seller. enter the Loan
Origination Fee percentage

Enter percentage of loan amount
to calculate fee.

Click here if fee is to
be financed.

and then enter the percentage of
fee to be paid by Seller here.

” |

801 Loan Origination Feel 1.0000 %

b d
[" Financed

¥
SIIF'a_I,I:I_ Ed I

2,000.00 ]

DS:|1 ﬂ Tn:lFirstEverSavings&Lnan.t’-‘n.ssnciat F|e:|

T =]

Addr| +
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When you enter a percentage, ProForm will calculate the fee and it will appear in the Borrower column. The
default is 1.0000%. To change the default, press <F2> and enter the new percentage.

To enter an amount that is paid outside of closing, manually enter the amount in the Borrower and/or Seller
columns and enter an asterisk in place of a decimal point. For instance, enter 2,000*00 for 2,000.00 paid outside of
closing. See “Paid Outside of Closing” for more information.

Splitting Between The Borrower And Seller
1. Enterthe percentage in the Loan Origination % field.
2. Press <Tab>.
3. Enter the percentage the Seller is to pay in the SlrPay field.
4. Press<Tab>.

With the Buyer/Seller split feature turned on, you can manually enter the amount the Seller is to pay, and the
Borrower amount will be recalculated automatically. See “Turning On The Buyer/Seller Split Feature.”

Turning On The Buyer/Seller Split Feature
1. Click the HUD-1 & Closing tab.
2. Double-click HUD-1 Options.
3. Click Calculation Option 3 to turn on the Buyer/Seller split feature.

29] HUD-1 Options [CCAB-0005.PFD)

Calculation Options

I~ 11Usze relationship figlds in generation of HUD-1 sections O & E
W Z]Place 't or 's' in generated POC descriptions [RE: field]
I i3] Uze the buyer/seller split feature on lines 703,801 802 808,901,905,11 1204 & 1205

4] Charge buyer for day of clozing in all prorationz

Select this option to turn on the split feature for Lines 703, 801, 802, 808, 901, 905, 1100-1118, 1204, and 1205.
When activated, you can enter a percentage the buyer or seller is to pay in the ByrPay or SIrPay field to split any
charge that has been automatically calculated and entered by ProForm.

For example, to split the commissions paid at settlement and make the buyer pay 25%, go to the 700 Commissions
screen. (Express HUD users go to the Commissions screen.) The total commissions paid at settlement will appear in
the Seller column of line 703.

Borrower Seller

BuPay [ % |f 12,000.00

With the buyer/seller split feature turned on, enter 25 in the ByrPay field and press <Tab>. The buyer’s amount will
be calculated automatically and will appear in the Borrower column.

Borrower Seller
B_l,lrF'ay:I 28 | 3.000.00 12.000.00

See “Mortgage Broker and Loan Servicer.”
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General tab, Loan, Funding & ProTrust screen.

1. Click the General tab.
2. Double-click Loan, Funding & ProTrust.
3. Click a loan type. For example:

Twpe of Loar:| ¢ 1.FHA 2 FmHA 0 3 Conv. Unins. (7 4.%A,
" B, Pemn. Construction = 7. Temp. Construction

i B.Dtherl " Mone

See “Homeowner’s Association.”

General tab, File No., Settlement Dates, Notes screen.

1. Click the General tab.
2. Double-click File No., Settlement Dates, Notes.
3. Click Marketing Source Info. The Marketing Source Information screen will appear.

Marketing Source Information [CCAS-0014.PFD) E

Marketing Source Type: I Seftlement Agent j M arketing Source Hep:IHich

M arketing Source Look-up Eode:l Product: IEIosing Income Amount:l 500.00

Marketing Source: |Happy

Caontact Name:l

Address: [123 Lawper's Lane +|Raleigh, NC 13579
Phone: |(319]855-1001 | Fax: [1515)565-1002

Mabile:][ 1 - Pager |l | -

Ernail:||

HUD-1 & Closing tab, 700 Commissions screen.

1. Click the HUD-1 & Closing tab.
2. Double-click 700 Commissions. (If you use the Express HUD option, see “MLS Fee (Express HUD).”)

You can enter an MLS fee as a percentage of the sales price or as a dollar amount. On the 700 Commissions screen,
enter a percentage of the sales price in the MLS Fee field. Then press <Tab> and the fee will be calculated and
displayed after the equal sign (=). Or, enter a straight fee amount in the field after the equal sign (=).
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Click the broker responsible for
paying the MLS fee.

4] 700 Commissions [CC20030003RES.PFD)

700 Total Commissions Based an Hate:l B.0000) % 5 F'ric:e:l 30000000 = I 18.,000.00

IMLS Fee:l 1.0000(% = 3,DDD.DEII Charge MLS Fee ta | = Listing[701) €+ Seling[702) | Broker

A |= Include MLS Fee on Lines 70T & 702 Otherwize MLS Fee Wil Show on Checks Only.

Enter a percentage of the sales price to
calculate the MLS fee. or enter the fee
amount after the equals sign (=).

The MLS fee will be reported on the disbursements summary and on checks, but not on the HUD-1 Settlement
Statement. Click Include MLS fee on lines 701 & 702 to report the fee on the HUD-1 and adjust brokers’
commissions accordingly.

_F&Elnclude MLS Fee on Lines 701 & 702,

———————————

1. Click the General tab.
2. Double-click Commissions.
3. Click MLS Fee.

4] Commizsions [CcO004. pfd)

700 Total Comerissions Based on Rate:| 50000 % X Piics:] 20000000 = |  12.000.00

MLS Fae I

4. Enter a percentage of the sales price in the MLS Fee:__ % field. Then press <Tab> and the fee will be

calculated and displayed after the equal sign (=). Or, enter a straight fee amount in the field after the
equal sign (=).
|MLS Fee:| 1.0000 %= 150000

5. Select the broker responsible for the MLS Fee. Click Listing/701 or Selling/702. The default is Selling/702.
MLS fees are reported on the disbursements summary and on checks, but not on the HUD-1 Settlement
Statement. Click Include MLS fee on lines 701 & 702 to report the fee on the HUD-1 and have the
commissions to each broker adjusted on screen.

%Elnclude MLS Fee on Lines 701 & 702,

| emme——

General tab, Mortgage Broker & Loan Servicer screen.

1. Click the General tab.
2. Double-click Mortgage Broker & Loan Servicer.
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9) Mortgage Broker & Loan Servicer (CCA1Z2-0003RES.PFD)
2nd Loan |

3rd Loan

Mortgage Broker

Martgage Broker Look-up Cnde:IUE

Marketing Hep:l

Mortgage Broker Firm Hame: ILII: Lending Compary

Contact Name:lMand_l,l Shure

Address:[1535 west Dak Place

*|aubum, Cé 95603

Phone:|(530)965-3555  Faw(530/656-5389

Mobile: [530)655-3535  Pager | -

Email: I rmzhureEuc. com

Motes:

Loan Servicer

Loan Servicer Look-up CDde:IHDMESTE.&D

M arketing Hep:l

Loan Servicer Firm Name:lHnmestead L5a,

Contact Mame: |Jane Conner

Addregs:h 111 Heightz Avenue

#|Fiedding, CA 95603

Phnne:l[ESD]EEE-EEEE Fa:<:|[530]594-9985

Mebile:[( ) - Pager|[ ] -

Email |Jconner@hnmesteadusa. o

Motes:

You can fill in the Mortgage Broker and Loan Servicer information using the Look-up tables in the Loan Servicer
Look-up Code field and Mortgage Broker Look-up Code: field. You can add your most commonly used brokers and
servicers to the Look-up table, and retrieve them by simply entering a code. See “Look-up Tables: Store and Reuse

Information.”

To enter brokers and servicers for Loan 2 or Loan 3, click 2nd Loan or 3rd Loan at the top of the screen first and

then enter broker and servicer information for the loan.

HUD-1 & Closing tab, 900 Items Required by Lender to be Paid in Advance screen. (Express HUD users double-click

the Prepaid Loan Charges screen.)

Click the HUD-1 & Closing tab.

2. Double-click 900 Items Required by Lender to be Paid in Advance. (Express HUD users double-click the

Prepaid Loan Charges screen.)
3. Enter the number of months of mortgage insurance.

902 Mortgage Inzurance Premium Agg. Payment Schedule |

-' |3EU Months ¥ Life of Loan

SIrF'a_I,I:I_ E4

1.425.00 I

DS:I j TD:I Fle:l

Addr| +f

e | =]

If the entry here is equal to the full term of the loan, the Life of Loan checkbox will automatically be
selected. The description for Line 902 on the HUD-1 Settlement Statement will then read MIP TotlIns. for
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Life of Loan (as per Regulation X). Otherwise, the description for Line 902 will read Mortgage Insurance

Premium.

Slrpay%
If the mortgage insurance amount is calculated automatically, you can split the amount between Borrower and
Seller by entering the percentage the Seller is to pay in the SIrPay% field. Then press <Tab> and the amounts owed

by the Borrower and Seller will appear.

TIL
To include the amount in the Total Prepaid Finance Charges, enter 1 in the TIL field:

TI:[1 =]

e Mortgage Insurance escrow payments are entered on the 1000 Reserves Deposited With Lender
(Escrows) screen. For Express HUD users, deposits to the Mortgage Insurance impound account are

entered on the Impounds screen.

See “Payoffs.”

General tab, Acknowledgement & Notary screen.

1. Click the General tab.
2. Double-click Acknowledgement & Notary.

14] Acknowledgment & Notary [CCZ20030003RES_PFD]
MNotary Information
Matary Name:IJa_l,lann E. Avery ' Male & Female

Hotary Public for Enunt_l,l:IBranch

Cil_l,l:l
State: |

Commission EHpiles:IUE.-"D'I /2004| Commizsian Number:l

HUD-1 & Closing tab, 1101-1107 Title Charges screen, Line 1106.

1. Click the HUD-1 & Closing tab.
2. Double-click 1101-1107 Title Charges.
3. Enter Notary Fees on Line 1106. For example:
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1106 |Motar Fees siPap[ % || 125.00)|f
Underariter $:| DS:I j He:l— TIL:| =
DS;I,{\ j To;lBestEverTitle.-’-‘«gency,lnc. =$;| 125.00
.t’-‘-.ddl:l 'I

Express HUD
1. Click the HUD-1 & Closing tab.
2. Double-click Escrow Charges.
3. Enter the amount owed in the Borrower and/or Seller field of Line 1106.

11086 |Motary Fees | 125.00 | psfa =] Hnm..l

4, To disburse an amount to the underwriter, click More and enter the amount in the Underwriter S field.

SEE ALSO:

e Todisburse a portion of the charge to the underwriter, see “Underwriter Portion of Title Charges.”

General tab, File No., Settlement Dates, Notes screen.

1. Click the General tab.
2. Double-click File No., Settlement Dates, Notes.
3. Enter notes about the file in the Order Notes field.

Use this scrollable field for miscellaneous comments about the closing file. To insert a line containing the current
date, time, and user name, press <Ctrl+A>.

2] File No., Settlement Dates, Notes [CC20030003RES .PFD] E

Firmn File: Number:IEC2DDSDDDSHES RealEC |

Transaction Type:| % Puchase { Befinance Equit}ll Pricr File Number:l
Cash Sale [~ Construction: [
Settlement Date:IDel.r"I 542003 Incude Saturday in Rescission Period: [ Right to Cancel Date:l I,

Dizbursement Date:IDfl.f"I 5/2003  Proration Date: IDdﬂ B/2003 Recarding Date:ID4a’1 B/2003
Title Examiner:lWhitaJ Clozer: IKrakIauS
Escrnwer:lBIoombergT Title:l el Seues il

QOrder Motes:|02/21,/2003 09:40-Ak chiriz a
| Press <Ctrl> and <A> in the _I

Order Notes: field to enter the
date. time. and user name.

Press <Ctrl> and <Z> to use the
Scrollable Field Editor to enter
Order Notes.

SEE ALSO:
e Like all scrollable fields, you can edit the information in the Order Notes field using the Scrollable Field
Editor. See “Scrollable Field Editor” for more information.
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See “Tax/Map ID.”

General tab, Terms, Payment & ARM screen.

1. Click the General tab.
2. Double-click Terms, Payment & ARM.
3. Click the TIL-Payment Schedule button.

TIL - Payment S chedule [CC2003030004.PFD) Loan-to-value ratiu.g

Loan .&mount:l 200,000.00 Beqirining LT\-":I EEEEEY 2 [T Manual Entry of Payment Schedule
Sales F'lic:e:l S00.000.00 80% LTV Reached on:l A T‘
Appraized \-"alue:l T8% LTV Reached on:l A Click to manually enter the

payment schedule.

Starting Interest Mortgage
Date MHumber HRate Inzurance Amount Ezt. When Payments Are Due
1. IDE.*'EI‘IH2EIDE IEEEI | 82500 % | | 150253 [ |Mnnthl_l,- ztarting 0601 /2003

2. [o5mi/2033 | T1 [ e;ann % | 150748 |; [On 05701 /2033
The number of payments | |For ARM loans. the adjusted Click if the amount is
in the period. rate on the ARM Data screen| |estimated.

will appear.

Once the loan amount and the terms and payment information are entered, the TIL-Payment Schedule will be
calculated for you automatically. If you want to enter your own payment schedule, click Manual Entry of Payment

Schedule.

You can enter 17 additional payments by clicking the Additional Payments button at the bottom of the screen.

SEE ALSO:
e  “Truth-In-Lending (TIL).”

First and Second Mortgages: HUD-1 & Closing tab, 500 Reductions in Amounts Due Seller screen. (Express HUD
users double-click the Seller Loan Payoffs screen.) Lines 504 and 505 are reserved for payoffs such as Mortgages.
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Click to enter principal balance
instead of loan payoff amount.

Enter principal balance
504 Payoff First Mortgage or loan payoff amount.

[ Calculate Loan Payaff Using Pricipal Balance -
Frincipal Balance: Loan F'a_l,loff:l 200,000.00) As of: IDAUD'I 2003 Per Diem:l 1.000000

Days from:l " Settlement ¢ Proration (¢ Disbursement Hecordingl = I 14| Days

Plus:| 2 EwtraDaps Irterest: I Plus Late Fee:| After| /¢
Total Additional Charges: I Additional Charges | I 200,016.00

DS:IL j To:lFirst Evwer Savings & Loan Associat He:l Click to enter up to 10 additional
Addr[P. 0. Box 50012 + [Lendervile, NC 23457 charges to the payoff amount.
I
Per Diem

If there is a per diem fee on top of the payoff amount, enter it in the Per Diem field. The per diem total will be
added automatically to the final payoff amount.

Select the date to calculate -
total per diem amount. |PET diem ChargE.|

Fiincipal Balance: | Refinance Papoff. | 2.000.00 | As of04/01/2003 PerDiem:| 5000000
Days fmm:lf‘ Settlement € Proration @ Disbursement Hecurdingl =| 14| Days
A
Plus:| 2 EstraDaps Interest:l Fluz Late FEBZI 360 .-’-‘«fter:|04a’15.n"2003

T
Enter any extra days of Number of per diem days
per diem to add to total. appears here.

Late Fees
To enter a late fee, enter the amount of the fee in the Plus Late Fee field. Enter the date after which the late fee
will apply in the After field.

HUD-1 Settlement Statement Page 3
Payoff details appear on Page 3 of the HUD-1 Settlement Statement, Page 3. Page 3 comes as a ReadyDoc that you
can print from ProForm. See “Printing ReadyDocs.”

e Refinance Payoffs:HUD-1 & Closing tab, 100 Gross Amount Due from Borrower screen, Lines 104 and 105.
(Express HUD users double-click the Borrower Loan Payoffs screen.)

e Additional Payoffs: HUD-1 & Closing tab, Additional Disbursements 1-12 and Additional Disbursements
13-24 screens.

e  When completing a refinance, you may need to enter more than 2 payoffs. You can enter up to 24
additional payoffs on the Additional Disbursements 1-12 and 13-24 screens. See “Credit Card Payoff” for
an example.

SEE ALSO:
e  “Credit Card Payoff.”
e  “Payoff Details.”

HUD-1 & Closing tab, 1300 Additional Settlement Charges screen. (Express HUD users double-click the
Disbursements screen.)
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Click the HUD-1 & Closing tab.

2. Double-click 1300 Additional Settlement Charges. (Express HUD users double-click the Disbursements

screen.)

3. Enter the amount of the pest inspection in the Borrower and/or Seller columns. Enter the name and

address of the inspector in the To and Addr fields. The DS field will default to S (Separate Check).

1m|Peﬂ|mpﬂct'q;n | Fall | I
0S[s =] To|MugaBug Re| T||_;E - |
Addr-| 222 Bug Boulevard & [Bugvile. NC 45632

Enter 1 in the TIL field to include the inspection amount in the total prepaid finance charges.

With Order Tracking, you can track the status of the pest inspection by entering it as a Requested Track
IltemRequested_Track_ltems>Main. See “Requested Track Items.”

General tab, Property, Legal Description screen.

1. Click the General tab.
2. Double-click Property, Legal Description.
6) Property, Legal Deszcription [CCZ2003030004.PFD)

Froperty Address:h 23 Country Club Dirive

P Cig[Raleh State:[NC | Zip Code:[234%

The buyer's address will appear

by default. Y'ou can enter a different
address manually, or change the
default on the General Options screen.

Setting The Property Address Default
1. Click the General tab.
2. Double-click General Options.

3. Click the arrow next to the Property Address Default field and make a selection.

Froperty Address Default: | From Buyer Forwarding j

Ta Buyer Fonwarding
To Seller Forwarding
From Buyer Current
From Seller Current
To Buyer Cument

To Seller Current
Mone

e  “From” means that the address you select will fill in the property address. “To” means that you will

manually enter the property address, and this will fill in the other address you select. Select None to turn

off the property address default option.

General tab, Plats, Covenants & Conveyance screen.
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1.
2.
3.

Click the General tab.
Double-click Plats, Covenants & Conveyance.
Use the Property Derivation section.

Froperty Derivation

Type of Instrument:l

Dated:l A D ate Hecorded:l A

at:l DM

Recorded Atdln: |Book I IF'age I

|D|:u:ument MHu

Place Hecorded:l

Flace Re-R ecarded:l

General tab, File No., Settlement Dates, Notes screen.

1.
2.

You can divide amounts (such as property taxes, insurance premiums, rental income, and Homeowner’s

Click the General tab.

Double-click File No., Settlement Dates, Notes.
2] File Mo., Settlement D ates, Motes [CC20030003RES_PFD])

Firn File Number:IEE2DDEDDDSHE S

Tranzaction Type:l % Purchaze  Refinance Equityl Frior File Number:l

Cazh Sals: ™ Construction: [
Settlement DatEZIDEﬂ 542003 Include Saturday in Rescission Period: [

Disbursement Date:|05/15/2003 | Proration Date: IDEH 5/2003 _

Right ta Cancel Date:IDS.f"I 8/2003
Recaording Date:lDEﬂ B/2003

The default for the Proration Date is the Disbursement Date.

Association dues) between the buyer and seller proportionately to time of use or the date of closing.

Tax Proration

1.
2.

Select a tax status (By default, To Be Paid by Buyer is selected.)

Enter the dates that make up the current tax period.

Tax Status and Dates

City/Town Tax or Other Purpn&e:lEit_l.Jf’ann Taves

Statuz of Current Period Taxes:| @ Tobe Paid by Buper € Pay/Paid
Pay at Clozing:  Total Tax Amount

by Seller Mo Proration/E scrove Only

" Seller's Potion € Buyer's Portion

City/Town Tax Look-up CDde:IHALEIGH

IEurrent T ax Period from: {01 ./01 Through:|12f’31 I

Seller's Partion is:l 46 Days Df:|355

Showe Tax Figures on HUD-1:| & Fage 1 € Line 809 € Lipe 1305

Showe Tax Figures as POC:

SEE ALSO:

“Status of Current Period Taxes.”

Prorating Rents And Other Amounts
Use the fields provided on lines 109 and 110 (amounts due from buyer), or 213 and 214 (amounts paid by buyer)

for prora

tions. For example:
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Click 10 compute the

’4_‘5“9, a description Buyer's or Seller's share , |
110 [Fenl J{ Same as 410, More...

Enter total amount of
Compute & Buyeds 5e1e|'¢| Shave of 775,00 € charge.

oo [05/01 72003 | Thioughe [5/51/2003 = | 20 page ot 31 1] =)l R

[Enter date range)

General tab, Sales Price, Deposit/Earnest Money screen.

1. Click the General tab.
2. Double-click Sales Price, Deposit/Earnest Money.
3. Enter Purchase Money in the Purchase Money/Seller Financing field. For example:

5] Salez Price, Deposit/Earnest Money [CCZ20030003RES PFD) E
Contract S ales F'lice:l 300.000.00

Sales Contract Dated: |02/74/2003

Sales EontractE:-:pires:l A
Purchase Money/Seller Financing:l 10,000.00 _

| Bequite Both Farties to Endarse Bioth Checke, if There are Twe Sellers

Enter any amount loaned to the Buyer/Borrower by the Seller. This amount will show on lines 208 and
508 of the HUD-1 Settlement Statement.

For interim interest, use lines 213 or 214 on the 200 Amounts Paid By Or In Behalf Of Borrower screen of
the HUD-1 & Closing tab.

SEE ALSO:

e  “Interim Interest.”

General tab, File No., Settlement Dates, Notes screen.

Click the General tab.
2. Double-click File No., Settlement Dates, Notes.

2] File Mo., Settlement D ates, Motes [CC20030003RES_PFD]) E

Firmn File Number:IEE2DDSDDDSHE 5

Tranzaction Type:l % Purchaze  Refinance Equityl Frior File Number:l

Cash Sale: [ Construction: [
Settlement Dale:|I:|5£1 542003 Include Saturday in Rescission Period: [ Right to Cancel Daterlﬂ!iﬂ g/2003

Dizburzement Drate;|05/15/2003  Proration Date: IDEH B/2003 ‘ Fiecording Date:IDEH BA2003

The recording date is used as the date of the deed or other instrument conveying the title to the property.

The default for the Recording Date field is the Disbursement Date.
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See “Additional Disbursements from Broker’s Commissions.”

See “Payoffs.”

General tab, Plats, Covenants & Conveyance screen.

Click the General tab.
Double-click Plats, Covenants & Conveyance.
Scroll to the bottom of the screen. Click the More button.

PN R

Use the Restrictions field on the New Conveyance dialog that appears.

HRestrictions, Eazements & Excepltions

Restrictions: ;I
[ |
Ea&ementa:l ;I

General tab, Plats, Covenants & Conveyance screen.

1. Click the General tab.
2. Double-click Plats, Covenants & Conveyance.
3. Use the Restrictive Covenants section.

Restnctive Covenants

Dated:lDEr"lZv"IElEIS Date Hecurded:lﬂ2a’24f’1998 at:l Co M

Recorded At/ |Ennk |‘l 933 |F'age |‘l ns |D|:u:ument MHu |
Place R ecorded:lB ook 1358, Page 108
Place Re-R ecorded:l
Sethack Lines - Front:l_ Side: I_ Side Street:l_ Flear:l_
Lat Dimensiohs - Street Fru:untage:l Depth:l

Violation: © Yes © Mo % Unknown
Rieversionary or Farfeiture Clause: ™ Yes ¢ Mo

E azements/Other b atters:

S

See Chapter 5, “Requirements and Exceptions”.
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General tab, File No., Settlement Dates, Notes screen.

1. Click the General tab.
2. Double-click File No., Settlement Dates, Notes.

2] File No.. Settlement Dates. Notes [CC20030003RES _PFD] 3

Firm File M umber:lCC2DEIBEIDEIBF| ES

Tranzaction T_l,lpe:l " Purchase * Refinance  Equity | Prior File Numbel:l
Cash Sale: [~ Construction: [ 1
Settlement Dale:|05f1 5/2003  Include S aturday in R escission Periad: [ Right to Cancel Date:[05/18/2003

Dishurzement Date:lDEﬂ A/2003  Proration D ate: IDEH A/2003 Recording Date:lDEﬂ A/2003

The right to cancel date is the deadline by which any cancellation notice must be sent. This date is usually
calculated as three business days after the settlement date. It cannot, however, fall on a Sunday or federal holiday.
This date will appear on the Notice of Right to Cancel as the cancellation date.

General tab, Sales Price, Deposit/Earnest Money screen.

Click the General tab.
Double-click Sales Price, Deposit/Earnest Money.
Enter the sales price in the Contract Sales Price field. For example:

5] Sales Price, Deposit/Earnest Money [CCZ20030003RES _PFD] E
Contract Sales F'rice:l 300,000.00 _

Sales Contract Dated: [02/14/2003

Sales CDntlaCtEHpi[ES:l I/
Purchase Monep/Seller Financing;l 10.000.00

™| Bequire Bath Farties b Endarse Both Ehecks, i There are v Sellers

You do not need to type commas or dollar signs ($) when entering prices.

ProForm for Windows can accommodate three loans and one HUD-1 Settlement Statement in one file. You can
generate loan-specific documents (such as a Commitment or Security Instrument) for up to three loans as well as

the documents that pertain to one entire closing (like the HUD-1 Settlement Statement or Disbursement
Summary).

Entering 2nd And 3rd Loan Data
To enter second and third loan data click the 2nd Loan and 3rd Loan buttons that appear on several screens in
ProForm. The following example shows you where to enter loan data for a second loan.

1. Click the General tab.
2. Double-click Loan, Funding & ProTrust.
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3. Click 2nd Loan.

10) Loan, Funding & ProTrust [CCAS-0014 . PFD]
": 3rd Loan |

Loan & Funding

Frincipal &mount of Loan:l 200,000.00

Construction/E quity Line First Draw:l [Enter O if congtruchion/eguity line but no 1st draw]

Loan Proceeds#FundingAmount:l 20000000 Funding Tupe:| € Gross  Met

SEE ALSO:

e  “Printing Documents for a Second or Third Loan.”

See “Purchase Money.”

General tab, Seller, Officers & Signatures screen.

Click the General tab.

Double-click Seller, Officers & Signatures.

Enter the name of seller in the first field. If the buyer is couple or partnership, enter the spouse/partner in
the field directly below the first name field.

1)[5 am Seller 4:——| First Seller
|5 ally Seller {——| Spouse or Partner |

4. Enter the address of the seller in the Address fields. Enter the street address or P.O. Box in the first field
and the city, state, and zip code in the field directly below the first. This is the address that will appear on

the HUD-1 Settlement Statement. To enter a forwarding address, click More and use the Additional Seller
Address fields.

5. If necessary, change the seller Type. By default, Male will appear for single sellers and Plural will appear if
a second name is entered.

6. Click More to enter SSN/TIN, phone and fax numbers, forwarding address, additional notes, or to edit
signature lines and corporate officers.

7. Enter Vesting and Interest % text to appear on documents such as Warranty Deeds and Deeds of Trust.
(See “Vesting” and “Interest %”).

There is room to enter up to 9 sellers. Each seller can be a single person, a corporation, or a pair such as a married
couple or partnership.

4] Seller, Officers & Signatures [CC2003030004.PFD)

Name Relationship Address

1)|Happy Home Builders. Inc. | |P.0. Bex 1002 Type:| Corporation -]
| | [Raleigh, NI 23456 Proceeds:[ 100.00000 %  bore.. |

| \-"esting:l Interest %: ‘
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A large scrollable screen will open when you click More. Use the scroll bars to access fields at the bottom of the
screen such as Additional Seller Address / Numbers and Notes. See “Buyer / Borrower Additional Information.”

Proceeds

The percentage of proceeds derived from the sale for a seller appears in the Proceeds field. The percentages in
these fields will appear on the Division of Proceeds & 1099-S Data screen of the HUD-1 & Closing tab. If there is
more than one seller entered, the proceeds will be apportioned equally among all sellers. The proceeds can be
changed but they must total 100%.

See “Seller Proceeds” for more information.

SEE ALSO:
e  “1099-S Data.”
e  “Buyer/Borrower.”

e  “Default Buyer and Seller Relationships.”

General tab, Real Estate Agents/Brokers screen.

Click the General tab.
Double-click Real Estate Agents/Brokers.
Enter Selling Agent information in the Selling Agent/Broker (702) section. For example:

Selling Agent/Broker [702)

Agent/Broker Look-up Eode:ll:22 Marketing Hep:l

Agent Name;IBetty Braker License Number:l

Firn/Payee Name:lEentury 22
Address:|111 Realtor Road #|Chico, C4 95603
Phone:[[5301431-23585  Faw|[530)481-2335
Mobile:|[530)270-66804  Pager:|(530)255-7776  Home: |(530)480-2467
Email:lbett_l,l@[ﬁ22.cnm

Motes: ﬂ

You can access broker commissions by clicking the Commissions button at the top of the screen. For

example:
11) Real Estate Agentz/Brokers [CC20030003RES . PFD)

Lizting Agent/Broker [701)

Agent/Broker Look-up Code: I B3AAC0T003 Marketing Rep: IBaIsamD

You can fill in the information for each broker using the Look-up table in the Agent/Broker Look-up Code

field. You can add your most commonly used Agents to the Look-up table, and retrieve them by simply
entering a code. See “Look-up Tables: Store and Reuse Information.”

See “Mortgage Broker and Loan Servicer.”
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Settlement Agent

General tab, Settlement Agent, Underwriter, Offices screen.

1. Click the General tab.
2. Double-click Settlement Agent, Underwriter, Offices.

Settlement Agent
Settlement dogent Look-up EDde:IBEST Marketing Re

Settlement dgent/FPayes Name:IBest Ewer Title Agency, Inc.

Contact Name:l\-\-"alter Robertzon

p:l.t’-‘«le:-t Lawayer

.-’-‘«ddress:l'l 23 Lawwer's Lane OlFEaIeigh, MC 13579
F'hone:|[El‘| 9)555-1001 Fax:|[9‘| 9)555-1002
Mobile:l[Eﬂ 9)267-8904 F'ager:l[EH 91390-5478

Email:|walterrobertsnn@bestevertitle. cam

Federal Tax 1D:|56-1234567

Settlement Agent Signature Linna:lBESt Ever Title Agency, Inc.

Settlement dogent Logo Filename:l

You can fill in Settlement Agent information using the Look-up table in the Settlement Agent Look-up Code field.

You can add your most commonly used Agents to the Look-up table, and retrieve
See “Look-up Tables: Store and Reuse Information.”

Settlement Date

General tab, File No., Settlement Dates, Notes screen.

Click the General tab.
Double-click File No., Settlement Dates, Notes.

them by simply entering a code.

Enter the Settlement Date and press <Tab>. The Disbursement, Proration, and Recording Dates will fill in

automatically with the Settlement Date.
3) File No., Settlement Dates, MNotes (CCA1Z2-0003RES.PFD})

Firrn File Numl:uer:ICC.-'l'«'l 2-0003RES FealEC |

Tranzaction T}'DEZ| ¥ Purchaze  Refinance © Equit_l,l| Prior File Mumter: |
Cash Sale: [~ Construction: [

ISettlement Date:|1 2/ £2DD3I Inciude 5 aturday in Fescizsion Perod: [
Disbursement Date:|1 2/01/2003  Praration Date:|1 2/01./2003

Right to Cancel Date:l Hd
Recarding Date:|1 2/01./2003

e  C(Calculations that made on other screens, such as tax and title charge pro

rations, are based on the

settlement date. Fields linked to the Settlement Date will be recalculated automatically whenever the

settlement date is changed.

You may edit information in a field that has been filled in automatically. However,
to such a field, it will no longer be updated automatically if the settlement date is

once you make a manual entry
changed. To restore the link

between the field and the settlement date, press <F2> in the field to clear the manual entry and then press <Tab>.
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HUD-1 & Closing tab, 1101-1107 Title Charges screen, Line 1101. (Express HUD users double-click the Escrow
Charges screen.)

1. Click the HUD-1 & Closing tab.
2. Double-click 1101-1107 Title Charges. (Express HUD users double-click the Escrow Charges screen.)
3. Enter the Settlement Fee on line 1101. For example:

1101 [Settlemert or Closing Fes SiPay| 50 % || 100,00 ] 100.00

Undervuiter §:| 20000 DS:fU =] Re]| e[ ]

DS:I j To |M_I,J Favorite Title Ingurance Compa | = $:|
Addr.| +|

In this example, the Settlement Fee was entered on the Additional Title Charges screen and assigned to HUD-1 Line
1101. Then, 50 was entered in the SIrPay% field to split the fee evenly between the Borrower and Seller.

SEE ALSO:
e To enter additional title charges, see “Additional Title Charges.”
e Todisburse a portion of the charge to the underwriter, see “Underwriter Portion of Title Charges.

e You can change how an amount is disbursed by making a change to the DS field. See “Disbursement
Status Fields.

General tab, Buyer/Borrower, Officers & Signatures and Seller, Officers & Signatures screens.

1. Click the General tab.
2. Double-click Buyer/Borrower, Officers & Signatures or Seller, Officers & Signatures.
3. Scroll down to the bottom of the screen and click Signature Lines.

Another way to get to buyer and seller signature lines is to click More on the main buyer or seller screen, and then
Signature Lines.

HUD-1 & Closing tab, 1300 Additional Settlement Charges screen. (Express HUD users double-click Disbursements.)

Click the HUD-1 & Closing tab.

Double-click 1300 Additional Settlement Charges. (For Express HUD users, double-click Disbursements.)
Enter the amount of the survey in the Borrower and/or Seller columns. Enter the name and address of the
surveyor in the To and Addr fields. The DS field will default to S (Separate Check).

1301 [Survey | 400,00 ]
DS:lS ﬂ Ter |Lewiz & Clark, Inc. Fle| TII_'I *'I
Adj:l'll:l Metes & Bound: Averue + |Su| vep Town, MC 23548

Enter 1 in the TIL field to include the inspection amount in the total prepaid finance charges.
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With Order Tracking, you can track the status of the pest inspection by entering it as a Requested Track
IltemRequested_Track_ltems>Main. See “Requested Track Items.”

If map and parcel numbers are required on any printed document, you can use the Tax/Map ID and Parcel ID fields.
They are found on the Property, Legal Description screen of the General tab.

1. Click the General tab.
2. Double-click Property, Legal Description.

Ta:-:.-"MapID:I
F'aru:eIID:I

HUD-1 & Closing tab, City/Town Taxes, County Taxes, or Assessments screens. (Express HUD users double-click the
Taxes & Assessments screen.)

The tax screens are for current period taxes only. If you have past due taxes, use Lines 1303-1305, Lines 1303-
1305, 517, or 518.Lines 517-518

1. Click the HUD-1 & Closing tab.

2. Double-click City/Town Taxes, County Taxes, or Assessments. (Express HUD users double-click the Taxes &
Assessments screen.)

3. Enter how taxes are to be paid in the Status of Current Period Taxes field. (See “Status of Current Period
Taxes”).

Status of Curent Period Tases:| ™ Tobe Paid by Buper  © Pap/Paid by Seller T Mo Proration/E serow Only
Pay at Closing: © Total Tax Amount ¢ Seller's Pottion ¢ Buyer's Portion

4. Enter the Real Property Tax Amount. For example:

Tax Amounts ..
Real Property T ax .-’-'-.mu:uunt:l 2,000.00

Ezcrows to be Bazed on Tax .-’-‘-.m::nunt:l 2.000.00

5. Press <Tab>.

Status Of Current Period Taxes

Status of Cument Period Taxes:| ' Tobe Paid by Buyer € Pap/Paid by Seller ¢ Mo Proration/E scrow Only
Pay at Cloging: © Total Tax Amount © Seller's Potion ¢ Buyer's Partion

e To Be Paid by Buyer - The buyer/borrower is responsible for paying current period taxes later in the tax
period. The seller's portion of the taxes will be shown on lines 210 and 510 (city taxes), 211 and 511
(county taxes), and 212 and 512 (assessments).

e Pay/Paid by Seller - The seller is to pay (or has already paid) current period taxes. The buyer/borrower's
portion of the taxes will be shown on lines 106 and 406 (city taxes), 107 and 407 (county taxes), and 108
and 408 (assessments).

e No Proration/ Escrow Only - No proration of taxes will be done at closing. Taxes will be escrowed.
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e Total Tax Amount - The total tax amount will be paid at closing. Note that the buyer/borrower's and
seller's portions may be shown on Page 1 (on lines 106 and 510) or Page 2 (on lines 809 or 1303) of the
HUD-1 Settlement Statement. Select where you want tax amounts shown from the Show Tax Figures on
HUD-1 field.

e Seller's Portion - Only the seller's portion of taxes will be paid to the taxing authority at closing. Taxes will
appear on the HUD-1 Settlement Statement according to the selection made in the Show Tax Figures on
HUD-1 field.

e Buyer's Portion - Only the buyer/borrower's portion of taxes will be paid to the taxing authority at
closing. Taxes will appear on the HUD-1 Settlement Statement according to the selection made in the
Show Tax Figures on HUD-1 field.

Tax Amounts

Tax Amounts
Compute Tax Amounts Llsing:| [¥  Rates & Values I [ Combined Biling | | Aagg. Payment Schedule
Feal Property T ax Amnunt:lm Additional Real Amount:l Fu:nr:l
Seller's Mon-Prorated/Personal .-’-'«muunt:l— &dditional Personal .-’-‘n.maunt:l Fl:nr:l
Total Tax Amnunt:lm Additional Escrow .-’-'l.mc'unt:l Fu:ur:l
Ezcrows to be Bazed on Tax Amuunt:lm Prepaid T ax .-’-‘n.maunt:l—

Compute Tax Amounts Using

Do not select any when you want to manually enter tax amounts. Click the Rates & ValuesRates_Values>Main
checkbox to use tax rate and tax value formulas to automatically calculate tax amounts. Click the Combined
BillingCombined_City_County_Billing>Main checkbox to use the combined city and county billing formula.

Real Property Tax Amount

Enter the amount of real property tax. This amount should correspond to the Current Tax Period dates.

Additional Real Amount
Enter any additional real property tax amount to be paid, such as deferred taxes. This amount will be prorated
between the buyer and seller. You can enter a brief description of the amount in the For field.

Seller’s Non-Prorated/Personal Amount

Enter the seller’s total personal tax amount. This amount will not be included in the proration of taxes. It should
include any amounts for which the seller alone is 100% responsible. Include any late payment amounts, past due
amounts, late fees, or any amount for which the buyer should not be held liable.

Additional Personal Amount

Enter any additional personal or non-prorated amount of the seller. This amount will be added to the Seller’s Non-
Prorated/Personal Amount and included in the calculation of the total tax amount. You can enter a brief
description of the amount in the For field.

Total Tax Amount
The default for this field is the sum of the real tax amounts and seller’s non-prorated/personal amounts.

Additional Escrow Amount
Enter any additional escrow amount. This amount will be added to the total tax amount to calculate the Escrows to
be Based on Tax Amount field. You can enter a brief description of the amount in the For field.
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Escrows to be Based on Tax Amount

Enter the total amount of taxes to be escrowed. The default for this field is the sum of the Total Tax Amounts: and
Additional Escrow Amount fields.

Prepaid Tax Amount
Enter the amount of taxes pre-paid by the seller. This amount will be included in the total buyer’s part of real
estate taxes to be reimbursed to the seller on the Division of Proceeds and 1099-S Screen.

Tax figures can be shown as Paid Outside of Closing (POC) by clicking Show Tax Figures as POC.

“Show Tax Figures as F'EIE:EF%

Rates & Values

e When the Rates & Values checkbox is selected, taxes will be calculated according to the tax rate and value
formulas set up on the Rates & Values screen.

e To set up tax rates and values, click the Rates & Values button. The Rates & Values dialog will appear.

City/Town Rates & Yalues [CCAS-0014_PFD) E

Tax Rate

Tax Rate iz per:l 100 W Round Tax Walus Up before L zing B ate

Baze Tax Hate:l 0.8500

Plus Additional Fiate:] 0.5000  Far: |Solid Waste Disposal

Ezcrow Tax Hate:l 1.3500

Tax Yaluesz

Salez Price H:I [.850 = Feal Property T ax "-@'alue:l 2R5.000.00
Perzonal Property T ax ‘v’alue:l
Salez Price ><:| =  Eszcrowm Tax ‘v’alue:l 205,000.00

Tax Rate

The default for the Tax Rate is per field is 100. Enter the increments in which the tax rate is to be applied in this
field. Select the checkbox Round Tax Value Up before Using Rate to have tax values rounded up before the rate
structure is applied. Then, enter the base tax rate for the applicable jurisdiction in the Base Tax Rate field.

The base tax rate must match the tax period.

Next, enter the amount of any additional tax rate in the Plus Additional Rate field. For example, if there is an add-
on tax of $.05 per $100.00 to be applied in addition to the tax being entered, enter .05 in this field. Enter a brief
description in the For field. For example:

Tax Hate
Tax Fate iz per:l 100 ¥ Round Tax Yalue Up befare Using Fate

Baze Tax Flate:l 0.8500

Plus Additional Fiate:|  0.0500 For: |Solid ‘waste Disposal

Ezcrow T ax Fiate:l 1.23500

Enter the escrow tax rate in the Escrow Tax Rate field. This rate is used in the calculation of the amount of taxes to

escrow the buyer/borrower. The default for this field is the base tax rate.
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Tax Values
Enter the real property tax value in the Real Property Tax Value field. Or, enter the percentage of the sales price (in
decimal equivalent) that you want to use to calculate the real property tax value in the Sales Price X field.

For example, if the real property tax value equals 85% of the sales price, enter .85. Enter the seller’s personal
property tax value in the Personal Property Tax Value field. This amount will be used to charge the seller and credit
the buyer on Lines 215 and 515.

Tax ¥aluesz

Sales Price ><:| 0.850| = Feal Property Tax "v"alue:l 256,000.00
Perzonal Property T ax "v"alue:l
Sales Price X:I =  Ezcrow Tax "v"alue:l 2585,000.00

Enter the escrow tax value in the Escrow Tax Value field. Or, enter the percentage of the sales price (in decimal

equivalent) that you want to use to calculate the escrow tax value.

Combined City & County Billing
e  When the Combined Billing checkbox is selected, the tax rates on the city and county Rates & Values
screens will be used to divide the tax amounts proportionately between the city and county.
e To set up the combined billing option, click the Combined Billing button. The Combined Billing dialog will
appear.

Enter the total amount of city and county taxes.
The default for this field is the sum of the
Combined City+County Billing Option Real Property Tax Amount: and Personal

Total Combined City+County Tax to F'ay:l 200000 qeee Property Tax Amount:.
Real Property Tax Amount|  1.500.00 -—| Enter the amount of real property tax.

F | P b T an Ay t: R00.0o0
SIS TIOpETy | SR AmeHn I T Enter the amount of the seller's

personal property tax.

Tax Disbursement
Specify how taxes should be disbursed in the Tax Disbursement section.

Tax Dizbursement

DS:IS _':J Tu:u:lFEaIeigh Tam I:cuﬂec:h:ur Account Mo /Fe: || .
I i

Select how the tax payment |Enter the payee name.| | Enter the account or parcel
should be disbursed in ProForm. number required on the check
To disburse the tax payment for the payment of taxes {if any).
as a separate check. enter 5.

HUD-1 Page 1 Figures
HUD-1 Page 1 Figures

HUD Lire 106] / / ta| ¢/ |
HUD Line 210|01/01/2002 ta 0241642002 |  252.05
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HUD-1 Page 1 Figures are entered automatically. Dates and amounts are derived from the current tax period, the
number of days for which the seller is responsible (based on the Seller's Portion is: and Days of fields), and the
total real property tax amount to be prorated.

Dates and amounts will appear in this section only if Page 1 has been selected in the Show Tax Figures on HUD-1
field. By default, Page 1 is selected. Otherwise, tax amounts will appear on Line 809 or 1303 depending on the

selection that is made. You can choose to show tax figures on Lines 809 or 1303 if you select one of the Pay at
Closing options.

Buyer’s Portion Of Real Estate Taxes
If the Status of Current Period Taxes is Pay/Paid by Seller, Pay at Closing Total Amount, or Pay at Closing Buyer’s
Portion, the buyer’s portion of real estate taxes will appear on the Division of Proceeds & 1099-S Data screen.

1. Click the HUD-1 & Closing tab.

2. Double-click Division of Proceeds & 1099-S Data.
23) Division of Proceeds & 1099-5 Data (CC20030003RES.PFD)

Cash To Buyer/Bormower

DS: I j Ta IBiII Buper and wife, Betty Buper Total Cash to Eu_l.Jen’Bonower:l

Digtribution[z] To Seller(z]

-I Tatal Buyer's Part of Real Estate Taxes:l 1.424 BB I

) 1033-5 Exempt
Total Cash to SPTIIer[s].I 8323366 Buyer's Part Property Given Fram

The default for this field is the buyer’s portion of taxes appearing on Lines 106, 107, and 108.

30-Day Month Tax Proration Option

Select the 30 Day Months option to base the prorating of taxes on a 360-day year. When selected, ProForm will
calculate the number of days the buyer or seller is responsible for using 30 day months.

To turn on 30-Day Month Prorating:

e  (Click 30 Day Months in the Tax Status and Dates section.

Tax Statuz and Dates

City/ Towwry Taw or Other F'urpnse:ICit_l,l.n"ann Tanes

Status of Current Period Takes:| ¢ To be Paid by Buyer € Pap/Paid by Seller € Mo Proration/E zcrow Only
Pay at Closing: € Taotal TaxAmount € Seller's Potion ¢ Buyer's Portion

City/Towen T ax Laok-up Eode:IH."-‘-.LEIGH
Current Tax Period from:{01/07 Through:|12/31  Seller's Portion is:|331 Dayps of:ISED 30 D ay Manths: v

Shova Tax Figures on HUD- :| % Page 1 € Line 809 € Line 1303 | Show Tax Figures as POC:

General tab, Sett. Agent, Title Co., Underwriter, Offices screen.

1. Click the General tab.
2. Double-click Sett. Agent, Title Co., Underwriter, Offices.

To Retrieve A Title Company From The Look-Up Table
1. Putthe cursorin the Title Company Look-up Code field.
2. Press <F9> to access the table.
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3. Select an entry.
4. Click Retrieve Entry.

To Add A New Entry To A Table
1. Enterinformation into the Title Company fields that you want to include in the entry.
2. Enter a code for the entry in Look-up Code field.
3. Press <F9>to access the table.
4. Click Insert Entry.

General tab, File No., Settlement Dates, Notes screen.

1. Click the General tab.
2. Double-click File No., Settlement Dates, Notes.

3. Enter the Title Examiner name in the Title Examiner field.
2] File Ho., Settlement Dates, Motes [CC20030003RES.PFD]

Firrn Filz Number:lEEEDDBDDDBHE 5

Tranzaction T_l,lpe:l i Puchaze C Refinance Equit_l,J| Frior File Number:l
Cash Sale: [ Coonstruction: [
Settlement DatEZ|D2.r"l B/2002 Include Satuwiday in Fescission Period: [~ Right ta Cancel Date:l A

Dizburgement Date:|02/15/2002)  Proration ate: |E|2f1 R/2002 Recording Date:l[l2.-"'l R/2002
- itle E:-:aminer:lWhitaJ C|D$Er2|KrakIau5

E$crnwer:|EInnmhergT Tille: || M arketing Source Info

The Closer, Title Examiner, and Escrower fields are great places to create Look-up tables. You can add your
most commonly used Closers, Title Examiners, and Escrowers to the Look-up tables. See “Look-up Tables:
Store and Reuse Information.”

HUD-1 & Closing tab, 1101-1107 Title Charges screen, Line 1103. (For Express HUD users, double-click Escrow
Charges.)

1. Click the HUD-1 & Closing tab.
2. Double-click 1101-1107 Title Charges. (For Express HUD users, double-click Escrow Charges.)
3. Enter the Title Examination on Line 1103. For example:

[1403 |Title Enamination skPawy| % || 350.00 |
Undensuiter E:l D$:1 ﬂ He:l— TIL:I?
DE:IS ;i To: | Tile Exam Company =4 5000
fddr 123 E xam Lane # [Exarnvdle, NC B2

Express HUD
1. Click the HUD-1 & Closing tab.
2. Double-click Escrow Charges.
3. Enter the amount owed in the Borrower and/or Seller field of Line 1103.
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11I33|T|HeE:-.¢amnalu:m | 35000 I DE:lS B More, .

4. To disburse an amount to the underwriter, click More and enter the amount in the Underwriter $ field.

HUD-1 & Closing tab, 1101-1107 Title Charges screen, Line 1103.

Click the HUD-1 & Closing tab.

Double-click 1101-1107 Title Charges.

Enter the amount owed in the Borrower and/or Seller field of Line 1104.
To disburse an amount to the underwriter, enter the amount in the Underwriter $ field.
1104 [Title Inzurance Binder ShPay| % ] 50.00 |

Undeswiter | 5000 DSfU =] Re T =]
DE:I 'I TD:IHy Fanaorite Tils Inzurance Compa - $;|
b | of

P W R

Express HUD
1. Click the HUD-1 & Closing tab.
2. Double-click Escrow Charges.
3. Enter the amount owed in the Borrower and/or Seller field of Line 1104.

1104 |T|He Insurarce Binder | 7500 I Dﬁ;l.ﬁ - Mare...

4, To disburse an amount to the underwriter, click More and enter the amount in the Underwriter S field.

SEE ALSO:
e To enter additional title charges, see “Additional Title Charges.”
e To disburse part of the charge to the underwriter, see “Underwriter Portion of Title Charges.”

e You can change how an amount is disbursed by making a change to the DS field. See “Disbursement
Status Fields.”

General tab, File No., Settlement Dates, Notes screen.

1. Click the General tab.
2. Double-click File No., Settlement Dates, Notes.

3. Enter Purchase, Refinance, or Equity in the Transaction Type field. For example:

Tranzaction Type:| 1.

General tab, Security Instruments, Trustee & Riders screen.

1. Click the General tab.
2. Double-click Security Instruments, Trustee & Riders.
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3. Enter the trustee name. (The Type field will default to Male. To change the type, select Female, Plural,

Corporation, or Other.)

4. Enter the text for the "of__" clause to be printed on any document that requires a trustee name with such

a clause.

5. Enter street address or P.O. Box in the first Address field. Enter the city, state, & zip in the second field.
Enter the trustee’s fee percentage and the minimum amount of commission.

Trustee Information

Trustee's Fee Percentage:|3 kinirnLim Eommission:l R00.00

Trustes Name:lTthas H. Truzstes Type:| b ale j
of:'\+fake County, North Carolina ﬂ
Address:| 51 First Shreet + [Raleigh, NC 23455
Second Trustes Name:l Type: j
of: ﬂ

To enter a trustee for Loan 2 or Loan 3, click 2nd Loan or 3rd Loan at the top of the screen.

Trustee information is stored in the Lender Look-up table. When adding a new lender that has a standard
trustee to the Lender Look-up table, enter the trustee information first before entering the lender
information. Then add the lender to the Look-up table and the trustee information will be saved with it.

General tab, Express Order Entry or Marketing Source Information screens.

Click the General tab.
Double-click File No., Settlement Dates, Notes.

Click Marketing Source Info. The Marketing Source Information screen will appear.

Marketing Source Information (2004040002 .PFD)

Marketing Source Look-up Eode:IFESL

Marketing Saource: |Firsl Ewver Savings & Loan

Contact Name: |Sarah Processor

Marketing Source T_l,lpe:l j b arketing Source Hep:ISam Salesma

Address: |78 Market Avenus #|Rizleigh, NC 22222
Phone: [(B0017831234 Faw: |[9191444-3213
Mabile:((313)274-3774 Pager: |[515)476-2543

Email: |sarahplocessor@filsteversavingsof

Product: ITEI

Settlement Agent Income AmoLint:

Type of Buginessy Captive I -

You can create a Look-up table for this field and store all of your most common business codes.

Creating A Type Of Business Look-Up Table
1. Click the General tab.
2. Double-click File No., Settlement Dates, Notes.
3. Click Marketing Source Info.
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Click inside the Type of Business field.

Press <Ctrl+L> or <F9>.

Click Yes to create a new Look-up table.

The Create/Edit Look-up Table window will appear. Click OK.
Click Close.

© N o un ks

Adding A New Type Of Business Code To The Look-Up Table

1. Make an entry to the Type of Business field. For example:

Type of Business:lEaptive

2. Press <Ctrl+L> or <F9>.
3. The TYPEOF BUS Look-up Table window will appear. Click Insert Entry.

Look-up Table {Local} |
Fey Field. TvYPEQFBUS Al records loaded, - Always load
Table Mame: TvYPEOFBLS all records
TYPEQFBLS |

| Captive |— Click Insert Entry to add your
<End of List> | entry to the tahle.

Retriewe Entry | Lelete Entry | Hodify T able... | Help |

Replace Entry Retrieve w/o Inzert | Delete T able | Print Look-up... | LCloze |

4. Click Close. Repeat steps 1-4 to add all of your business codes.

Retrieve A Code From The Look-Up Table
1. Press <Ctrl+L> or <F9> in the Type of Business field.
2. Double-click the entry you want from the Look-up table. Or, select the entry and click Retrieve Entry.

Underwriter

General tab, Settlement Agent, Underwriter, Offices screen.

1. Click the General tab.
2. Double-click Settlement Agent, Underwriter, Offices.
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Underwriter
Undenanter Look-up Eode:IF.-’-‘-.\-" t arketing Hep:IJ. Jones

Undenwriter/Payee Name:IM_'.J Favorite Title Inzurance Company

Contact Name:IKim Janes
Address:[123 Titls Tower #|Title Hill, NC 23456
Phane:|(300J454-6587  Fa 13197861234
Mobile:|(915]345-1867  Pager[519)203-4453

Email:lkimiones'l Emyfavonitetitlzinzco com
Claims .t'-‘«ddress:h 23 Title Tower 0|Tit|e Hill, MC 23456
Phnne:l[BDD]454-E§58? Far::l[91 9I786-1234

State of Incolporation:lNE
ndervwriter Agency 10N umher:l'l 23-45-6789

Undenariter's Logo Filename:l

You can fill in the information for the Underwriter using the Look-up table in the Underwriter Look-up Code field.
You can add your most commonly used Underwriters to the Look-up table, and retrieve them by simply entering a
code. “Look-up Tables: Store and Reuse Information.”

General tab, Property, Legal Description screen.

1. Click the General tab.

2. Double-click Property, Legal Description. Property Use, Occupation, and Zoning fields are found on this
screen:

Uze of Froperty:

* Residential ¢ Commercial ¢ Unknown © Other |

 Owner ) Tenant  © Unimproved Unknnwn|
Frirary/Principal R esidence: [
The Land iz 2oned as:lHeSidentiaI

Property Occupied by:

If you select Other, you can enter a brief description in the text field provided.

General tab, User Optional Fields 1-25 and 26-45 screens.

1. Click the General tab.
2. Double-click User Optional Fields 1-25 or 26-45 for blank scrollable text fields, or User Optional Fields 46-
65 for blank number and date fields.

You can create your own text, number, and date fields on the User Optional Fields screens of the General tab.
These can be referenced in merge documents or custom-made ReadyDocs, other fields, or Look-up table entries.

Defining User Optional Fields
To define a user optional field, first enter a description of the field in the Description column. Then, enter the text,
numeric value, or date for the field in the Value column. For example:
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Dezcription Yalue

46 |F'ersu:una| property value | A00.25

These fields can be referenced in your WordPerfect and MS Word merge documents and custom-made ReadyDocs
just like any other SoftPro field.

You can set up optional fields in a template to save you typing time with each new order.

SEE ALSO:
e  “ProForm Field Names.”

e  “Creating a Merge Document,” in Chapter 10 of the SoftPro Administration Guide.

With ProForm, it is easy to enter a yield spread premium, or any amount paid to the Servicer or Mortgage Broker
by the Lender that is deducted from the Lender’s proceeds.

Click the General tab.
Double-click Loan, Funding & ProTrust.
Enter the amount of the yield spread premium in the first Disburse from Loan Proceeds field. (There are
two lines available for amounts to be disbursed from the Lender’s proceeds to the servicer or mortgage
broker.)
Choose either Servicer or Mtg Broker to receive the proceeds.

5. Enter Yield Spread Premium in the for field.

Loan & Funding
Principal Amount of Lu:uan:l 200,000.00

Conztruction/E quity Line First Draw:l [Enter O if constructiondequity line but no 1zt draw)
Loan F'ru:uc:eeds.-"Funding.-'l'«mDunt:l 200,00000  Funding Tepe:| & Grozs € Met |
[~ Adjust for Funding Met Check Option
f* Lender © Mig Eruker| ™ Separate Frafimst Deposit
£ atClosing € Previously Deposited €0 wied F'ending|

“Who iz Funding the Loar:
WhendHow Wil Funds Sarive:

Title: Compary Funding.ﬁ.maunt:l Funding T_l,lpe:| i Groszz T Met % Mone |

PraT st Trust Account EDde:IHE Previously Deposited in PraT wst: I

[F Buyer Brought Too Much to
Clogze, Enter Amount of That Checlk:

(1] Digburse frarm Loarn F'ru:uc:eeds:l 20000 be| ©* Servicer € Mg Broker| for|ield Spread Premiunm
[2] Dizburze fram Loan F'ru:uc:eeds:l toe| % Servicer © Mtg Broker fDr:I
[Date Loan a'-‘«ppru:uved:h 2/05/2003 Date Loan Cammitrment E:-:pires:l Hd

To enter a yield spread premium for Loan 2 or Loan 3, click 2nd Loan or 3rd Loan at the top of the screen
first and then enter the premium for the loan.

See “Use of Property.”
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Chapter 4, “ProForm GFE HUD A To Z” is an alphabetical reference for entering items in ProForm. Each entry
contains information about where to enter the item, pictures to guide you, and SEE ALSO references.

HUD-1 & Closing tab, 200 Amounts Paid by or in Behalf of the Borrower screen.

Tolerance Cure
Enter the amount the lender owes the borrower for the difference between the “Charges That in Total Cannot
Increase More Than 10%” or “Charges That Cannot Increase” HUD amounts and the actual totals.

Click the HUD-1 & Closing tab.

Double-click 200 Amounts Paid by or in Behalf of Borrower.

Enter a description on one of the lines 204, 205, 206, 215, 216, 217, and 218 in the first field.
Select the appropriate section within the Credit From drop-down list.

v wN e

Enter the amount. For example:

204 |Overpayment on Credit Repor Credit From:| Incoming Fund v| Tolerance Cure: | T >

7.00 ‘

Note: If an item from the Tolerance Cure drop-down list is selected, the amount entered flows to page 3 of the
HUD-1 Settlement Statement and Comparison of Good Faith Estimate Charges (GFE) and HUD-1 Charges in the
appropriate section as a credit to show the tolerance has been cured.

The Tolerance Cure correction can also be input in the receipts and/or disbursement register. These fields are
used if the settlement agent is not handling the funds but the registers need to be balanced.

1. Click either the Receipts or Disbursement Register button.
2. Click in the Tolerance Cure field.
3. Enter avaluein the field, which places the value in the Tolerance Cure field for both areas.

Loan Credits
These lines can be used for loan credits such as gift money given to buyers towards the purchase of property on
the HUD-1 & Closing tab.

Click the HUD-1 & Closing tab.
Double-click 200 Amounts Paid by or in Behalf of Borrower.
Enter a description (such as Gift Funds from Parents) on Lines 204, 205 or 206. For example:

204 ||3!ftM0ne5l from Parents Credit Flom:llncommg Fund L] Tolerance Cure: v | TIL: L] | 2,000.00

Select a Credit From in the drop-down list.

5. Enter the amount.

HUD-1 & Closing tab, Division of Proceeds & 1099-S Data screen.

1. Click the HUD-1 & Closing tab.
2. Double-click Division of Proceeds & 1099-S Data.
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24) Division of Proceeds & 1099-S Data (2010030004

Cash To Buyer/Borower

DS:l _:] To: |Bill Buer and wife, Betty Buyer

HUD-1 Settlement
Statment Line 303

Total Cash to Buyer/Borower:

Distribution(s) To Seller(s)

Cashto

Total Cash to Seller(s):

Total Buyer's Part of Real Estate Taxes:] 1,424 66

Buyer's Part F'rop_erty Given

10935 Exempt

from

Percentage Disb. 10935 of Real  Services to 10995 1099
of Total  Status Seller Proceeds Estate Tax Received Seller Signed Reportir
1) [Jim Seller | oo fs ~|| 2328000 | 22500000 | 106843 [T T
2) [Jemy Seller [ 2500000 s ~]] 775000 | 7500000 | w17 T T | T
3 | A | -l I I SR
9] =i | | O oE
5)] | [ C AR
Enter the percentage of the proceeds Check boxes when
E) that each seller should receive on the I I seller is given 1099-S
Seller, Officers & Signatures screen. and signs.
ulll [ [
)] I =l | | S
9] | [ =]l | | o s = .

Seller Proceeds
Seller proceeds are entered as percentages on the Seller, Officers & Signatures screen on the General tab.

5) Seller, Officers & Signatures (2010030001.PFD) X

Name Relationship Current Address %
1) Jim Seller | |P.0. Box 1002 Type:|Male =
[ [ [Raleigh, NC 23458 [Proceeds| 7500000 % More.. |
Vesting: | Interest %: |
2) |Jev|y Seller I |4 Seller Avenue Type:l Male S
[ [ [Rialeigh, NC 23456 |p,°ceeds;| 500000 % More..
Vesting:| Interest %: ;

Adjusting Seller Proceeds
You can adjust the share that is allotted to sellers by editing the Proceeds fields. For instance, if Seller 1 is to
receive 75% of the proceeds and Seller 2 is to receive 25%:

Click the General tab.

Double-click Seller, Officers & Signatures.

Put the cursor in the Proceeds field of Seller 1 and press <F2> to clear it.
Enter 75 and press <tab>.

Put the cursor in the Proceeds field of Seller 2 and press <F2> to clear it.
Enter 25 and press <tab>.

oV .k wnNe

You can export a ProForm file to Pro1099 to add information from a closing to your 1099-S database. See
“Exporting a File from ProForm to Pro1099.”

You can print Substitute 1099-S forms to submit to sellers from ProForm.

7. Click File/Print.

Double-click SoftPro ReadyDocs Tree.
Double-click HUD-1 & Closing.
Double-click Tax Forms.

Double-click 1099 Documents.

10.
11.
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12. Click Substitute 1099-S or Substitute 1099-S w/Solicitation.

13. Click . The document should appear in the Selected ReadyDocs window.
14. Click OK.

15. The Print dialog will appear. Click OK.

e See “Keeping Track of Seller 1099-S Forms” for more information.

Line 801: Our Origination Charge
HUD-1 & Closing tab, 801-811 Items Payable in Connection With Loan screen.

Click the HUD-1 & Closing tab.
Double-click 801-811 Items Payable in Connection With Loan.
Click the More button for line 801, which displays the 801 Our origination charge split screen.

PN R

Enter the total amount of the charges on Line 1 or use the additional lines to show the breakdown of the
charges in the screen. Only the total of all the charges print on the page 2 of the HUD-1 Settlement
Statement; however, the breakdown prints on the Attachment.

To see the breakdown of the charges on page 2 (on lines 809-812) of the HUD-1 Settlement Statement,
select a HUD-1 line from the Breakdown HUD-1 drop-down list.

5. Click the Close button and the total for the Our origination charges displays on line 801, outside the
column.

To enter an amount that is paid outside of closing (P.0.C.), manually enter the amount in the column and
enter an asterisk in place of a decimal point. For instance, enter 2,000*00 for 2,000.00 paid outside of
closing. See “Paid Outside of Closing” for more information.

On line 801, you can enter a loan origination point that is included in the Our origination charge amount, by
entering a percentage in the % field, or a straight dollar amount in the S field. The amount prints on line 801 on
page 2 of the HUD-1 Settlement Statement for IRS purposes, but it does not affect the collective total on line 801.

For example:

801 Our origination charge More ... £00.00
Re: l from GFE:
Includes Origination Point l 1.0000 % or $| 2,600.00 Type: |Can'ti v

Line 802: Your Credit Or Charge (Points) For The Specific Rate Chosen
HUD-1 & Closing tab, 801-811 Items Payable in Connection With Loan screen.

Click the HUD-1 & Closing tab.
Double-click 801-811 Items Payable in Connection With Loan.
Click the More button for line 802, which displays the 802 Your credit or charge split screen.

W R

Enter the total amount of the charges on Line 2 or use the additional lines to show the breakdown of the
charges in the screen.

To see the breakdown of the charges on page 2 (on lines 809-820) of the HUD-1 Settlement Statement, select a
HUD-1 line from the Breakdown HUD-1 drop-down list.

5. Click the Close button and the total for the charges displays on line 802, outside the column.
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To enter an amount that is paid outside of closing (P.0.C.), manually enter the amount in the column and
enter an asterisk in place of a decimal point. For instance, enter 2,000*00 for 2,000.00 paid outside of
closing. See “Paid Outside of Closing” for more information.

On line 802, you can enter a discount point that is included in Your credit or charges (points) for the
specific interest rate chosen amount, by entering a percentage in the % field, or a straight dollar amount
in the $ field. This amount only prints on line 802 on page 2 of the HUD-1 Settlement Statement for IRS
purposes and does not affect the collective total on line 802. For example:

802 Your credit or charge [points] for the More ... 15.00

specific interest rate chosen
e Re: | from GFE:
Includes Discount Point | 10000 3 or g 2,600.00 Type: [Canti v

Line 803: Your Adjusted Origination Charges

The combined total for 801 and 802 displays on line 803. This amount can be a positive or negative number. If you
want the seller to pay the full amount in the field as part of seller-paid closing costs, click the SlrPay checkbox. This
amount will automatically flow to line 209 of the HUD-1.

GFE Column For 800’s

The GFE column displays the individual GFE amounts that flow to page 3 of the HUD-1 Settlement Statement or
screen 22 Comparison of Good Faith Estimate (GFE) and HUD-1 Charges to the section selected in the GFE type
dropdown. The default GFE type for lines 801 — 803 is “can’t increase” and the remaining 800 lines default is “up
to 10%.”

Lines 804 - 820

Any additional items payable in connection with the loan are entered on lines 804 through 820. Lines 804 — 807
are hardcoded for the appraisal fee, credit report, tax service, and flood certification. The DS codes on lines 804-
820 default to “S” for Net Funding and “D” for Gross funding.

HUD-1 & Closing tab, 801-811 Items Payable in Connection With Loan screen.

Click the HUD-1 & Closing tab.

Double-click 801-811 Items Payable in Connection With Loan.
Go to lines 804 through 811

Fill out the fields and enter a value in the Borrower column.

bl A

If you want the seller to pay the full amount in the field as part of seller-paid closing costs, click the SlrPay
checkbox. This amount will automatically flow to line 209 of the HUD-1.

GFE Column For 1000’s

The GFE column displays the individual GFE amounts that flow to page 3 of the HUD-1 Settlement Statement or
screen 22 Comparison of Good Faith Estimate (GFE) and HUD-1 Charges to the section selected in the GFE type
dropdown. The default GFE type is “can change” and the from GFE line is 9.

Taxes
The tax amount is shown in line 1004 unless a new line was specified on the City/Town, County, and/or
Assessments screen. The taxes can also be placed on line 1005 and line 1006 if specified in the Tax screens.
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SEE ALSO:

e  “Taxes and Assessments”

Slrpay Checkbox
The seller pays the amount in the field as part of the Buyer’s closing costs if the SlrPay checkbox is selected. This
amount will automatically flow to line 209 of the HUD-1.

Homeowner’s And Mortgage Insurance
Lines 1002 & 1003 are used to enter homeowner’s and mortgage insurance.

Escrows
HUD-1 & Closing tab, 1000 Reserves Deposited With Lender (Escrows) screen.

1. Click the HUD-1 & Closing tab.
2. Double-click 1000 Reserves Deposited With Lender (Escrows).

IV Use Agaregate Method W Round Months | Round for Whole Dollar Payment — Cushion Basiszﬁ

Description/Payee Borrower GFE Seller
1001 |Initial deposit for your escrow account Total of lines 1002 through 1009 | l
from GFE:
Type: |Cancl :_]
1002 Homeowner's Insurance Agg. Payment Schedule
12,000  Months/Pmts @ 15.00 PerMo/Pmt=$ 30.00
DS:[s  v|To: [TestBank Re:| L~ siPay: ™
|
1003 Mortgage Insurance
[~ Do Not Collect Reserves for PMI Agg. Payment Schedule
5.000 Months/Pmts @ 166.67 PerMo/Pmt=$ [333.34
DS: IS _ﬂ To: |Bank of America Re: TIL:| ShPay: [~
5.000  Months/Pmts @ 166.67 PerMo/Pmt=$ 333.34
DS: IS L] To: |Bank of America Re: TIL:| - ShPay: [~
1004 Property Taxes Total to line 1001
Re: More... TIL:| ShPay: [
1003 Mortgage Insurance
[~ Do Not Collect Reserves for PMI Agg. Payment Schedule
5.000 Months/Pmts @ 166.67 PerMo/Pmt=$ 33334
DS: [S L] To: IBank of America Re: TIL:| - ShPay: [~

SEE ALSO:
e “Aggregate Method”

Aggregate Method

Enter the date of first payment on the Terms, Payment & ARM screen of the General tab.

2. Go to the 1000 Reserves Deposited With Lender (Escrows) screen.
3. Select Use Aggregate Method.
4. Enter the number of months of cushion selected by the lender in the Cushion Basis field.

The Aggregate adjustment amount will automatically calculate and prefill on line 1009.

e Do not select Use Aggregate Method if your lender has performed the aggregate analysis and has given
you the escrow amounts to be entered manually. Enter the individual escrow amounts in the Borrower or
Seller column on the appropriate lines, then enter the adjustment in the appropriate column on line 1009.
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The 1101-1108 title charges screen is primarily used for:

e Title service fees
e Title insurance fees
e Title policy fees

e Settlement/closing fees

Remaining title charges screens are for any additional charges that aren’t part of the categories on 1101 — 1108.

Title Services
HUD-1 & Closing tab, 1101-1108 Title Charges screen, 1101 Details screen

Click the HUD-1 & Closing tab.

Double-click 1101-1108 Title Charges.

Click the Details button for line 1101.

Enter a title service, such as title search on a detail line. The amounts from this screen total to line 1101,

P W R

either in the Borrower or Seller column. Borrower amounts entered on lines 1102, 1104, 1109-1118 can
roll up to the borrower column on line 1101 or show individually without rolling up. Seller amounts
entered in 1101 Details screen print on 1101, 1102 Details on line 1102. Amounts entered on line 1103

will show in the borrower or seller column on this line.

Slrpay% Feature
If charges on the Itemized Charges screens are allowed to be split per HUD and state law, you can use the SlrPay%
split feature. You can assign each itemized title charges to HUD-1 Line 1101-1 - 1101-10, 1102-1 - 1102-10, 1109-
1113 0r 1114-1118.

You can then go to the related HUD-1 & Closing screen and enter the percentage the Seller is to pay in the SlrPay%
field. The total in the borrower field is automatically calculated and when a % is entered, the borrower amount is
then automatically split and places the amounts in the borrower and seller fields.

P

010030004_PFD) {E

Itemized Title Charges ... l

Description/Payee/Address Borrower GFE Seller
1. [Title Insurance Binder SiPay:| 25 % | | 3750 || [ 1250
Undenwriter $: 50.00 DS{u ~| Re: Tie| ~] [Type{Upto ShPay: |~
05| | Tal =4
Addr:l |

Enter the percentage the selleris to
pay and press <Tab> The buyer
amount will be will be recalculated
automatically.

Sirpay Checkbox

If the buyer and seller agree that the seller is paying for a specific “buyer” charge, the SlrPay checkbox can be
selected. The entire amount is shown as paid by the buyer on page 2 of the HUD-1 and then credited to the buyer
on line 209 and charged to the seller on line 509. This feature does not allow you to split the amount between the
buyer and the seller. The amount on line 209 will be a total of all lines where the SIrPay checkbox has been
selected.
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e If you want to have the seller pay a portion of the line item fees, the amount the seller is paying must be
manually entered on line 209, the SIrPay checkboxes should not be used.

1101 - Details (2010030004.PFD).
Description/Payee/Address e De e | Borower GFE Seller
1. |Title Insurance Binder SIrPay:[_ % || 5000 || [
Undenwriter $:| 50.00 DS:[U Ll He:l TIL;I 'I Type:] Upto « I SliPay: v
DS:I L] To: =¢
Addr| [
|209. Closing cost osic oy seller | £0 OOI

e  You can split the charge between the Agent and Underwriter. See “Splitting a Charge Between the Agent
and Underwriter.”

SEE ALSO:
e Todisburse a portion of the charge to the underwriter, see “Underwriter Portion of Title Charges.”
e “Splitting a Charge Between Agent & Underwriter.”
e  “ltemized Title Charges.”
e You can change how an amount is disbursed by making a change to the DS field. See “Disbursement
Status Fields.”

Underwriter Portion Of Title Charges

On the Title Charges screens or the Detail pages (line 1101/1102) of the Title Charges screens of the HUD-1 &
Closing tab, you can split the amount between the agent and underwriter. Enter the amount of the Underwriter’s
proceeds in the Underwriter field and press <tab>. The net amount disbursed to the Agent will be recalculated.

2. [Title Search swPay| % || 25000 || |
Underwriter $:| 50.00 DS:|U L] Re:| T|L:E Typezm ShiPay: [~
DS:IA _v_] To: [Sample Settlement Agent =¢ (10.0C
Addr| [

Itemized Title Charges
Title Insurance tab, Itemized Title Charges screen.

Click the Title Insurance tab.
Double-click Itemized Title Charges.
Choose a line to enter an additional charge.

bl A

Enter a description of the charge in the Description column (such as Title Examination Fee, Title Insurance
Binder, Notary Fees). Press <Tab> and enter the amount in the Amount column.

5. Enter the policy to which the charge is to be attached in the Policy column. The policy can be L (Loan
Policy), O (Owner’s Policy), or X (Other Policy). Policies are entered on Screen 2 of the Title Insurance tab.

8) Itemized Title Charges (2010030004.PFD)

Description Amount Policy Datelss EffDate EffTime o
1. [Endorsements | 55.00 IDLI | 27 | 27 [ @M More... |
2. [Title Insurance Binder | 50.00 'L_v_l | 27 | 27 [ M More...l
3| | [ =]|l77 [77 [M | Moe. |
4| | | |7 |+ | oM More... |

You can also access Itemized Title Charges by clicking the Itemized Title Charges button at the top of the
Title Charges screens of the HUD-1 & Closing tab.
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Assigning A Title Charge To A HUD-1 Line
To assign an Itemized Title Charge to a HUD-1 line, click the More button. A new dialog box displays.

Click the arrow button next to the HUD-1 Line field and select a HUD-1 Line. You can choose from Lines: 1101-1 —
1101-10, 1102-1 - 1102-10, 1103-E, 1103-P, 1104-E, 1104-P, and 1109-1118. Anythingin the 1103-E, 1104-E
(Endorsements) or 1103-P, 1104-P (Premium) rolls up to the amount in the Endorsement or Premium fields in 1103
or 1104.

Itemized Title Charge 2. (2010030004.PFD)

Description: [ L f
Transaction Code:ﬁ
Invoice Line: [—:_l
HUD-1 Line:{ 11011 =
Calculate Charge Agent/Underwriter Split
Minimum Charge: [-—- Agenl/Underwriler:lWl
Based Un:l_—zl Amounlzl—- Multipliet:lml' %

Multiplier:l % +/- Amounl:]
+/- Amounl:l Net Amount:] 50.00

Additional Title Charge:l )

Splitting A Charge Between The Agent And Underwriter
By default the Underwriter is disbursed 100% of the proceeds. You can use the Agent/ Underwriter Split fields to
disburse a portion of a title charge to the Agent.

1. Click the More button for the charge you want to split.\

8) Itemized Title Charges (2010030001.PFD)

Description Amount Policy Datelss EffDate EffTime
1_|Endoresments | 55.00 ||0 v] l I ] /i ] M
2. [Title Insurance Binder [ s000|[L ||| /7 [ 77 | M

2. Putthe cursor in the Multiplier field under Agent/Underwriter Split and press <F2> to blank it out.

| Multigier.| 100.00 %

3. Enter the percentage of the endorsement to go to the Underwriter in the Multiplier field. Press <Tab>.

Agent/Undenwriter Split

Agent/Undenwriter: | Underwriter v
Multiplier:| 50.00 %
+/- &mount:

Net Amount: 25.00

Calculating the Agent’s Proceeds

You can calculate the amount that is to be disbursed to the Agent by entering Agent in the Agent/Underwriter
field. The Net Amount will then be disbursed to the Agent.

Adjusting the Net Amount

You can add or subtract a straight dollar amount from the Net Amount using the +/- Amount field. Enter any dollar
amount you want to add, or include a minus sign before it to subtract an amount. The Net Amount will be
recalculated automatically.
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Auto Calculation Of Endorsements And Itemized Title Charges

e  You can set up your Endorsements and Itemized Title Charges to automatically calculate.

e Charges can be calculated based on the Loan Amount, Sales Price, or a Policy Premium (Loan, Owner’s, or

Other).

e You can specify a minimum charge, and add or subtract from the auto-calculated amount.

To Set Up Auto Calculation of an Endorsement or Itemized Title Charge:

1. Click the Title Insurance tab.

2. Double-click the Endorsements screen or Itemized Title Charges screen.
3. Click the More button for the item you want.

Include Endorzement Title Policy Datelzs EffDate Charge
' I.&LT.& Endaorsement Farm 1 [Street Assessments) I j I o I o
[~ |ALTA Endorsement Form 2 (Truth in Lending] | =l | ¢4 | More... |

4. Use the fields in the Calculate Charge section to set up auto calculation.

[E -
nter any minimum char e.li
r— Calculate Charge I L g

Finirmum Chalge:l

Based Eln:l 'TJ
Amount| Select an amount on which to hase
Multiplier:l % |the charge.
+/- Arnounk: I

Enter the percentage of the hase
you want to use to calculate the
charge.

Endorsement Charge:

0

Enter any additional amount
to add to the charge. {Include a
minus sign to subtract an amout.)

Settlement Or Closing Fees
HUD-1 & Closing tab, 1101-1108 Title Charges screen, Line 1102.

Click the HUD-1 & Closing tab.
Double-click 1101-1108 Title Charges.
Click the Details button on Line 1102.

\ Description/Payee/Address M! Borrower GFE Seller
1. |Closing fee SiPay:| 50 % | [ 20000 || [ 200.00
Underwriter 353% DS:u ~ He:ﬁ TIL:E Type:m SliPay: [~
D5 v To =4
Addr:| |

In this example, the Settlement Fee was entered on the Itemized Title Charges screen and assigned to

HUD-1 Line 1102-1. Then, 50 was entered in the SIrPay% field to split the fee evenly between the
Borrower and Seller.

SEE ALSO:

e To enter itemized title charges, see “Itemized Title Charges.”

e Todisburse a portion of the charge to the underwriter, see “Underwriter Portion of Title Charges.

e You can change how an amount is disbursed by making a change to the DS field. See “Disbursement

Status Fields.
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GFE Column For 1100’s

The GFE column has been added to make complying with the new HUD rules easier. Data can be entered in the
GFE column at the same time as all of your other data and a quick comparison can be made. There are four
options available in the Type drop-down box in the GFE column: can’t increase, up to 10%, can change, and N/A to
GFE. The default type for lines 1101, 1103, 1104 is up to 10%. The other 1100’s are defaulted to N/A. The from
GFE drop-down assigns the information to a particular line on the statement.

All the information from the GFE Column flows to page 3 of the HUD-1 Settlement Statement and screen 22
Comparison of Good Faith Estimate (GFE) and HUD-1 Charges screen on the HUD-1 and Closing tab.

SEE ALSO:
e  “Comparison of Good Faith Estimate (GFE) and HUD-1 Charges.”

Owner’s And Lender’s Title Insurance
HUD-1 & Closing tab, 1101-1108 Title Charges screen, Line 1103 & 1104.

1. Click the HUD-1 & Closing tab.
2. Double-click 1101-1108 Title Charges.
3. Click the Premium and/or Endorsements buttons and enter values.

Owner's Policy

Basis Code: | Loan Amount Coverage Amount: 260,000.00

BasePremium  Mult’?  +/ Amount Premium

Policy Premium:|  Rate Table.. | | 50000 [100.00 | = |

Number of Decimal Digits ta Round Premium to: E

Policy Number: | Get Policy Number| More... |

Simultaneous |ssue - Show Both Policy Numbers on Both Policies:[

Other Policy
Basis Code: | Sales Price v] Coverage Amount; 300,000.00
BasePremium _ Mult?  +/- Amount Premium
Policy Premium: | Rate Table.. | | 20000 [100.00 | =
Number of Decimal Digits to Round Premium to: E
Palicy Number: | Get Policy Number|  More... |
1103 |Dwner's title insurance to Sample Title Company Name SIrPay:[— % I 26,500.00 I I
Premiun... =% 50000  Re TiL:| _»||from GFE:|5 ¥ SliPay:[™
Endorsements... =4 26,000.00 I~ Pac Type:|Upto v

Guaranty Fee: =% HUD Line: |
The amounts for 1103 and 1104 do not disburse to line 1108 unless the values are entered on the

Premium and/or Endorsement screens.

Paid Outside of Closing Checkbox (POC)
The POC checkbox enabled on lines 1103 and 1104 puts the total in the Re: text box with an *. The POC amount
displays on the assigned line on page 2 of the HUD-1 Settlement statement. If you type 550*0 in the other fields,

they will also be paid outside of closing.

1103 |Owner's title insurance to ShiPay: [— % || 55000 | | [
Premium... I =% | 500.00 Re:lP.D.C$5504UU[B]" TIL: E from GFE:E—LI SlPay:|
Endorsements... | =3: [ s v pOC Tyne:m
Guaranty Fee: =/ HUD Line: | |
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1200 Gov't Recording & Transfer Charges

HUD-1 & Closing tab, 1200 Gov’t Recording & Transfer Charges screen.

Click the HUD-1 & Closing tab.

Double-click 1200 Gov’t Recording & Transfer Charges.

For each document, enter the number of pages and the amount of cost per page. The total will appear in
the Borrower column.

12) 1200 Gov't Recording & Transfer Charges (2010030004.PFD) @

oS 1200 Sectign Formulas... ja
Description/Payee Borrower GFE Seller
1201 Govermment recording charges I |
Includes line 1202 Click to edit formula used
to calculate recording fees. TIL:| +]| from GFE:
Recording Fees (Buyer) Type: ’m
Document Pages | Other | POC | $ Amount | SI% | SkPay DS
Deed|[2 [ [ | T g0 | [ T |[g =
Mta/Deed of Trust [_3 [_ I I 20.00 [_ B | G L’
Release - 1 [_3 [l 500 ([T T G =~
Release - 2 [_ [_ - | [_ )| I L]
[ Mo =il WO MR T R =
o = IR [ R =
[ Qo= i Syl 0 (el =l
Recording Fees (Seller)
| Document |Pages | Other | POC I $ Amount I | | DS |
| I I I I I I [ 1 b

The GFE column enables you to enter a GFE amount that flows to HUD-1 page 3 and HUD tab screen 22
Comparison of Good Faith Estimate (GFE) and HUD-1 Charges. You can select the GFE Type from the
drop-down list of either Can Change, Up to 10%, Can’t Increase or N/A to GFE. The default is Up to 10%.

1200 Section Formulas

The 1200 Section Formulas window contains formulas used to automatically calculate deed, mortgage, and release
document fees and tax/stamps. The first column describes the section number and type of document. The Per
column explains what the unit of measurement the formula is based on (for example, the 1201 Deed formula is
based on the document cost per page).

Most recording fee formulas contain a rate schedule based on the number of pages. For each document, enter the
number of pages to which the first rate applies in the First column. Then enter the total cost for those first pages in
the $-Cost column. Enter the number of pages to which the next rate applies in the Next column, and enter the
cost per page which applies to those pages in the At column.

There is a second set of Next and At columns for another rate level. Enter the cost per page for any pages over the
number covered by the formula in the RemainAt column.
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Per First $-Cost Next At Next At RemainAt | Basis | Loan |Round
1201 Deed| Page E ' o ™ || 2.00
Mortgage| Page H ' )| || || - [ 200
Release [ Page m Ii r '_ r [—— 200
I | N O
G | (. O | . | e
[ N
Other | Other [_ [— r [— r "_ ,_
12040eed | || [ [ | [ [ | ErEE
Mortgage ’_ ‘ [ [ [ ‘ [ [ ,_L] I__I ’_LI
1205 Deed | 500 || [ | | \ [ [oooo0000 [s ~] [T =] [u=]
Motgage | | [ | [ [ [ [ E I—_l G
1206 Deed| [ || [ [ | | [ Il | ==
Mortgage f- [ [ I l ‘ ‘ I [—-_".] ]—_I m
1207 Deed [ | [ | | [ [ | = CENE
e I I N I S—— —— || =
Default Payee
1200 Section Default Payee [to]:|Recorder's Office
Local Names
Local Names - 1204/1205 Deed: If)eedi 1204/1205 Mortgage: ,7
1206/1207 Deed: [Revenue Stamps 1206/1207 Mortgage: [
Example: Deed
Document Pages| Other | POC | $ Amount | SI% | SkPay DS

Deed | | 2 I— Jui 800 [— [ |G :]'

Total is calculated
automatically based on
1200 Section Formulas.

Enter number of pages.

e 1200 Section Formulas and default payees should be entered into a template (such as the default
template) so that you do not have to set up formulas with each new order. See “Editing the Default
Template.”

ProForm: VA Calculation Rounding

The calculations for sections 1204-1207 on the 1200 Section Formulas screen now accommodate 6 decimal places
instead of 5.

Basis
1204-1207 formulas contain Basis, Loan, and Round fields. Transfer charges for these sections are calculated using

the figure specified in the Basis field. For deeds, the Basis field defaults to S (sales price). For mortgages, the Basis
field defaults to L (loan amount).

BASIS CODE BASIS AMOUNT =

Sales price

Sales price minus any amount entered on Line 203 owed by the buyer/borrower
Loan amount

125% of the loan amount

Loan amount minus any amount entered on Line 203 owed by the buyer/borrower

If a purchase, the basis is the loan amount minus the total amount of payoffs entered on Lines
504 and 505. If a refinance or equity loan, the basis is the loan amount minus the total amount
entered on Lines 104 and 105 due from the buyer/borrower.
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Purchase money/seller financing amount

Loan amount plus any amount entered on Line 203 owed by the buyer/borrower plus the
purchase money/seller financing amount

Loan amount plus the purchase money/seller financing amount

Sales price minus the loan amount

Construction/equity line first draw amount

Either the City Real Property Tax Value or County Real Property Tax Value (whichever is higher).
Loan amount minus the sales price

Either the City Real Property Tax Value, County Real Property Tax Value, or Sales Price (whichever
is the highest amount).

Choose this code in a Refinance situation to calculate taxes in the 1200 section on the difference
between the Principal Balance of an existing loan and the new loan amount.

Use the Round field to round up or chop the amount used in the calculation of the tax/stamp.
Enter U for round up or C for chop.

HUD-1 & Closing tab, 1300 Additional Settlement Charges screen.

Click the HUD-1 & Closing tab.

Double-click 1300 Additional Settlement Charges.

Enter the amount of the additional charge in the Borrower and/or Seller columns. Enter the name and
address related to the charge in the To and Addr fields. The DS field will default to S (Separate Check).

4. If you want the amount to appear on the HUD-1 Settlement Statement in the GFE column, Change the
from GFE field from N/A to the appropriate GFE box reference (i.e. 6). The GFE Type field will not become
available. Select a tolerance type for GFE and the amount entered in the borrower column will flow to the
Disclosure Amount field or an amount can be entered manually in this field. The type will appear in the
selected tolerance section on page 3 of the HUD-1 or on screen 22 of the HUD-1 & Closing tab.

When the GFE field is changed from N/A, the disclosure amount can be entered and rolls up to the borrower field
for line 1301.

1302 |Pest Inspection Disclosure Amaunt $: | 75.00 || [ |
DS:fs | Tor|Muga-Bug Re:| =] [fremeFEfs <]| SiPay T
Addr:|222 Bug Boulevard + |Bugville, NC 2311 Type: m

Enter 1 in the TIL field to include the line item amount in the total prepaid finance charges.

e  With ProTrax Order Tracking and Management, you can track the status of the item by entering it as a
Requested Track ltemRequested_Track_Items>Main. See “Requested Track Items.”

General tab, Acknowledgment & Notary screen.

1. Click the General tab.
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2. Double-click Acknowledgment & Notary.

General tab, Terms, Payment & ARM screen.

Click the General tab.
Double-click Terms, Payment & ARM.
Click the ARM Data button. The ARM Data screen will appear. Enter your ARM data in the top section of

the screen. The TIL — Discounted and Premium Variable Rate Transaction Data section will be calculated
for you.

ARM Data [CCZ20030003RES.PFD]

Published interest rate

. T fAFlM:I 1 [0 %ear C Month
(such as the prime = e on
rate). For ARMSs. the Index Description:ane-Yeal Treaszuny
margin 1s added to the —2(Current Index Rate:] 725000 |
index rate to produce
the adjusted rate. Margin:| 2.00000 Fully Indexed Hate:l 925000

I M aximum Periodic Eap:l 1.00000 First Change Date M aximum Flate:l 8.00000
Periodic and lifetime caps

{limits to the amounts a rate = Minimum Perodic Cap:l 0125800 First Change D ate Minimum Hate:l B.87500

may change). b awirnum Lifetime Eap:lm Lifetime M aximum Hate:lm
tdimimum Lifetime Cap: m Lifetime Minimum Hate:lm
Feriod length. Interest Adjust/Charge Period] 12 (Months) In this E)(Elm_ple, the index
First Interest Adjust/Change Date:lm ;é;;)";;;;g'[;‘s(:ﬁ‘zfﬁ:ni:m
First Payment Change Date:lm allowed by the maximum
Borrower Must be Motified:| 15 Daps before a Payment Change periodic cap.

ProForm calculates
the adjusted rate for the
Beginning Intersst Hate:l 7.00000 second 12 month period

) " by adding the maximum
| * “ I % i N
Round Adjusted Hate.l MNo O Nearest Nextl 0125 periodic cap to the interest

After[ 12 Months  Index Rate:] 725000 Adjusted Rate:| 5.00000 |+ rate. (1.0 + 7.0 = 8.0.)
After m tanths Index Hate:lm Adjusted Hate:lm
After| 12 Monthz Index Hate:lm Adjusted Hate:lm
After| 12 Months Index Hate:l 7.25000 Adjusted Hate:l 9.25000
After m tonths Index Hate:lm Adjusted Hate:lm
After m tanths Index Hate:lm Adjusted Hate:lm

TIL - Discounted and Premium VYariable Rate Transaction Data

Type Of ARM

Enter the frequency of the adjustable rate change. For example, if the adjustable rate cycle is 36 months, enter 36
in the Type of ARM field and click Month. If it is 1 year, enter 1 and click Year.

Round Adjusted Rate

You can choose how you want the adjusted rates rounded. Choose No for no rounding, Nearest to round the rate

to the nearest percentage entered in the % field, or Next to round to the next percentage. Enter the percentage to
round to in the % field.

Truth-In-Lending (TIL)

The Truth-In-Lending (TIL) Add-On to ProForm comes with a complete set of Truth-In-Lending documents and all of
the screens you need to complete them (according to 12 CFR Part 226 — Regulation Z). After installing the TIL Add-
on, special TIL screens will become available in ProForm to enter Annual Percentage Rate, finance charges, total

amount financed, total of payments, and a payment schedule. ProForm does the work for you, calculating most of
these amounts automatically once a loan amount is entered.

179



SOFTPRO - ESSENTIAL USER GUIDE 1/27/2016

You must purchase a license for the Truth-In-Lending (TIL) Add-On and enter your Product Key to be able to access
TIL screens and documents. For more information please call SoftPro Sales at 800-848-0143.

Appraisal Information, Appraised Value, Appraiser
General tab, Property, Legal Description screen.
Click the General tab.

Double-click Property, Legal Description.
Click the Appraisal Information button.

Appraisal Information%“

4. The Appraisal Information screen will appear.

ppraisal Information (2010030001.PFD

Appraisal Date:[m
Land Value: m Improvements: ’7000
Appraised Value: [_ﬁm
Year Dwelling Built: [W
Square Footage:[—a‘SDG‘

Torrens Certificate Number: |

Appraiser
Appraiser Look-up Code:W
Appraiser Name:|
State Certification/License No:l State Issued: ,—
Firm/Payee Name:lAppraisal Associates
Address:|4213W. Main St., Suite 101 +|Kalamazoo, M| 43006
Phone:|( ] - Faxl( ) -

HUD-1 Line: | 804 - Goto HUD-1 Line...

Noles:l v

You can fill in the information for the Appraiser using the Look-up table in the Appraiser Look-up Code field. You
can add your most commonly used Appraisers to the Look-up table, and retrieve them by simply entering a code.
See “Look-up Tables: Store and Reuse Information” for more information.

Assigning The Appraisal Fee To A HUD-1 Line Number
You can choose the HUD-1 Line Number on which you want the Appraisal Fee recorded. Click the down-arrow next
to the HUD-1 Line field and select from Lines 804, 808-820, 1303-1312, or Additional Disbursement 1-50.

Click the Go to HUD-1 Line button to jump to the line number to enter the fee.

Attorneys

General tab, Buyer’s & Seller’s Attorneys screen.

1. Click the General tab.
2. Double-click Buyer’s & Seller’s Attorneys.

You can fill in the information for the Buyer’s and Seller’s Attorneys using the Look-up table in the Attorney Look-
up Code field. You can add your most commonly used Attorneys to the Look-up table, and retrieve them by simply
entering a code. See “Look-up Tables: Store and Reuse Information” for more information.
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General tab, Buyer/Borrower, Officers & Signatures screen.

Click the General tab.

Double-click Buyer/Borrower, Officers & Signatures.

Enter the buyer name in the first field. If the buyer is couple or partnership, enter the spouse/partner in
the field directly below the first name field.

1]|Bil| Buyer {——{ First Buyer / Burmwer.l

IBetty B Lyer {——{ Spouse or Pﬂrtner.|

4. Enter the address of the buyer in the Address fields. Enter the street address or P.O. Box in the first field
and the city, state, and zip code in the field directly below the first. This is the address that will appear on
the HUD-1 Settlement Statement. To enter a forwarding address, click More and use the Forwarding
Address/Numbers fields.

5. Click More to enter SSN/TIN, phone and fax numbers, forwarding address, additional notes, or to edit
signature lines and corporate officers.

6. Enter Vesting and Interest % text to appear on documents such as Warranty Deeds and Deeds of Trust.
(See “Vesting” and “Interest %")

There is room to enter up to 9 buyers. Each buyer can be a single person, a corporation, or a pair such as a married
couple or partnership.

SEE ALSO:

e  “Buyer/Borrower Additional Information.”

Type
By default, Male will appear in the Type field when a buyer name is entered. If a spouse/partner name is entered,
Plural will appear by default.

You can change the Type field by clicking the arrow and choosing another selection:

Type:| Plural _vJ | |

Male
~—Female

Corporation

Limited Liability Corp.
Limited Liability Company
Partnership

Trust

Estate

Other

Type:

Vesting

Enter text to describe how the property is vested, which appears on documents such as Warranty Deeds and some
Deeds of Trust (for example, as his sole and separate property, or as joint tenants). The Look-up table contains
several entries you can choose from to fill the Vesting field.

To retrieve an entry from the Vesting Look-up Table:

1. Putthe cursor in the Vesting field.

2. Press <F9>to access the table.
3. Select an entry.
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YVESTING

, as sole and separate property

, as her sole and separate property
, as his sole and separate property
, as tenants by the entirety

, as tenants in common

. as community property
as joint tenants
8 |<End of List>

4. Click Retrieve Entry.

(=pd 6,0 B o0y DR LN Sl

|Vesting: | az joint tenantsl

To Add a New Entry to the Vesting Look-up Table

1. Enteryour text into the Vesting field.
2. Press <F9>to access the table.
3. Click Insert Entry.

Interest %

Enter the vesting language to appear on documents such as Warranty Deeds and some Deeds of Trust (for
example, as to an undivided 100% interest, or as to an undivided 1/2 interest). The Look-up table contains several
entries you can choose from to fill this field.

To retrieve an entry from the Interest % Look-up Table

1. Putthe cursorin the Interest % field.
|Interest : ||«- |

2. Press <F9> to access the table.

3. Select an entry.

INTERESTPCT

, as to an undivided 1/4 interest

, as to an undivided 1/2 interest

_ as to an undivided 3/4 interest

, as to an undivided 1007% interest
5 |<End of List>

4. Click Retrieve Entry.

P —

(&

SN

|Interest x I as bo an undivided 3/4 interest |

Default Buyer And Seller Relationships

When the buyer or seller type is Plural, the Relationship fields fill in automatically. The wording that appears
depends on the state that is entered in the property address.

STATE RELATIONSHIP 1: RELATIONSHIP 2:

and wife (blank)

husband and wife

(blank)

To change default relationships:
1. Click the General tab.
2. Double-click General Options.

3. Enter the default relationship wording you want to appear.
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Default Felationships for Plural Type Buyer and Seller - Relationship 'I:Iar‘u:l
Relationzhip 2:|Blank

Diefault Relationzhip for M ale/Female Type Buper and Seller - Male:l

Female:l

Buyer/Borrower Additional Information
General tab, Buyer/Borrower, Officers & Signatures screen, Buyer/Borrower 1
1. Click the General tab.

2. Double-click Buyer/Borrower, Officers & Signatures.
3. Click the More button and then enter the additional buyer information.

Social Security/Tax ID,
Phone and Fax numbers,
and Email Address

Name 1
SSN/TIN Work Home Fax

|Bil Buyer { () - () - WE

% Mobile: I[ ] - Pager: |[ ] -

Email: |
MName [Long]: |Bill Buyer | Full buyer name '
Name [Long with Relationship):|Bill Buyer and wife, Full buyer name and
relationship
Signature Line: |Bill Buyer Name that appears on buyer signature line.
Full buyer name appears by default.
Also Known As: Name variations to appear on
Name Affadavit

Name 2

SSN/TIN Work Home Fax
|Eetty Buye: ] (e IR R

Mobﬂal[ ] - Pagenl[ ] -

Name (Long):|Betty Buyer

I

Narme (Long with Relationship): |Betty Buyer

Signature Line: |Betty Buyer

Also Known As:
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Combined Names

Name (Long}:|Bill Buyer and Betty Buyer | All buyer names '

Name [Long with Vesting):|Bill Buyer and Betty Buyer aginint tenants as tn an
undivided 374 interest Buyer names and
vesting interest langugae.

Name (Long with Relationship): |Bill Buyer and Betty Buyer [ 4, buyer names and

relationships.

Corporate Officers... I =g Signature Lines...

Click button to access
Corporate Officers or
Signature Lines.

Forwarding Address/Numbers
7 Use as default address on Buyer check
Address: | ol

c/o:|
[_ Additiona
Rl ) - Home:l[ ) - Fax:l[ ) addresses and
Mobile:l[ ] - Page[;l[ ] - numbers

Notes

Notes about the buyer
or seller

Buyer’s Portion Of Real Estate Taxes
HUD-1 & Closing tab, Division of Proceeds & 1099-S Data screen.

1. Click the HUD-1 & Closing tab.
2. Double-click Division of Proceeds & 1099-S Data.

24) Division of Proceeds & 1099-S Data (2010030004.PFD)

Cash To Buyer/Borrower

DS:{ | To:|Bill Buyer and wife, Betty Buyer Total Cash to BuyerfBorrower:I

Distribution(s] To Seller(s)

Total Buyer's Part of Real Estate Taxeszl 1.424.66
Total Cash to Sellerfst| o .. 10335

The default for this field is the buyer’s portion of taxes appearing on Lines 106, 107, and 108.

SEE ALSO:

e  “Taxes and Assessments.”
Closer
General tab, File No., Settlement Dates, Notes screen.

1. Click the General tab.
2. Double-click File No., Settlement Dates, Notes.
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3) File No., Settlement Dates, Notes (2010030004.PFD)

Proration Date:|02f1 572010
Title Examiner: IWhiteJ —} CIoser:lK(aklauS
Escrowelleloombeth

Escrower TilIe:l

Transaction Type: ¢ Purchase ¢ Refinance ¢ Equity | Prior File Number:|
CashSale:]  Constuction: |~  Reverse Mortgage: |~  Refinance Purpose:|
Settlement Date:lm Include Saturday in Rescission Period: |
Disbursement D ate: M

Right to CancelDate:l rav

Marketing Source Infa

Recording Date:|02/1 5/2010

Commissions

1.
2.

HUD-1 & Closing tab, 700 Commissions screen.

Click the HUD-1 & Closing tab.

Double-click 700 Commissions.

4) 700 Commissions (2010030004.PFD)
700 Total Real Estate Broker Fees:

[ 6.0000 % X Price:|
MLS Fee:|

You can add your most commonly used Closers, Title Examiners, and Escrowers to the Look-up tables. See
“Look-up Tables: Store and Reuse Information” for more information.

300,000.00 = | 18,000.00
% =] Charge MLS Fee to !_(" Listing(701) @+ St#mg[?UZ] Broker
[7 Include MLS Fee on Lines 701 & 702. Otherwise MLS Fee ‘Wil Show on Cllecks Only.
701 Adjust Commission (+/-) $: I Descriplion:l
PRI o Thooy Comission is automatically disbursed
%= ; : : y A
Commission:]  £.0000 %=  18,000.00 POC Portion:| s S SN
DS:IS Ll To: ITest Agency seller on Line 703.
Addr|12312 Moppet Lane +|Raleigh, NC 12312
702 Adjust Commission [+/-) $:| Description:|
Commission = Balance of:l POC Portion:l
DS:I L’ To:|

Addr|

2]

703 Commissions Paid at Settlement;

Borrower
ByiPay: r_ %
Fie:l

1

3

Seller

Optional Comment for Line 703: I

|
B

18.000.00

1.

[l | B [Xﬁ

Selling (702) Agents, entered on the Real Estate Agents/Brokers screen of the General tab.
Changing The Commission Rate
2.

Put the cursor in the rate field on Line 700 and press <F2> to clear it.

Enter in a new rate and press <tab> to recalculate commissions.
Entering Commission Manually

You can enter commissions manually instead of having them calculated as a percentage of the sales price.
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1. Putthe cursorin the rate field on Line 700 and press <F2>.

2. Enter the total commission amount in the field after the equal sign (=).
Manually entering the total commission amount:

| F00 Total Commizsions Based on Hate:l 'y z % F'ric:e:l = | 1EI,EIDJDl.DEI ‘
I |
| Press <F2> to clear the rate %.| | Enter total commission ﬁmuunt.|
SEE ALSO:
o  “MLS Fee.”

Splitting The Commission Between Two Brokers
There are two ways you can split commission between two brokers. You can change the percentage that the first
broker receives, or change the total dollar amount the first broker receives.

Method 1:
1. Putthe cursor in the Commission % field of Line 701. Press <F2> to clear the field.
2. Enter the new percentage the first broker is to receive. (For example, if the original rate is 6% and each
broker is to receive half, enter 3.)
3. Press <tab>. The remaining amount will be disbursed to the second broker on Line 702.

Change the percentage on Line 701 to split
the commission amount between two
brokers.

701 Adiust Comglssion (+/)$:|  Description|
Commission:| 3.0000 %=| 900000 POCPotion:]
DS:]S L] To: |TestAgency
Addr:|12312 Moppet Lane +|Raleigh, NC 12312

702 Adjust Commission [+7-) $: |7 Description:l
Commission = Balance of: 9,000.00 POC Portion: [—
DS:[S L] To: |Agency

Addr:[111 Realtor Road + |Real Place, NC 23456

Second broker's amount will appear
automatically on Line 702.

Method 2:
1. Putthe cursor in the second Commission = field of Line 701. Press <F2> to clear the field.
2. Enter the amount the Listing (701) Broker is to receive.
3. Press <tab>. The remaining amount will be disbursed to the second broker on Line 702 and the automatic

% is removed.
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Press <F2> and manually enter the
amount broker 1 will receive.

701 Adjust Commission [+/-) $: W Description:|
Commission:| %= 700000 POCPotion:|
DS:IS _v_] To:fTestAgency
Addr:|12312 Moppet Lane . |Fia|eigh. NC 12312

702 Adjust Commission [+/-] $:[—— Descriplion:l
Commission = Balance of| 1100000 POC Pottion:]
DS:IS L] To: lAgency

Addr:|111 Realtor Road +|Real Place, NC 23456

Balance of total commission from Line 700 will
automatically be disbursed to the second
broker on Line 702.

Splitting The Cost Of Commission Between Buyer And Seller
By default, commissions will be charged to the seller. To split the cost of commissions between the buyer and
seller, use one of the following methods:

Method 1:
1. Enterthe percentage to be paid by the buyer in the ByrPay field of Line 703.
2. Press <tab>. The amounts owed by buyer and seller will appear automatically.

| Enter % buyer is to pay.|
T

v Bormower Seller
703 Commissions Paid at Settlement B_l,JlF'a_l,l:I a0 % I 9,000.00 I 9,000.00

Ref e[ =]

Optional Comment for Line ?UB:I

Method 2:
1. Enter the amount to be paid by the buyer in the Borrower column of Line 703.
2. Press <tab>to move the cursor to the Seller column.
3. Press <F2> to blank out the Seller amount. Enter the new Seller amount.

Additional Disbursements From Broker’'s Commissions

HUD-1 & Closing tab, 700 Commissions screen, Additional Disbursements from Broker’s Commissions button.

Click the HUD-1 & Closing tab.

Double-click 700 Commissions.

Click Additional Disbursements from Broker’s Commissions.
Enter a description, payee and payee address.

vk wNn e

Enter the amount to be taken out of each broker’s commissions. In the following example, a referral fee
of $1,000.00 is deducted from the Listing Broker’s commission:

Additional Disbursements from Broker's Commissions (2010030004.PFD)

Disbursements Deducted From Real Estate Broker's Checks $ From Listing  $ From Seling  $ From Other »

Description/Payes/Address Broker [701)  Broker [702) Broker [705)

1) |Referral Fee [ 100000 | [
DS:IS L[ To:lFlefenals"r"Us Re:l Total:l—_——_
Addr:|P.0. Box 12 +|Raleigh, NC 23456
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Printing The Additional Disbursements From Broker’s Commissions Exhibit

1.

L XN U kEWN

Click File/Print. (Or press <Ctrl> and <P>.) The ReadyDocs Selection dialog will appear.
Double-click SoftPro ReadyDocs Tree.

Double-click HUD-1 & Closing.

Double-click Additional Disbursements Exhibits.

Select Additional Disb from Broker’s Commissions.

Click the >> button. This will make the document appear in the Selected ReadyDocs window.
Click OK.

The Print dialog will appear.

Click OK to print.

Additional Disbursements From Broker’s Commissions Disclosure
Go to the HUD-1 & Closing tab, HUD-1 Options to specify how you want additional disbursements from broker’s

commissions disclosed on the HUD-1 Settlement Statement.

11) Add'l Disbursements from Broker's Commission Disclosure: " Line 703 & Lines 705712 ¢ None

Line 703 - Additional Disbursements from Broker’s Commissions are entered and will appear on Line 703
of the HUD-1 Settlement Statement.

Lines 705-712 - Default TDI disclosure language will appear in the description fields of Lines 704-708.
None - No default text will fill in the description fields for Lines 703-712.

Commitment Data

Title Insurance tab, Commitment Data/Insureds, TX Sched D screen.

bl A

Click the Title Insurance tab.

Double-click Commitment Data/Insureds, TX Sched D.
Enter the commitment effective date.

Select the policies that are to be issued.

Commitment Data =
Commitment Number: | 2010030004 -

1. Commitment Effective Date:!02f25/201[] Time:l M

2. Policy or Policies to be |ssued:

V&) Owner's Policy Version:|ALTA Own. Policy (10/17/92)

Brief Name: |Buyer

Proposed Insured: |Bill Buyer and wife, Betty Buyer as joint tenants, as to an undivided 3/4

interest

[V b) Loan/Mtg Policy Version:{ALT4 Loan Policy (10/17/92)

Brief Name:IFirst Ever Savings and Loan
Insured Look-up Code:|CONY. UNINS.

Proposed Insured:

o) ] Yersion:

Biief Name: Y
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SEE ALSO:

e See “Printing ReadyDocs.”

HUD-1 & Closing tab, Comparison of Good Faith Estimate (GFE) and HUD-1 Charges screen.

The comparison screen is an exact match for what is shown on page 3 of the HUD-1 Settlement Statement.
Changes made to the Loan Terms prevent the information from being pulled from other pages.

Any changes made to this screen are reflected on page 3; however, if you make changes on this screen, it
overwrites any information that is being pulled in from another ProForm screen.

If Manual entry of Comparison of Good Faith Estimate is checked, any information overwritten is not pulled from
other screens; however, if you uncheck the box all the information entered is overwritten again from the
information pulled from other screens.

Tolerance

The tolerance applies to the individual line items in the Charges That Cannot Increase category and the total of all
charges shown in the category and the Charges That in Total Cannot Increase More Than 10%. A tolerance
violation in either of these categories can be cured on screen 200 using the tolerance cure fields.

SEE ALSO:

e “Tolerance Cure”

General tab, Buyer Corporate Officers screen:

1. Click the General tab.
2. Double-click Buyer/Borrower, Officers & Signatures.
3. Click More and then click Corporate Officers.

General tab, Seller Corporate Officers:

1. Click the General tab.
2. Double-click Seller, Officers & Signatures.
3. Click More and then lick Corporate Officers.

You can enter a credit card payoff as an additional disbursement.

1. Click the HUD-1 & Closing tab.

2. Double-click Additional Disbursements 1-12.

3. Select a disbursement line to use. Enter Credit Card Payoff in the Description field.
4. Enter the payee name in the To field and the payee address. For example:
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Click to add per diem and
late fees, or split payoff amount
between buyer and seller.

14) Additional Disbursements 1-12 (2010030004.PFD)

HOAMamt. Co. Fees

Description/Payee/Address Borrower Seller
1) |Credit Card Payoff Payolf Details... [ 2,000.00 || |
DS:| S _vJ To: IDhlo First Credit N& Fle:| TIL;[_LI
Addr.[1002 \Werdebit Circle + |Cinncinati, OH 2345

5. If you want ProForm to calculate the total payoff amount and add per diem or late fees, or split the
amount between the buyer and seller, click Payoff Details. Otherwise, enter the amount of the payoff to

be paid in the Borrower and/or Seller fields.

SEE ALSO:
e  “Payoff Details.”

Payoff Details
1] Payoff Details [CC20030003RES.PFD]
[ Enter principal balance
|Credit Card Payaff or loan payoff amount. Borrower Seller
— [ Calculate Refinance Payoff L¥ing Principal Balance i
Principal Balance: Loan Paygff;l 2,000.00)1 As 0f:|U4.-"D1 /2003 Per Diem:l
Days from:|(" Settlement ¢ Proration ' Disbursement Hecording| = I 14 Days
F‘Ius:l Extra Daps Interest: I Plus Late Fee:l 350 After:lﬂél.-"'l R/2003
Total Additional Charges: | Additonal Charges | sipay: [ A % | 200,00 (]
A |
D8 =] Tor[Ohio First Credit N2 Re| If the seller is to pay a percentage of
Addr| 1002 \w/edebit Circle +|Cirncinati, OH 23833 the payoff amount, enter it here.
L_| Click to enter principal balance Click to enter up to 10 additional
instead of loan payoff amount. charges to the payoff amount.
Per Diem

If there is a per diem fee on top of the payoff amount, enter it in the Per Diem field. The per diem total will be

added automatically to the final payoff amount.

Select the date to calculate
total payoff amount.

|Per diem chﬁrge.|

Principal Balance: | Refinance Payaff, | 200000 &g of[04/01/2003) PerDiem| 5000000
Daps from:lr Settlement € Proration * Disbursement © Hecnrdingl =| 14| Days
A
Fluz| 2 EwtraDays Interest:l Flug Late Fee:l 3.80 Afler:lD4.-’1 Rs2003
.T
Enter any extra days of Number of per diem days
per diem to add to total. appears here.
Late Fees

To enter a late fee, enter the amount of the fee in the Plus Late Fee field. Enter the date after which the late fee

will apply in the After field.

Printing Payoff Details
Payoff details are printed on the following ReadyDocs that come with ProForm. See Chapter 9 “Printing

Documents” for help printing.

e Loan Payoff Details
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Additional Disbursements Exhibit

Buyer Additional Disbursements Exhibit
Seller Additional Disbursements Exhibit
Page 3 of the HUD-1 Settlement Statement

Debits And Credits

Seller credits are entered on the 100 Gross Amount Due from Borrower screen of the HUD-1 & Closing tab. Buyer
credits are entered on the 200 Amounts Paid by or in Behalf of Borrower screen.

Buyer Credit / Seller Debit
For example, you can enter an amount of rent that the buyer charges the seller for residing in the property past
the date of closing on Line 213.

213 |Rent Same as 513,
Compute | " Buyer's @ Seller's  Share of $:| 1,500.00
From: |D1 /02/2010 Through: |02/20/2010 = | 46 Days of:l 50 [ 30Day Months T|L:I =l 1,350.00

Seller Pays A Portion Of Closing Costs
Another example of a buyer credit is when the seller agrees to pay $1,500.00 in closing costs, which can be entered
on Line 209.

Seller Credit / Buyer Debit

To enter a credit to the seller from the buyer, use the 100 section of the HUD-1 Settlement Statement. For
example, you can enter a reimbursement to the seller from the buyer for the cost of gas to fill a gas log fireplace
using Line109.

109 |Gas for Gas Lodge Same as 403
Compute | /¢ Buyer's ¢ Seller's Share of $:
Flom:l P4 Through:l Yt = ] Days of:l ™ 30 Day Months TIL:I _'_] | 100.00

Disbursement Date

General tab, File No., Settlement Dates, Notes screen.

1. Click the General tab.
2. Double-click File No., Settlement Dates, Notes.

3) File No., Settlement Dates, Notes (2010030004.PFD)
Firm File Number: | 21 0020004 RealEC |

Transaction Type: © Purchase ¢ Refinance rEquity; Prior File Number:

CashSale:]”  Construction: |~ Reverse Mortgage: |~ Refinance Purposezl
Settlement Date:|022'1 5/2010 Include Saturday in Rescission Period: |

—PDisbursement Date:|02/15/2010 Proration Date:|02/15/2010
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All checks will be dated with the Disbursement Date. For Refinance or Equity transactions, the Disbursement Date
will be adjusted automatically to allow for a 3-day rescission period.

For Purchase transactions, the Disbursement Date will default to the Settlement Date. If a Disbursement Date is
entered that is different than the Settlement Date, it will appear on the HUD-1 Settlement Statement just below
the Settlement Date on the first page. On the HUD-1A it will appear just to the right of the Settlement Date.

Discount Points

See “Loan Discount.”

Earnest Money Deposit

General tab, Sales Price, Deposit/Earnest Money screen.

Click the General tab.
Double-click Sales Price, Deposit/Earnest Money.

Enter the amount of the deposit in the Deposit/Earnest Money field.

6) Sales Price, Depasit/Earnest Money (2010030004.PFD)

Contract Sales Price:l 300,000.00

Sales Contract Dated:| / /

Click More to enter Increased
Sales Contract Expires:l T or Additional Deposits.

Purchase Money/Seller Financing:l

[ Require Both Partied to Endorse Both Checks, if There are Two Sellers

Amount of Deposit
Deposit/Eamest Money: 2500.00 More... |
mount Returned ta Buyer:l

D it Retained b : b ,
ore Eﬁggdyeﬂigziveﬂ by:jl(: Incoming Fund ¢ Listing Agent [701) " Seller

3(' Settlement Agent  Selling Agent (702) " Office 1
Portion of Deposit Hetained:l ——{ ~mount of Deposit Retained '
/

F 4
Amount of Deposit returned to the buyer.
This amount will appear on Line 201 of the
HUD-1 Settlement Statment with the

How (or by whom) the
eposit

Deposit/Earnest Money Scenarios
Scenario: The deposit retained by the broker is greater than the broker’s commission, and the broker is bringing a

check for the difference to closing:

e The deposit will be shown as an incoming fund on the Disbursement Summary.

e  Enter the commission amount in the Portion of Deposit Retained field.
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If the broker is giving the difference directly to the Seller (rather than through the settlement agent), you
must enter the amount of the excess deposit on line 501 (on the 500 Reductions In Amount Due Seller
screen of the HUD-1 & Closing tab).

If the settlement agent has already received the deposit, it will be labeled "Deposit held by Settlement
Agent" on the Disbursement Summary.

Scenario: A broker is retaining the deposit:

The amount retained can be more than the amount of commission only if the difference (given directly to
the Seller) is entered on line 501.

Line 501 is found on the 500 Reduction In Amount Due Seller screen of the HUD-1 & Closing tab. It should
contain the amount actually retained by the broker (including any amount given by the broker directly to
the Seller).

Line 501 should not include any amount returned directly to the Buyer.

Increased Or Additional Deposits

Click the General tab.

2. Double-click Sales Price, Deposit/Earnest Money.
3. Click More.
4. Enter a description, amount of the increased or additional deposit.
Increazed Deposit Flequired:lF'est Inzpection $| Vha.00
HUDA1 Line:[215 »] _GetoHUDA Line.. |
5. For each deposit, you can select a HUD-1 Settlement Statement line number on which to record it.
Click the arrow and select
a line from the list.
¥
HUD-1 Line:|205  =|  GotoHUD-1 Line... |
] A
sit Required:| 204 Click to instantly jump to
HUD-1 Line536 the line you selected.
Endorsements

Title Insurance tab, Endorsements screen.

Click the Title Insurance tab.
Double-click Endorsements.

To select an endorsement, click the checkbox in the Include column. For example:

6) Endorsements (2010030004.PFD) ]

Endorsements Included

Include Endorsement Title Policy Datelss EffDate Charge

> v |ALTA Endorsement Form 1 (Street Assessments) l L] | Fa | Fav I M
[~ |ALTA Endorsement Form 2 (Truth in Lending) I LI | 2/ =] l M
[~ |ALTA Endorsement Form 3 (Zoning) I _:J [ 7/ [ 7/ l ﬁore;J

Select the policy on which you want to assign the endorsement. Enter L (Loan/Mtg), O (Owner’s), or X
(Other) in the Policy field.
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5. Enter the date the endorsement was issued in the Datelss column. Enter the effective date of the
endorsement in the EffDate column. Enter the amount of the endorsement in the Charge column.
SEE ALSO:
e  “ltemized Title Charges.”

e “Splitting a Charge Between the Agent and Underwriter.”
e  “Auto Calculation of Endorsements and Itemized Title Charges.”

General tab, File No., Settlement Dates, Notes screen.

Click the General tab.
Double-click File No., Settlement Dates, Notes.
Enter the Escrower name in the Escrower field.

6) Endorsements (2010030004.PFD) E

Endorsements Included

Include Endorsement Title Policy Datelss EffDate Charge

> [V |ALTA Endorsement Form 1 (Street Assessments) I LI [ 77/ [ 77 | More...
[~ |ALTA Endorsement Form 2 (Truth in Lending) | = |77 PE | More...
[~ |ALTA Endorsement Form 3 [Zoning) I _Ll N FE] [ More...

You can add your most commonly used Closers, Title Examiners, and Escrowers to the Look-up tables. See “Look-
up Tables: Store and Reuse Information.”

See Chapter 5-6, “Requirements and Exceptions”.

HUD-1 & Closing tab, 500 Reductions in Amount Due Seller screen, Line 501.

Click the HUD-1 & Closing tab.
Double-click 500 Reductions in Amount Due Seller.
Enter the amount of the excess deposit on Line 501.

21] 500 Reductionz in Amount Due Seller [CC20030003RES.PFD)
501 Excess Deposi | 1500

502 Settlerment Charges to Seller Same az 1400, I 19.675.00

h03 Exizting Loan(z] Taken Subject to Same agz 203, I

Use Line 501 if a broker is holding an earnest money deposit that is greater than the broker’s commission and the
broker is giving the excess deposit directly to the seller. The amount of the total deposit (including commissions)
should be entered on Line 201. Line 201 is found on the 200 Amounts Paid by or in Behalf of Borrower screen.
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General tab, Security Instruments, Trustee & Riders screen.

1. Click the General tab.
2. Double-click Security Instruments, Trustee & Riders.

3. Click the riders that are part of the loan package. For example:

FNMA, FHA & VA Riders
Security Instrumet Riders: ¥ AR [~ Conda M 1tad [T GP [T GE [T PUD [T vA
I Bitweekly [ Balloon [ Rate Improvement K Eecond Home
™ Other|
FHAAM Riders &Allunges:r ARA [T GPa [T GEA
r Elthel:l
r Dthel:l
W& Mig/DT Riders:l Assumption

General tab, Plats, Covenants & Conveyance screen.

1. Click the General tab.
2. Double-click Plats, Covenants & Conveyance.

3. Scroll to the bottom of the screen. Click the More button. The New Conveyance dialog box will appear.

iy

Enter the sum to appear as the
Consideration Amount; <«— consideration amount on the deed.

General tab, HOA/Management Company screen.

1. Click the General tab.

2. Double-click HOA/Management Company.

Fees and Duss
Description HUD-1 Line Borrower Seller

1) 08:[0 ] [Homeowrers Dues Jrzz = 150,00 ([
2) 05[] = | = [
3 os[ =] | 7| | |
N5~ [ = |
5 o[ =] | 7| | I
& ps[ =l | = || I [
nos| < | = |
8 ps[ -] | i |
9 o] ] | | | |
1005 7 | [ =T |
mos[ ~| [ =T |
1208 =] [ [ =) |
13ps] | =i [
os| ]| | =T |
1508 <] [ [ =T |

Tatal HOA 1 Check [0): 150,00 Total Mamt. Co. 1 Check (C)

Total HOA 2 Check (02] Total Mgt Co. 2 Cheek [C2]

Total HOA 2 Check (03 Total Mgt Co. 3 Cheek [C3]
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Entering A Homeowner’s Association Fee
Click the General tab.

2. Double-click HOA/Mgmt. Co.
3. Click HOA/Mgmt. Co. Fees. The Fees and Dues screen will appear.
4. Enter the code for the Association or Management Company to which the fee is to be disbursed in the DS

field. You can enter one of the following codes:

O - Homeowner’s Association 1
C - Management Company 1

02 - Homeowner’s Association 2
C2 - Management Company 2
03 - Homeowner’s Association 3
C3 - Management Company 3

O O O O O O O

S - Separate Check

5. Enter a description of the fee.
Select a HUD-1 Line to record the fee.
Enter the amount of the fee owed by the Borrower and Seller.

General tab, Terms, Payment & ARM screen.

Click the General tab.

Double-click Terms, Payment & ARM.

Enter the interest rate in the Annual Interest Rate field. Press <tab>. The rate will be spelled out for you in
the Spell field. For example:

SEE ALSO:
e “Loan Amount.”

e  “Interim Interest.”

General tab, Terms, Payment & ARM screen.

1. Click the General tab.
2. Double-click Terms, Payment & ARM.
3. Select how you want interim interest calculated. For example:

Interim interest paid at closing.
Amount of per diem interest will| | Interim interest paid with the | | No interim interest to be
show on HUD-1 Line 301. first loan payment. calculated.
/ 1
Jten: I"le'es_l . b V/ Choose from various
Inkenim |nterest ta be Pald3| & OnHUD-1 Ling 901 In First Payment © Mone | calculation and formatting
Fer Diem Mumber of Decimal DigilSilE [~ Chop Calculated Per Diem R ather Than Round options.

Bazed ore| © 360 ™ 365 ¢ 366 | Dayspervear [ Based on 30 Day Months

From Date of| © Settlement & Disbursement ¢ Froration |

[0215/2002 To [03/m /2002 = [14] Daps at: | 45208500 /Day = | 532.88

$ $ $
Defaults to Settlement. | Per Diem interim interest.| |T|:|tﬁ| interim interest.
Disbursement, or Proration

Date.
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Per Diem Number Of Decimal Digits
Select the number of decimal places (1-6) you want to include in the total interim interest. To chop rather than
round, select Chop Calculated Per Diem Rather Than Round.

Based On
You can choose the number of days per year and month to use to calculate interim interest. Select from a 360,
365, or 366-day year. To base the calculation a 30-day month, click Based on 30 Day Months.

Total Interim Interest

The total amount of interim interest appears after the equal sign. Interim interest will also appear on the 900 Items
Required by Lender to be Paid in Advance screen of the HUD-1 & Closing tab. The total amount will appear in the
Borrower column of Line 901.

General tab, Property, Legal Description screen.

1. Click the General tab.
2. Double-click Property, Legal Description.
3. Scroll down to the bottom of the screen.

Eirief Legal Description:ILot HiLatUnitky
{i5undivni} Subdivisian
[#ountyl} County, N.C.
Full Legal Description: Lot HLatUnit} {Subdivhl} Subdivision H{County}} County, N.C. ;I

4N

Use the scroll bar to access [ |
the bottom of the screen.

There are two legal description fields: Brief and Full. The Brief Legal Description: contains three fields of 30
characters each. You can search for a file using the Brief Legal Description fields — see “Searching for a File.” The
Full Legal Description field is a scrollable field that can hold up to 64,000 characters of text.

Importing A Legal Description
With the Scrollable Field Editor, you can import legal descriptions into ProForm that have been saved in a text file
format (.txt).

1. Click inside the Full Legal Description field.

You can import existing text files into

Brief Legal Descriptionil the Legal Description field to save
| from having to retype legal
l— descriptions over and over again.

Full Legal Descriptior:{| _:I

El
2. Click <Ctrl> and <Z> together. The Scrollable Field Editor will appear.
3. Click Read from Text File.
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Scrollable Field Editor [<]
I Bl

Click Read from Text File |
‘Read fiom Text File I Wite to Test Fle.. | Check Speling..| | Hep | Cancal |

4. Browse for and select the text file that contains the legal description.

5. Click Open.

S =
Lack i [ 3 Entenpiise Ediion = & & ei

File name:  [legaldescription.tut

| Hpen I
Files of type: [ Tet Fies [t) | Cancel
A

2]

6. The legal description will appear inside the Scrollable Field Editor. Click OK.

Scrollable Field Editor =]

Begnring at a pioint an the Southetly e of said Lat 4 distant therean Noith 45" East 150,00 feet fiom the most. =]
Southerly cormer thereal; thence alang said ne North 45" E st 30000 feet 1 the beginning of 2 tangent curve
concarve Notthwesterly and having = radius of 100100 feel. thence Northeasterly along said curve thiough a
ceniral angle of 45° 30¢ an arc distance of 73.00 fee! to the beginning of a compound curve concave
Southwesterly and having 3 radius of 50,00 feel, thence Notthwesterly along said compound curve thiough 3
central angle of 112" an arc distance of 104.72 feel; thence tangent to said curve South 7° 30 West 205,00
{2t to the beginning of 2 tangent cuve concave Sautheastetly and having a radis of 50.00 feet thence

S outhwesterly along said curve thiough 2 central angle of 36° an arc distance of 31.41 feet to the beginring of &
everse curve concave Northwesterly and having aradius of 50,00 feet: thence Southwesterly slong ssid reverse
curve thiough a cential angle of 35" an arc distance of 31.41 fest; thence tangent to said curve Soulh 67" 30¢
/et 50.00 feet; thence South 15 30 East 170,00 feel; thence Southeasterly 68,00 feet o the point of
beginning.

Readfiom Test Fle..| Witeto TewtFie.. | Check Speling || ok | dee Concel |

Spell Checking A Legal Description

You can spell check a legal description field using the <F7> key.

1. Click inside the Full Legal Description field and press <F7>.

Brief Legal Dascript\on:i

Full Legal Drescription:|Beginning at a pioint on the Southerly line of said Lot 4 distant thereon Marth 45°
East 150.00 feet fram the most Southerly comer thereol; thence along said line
Morth 45° E agt 300.00 feet to the beginning of a tangent curve concave
Marthwesterly and having a radius of 100.00 feet: thence Northeasterly along
gaid curve thiough a central angle of 45° 30 an arc distance of 79,00 feet to
the beginning of & compound curve concave Southwestery and having a

-

2. The Check Spelling uTILity will appear.

Mot in Dictionary:
paron
Iplom Ignore All
Suggestions: dd
_I | LChange
Change Al
Add words bo: —
Iuserdic.tlx j Suggest
(el | DOptions... I Qictionaries...l Help... | Cancel I

The spell checker has found that the word
"point" is wrong. It has suggested a
replacement. To change the misspelled
word, click Change.
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3. A message will appear after the spell check is complete. Click OK.
Spell Check

.
1 Spel check complete.

General tab, Lender screen.

1. Click the General tab.
2. Double-click Lender.

SEE ALSO:

See “Look-up Tables: Store and Reuse Information” for help saving your Lenders to the Lender Look-up table for
easy retrieval.

Entering A Lender From The Look-Up Table
1. Click inside the Lender Look-up Code field.
2. Enter the code for the lender you want to retrieve and press <Tab>.
3. If you don’t know the code, press <F9>.

LenderName;i access the Lender

| Look-up tahle.
4. The Lender Look-up table will appear. Double-click the entry you want.
Look-up Table [Local)
Key Field: LENINI el | [ Alays Ioad

Table Wame: LENDER all records
CODE | MARKETINGREP | MAMET | HamMEZ | MAMES

CC&B Central California Bank, 33337 Executive Way  Sacramento, CE
MHATIOMAL Mational Mortgage 1817 Loiz Lane SanJoge, CA 8
CITIZEMS Firzt Citizenz 343 Summit Ayve

SanJoge, CA 8

AMERICA America Loang 123 Fi reet Loz Ang L
FES&EL Fran First Firzt Ewer Savings & Lo... Aszociation of California

it CH W achowvia Mortgage Corporation

<End of Ligt>

You can store all of your lender names,
contacts and addresses in this Look-up
table. Double-click an entry to enter it on

the screen.
o6 sy i
Inzert Entry | | Rietriewe Enty I Dielete Entry I HModify Table... | Help |
Replace Entry | Retrieve w'a [nsert | Delete Table | Print Look-up... I LCloze |

General tab, Real Estate Agents/Brokers screen.
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Click the General tab.
Double-click Real Estate Agents/Brokers.
Enter Listing Agent information in the Listing Agen

t/Broker (701) section.

Listing Agent/Broker [701]

Agent/Broker Look-up CUde:IH.t’-‘n.F'F‘Y

td arketing Rep: I

Agent Name:lJim Sriith

License Number:l

Firrn/Papes Name:IHappy Walley Agency, Inc

Address:|P.0. Eox 1003

#|Fiedding. Cé 95603

Phate: I [530)555-1007

Fax: |[530]555-1 0oz

Mnbile:|[530]555-1 003 Pager |[530]555-1 0o4

Email:Iismith@happyvalle_l,l.com

Horme: |[530]555-1 005

Mates: | Our rezsident Real Estate Agent

[
[ -
You can access broker commissions by clicking the Commissions button at the top of the screen. For

example:
> Ce ission
Listing Agent/Broker (701)

Agent/Broker Look-up Code:

Marketing Rep:

You can fill in the information for each broker using the Look-up table in the Agent/Broker Look-up Code field. You
can add your most commonly used Agents to the Look-up table, and retrieve them by simply entering a code. See
“Look-up Tables: Store and Reuse Information.”

General tab, Loan, Funding & ProTrust screen.

1. Click the General tab.

2. Double-click Loan, Funding & ProTrust. Enter the principal amount in the Principal Amount of Loan field:

Loan % Funding
Principal &maunt of Lc-an:l 200,000.00 _
Construction/E quity Line First Draw:l [Enter 0'if constructiondequity line but no 1st draw]

Loan Proceeds;"Funding.ﬁ.mount:l 200,000.00 Funding Type:| & Gross © Met
[~ Adjust for Funding Met Check Option
& Lender 7 Mig Blnkerl

& 5t Closing ' Freviously Deposited © Wied € F'ending|

Title Compary FundingAmount:I Funding T_I,Jpe:l " Gross 0 Met % Maone |
ProTrust Trust Account EDde:IHE Freviously Deposited in ProT rust: I

IF Buyer Brought Too Much to

Cloze, Enter &mount of That Eheck:l

YWwha is Funding the Loan:
When/How Will Funds Smive:

[ Separate ProTmust Deposit

200.00

[1] Disburze from Loan F'rcu:eeds:l

to| ¢ Servicer © Mtg Broker

f.:.r:IYieId Spread Premium

[2] Disburse from Loan F'mceeds:l

to:| % Servicer © Mtg Broker

for:l

[rate Loan Appmved:l'l 2/05/2003

[ate Loan Commitment E:-:piles:l I

Construction/Equity Line First Draw

For construction loans or equity line closings, enter the amount of the first draw check sent to closing by the lender
in the Construction/Equity Line First Draw: and Loan Proceeds/Funding Amount fields. If there is a construction
loan but no lender check is being brought to closing, enter .00 in both fields.
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The amount entered will appear on line 207 as a credit to the buyer. The description of the credit will read
“Construction Draw”. For example:

200. AMOGUNTS PAID BY OR IH BEHAL F OF BORROWER:
201. Deposit of earnest money 2.500.00
202, Principal Amount of New Loan(s) [ 200,000.00]
203. Existing loani's) taken subject to
204, Qverpayment on cred report 10.00
205.
206.

‘ 207 Construction Dravw 10,000.00
208,
209.

Adjust For Funding Net Check Option

Select this checkbox if there is a difference between the actual loan check and the net check from the lender.

I Edinst for Funding Het Check Dptior

Use the Adjust for Funding Net Check Option if you know that the lender has deducted a certain amount from the
loan check, but do not know exactly which items were deducted. The amount of the loan check will be subtracted
from the amount of the loan. This will be the amount of the adjustment. The adjustment amount will be
subtracted from the lender's fees.

e If you know which items the lender deducted, enter them on the 801-811 Items Payable In Connection
With Loan and 812-820 Items Payable In Connection With Loan screens of the HUD-1 & Closing tab. Enter
D in the DS fields for each of these items. Use this method to verify if the lender has sent you the correct
amount of money.

Loan Proceeds/Funding Amount
Enter the exact amount of the loan check in the Loan Proceeds/Funding Amount field. Be sure to check the amount
of the loan check. The full amount of the loan may not be sent in the loan check.

e  The Loan Amount will appear automatically in the Loan Proceeds/Funding Amount field unless an entry is
made to the Construction/Equity First Line Draw field. Then, the first draw amount will appear.

Loan Funding

With SoftPro Essential, you can select how loan funds are disbursed from the Lender and Title Company. ProForm
will automatically disburse loan and title charges to the appropriate parties depending on the setup you choose.
This summary is continually updated as new charges, deductions, and credits are entered in the file.

The following scenarios describe six ways funding amounts can be disbursed from the Lender and Title Company to
the Settlement Agent. Some involve only a Lender and a Settlement Agent. In these scenarios, the Settlement
Agent may act as the Title Company in the closing as well. In the other cases, there is a separate Title Company.

Funds can be gross funded or net funded. Gross funding implies that there are no fees deducted from an amount
before it is passed on. Net funding implies that there are fees deducted.
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1) Lender Gross Funds =2 Settlement Agent

e Inthisinstance, the Settlement Agent and Title Company can be the same entity. (In other words, there
may not be a Title Company involved in the funding of the loan.)

e Enter the Settlement Agent, Title Company (if different from the Settlement Agent) and Underwriter (for
splits) on the Sett. Agent, Title Co., Underwriter, Offices screen of the General tab.

[ ]

Go to the Loan, Funding & ProTrust screen of the General tab. Set the Lender Funding Type to Gross. Set
the Title Company Funding Type to None. (Loan, Funding & ProTrust Screen, General tab):

Loan & Funding
Principal Amavnt of Loan:l 200,000.00

Construction/E quity Line First Draw:l [Enter 0 if construction/equity line but na 13t draw)
Loan Praceeds/Funding Amount:l 200,000.00) | Funding Type:|

I~ Adjust for Funding NETEREsE T

‘who is Funding the Loar| & Lender ¢ Mtg Broker = Separate Profinst epnsit

when/How \ill Funds Arive:| &t Closing € Freviously Deposited| € 4ied) € F'ending|

Title Compary FundingAmount:l |Funding Type:| = Gross € Met % MNone ||

e Inthis scenario, all loan charges will be disbursed to the Lender by default.

2) Lender Gross Funds 2 Title Company Gross Funds = Settlement Agent

e Enter the Settlement Agent and Title Company on the Sett. Agent, Title Co., Underwriter, Offices screen of
the General tab.
e Set the Lender & Title Company Funding Type to Gross. (Loan, Funding & ProTrust Screen, General tab):
Loan & Funding
Frincipal Armount of Luan:lm
Congtruction/Equity Line First Draw:l— [Enter 0if congtruction/aquity line but no 1zt draw]
Loan Praceeds/Funding .-’-'«mu:nunt:l 200.000.00 ) fFunding Type: | fy; £ T Met
[ Adjust for Funding NErEmss tmem
wfho iz Funding the Loar:| @ Lender € Mig Bru:uker| ™| Separate Frolst Mepnst
fhenH owe Wwill Funds &mive:| 5 &t Closing € Breviously Deposited € Wied € Fepding |
Title Company Funding .-i‘-.mu:uunt:l 200.000.00 | Funding T}'pe:| & Gross € Met 0 MNaone |
e Loan charges will be disbursed to the Lender by default. (Loan Charges Screen, HUD-1 & Closing tab):

801 Our origination charge Moe.. |[  7o0oo £00.00
Re: | from GFE: [T~
Includes Origination Point | 1.0000 % org[  2600.00 Type: [Cantti v
o % % —=
Includes Discount Point | 10000 % orgl  2.600.00 Type: [Canti ~]

803 Your adiusted origination charges | [ £00.00 | ShPay™
[0 =] To[First Ever Savings and Loan Re:/ TIL| ] | from GFE: [o -]
Addr| +| Type: [Canti +]

[ ]

In this case, title charges will be disbursed to the Title Company by default. (Title Charges Screen, HUD-1 &
Closing tab):

1108 |Underwiter's portion of the total title insurance premium = $: | 550.00
Disburse as Follows
DS:| _v_J To: | $] i %=

HUD line: 1108«
DS:I T*L] To: ISampIe Title Company Name Remainder =

Title charges such as the Title Insurance
Premium will be dis o the Title
Company. The DS: fields will defaultto T.
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e See the Grouped Disbursements screen of the HUD-1 & Closing tab for the totals that are disbursed to

each party.

3) Lender Net Funds 2 Settlement Agent
e Here, the Settlement Agent & Title Company can be the same entity. Enter the Settlement Agent &
Underwriter (for splits) on the Sett. Agent, Title Co., Underwriter, Offices screen of the General tab.
Set the Lender Funding Type to Net.
e Set the Title Company Funding Type to None. (Loan, Funding & ProTrust Screen, General tab):

Loan & Funding

Frincipal Amount of LDan:I 200,000.00
Conzstruction/Equity Line First Draw:l [Enter Oif conztruction/egquity line but no 1zt draw)
Loan Proceeds/Funding .-’-‘xmu:uunt:l 20000000 JFunding Type:| € Gross

[~ Adjust for Funding Net ettt
& Lender € Mg Broker | [T Separate Froliuet Deposit

% At Elsing) ) Freviousl Depasied £ Wied & F'enl:ling|

“WWho iz Funding the Loar:
When/How Wil Fundz Arive:

Title: Compary Funding.-’-‘xmuunt:l Funding Type:| ¢ Gross € Met % Mone |

e Loan charges will be deducted from the Lender check by default.
(Loan Charges Screen, HUD-1 & Closing tab):
803 Your adjusted origination charges | | 600.00 ShPay:[—
[0~ To:[First Ever Savings and Loan Re:| TIL: [_L] from GFE: [—__I
Addr:W ’| Type: m

Loan charges such as your Adjusted
Origination Charge icted from
the Lender check. DS: will default
te D.

A Note About Net Funding

It was noted in Loan Funding Scenario 3 above that loan charges are deducted from the Lender check. However, if
you want to include a loan charge in the Lender check, change the DS field from the default of D (Deducted) to L
(Lender) in the More fields of 801. For example:

1) |Origination Fee Breskdown HUD-1Line:[  +| || 500.00
DS: I D _v_| To:IFirst Ever Savings and Loan Re:l
Addr: |5 =Separate Check A
D =Deducted st-Loan
2) r B =MtgBroker-1st Loan eakdown HUD-1 Line: l v 200.00
Y =Loan Sver-1st Loan ¥ l
N&: o YT T TSt C Ve JavIgS ar g CoarT Re:

4) Lender Net Funds 2 Title Company Gross Funds =2 Settlement Agent
e  Enter the Settlement Agent and Title Company on the Sett. Agent, Title Co., Underwriter, Offices screen of

the General tab.
e Set the Lender Funding Type to Net. Set the Title Company Funding Type to Gross.

Loan F'ru:u:eeds.-’Funu:ling.ﬁ.mDunt:l 200,000,007 Funding Twpe:| € Gross & Met

[ Adjust for Funding Met Check Option
‘wiha iz Funding the Loar:| @ Lender ¢ Mig Broker | 7| Separate Frafiet Meposit

when/How Wil Funds Smive:| @& &t Closing © Breviously Deposited € wWired € F'enu:ling|

Title Cormpary Funding.ﬁ.muunt:l 200,000.00) Funding T_I,Ipe:l & Grosz O Met O Nnnel
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Loan charges will be deducted from the Lender by default. (Loan Charges Screen, HUD-1 & Closing tab):
| 600.00 | ShPay:

°
803 Your adjusted origination charges
|0 ] To:fFirst Ever Savings and Loan Re:| TIL:| | [ from GFE: ]
Addr: * Type: |Can'ti vl
Lean charges such as your Adjusted
Origination Charge will be deducted from
the Lender check. DS: fields will default
to D.
e Inthis case, title charges will be disbursed to the Title Company by default. (Title Charges Screen, HUD-1 &

Closing tab):
1108 ]Undetwritel's portion of the total title insurance premium = $: I 550.00

Disburse as Follows
||

DS:| | Tof $]
HUD line: {1108
Remainder =

DS:IT LI To: [Sample Title Company Name

Title charges such as the Title Insurance
Premium will be disbursed to the Title
Company. The DS: fields will default to T.

See the Grouped Disbursements screen of the HUD-1 & Closing tab for the totals that are disbursed to

each party.

5) Lender Net Funds = Title Company Net Funds = Settlement Agent
Enter the Settlement Agent and Title Company on the Sett. Agent, Title Co., Underwriter, Offices screen of

the General tab.
Set the Lender Funding Type to Net. Set the Title Company Funding Type to Net.

200,000,007 Funding Twpe:| € Gross = Met

Loan Proceedz/Funding .-’-\-.mc'unt:l
[T Adjust for Funding Met Check Option
& Lender " Mtg Eroker | T Separate FioTst Depost

¥ S Closing ) FreviouslDepasied £ wyied i P'enu:ling|

200,000.00 " Funding T_I,Ipe:lf" Grogs 6 Met Nu:unel

60000 [ ShPay[™

"'ho iz Funding the Loan:
WhendHowe Wwill Fundz dmive:

Title Company Funding .ﬁ.mu:uunt:l

Loan charges will be deducted from the Lender check by default.

L]
803 Your adjusted origination charges
| Ta:|First Ever Savings and Loan Re:| TIL:| | | from GFE: }
Addr: +| Type: |Can'ti v}
Loan charges such as your Adjusted
Origination Charge will be deducted from
the Lender check. DS: fields will default
to D.
e Inthis case, title charges, document recording fees, and payoffs will be deducted from the Title Company
check by default. (Title Charges Screen, HUD-1 & Closing tab):
1108 |Underwriter's portion of the total title insurance premium = $: | 550.00

Disburse as Follows

Ds:|  +|Te $) +| %=|
HUD fine: {1108 |

Remainder = [—__

DS:| DT_v_I Tor ISampIe Title Company Name

Title charges will be deducted from
the Titie Company check. The DS:
fields will default to DT.
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6) Lender Gross Funds 2 Title Company Net Funds =2 Settlement Agent

e Enter the Settlement Agent and Title Company on the Sett. Agent, Title Co., Underwriter, Offices screen of
the General tab.

e Set the Lender Funding Type to Gross. Set the Title Company Funding Type to Net.
Loan Proceeds/Funding .&muunt:l 200,000.00| Funding T_I,Ipe:l * Grozz ( Met I

[~ Adjust for Funding Met Check Option
& Lender © Mtg Bru:uker| 7| Separate Pralinset Depmsit
% A Elosma ) Freviowsy Depasiea o) wyied F'ending|

YWhao iz Funding the Loan:
When/How Will Funds Arrive:

Title Compary Funding.-‘-‘«muunt:| 200.000.00 " Funding T}'pe:l " Grogz (= Met Nnnel

e  With Title Company Net Funding, ProForm will automatically calculate the net funding amount. In this
scenario, title charges will be deducted from the Title Company check by default, and a check will be
issued to the Lender for the loan charges.

General tab, Loan, Funding & ProTrust screen.

1. Click the General tab.

2. Double-click Loan, Funding & ProTrust.

3. Enter the loan number in the Loan Number field.
HUD-1 Section B.

Type of Loan:| ¢ 1.FHA ¢ 2 RHS ¢ 3 Conv.Unins. ¢ 4.¥A 5 Conv. Ins.
" B. Perm. Construction ¢ 7. Temp. Construction

" 8 Other | " None

&. File Number:| 2010030004

—> | 7 Loan Number:|
8. Mtg. Ins. Case Number:|

FHa. Old Case Number: |

General tab, Lender screen.

1. Click the General tab.

2. Double-click Lender. Scroll down to the Loan Officer & Processor section.

Loan Officer & Processor
Loan foicer:ILan_l.J Loaner wiith:| % Lender © Mig Broker
Pthe:I[SDU]E55-3333 Fa:-::l[ﬂ'l 915651233
Maobile: I[Eﬂ 0]274-47 3 F'ager:l[91 04727462

Email: IIIUanel@firsteversavingsufnc.com

Loan F'rou:essu:ur:lF'auIa Processar Withe| © Lender 4% btg Eroker
F'hone:l[Eﬂ 0]234-9376 Fax:|[91 0]234-3877
Mobile: |[E|‘I 0)381-4373 Pager:|[91 0)234-4782

Email: ||:||:|rDCE$$nr@mnrtgagebrnkers.com
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Loan Servicer

See “Mortgage Broker and Loan Servicer.”

Loan Type
General tab, Loan, Funding & ProTrust screen.
1. Click the General tab.

2. Double-click Loan, Funding & ProTrust.
3. Click a loan type. For example:

Twpe of Loar:| ¢ 1.FHA 2 FmHA 0 3 Conv. Unins. (7 4.%A,
" B, Pemn. Construction = 7. Temp. Construction

8 Other |

Management Company

See “Homeowner’s Association.”

Marketing Source
General tab, File No., Settlement Dates, Notes screen.
1. Click the General tab.

2. Double-click File No., Settlement Dates, Notes.
3. Click Marketing Source Info. The Marketing Source Information screen will appear.

Marketing Source Information (2010030004.PFD)

Marketing Source Type: | Settlement Agent L] Marketing Source Rep:lRicH
Marketing Source Look-up Code:[

Marketing Source: |John Smith

Contact Name: |

Address: [123 Lawyers Lane +|Raleigh, NC 12345
Phone: |(555)555-5555  Fax; |(919)555-5555
Mobile:|( ] - Pager:| ) -
Email:|

MLS Fee

HUD-1 & Closing tab, 700 Commissions screen.

1. Click the HUD-1 & Closing tab.
2. Double-click 700 Commissions.
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You can enter an MLS fee as a percentage of the sales price or as a dollar amount. On the 700 Commissions screen,
enter a percentage of the sales price in the MLS Fee field. Then press <tab> and the fee will be calculated and
displayed after the equal sign (=). Or, enter a straight fee amount in the field after the equal sign (=).

Click the broker responsible for
paying the MLS fee.

4] 700 Commissions [CC20030003RES PFD)

700 Total Commissions Bazed on Hate:l 60000 & X F'lice:l 30000000 = I 18.000.00

IMLS Fee:l 1.0000) % = 3,DDD.DDI Charge MLS Fes to|r“ Listing(701]) €= Seling[702] | Broker

L |= Include MLS Fee on Lines 701 & 702, Otherwize MLS Fee Will Show an Checks Only.

Enter a percentage of the sales price to
calculate the MLS fee. or enter the fee
amount after the equals sign (=).

The MLS fee will be reported on the disbursements summary and on checks, but not on the HUD-1 Settlement
Statement. Click Include MLS fee on lines 701 & 702 to report the fee on the HUD-1 and adjust brokers’

commissions accordingly.

%Elnclude LS Fee on Lines 701 & 702,

e 'indi .

General tab, Mortgage Broker & Loan Servicer screen.

Click the General tab.

2. Double-click Mortgage Broker & Loan Servicer.

Mortgage Broker
Mortgage Broker Look-up Code:lU I Marketing Rep:

Mortgage Broker Firm Name: lUL'J Lending Company

Contact Name: IMand" Shure
Address:|1535 West Dak Place * |&ubum, C4 95603
Phone:|[
Mobile:

Email: l mshure@uc.com

Notes:

Loan Servicer

Loan Servicer Look-up Code:|[HOMESTEAD Marketing Rep:

Loan Servicer Firm Name:|Homestead US4

Contact Name: IJ ane Conner
Address:|1111 Heights Ave. +|Redding, C& 95603
Phone:[(530)565-6565  Fax](530)694-9986
Maobile: [[]7 Pager:[[]-—

Email: Ii-:|:|nner@hl:nrnesteadl.l:s.i corm|

Notes:
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You can fill in the Mortgage Broker and Loan Servicer information using the Look-up tables in the Loan Servicer
Look-up Code field and Mortgage Broker Look-up Code: field. You can add your most commonly used brokers and
servicers to the Look-up table, and retrieve them by simply entering a code. See “Look-up Tables: Store and Reuse
Information.”

HUD-1 & Closing tab, 900 Items Required by Lender to be Paid in Advance screen.

1. Click the HUD-1 & Closing tab.
2. Double-click 900 Items Required by Lender to be Paid in Advance.
3. Enter the number of months of mortgage insurance.

902 Mortgage Insurance Premium Agg. Payment Schedule I
360 Months ™ Life of Loan ] 142500 | | SlPay: [~
DS:IS _v_l To:l F!e:l TIL: [_z] fromGFE: (3 «
Addr| +| Type: [Upto ~|

If the entry here is equal to the full term of the loan, the Life of Loan checkbox will automatically be selected. The
description for Line 902 on the HUD-1 Settlement Statement will then read MIP TotlIns. for Life of Loan (as per
Regulation X). Otherwise, the description for Line 902 will read Mortgage Insurance Premium.

TIL

To include the amount in the Total Prepaid Finance Charges, enter 1 in the TIL field:

T [ ]

1

Mortgage Insurance escrow payments are entered on the 1000 Reserves Deposited With Lender (Escrows) screen
and they will automatically calculate from this screen.

GFE Column

The GFE column enables you to enter a GFE amount that flows to HUD-1 page 3 and HUD tab screen 22
Comparison of Good Faith Estimate (GFE) and HUD-1 Charges. You can select the GFE Type from the drop-down
list of either Can Change, Up to 10%, Can’t Increase or N/A to GFE. The default is Up to 10%.

Sirpay Checkbox
If the SIrPay checkbox is checked, the amount in the borrower column will show as a credit from the seller to the
buyer on HUD line 209 as part of the Seller-paid closing costs.

See “Payoffs.”
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Notary

General tab, Acknowledgement & Notary screen.

1. Click the General tab.
2. Double-click Acknowledgement & Notary.

MNotary Information

Notary Name: Jayann E. Avery | Male * Female_
Notary Public for County: [wWAKE
City: |
State: |NC
Commission Expires:rm Commission Number:l

Notes
General tab, File No., Settlement Dates, Notes screen.
1. Click the General tab.

2. Double-click File No., Settlement Dates, Notes.
3. Enter notes about the file in the Order Notes field.

Use this scrollable field for miscellaneous comments about the closing file. To insert a line containing the current
date, time, and user name, press <Ctrl+A>.

3) File No., Settlement Dates, Notes (2010030001.PFD)

Fitm File Number:| 100000 ReaEC | —
Transaction Type:| © Purchase (" Refinance ¢ Equity | Prior File Number:|
CashSale:]  Constuction: |~ Reverse Mortgage: |~ Refinance Purposez| ;]
Settlement Datezm Include Saturday in Rescission Period: | Right to Cancel Dale:[_/—/-—
Disbursement Datezm Proration Date:lmm—ﬂ Recording Date:mm
Title Examiner:W Closer: W
Escromde IW Eorawer Tille:| Marketing Source Info
Order Notes:|03/09/2010 12:54-PM diane
Press <Ctrl> and <A> in the Order Notes: field to
enter the date, time, and user name.
Press<Ctrl> and <Z> to use the Scrollable Field
Editor to enter Order Notes.
v

SEE ALSO:
e Like all scrollable fields, you can edit the information in the Order Notes field using the Scrollable Field
Editor. See “Scrollable Field Editor” for more information.
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See “Tax/Map ID.”

General tab, Terms, Payment & ARM screen.

1. Click the General tab.

2. Double-click Terms, Payment & ARM.
3. Click the TIL-Pmt. Schedule button.

TIL - Payment S chedule [CC2003030004.PFD) Loan-to-value ratiu.g

Starting
Date

Loan .-’-‘-.mount:l 200,000.00

Humber

1. [oearvzoo:  [58 [ezso0 %
2. sz [ 1 [easwx
| T

Mortgage
Insurance

Interest

Rate Amount

Eeginning LT\-":I BEEEET % [T Manual Entry of Payment Schedule

Sales F'ric:e:l 30000000 80% LTY Reached on:l A T‘
Appraized \-"alue:l 78% LTV Reached on:l L

Click to manually enter the
payment schedule.

Eszt. When Paymentz Are Due

150253 [ IMontth starting 06401 /2002

| 150748 T JOn0S/01/2033

will appear.

.T.
The number of payments | |For ARM loans, the adjusted | |Click if the amount is
in the period. rate on the ARM Data screen| |estimated.

Once the loan amount and the terms and payment information are entered, the TIL-Payment Schedule will be

calculated for you automatically. If you want to enter your own payment schedule, click Manual Entry of Payment

Schedule.

You can enter 16 additional payments by clicking the Additional Payments button at the bottom of the screen.

SEE ALSO:

e  “Truth-In-Lending (TIL).”

First and Second Mortgages:HUD-1 & Closing tab, 500 Reductions in Amounts Due Seller screen. Lines 504 and 505

are reserved for payoffs such as Mortgages.

Click to enter principal balance
instead of loan payoff amount.

Enter principal balance

504 Papoff First Maortgage

or loan payoff amount.

[™ Caloulate Loan Payoff Using Priricipal Balance
Principal Balance: Loan F'a_l,loff:l

Plus:| 2 Ewxtra Days

Interest: I
Total Additional Charges: I Additional Charges I
I

200,000.00 Asof:lﬂda"D‘IQUDS F'erDiem:I 1.000000

Draps flom:l " Settlement ¢ Proration (¢ Disbursement Flecolding| = I 14 Days

Pluz Late Fee:l

bter:| /¢

I 200,016.00

DS:lL j To:lFirstEverSavings&Loanhssociat He:l

Addr[P. 0. Box 90012

+ |Lendervile, NC 23457

Click to enter up to 10 additional
charges to the payoff amount.
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Per Diem
If there is a per diem fee on top of the payoff amount, enter it in the Per Diem field. The per diem total will be
added automatically to the final payoff amount.

Select the date to calculate -
total per diem amount. ‘Per diem Ehﬂrge.‘

Principal Balance: | Refinance Payaff:| ~ 2.000.00  Ag of{04/01/2003 PerDiem| 5000000
(NETTES fru:um:ll"h Settlement ¢ Proration & Disburzement © Hecu:urdingl =| 14 Days

s
F'Ius:l 2 Estra Days Intelest:l Flus Late FEEZI 380 Aftel:lﬂ-'-i.-"l B/2003

.T
Enter any extra days of Number of per diem days
per diem to add to total. appears here.

Late Fees
To enter a late fee, enter the amount of the fee in the Plus Late Fee field. Enter the date after which the late fee

will apply in the After field.

HUD-1 Settlement Statement Page 3
Payoff details appear on Page 4 of the HUD-1 Settlement Statement, HUD-1 Addendum. The HUD-1 Addendum
comes as a ReadyDoc that you can print from ProForm. See “Printing ReadyDocs.”

e Refinance Payoffs: HUD-1 & Closing tab, 100 Gross Amount Due from Borrower screen, Lines 104 and 105.
e Additional Payoffs: HUD-1 & Closing tab, Additional Disbursements 1-12 and Additional Disbursements

13-24 screens.

When completing a refinance, you may need to enter more than 2 payoffs. You can enter up to 24 additional
payoffs on the Additional Disbursements 1-12 and 13-24 screens. See “Credit Card Payoff” for an example.

SEE ALSO:
e  “Credit Card Payoff.”
e  “Payoff Details.”

General tab, Property Legal Description screen.

1. Click the General tab.
2. Double-click Property Legal Description.

4. Enter data to be exported to Prolndx on the Prolndx Export Data dialog.
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Prolndx Export Data [CCAB-0014.PFD) x
Optional Additional D ata Formatted for Export into Prolndx
Route No:l

Back File 1D Humber |

Document Name:l

Place Recorded (Bk/Pgl|
Block.-"Sec:tion.-"F'hase:l.-"B 55PN

Other -1 :I

2|

|

Agent Code:l

Agent File 10:]

SEE ALSO:
e Chapter 19, “Prolndx”.

Property Address

General tab, Property, Legal Description screen.

1. Click the General tab.
2. Double-click Property, Legal Description.

Property Address: |1 212 Street Lane

City: |raleigh State: [NC Zip Code:[27609

The buyer's address will appear by default. You can
enter a different address manually, or change the
default on the General Options screen.

Setting The Property Address Default
1. Click the General tab.
2. Double-click General Options.
3. Click the arrow next to the Property Address Default field and make a selection.

Property Address Default: I To Buyer L’

From Buyer

and Seller - Relationship 1:|From Seller

: ; To Buyer
Relationship 2:[ T o Seller

From Buyer Additional
pe Bu}ue[ and Seller - Male: | From Seller Additional
To Buyer Additional
Female:| To Seller Additional
None

mn UM Dama 1 fn Dan O

“From” means that the address you entered in the Borrower screen will fill in the property address. “To” means
that the address entered on the Property screen will fill in the Borrower address on the Borrower screen. Select
None to turn off the property address default option.
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General tab, Plats, Covenants & Conveyance screen.

1. Click the General tab.
2. Double-click Plats, Covenants & Conveyance.
3. Use the Property Derivation section.

Property Derivation

Tupe of Inslrument:l

Dated:l o Date Hecorded:l I at:l R

Recorded Atdn; |B ool I IF'age I IDocument Hu

Place Flecnrded:l

Place He-Hecnrded:l

General tab, File No., Settlement Dates, Notes screen.

1. Click the General tab.
2. Double-click File No., Settlement Dates, Notes.

Fim File Nunber: {2 20030003555

Transaction Type:| & Puichase C Refinance © Egyitﬂ Prior File Nunber: |

Cash Sale: [~

Settlement Date:|05/15/2003 Include Saturday in Rescission Period: [
Disbursement Date:[05/16/2003  Proration Date: [05/15/2003 4l

Construction: [

Right to Cancel Date:|05/18/2003

Recording Date:lUSﬂ 5/2003

The default for the Proration Date is the Disbursement Date.

You can divide amounts (such as property taxes, insurance premiums, rental income, and Homeowner’s

Association dues) between the buyer and seller proportionately to time of use or the date of closing.

Tax Proration
HUD-1 & Closing tab, City/Town Taxes screen.

Click the HUD-1 & Closing tab.
Double-click City/Town Taxes
Select a tax status (By default, To Be Paid by Buyer is selected.)

P wnh R

Enter the dates that make up the current tax period.

T ax Statuz and Dates

CitydTowwrn T aw or Other F'urpnse:lEity;’Tl:nwn Tanes

Status of Curent Period Taxes:| ™ Tobe Paid by Buper . Pay/Paid by Seller ¢ Mo Proration/E scrow Only

Pay at Cloging: © Total Tax&mount € Seller's Potion € Buyer's Portion

CitpdTowwn T ax Look-up Code:

IEurrent T ax Period from:

IFL-’-‘-.LEIGH
Seller's Portion is:l 46| Days of: ISEE

Show Tax Figurez on HUD-1:

% Fage 1| € Line 808 £ Line 1203

01/01 Throughe|12/31
Show Tax Figures as POC:
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SEE ALSO:

. “Status of Current Period Taxes.”

Prorating Rents And Other Amounts
Use the fields provided on lines 109 and 110 (amounts due from buyer), or 213 and 214 (amounts paid by buyer)
for prorations. For example:

Click 10 compute the

’4_‘5“9, a description Buyer's or Seller's share , |
e ¢ Shu= M Enter total amount of

| *——(charge.

Compute | Buyers © Selers| Share of & 775.0
Froe: |15/01 /2003 | Thioughe |[5/31/2003 = | 20 Dagsok| 10 7] =fi] 50000
[Enter date range]

Purchase Money
General tab, Sales Price, Deposit/Earnest Money screen.
1. Click the General tab.

2. Double-click Sales Price, Deposit/Earnest Money.
3. Enter Purchase Money in the Purchase Money/Seller Financing field. For example:

Contract Sales Price:l 300,000.00

Sales Contract Dated:|02/14/2003

Sales ContractExpires:l Hd
Purchase Money/Seller Financing:l 10,000.00 -

[ ' Hequire Both Barties o Enderse Bathy Chesks, i here are Tiwe Sellers

Enter any amount loaned to the Buyer/Borrower by the Seller. This amount will show on lines 208 and 508 of the
HUD-1 Settlement Statement. For interim interest, use lines 213 or 214 on the 200 Amounts Paid By Or In Behalf
Of Borrower screen of the HUD-1 & Closing tab.

SEE ALSO:

e  “Interim Interest.”

Recording Date

General tab, File No., Settlement Dates, Notes screen.

1. Click the General tab.
2. Double-click File No., Settlement Dates, Notes.

Firm File Number:IEIEZ'UE!E:IJDDE:HES

Transaction Type:l ¢ Puchase { Refinance Equilyl Prior File Number: |

Cash Sale:] Construction: |
Settlement Date:lUSﬂ 5/2003  Include Saturday in Rescission Period: | Right to Cancel Date:lEISa’ 18/2003

Disbursement Date:|05/15/2003 ©  Proration Date: |05/1 5/2003 - Recording Dale:lUSﬂ 5/2003
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The recording date is used as the date of the deed or other instrument conveying the title to the property.

The default for the Recording Date field is the Disbursement Date.

See “Additional Disbursements from Broker’s Commissions.”

See “Payoffs.”

General tab, Plats, Covenants & Conveyance screen.

Click the General tab.
Double-click Plats, Covenants & Conveyance.
Scroll to the bottom of the screen. Click the More button.

P wn R

Use the Restrictions field on the New Conveyance dialog that appears.

HRestrictions, Eazements & Excepltions

Ea&ementa:l

Restrictions: ;I
[ |
=

General tab, Plats, Covenants & Conveyance screen.

1. Click the General tab.
2. Double-click Plats, Covenants & Conveyance.
3. Use the Restrictive Covenants section.

Restnctive Covenants

(B ated:lDE.*"l 241938 Date Hecurded:lﬂ2a’24f’1 938 ak

I:-M

Lat Dimensions - Street Frontage:l Depth:l

Violatiom: © Yes © Mo @ Unknown
Reversionary or Forfeiture Clause: ©* Yez Mo

Recorded At/n; |Ennk |‘l 998 |F'age |‘l og |D|:u:ument Mu |
Place A ecorded:lB ook 1358, Page 108
Flace Re-R ecorded:l

Setback Lines - Front:l Side:l_ Side Street:l Flear:l_

Eazements/Other b atters:

12 H
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Requirements

See Chapter 5-6, “Requirements and Exceptions”.

Right To Cancel (Rescind) Date

General tab, File No., Settlement Dates, Notes screen.

1. Click the General tab.
2. Double-click File No., Settlement Dates, Notes.

Firm File Nurnbel:IEEZD[]SDDUE:F:ES

Transaction Type:[ " Purchase ¢ Refinance ¢ Equity I Prior File Number:l
Cash Sale: [~ Construction: [ l'

Settlement Date:m Include Saturday in Rescission Period: [~ Right to Cancel Date:[05/18/2003

Disbursement Date:|05/15/2003  Proration D ate: m Recording Datezrm

The right to cancel date is the deadline by which any cancellation notice must be sent. This date is usually
calculated as three business days after the settlement date. It cannot, however, fall on a Sunday or
federal holiday. This date will appear on the Notice of Right to Cancel as the cancellation date.

Sales Price

General tab, Sales Price, Deposit/Earnest Money screen.

1. Click the General tab.
2. Double-click Sales Price, Deposit/Earnest Money.
3. Enter the sales price in the Contract Sales Price field. For example:

Contract Sales Price: I_Sﬂﬂm -
Sales Contract Dated:lm
Sales Contract Expires:l—e"e"_
Purchase Money/Seller Financing:lw

I Beguire Both Baties to Endarse Bath Ehiesks, ifihere are liwa Selers

You do not need to type commas or dollar signs (S) when entering prices.

Seller Financing

See “Purchase Money.”

Seller

General tab, Seller, Officers & Signatures screen.

1. Click the General tab.
2. Double-click Seller, Officers & Signatures.
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3. Enter the name of seller in the first field. If the buyer is couple or partnership, enter the spouse/partner in
the field directly below the first name field.

1)|5am Seller 4:——| First Seller

[Sally Seller «—|Spouse or Partner |

4. Enter the address of the seller in the Address fields. Enter the street address or P.O. Box in the first field
and the city, state, and zip code in the field directly below the first. This is the address that will appear on

the HUD-1 Settlement Statement. To enter a forwarding address, click More and use the Forwarding
Address/Numbers fields.

5. If necessary, change the seller Type. By default, Male will appear for single sellers and Plural will appear if
a second name is entered.

6. Click More to enter SSN/TIN, phone and fax numbers, forwarding address, additional notes, or to edit
signature lines and corporate officers.

7. Enter Vesting and Interest % text to appear on documents such as Warranty Deeds and Deeds of Trust.
(See “Vesting” and “Interest %”").

There is room to enter up to 9 sellers. Each seller can be a single person, a corporation, or a pair such as a married
couple or partnership.

‘ Name Relationship Current Address
1) JJim Seller [ [P.0. Box 1002 Type: | Male |
I I IFlaIeigh, NC 23456 Proceeds:lm % More...
Vesting: | Interest °/°:]

A large scrollable screen will open when you click More. Use the scroll bars to access fields at the bottom of the

J

screen such as Forwarding Seller Address / Numbers and Notes. See “Buyer / Borrower Additional Information.’

Proceeds

The percentage of proceeds derived from the sale for a seller appears in the Proceeds field. The percentages in
these fields will appear on the Division of Proceeds & 1099-S Data screen of the HUD-1 & Closing tab. If there is
more than one seller entered, the proceeds will be apportioned equally among all sellers. The proceeds can be
changed but they must total 100%.

e See “Seller Proceeds” for more information.

SEE ALSO:
e  “1099-S Data.”
e  “Buyer/Borrower.”

e  “Default Buyer and Seller Relationships.”

General tab, Real Estate Agents/Brokers screen.

1. Click the General tab.
2. Double-click Real Estate Agents/Brokers.
3. Enter Selling Agent information in the Selling Agent/Broker (702) section. For example:
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Selling Agent/Broker [F02]

Agent/Broker Look-up EDde:lC22 Marketing Rep: I
Agent Name;lBett_l,l Broker License Number:l

Firm/Papee Name:lCentur_l,l 22
Address:[ 111 Fealtor Road #|Chico, CA 95603

Phnne:l[ESD]dS‘I -2885 Fax: |[530]481 -2886
Mnhile:I[EBD]E?D-EBm Fager. I[ESD]EEE-???E Huome: |[53EI]4EEI-248?

Email:ll:nett_l.J@EEE.cnm

Motes: ;l
=

You can access broker commissions by clicking the Commissions button at the top of the screen. For
example:

= Commissions |

Listing Agent/Broker [(701)
Agent/Broker Look-up Code:l Marketing Rep:

You can fill in the information for each broker using the Look-up table in the Agent/Broker Look-up Code

field. You can add your most commonly used Agents to the Look-up table, and retrieve them by simply
entering a code. See “Look-up Tables: Store and Reuse Information.”

Sevrvicer

See “Mortgage Broker and Loan Servicer.”

Settlement Agent

General tab, Settlement Agent, Underwriter, Offices screen.

1.
2.

Click the General tab.
Double-click Settlement Agent, Underwriter, Offices.

Settlement Agent
Settlement Agent Look-up EDde:IBEST h arketing Hep:l.&le:-: Lawyer
Settlement Agent/Fayes Name:lBest Ewer Title Agency, Inc.

Contact Name:lWaIter Robertzon
Address:|123 Lavwyer's Lane #|Raleigh, NC 13579
F'hu:une:l[EH 915551001 Fa:-::l[91 91555-1002
Mu:ul:uile:l[91 9)267-85904 Pager:|[91 91390-54 73

Email:Iwalterrubertsun@bestevertitle.u:u:um

Federal Tax ID:IEE-'I 234567

Seftlement Agent Signature Line: |Best Ever Title Agency. Inc.

Settlement Agent Logo Filename:l
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You can fill in Settlement Agent information using the Look-up table in the Settlement Agent Look-up
Code field. You can add your most commonly used Agents to the Look-up table, and retrieve them by
simply entering a code. See “Look-up Tables: Store and Reuse Information.”

General tab, File No., Settlement Dates, Notes screen.

Click the General tab.

Double-click File No., Settlement Dates, Notes.

Enter the Settlement Date and press <tab>. The Disbursement, Proration, and Recording Dates will fill in
automatically with the Settlement Date.

Firm File Number:]rl' A12

3 ReakEC |
Transaction T,upe:jk—(? Purchase  Refinance EquityJ Prior File Number: |
Cash Sale:| Construction: |

12/01/2003] Include Satuday in Rescission Period: |~ Right to Cancel Date:| / /

Disbursement Date:{12/01/2003  Proration Date:h 2/01/2003 Recording Date:|1 2/01/2003

Calculations that made on other screens, such as tax and title charge prorations, are based on the
settlement date. Fields linked to the Settlement Date will be recalculated automatically whenever the
settlement date is changed.

You may edit information in a field that has been filled in automatically. However, once you make a
manual entry to such a field, it will no longer be updated automatically if the settlement date is changed.
To restore the link between the field and the settlement date, press <F2> in the field to clear the manual
entry and then press <tab>.

General tab, Buyer/Borrower, Officers & Signatures and Seller, Officers & Signatures screens.

Click the General tab.
Double-click Buyer/Borrower, Officers & Signatures or Seller, Officers & Signatures.
Scroll down to the bottom of the screen and click Signature Lines.

Another way to get to buyer and seller signature lines is to click More on the main buyer or seller screen, and then

Signature Lines.

If map and parcel numbers are required on any printed document, you can use the Tax/Map ID and Parcel ID fields.

They are found on the Property, Legal Description screen of the General tab.

1.
2.

Click the General tab.
Double-click Property, Legal Description.
TaxMap ID:|

Parcel ID:I
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HUD-1 & Closing tab, City/Town Taxes, County Taxes, or Assessments screens.

The tax screens are for current period taxes only. If you have past due taxes, use Lines 1303-1305, Lines 517, 518

Click the HUD-1 & Closing tab.
Double-click City/Town Taxes, County Taxes, or Assessments.

Enter how taxes are to be paid in the Status of Current Period Taxes field. (See “Status of Current Period
Taxes”).

Statuz of Current Period Tases:| @ Tobe Paid by Buyer © Pap/Paid by Seller Mo Proration/E serow Only
Pay at Clozing: © Total TaxAmount  © Seller's Portion € Buper's Portion

4. Enter the Real Property Tax Amount. For example:
Tax Amounts ‘

2,000.00

Real Property Tax Amount;

5. Press <Tab>.

Status Of Current Period Taxes

Status of Curent Period Tases:| ™ Tobe Paid by Buper  © Pap/Paid by Seller T Mo Proration/E serow Only
Pay at Closing: © Total Tax Amount ¢ Seller's Pottion ¢ Buyer's Portion

TO BE PAID BY BUYER The buyer/borrower is responsible for paying current period taxes later in the
tax period. The seller's portion of the taxes will be shown on lines 210 and
510 (city taxes), 211 and 511 (county taxes), and 212 and 512 (assessments).

PAY/PAID BY SELLER The seller is to pay (or has already paid) current period taxes. The
buyer/borrower's portion of the taxes will be shown on lines 106 and 406
(city taxes), 107 and 407 (county taxes), and 108 and 408 (assessments).

(o X:{{o]:¥: (o], YA 3ol {o)""Xo] \INAM No proration of taxes will be done at closing. Taxes will be escrowed.

TOTAL TAX AMOUNT The total tax amount will be paid at closing. Note that the buyer/borrower's
and seller's portions may be shown on Page 1 (on lines 106 and 510).

SELLER'S PORTION Only the seller's portion of taxes will be paid to the taxing authority at
closing. Taxes will appear on the HUD-1 Settlement Statement.

BUYER'S PORTION Only the buyer/borrower's portion of taxes will be paid to the taxing
authority at closing. Taxes will appear on the HUD-1 Settlement Statement.

Tax Amounts

Tax Amounts

Compute Tax Amounts Using:| |~ Rates&Values | [~ CombinedBiling | = HUD-1 Line:[1004 +

Real Property Tax Amount: Additional Real Amount: I For: [
Seller's Non-Prorated/Personal &mount: Additional Personal Amount: | For: [
Total Tax Amount: 200000  Additional Escrow Amount:| For:|

Escrows to be Based on Tax Amount: 2,00[1[]0 Prepaid Tax Amount:

Compute Tax Amounts Using

Do not select any when you want to manually enter tax amounts. Click the Rates & Values checkbox to use tax rate
and tax value formulas to automatically calculate tax amounts. Click the Combined Billing checkbox to use the
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combined city and county billing formula. Click the HUD-1 Line down-arrow to select the line on the HUD-1
Settlement statement where the total appears.

HUD-1 Line
The HUD-1 Line lets you select on what line the information is going to appear. City/Town Taxes defaults to line
1004; County Taxes defaults to line 1005; Assessments defaults to line 1006.

Real Property Tax Amount

Enter the amount of real property tax. This amount should correspond to the Current Tax Period dates.

Additional Real Amount

Enter any additional real property tax amount to be paid, such as deferred taxes. This amount will be prorated
between the buyer and seller. You can enter a brief description of the amount in the For field.

Seller’s Non-Prorated/Personal Amount

Enter the seller’s total personal tax amount. This amount will not be included in the proration of taxes. It should
include any amounts for which the seller alone is 100% responsible. Include any late payment amounts, past due
amounts, late fees, or any amount for which the buyer should not be held liable.

Additional Personal Amount

Enter any additional personal or non-prorated amount of the seller. This amount will be added to the Seller’s Non-
Prorated/Personal Amount and included in the calculation of the total tax amount. You can enter a brief
description of the amount in the For field.

Total Tax Amount

The default for this field is the sum of the real tax amounts and seller’s non-prorated/personal amounts.

Additional Escrow Amount

Enter any additional escrow amount. This amount will be added to the total tax amount to calculate the Escrows to
be Based on Tax Amount field. You can enter a brief description of the amount in the For field.

Escrows to be Based on Tax Amount

Enter the total amount of taxes to be escrowed. The default for this field is the sum of the Total Tax Amounts: and
Additional Escrow Amount fields.

Prepaid Tax Amount

Enter the amount of taxes pre-paid by the seller. This amount will be included in the total buyer’s part of real
estate taxes to be reimbursed to the seller on the Division of Proceeds and 1099-S Screen.

e Tax figures can be shown as Paid Outside of Closing (POC) by clicking Show Tax Figures as POC.
iShowe Tax Figures as F'EIE:EF%

Rates & Values
e  When the Rates & Values checkbox is selected, taxes will be calculated according to the tax rate and value
formulas set up on the Rates & Values screen.

e To set up tax rates and values, click the Rates & Values button. The Rates & Values dialog will appear.
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City/Town Rates & Yalues [CCAD-0014.PFD) E

Tax Rate
Tax Rate i= per:l 100 W Round Tax Yalue Up before L zing Fate

Baze Tax Hate:l 0.8500

Plus Additional Bate:] 05000 Far: |Solid waste Disposal

Ezcrow T ax Hate:l 1.3500

Tax ¥alues

Sales Price K:I 1.8350 | = Real Property T ax ‘Jalue:l 285,000.00
Perzonal Property T ax ‘v’alue:l
Sales Price ><:| =  Ezcrow Tax Value:l 255,000.00

Tax Rate

The default for the Tax Rate is per field is 100. Enter the increments in which the tax rate is to be applied in this
field. Select the checkbox Round Tax Value Up before Using Rate to have tax values rounded up before the rate
structure is applied. Then, enter the base tax rate for the applicable jurisdiction in the Base Tax Rate field.

Note: The base tax rate must match the tax period.

Next, enter the amount of any additional tax rate in the Plus Additional Rate field. For example, if there is an add-
on tax of $.05 per $100.00 to be applied in addition to the tax being entered, enter .05 in this field. Enter a brief
description in the For field. For example:

Tax Rate
Tax Rate iz per:l 100 ¥ Round Tax Yalue Up befare Using Rate

Baze Tax Hate:l 0.8500

Plus Additional Fiate:| 0.0500 For: | Solid waste Disposal

Ezcrom T ax Hate:l 1.3500

Enter the escrow tax rate in the Escrow Tax Rate field. This rate is used in the calculation of the amount of taxes to

escrow the buyer/borrower. The default for this field is the base tax rate.

Tax Values
Enter the real property tax value in the Real Property Tax Value field. Or, enter the percentage of the sales price (in
decimal equivalent) that you want to use to calculate the real property tax value in the Sales Price X field.

For example, if the real property tax value equals 85% of the sales price, enter .85. Enter the seller’s personal
property tax value in the Personal Property Tax Value field. This amount will be used to charge the seller and credit
the buyer on Lines 215 and 515.

Tax ¥aluesz

Sales Price ><:| 0.850| = Feal Property Tax "v"alue:l 256,000.00
Perzonal Property T ax "v"alue:l
Sales Price X:I =  Ezcrow Tax "v"alue:l 2585,000.00

Enter the escrow tax value in the Escrow Tax Value field. Or, enter the percentage of the sales price (in decimal

equivalent) that you want to use to calculate the escrow tax value.
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Combined City & County Billing
e  When the Combined Billing checkbox is selected, the tax rates on the city and county Rates & Values
screens will be used to divide the tax amounts proportionately between the city and county.
e To set up the combined billing option, click the Combined Billing button. The Combined Billing dialog will
appear.

Enter the total amount of city and county taxes.
The default for this field is the sum of the
Combined City+County Billing Option Real Property Tax Amount: and Personal

Total Combined City+County Tax to F'ay:l 200000 qeee Property Tax Amount:.
Real Property Tax Amount|  1.500.00 -—| Enter the amount of real property tax.

Personal Property T a= .-’-‘-.mount:l B00.00 L

Enter the amount of the seller's
personal property tax.

Tax Disbursement

Specify how taxes should be disbursed in the Tax Disbursement section.

Tax Disburzement

DS:IS :J Tn:lHaIeigh Tax Enﬂector Account No.a’He:“ .
T i

Select how the tax payment |Enter the payee name.| |Enter the account or parcel
should be disbursed in ProForm. number required on the check
To disburse the tax payment for the payment of taxes (if any).
as a separate check. enter S.

HUD-1 Page 1 Figures
HUD-1 Page 1 Figures

HUD Line 108 / / tal /¢ |
HUD Line 210(01/01/2002 ta [02/16/2002 |  252.05

HUD-1 Page 1 Figures are entered automatically. Dates and amounts are derived from the current tax period, the
number of days for which the seller is responsible (based on the Seller's Portion is: and Days of fields), and the
total real property tax amount to be prorated. Dates and amounts will appear based on the selection made in the
Status of Current Period Taxes field, which is at the top of the Tax screens. The information also appears on page
of the HUD Settlement Statement.

Buyer’s Portion Of Real Estate Taxes
If the Status of Current Period Taxes is Pay/Paid by Seller, Pay at Closing Total Amount, or Pay at Closing Buyer’s
Portion, the buyer’s portion of real estate taxes will appear on the Division of Proceeds & 1099-S Data screen.

1. Click the HUD-1 & Closing tab.
2. Double-click Division of Proceeds & 1099-S Data.

Cash To Buyer/Borrower

DS: | v I To: ]BiII Buyer and wife, Betty Buyer Total Cash to Buyeu‘Bonower:I
Distribution(s) To Seller(s)
‘I Total Buyer's Part of Real Estate Taueszl 1,424.66

Total Cash to Seller(s):

1099-5 Exempt
Buyer's Part  Property Given from

The default for this field is the buyer’s portion of taxes appearing on Lines 106, 107, and 108.
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30-Day Month Tax Proration Option
Select the 30 Day Months option to base the prorating of taxes on a 360-day year. When selected, ProForm will
calculate the number of days the buyer or seller is responsible for using 30 day months.

To turn on 30-Day Month Prorating:
e  Click 30 Day Months in the Tax Status and Dates section.
Tax Status and Dates

City/Town Tax or Other Purpose:ICityf’T own Taxes

Status of Current Period Taxes:| ¢ To be Paid by Buyer ( Pay/Paid by Seller ¢ No Proration/E scrow Only
Pay at Closing: { Total Tax&mount € Seller's Portion € Buyer's Portion

City/Town Tax Look-up Code:|RALEIGH
Current Tax Period from:ltﬂ /01 Through:{12/31  Seller's Portion is: [ﬁ Days of:] 360 |20 Day Months: IV

Title Company

General tab, Sett. Agent, Title Co., Underwriter, Offices screen.

1. Click the General tab.
2. Double-click Sett. Agent, Title Co., Underwriter, Offices.

To Retrieve A Title Company From The Look-Up Table
Put the cursor in the Title Company Look-up Code field.

2. Press <F9> to access the table.
3. Select an entry.
4. Click Retrieve Entry.

To Add A New Entry To A Table

Enter information into the Title Company fields that you want to include in the entry.

2. Enter a code for the entry in Look-up Code field.
3. Press <F9> to access the table.
4. Click Insert Entry.

Title Examiner
General tab, File No., Settlement Dates, Notes screen.
1. Click the General tab.

2. Double-click File No., Settlement Dates, Notes.
3. Enter the Title Examiner name in the Title Examiner field.

Firm File Number: |~ 200300050 E 5

Transaction Type:i ' Puchase O Refinance € Equily| Prior File Number:l
Cash Sale:]™ Construction: [
Settlement Date:|02£1 5/2002  Include Saturday in Rescission Period: [ Right to CancelDate:l I

Disbursement Date:|02/15/2002  Proration Date: |02/1 5/2002 Recording Date:l02/15/‘2002
IWhitaJ Closer: lKraklauS

Escrower:{BloombergT Title: ||

Title Examiner:

Marketing Source Info
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The Closer, Title Examiner, and Escrower fields are great places to create Look-up tables. You can add your
most commonly used Closers, Title Examiners, and Escrowers to the Look-up tables. See “Look-up Tables:
Store and Reuse Information.”

General tab, File No., Settlement Dates, Notes screen.

1. Click the General tab.
2. Double-click File No., Settlement Dates, Notes.
3. Enter Purchase, Refinance, or Equity in the Transaction Type field. For example:

Tranzaction Type:| {F:

General tab, Security Instruments, Trustee & Riders screen.

1. Click the General tab.
2. Double-click Security Instruments, Trustee & Riders.
3. Enter the trustee name. (The Type field will default to Male. To change the type, select Female, Plural,

Corporation, or Other.)

4. Enter the text for the "of _" clause to be printed on any document that requires a trustee name with such
a clause.

5. Enter the street address or P.O. Box in the first Address field. Enter the city, state, and zip in the second
field.

6. Enter the trustee’s fee percentage and the minimum amount of commission.

Truztee Information

Truztes Name:lTthas H. Trustes T_I,Ipe:l I ale VI

of: '/ ake County, Marth Carolina ;I
Address:|51 First Street + |Rialeigh, NC 23455

Second Trustee Name:l Type;l vI
af: ;l
Trustee's Fee F'eru:entage:|3 Minirmurm Eu:ummissiu:un:l 500.00

Trustee information is stored in the Lender Look-up table. When adding a new lender that has a standard

trustee to the Lender Look-up table, enter the trustee information first before entering the lender
information. Then add the lender to the Look-up table and the trustee information will be saved with it.

General tab, File No., Settlement Dates, Notes, Express Order Entry or Marketing Source Information screens.
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Click the General tab.
Double-click File No., Settlement Dates, Notes.
Click Marketing Source Info. The Marketing Source Information screen will appear.

Marketing Source Information {Z2004040002.PFD}

arketing S ource Type:l j Marketing Source Hep:ISam Salezma
Marketing Source Look-up Code:IFE SL

arketing Source:lFilst Ewer Savings & Loan

Contact Mame: |Sarah Processor
Address: | 753 Market Averue *|Raleigh, NC 22222
Phone: [[B00)7831234  Faw: |[919)444-3213
Mobile:|[519)274-3774  Pager. ||919)478-2543

Email: Isarahplocessor@firsteversavingsof

Product: ITCI
Settlement dgent Income Amount: I

Type of Businesslcaptive I_

You can create a Look-up table for this field and store all of your most common business codes.

Creating A Type Of Business Look-Up Table

Click the General tab.

Double-click File No., Settlement Dates, Notes.
Click Marketing Source Info.

Click inside the Type of Business field.

Press <Ctrl+L> or <F9>.

Click Yes to create a new Look-up table.

The Create/Edit Look-up Table window will appear.
Type =Type next to TYPEOFBUS in the dialog box.

Create/Edit Look-up Table (Local) E3

Enter field names to be included in the look-up table.
Separate the fields using <Enter>.

Im

© Nk~ wN

=] oK |
Help |
_ Carcdl |

Cancel

i~ Type
=l | € vaidated
Table Name: [TVFEOFELS =l | GNL

9. Click OK and the Look-up Table dialog box appears.
10. Click Close.

Adding A New Type Of Business Code To The Look-Up Table

1. Make an entry to the Type of Business field. For example:

Type of Business:lEaptive

2. Press <Ctrl+L> or <F9>.
3. The TYPEOF BUS Look-up Table window will appear. Click Insert Entry.
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4.

Look-up Table {Local) x|

Key Field: TYPEOFBLIS Alltecords loaded. | [ Always load

Table Name: TYPEOFEUS all records

TYPEOFBUS |

ml— Click Insert Entry to add your

<End of List> | entry to the table.

T lnzer Entry . | Retrieve Entiy | Delete Entry | Hodify T able... | Help |
Replace Entry Retrieve w/o Inzert | Delete T able | Print Look-up... | LCloze |

Click Close. Repeat steps 1-4 to add all of your business codes.

Retrieve A Code From The Look-Up Table

1. Press <Ctrl+L> or <F9> in the Type of Business field.
2. Double-click the entry you want from the Look-up table. Or, select the entry and click Retrieve Entry.
Underwriter

General tab, Sett. Agent, Title Co. Underwriter, Offices screen.

1.
2.

Click the General tab.
Double-click Sett. Agent, Title Co. Underwriter, Office.

Underwriter
Undenanter Look-up Eode:IF.-’-‘-.\-"

Undenwriter/Payee Name:IM_'.J Favorite Title Inzurance Company

Contact Name:IKim Jones

Address:[123 Titls Tower #|Title Hill, NC 23456
Phone:[[900)454-6567 | Faw[[919)785-1234
Mobile:|(915]345-1867  Pager[519)203-4453

Email:lkimiones'l Emyfavonitetitlzinzco com

Claims .t'-‘«ddress:h 23 Title Tower 0|Tit|e Hill, MC 23456
Phnne:I[BDD]454-EEB?‘ Far::l[819]?85-1 234

State of Incolporation:lNE
ndervwriter Agency 10N umher:l'l 23-45-6789

Undenariter's Logo Filename:l

tarketing Rep: IJ. Jones

You can fill in the information for the Underwriter using the Look-up table in the Underwriter Look-up

Code field. You can add your most commonly used Underwriters to the Look-up table, and retrieve them

by simply entering a code. “Look-up Tables: Store and Reuse Information.”

Use Of Property

General tab, Property, Legal Description screen.

1.

Click the General tab.

227



SOFTPRO - ESSENTIAL USER GUIDE 1/27/2016

2. Double-click Property, Legal Description. Property Use, Occupation, and Zoning fields are found on this

screen:

Use of Property: * Residential T Commercial ¢ Unknown  Other

Property Occupied by:) & Owner ¢ Tenant © Unimproved ¢ Unknown

Primary/Principal Residence: | Years Continuously Owned: [—
The Land is Zoned as:|Residential

If you select Other, you can enter a brief description in the text field provided.

General tab, User Optional Fields 1-25 and 26-45 screens.

1. Click the General tab.
2. Double-click User Optional Fields 1-25 or 26-45 for blank scrollable text fields, or User Optional Fields 46-
65 for blank number and date fields.

You can create your own text, number, and date fields on the User Optional Fields screens of the General tab.
These can be referenced in merge documents or custom-made ReadyDocs, other fields, or Look-up table entries.

Defining User Optional Fields
To define a user optional field, first enter a description of the field in the Description column. Then, enter the text,
numeric value, or date for the field in the Value column. For example:

Description Yalue

46. |F'ersu:una| property value | A00. 25

These fields can be referenced in your WordPerfect & MS Word merge documents & custom-made ReadyDocs just
like any other SoftPro field. You can set up optional fields in a template to save typing time with each new order.

SEE ALSO:
e  “ProForm Field Names.”

e  “Creating a Merge Document,” in Chapter 10 of the SoftPro Administration Guide.

With ProForm, it is easy to enter a yield spread premium, or any amount paid to the Servicer or Mortgage Broker
by the Lender that is deducted from the Lender’s proceeds.

Click the General tab.
Double-click Loan, Funding & ProTrust.
Enter the amount of the yield spread premium in the first Disburse from Loan Proceeds field. (There are
two lines available for amounts to be disbursed from the Lender’s proceeds to the servicer or mortgage
broker.)
Choose either Servicer or Mtg Broker to receive the proceeds.

5. Enter Yield Spread Premium in the for field.
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Loan & Funding
Principal Amount of Lu:uan:l 200,000.00

Conztruction/E quity Line First Draw:l [Enter O if constructiondequity line but no 1zt draw)
Loan F'ru:uc:eeds.-’Funding.-'l'«mDunt:l 200,00000  Funding Tepe:| & Grozs € Met |
[~ Adjust for Funding Met Check Option
f* Lender © Mig Eruker| ™ Separate Frafimst Deposit
% gt Closing ) Previowsly Deposited € Wired| F'ending|

“Who iz Funding the Loar:
WhendHow 'Will Funds Sarive:

Title: Compary Funding.ﬁ.maunt:l Funding T_l,lpe:| i Groszz T Met % Mone |

ProT st Trust Account I:DI:IE:IHE Previouzsly Depozsited in PraT wst: I

[F Buyer Brought Too Much to
Clogze, Enter &mount of That Checlk:

(1] Dizburse frarm Loarn F'ru:uc:eeds:l 20000 b € Servicer © Mg Broker| for|ield Spread Premiunm
[2] Dizburze fram Loan F'ru:uc:eeu:ls:l boe| % Servicer © Mtg Braker fDr:I

[ate Loan a'-‘«ppru:uved:h 2/05/2003 Date Loan Cammitrment E:-cpires:l I

See “Use of Property.”
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You can enter up to 30 requirements and 50 exceptions in the ProForm Standard Package. The Requirements and
Exceptions screens are found on the Title Insurance tab.

1. Click the Title Insurance tab.
2. Double-click the Requirements or Exceptions screen that you want.
3. Clickinside the first field of the requirement or exception you want to fill.
4. Press <F9> to access the Look-up table.
. ProForm for lindows - [CCAT2-00070 PEL G ain Folder) - [8 5 - O8252200° 2
(=M= 11) Exceptions 01-10 (CCA12-0003RES. PFD) _l8] x|
(i} | E”‘l ui E 2nd Loan I 3rd Loan I =
General I Order | 11 IEX& Defects, liens, encumbrances, adverse claims or other matters, if ary, created, first 3
3 appearing in the public records or attaching subsequent to the effective date hereof but prior.
Soreens: Doc:| Al ¥ | [ |to the date the proposed insured acquires for value of record the estate or interest ar ;l
1] Palicy Fremi.
2) Cormitment. | 29 [Ex45 Existing easements for public roads and public Wtilties now in use. =
3] Palicy Infa, 5
4] Endorsemenl Crac:| &1 hd LI
B Additional Tit
B Invoice Deta ;I
| -|
; |
12] Exceptions 4
13] Exceptions —l

5. Double-click the selection you want.

Look-up Table [Local] E3

Key Field: Ex03CODE 100 recaords loaded. Alwayz load

Table Mame TIF Ex Load remaining records. all records

ExceptionCode | ExceptionT ext -

Bty Defects, iens, encurnbrances, adverse claims or o,

Ex12 Lack of right of access to and from the subject pr... —

Ex13 Title to that portion of subject property embraced...

Ex14 Fightz of the public generally in and ta the uze o...

Ex15 Jaint ar cormmon driveway along the {{CHAR Directio. .

Lien far ({CHAR Lien far?}} as created by Ordinanc. .
Rights of adjoining owners in and to the uze of pa...
ts due to the $H1CHA) ich drainage
The zubject property is located in a Flood Hazard ...
Fights of others in and to the cemeterny located an...
Thiz palicy specifically excepts to rights or clai..

Ex23 Arw family burial grounds, cemeteries or ather pla...

Ex24 Pending Dizbursement of the full proceeds of the ...

Fi 2R Rimhtz Af athers in and ba the nse of e cormmon a I _Ij
4 3

Inzert Entry | Retrieve Entry I Delete Entry | Modify Table... | Help |

Beplace Entiy | Hetrieveﬂf’alnsertl Delete Table | Frint Look-up... | LCloge |

To enter requirements manually enter the text directly into the large scrollable field. Enter a code if you want to
save the exception to the Look-up table.
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Entering An Exception Manually

To enter exceptions manually, enter the exception text, and select the policies to which you want the exception
attached. Enter a code if you want to save the exception to the Look-up table.

1 |E>€lh Drefects, bens, encumbrances, adverse claims or other matters, i any, created, first H
appealing n the public recands or Altaching subsequent to the effective date hereal but priot
D":i All 'I to the: date the proposed mzured acguies for value of recoed te estabe oo intenast o -

* %

Select the policies that you Exception Texli

wanl this exceplion attached o,

Adding a New Requirement or Exception to a Look-up Table

1. Enter the code and text.

2. Put the cursor in the code field.

3. Press <Ctrl+L> or <F9>. The Look-up table will appear.
4. Click Insert Entry.

Importing Text to Fill In a Requirement or Exception

When entering a requirement or exception for the first time in ProForm, you can import text from an existing text
file without having to retype it.

1. Click the requirement or exception text field (the larger scrollable field).

2. Press <Ctrl+Z> to open the Scrollable Field Editor.

3. Click Read from Text File.

4. Browse for the text file you want to import, select it, and click Open.
SEE ALSO:

e  “Scrollable Field Editor”
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ProForm keeps you focused on finishing the order, not repeating keystrokes. ProForm has several built-in features
that take work out of your hands and give you more options to complete orders with efficiency.

Some of the features, such as Look-up tables and the Go To feature will drastically reduce the amount of time you
spend entering data. Others, like Disbursement Status and Flex Checks, make ProForm the most adaptable real
estate program on the market. You will find that ProForm has the features built-in to handle any situation.

o Look-up tables are important ProForm time-savers that let you save information you want to reuse from
file to file.

e You can save all of your Settlement Agents, Underwriters, Title Companies, Lenders, Attorneys, and more
to Look-up tables.

e  When you want to fill in data to a field that has a Look-up table, press <F9> or <Ctrl> and <L> to open the
Look-up table and double-click the entry that you want. Or, enter the Look-up table code for the entry
you want and press <Tab>.

e If afield has a Look-up table associated with it, the LKUP indicator will appear in the ProForm status bar.
Many fields in ProForm come with Look-up tables created for them. All you have to do is add your entries
to existing tables to customize them. You can, however, create new Look-up tables for any other text
field.

[FromBur107.123.14 | ToSkE1.789.00 | Balance:0.00 9% File Balance. . ILKLIF' |FIRMCODE |

The LKUP indicator will appear
when the cursoris in a field
that has a Look-up table.

SEE ALSO:
e Chapter 9 “Look-up Tables” in the SoftPro Administration Guide.

Saving Information To A Look-Up Table
1. Enter the information that you want to save as an entry to the table. For example:

Enter a code here.
Mortgage Broker .
Mortgage Broker Look-up EDde:IMBHU barketing Hep:IMark Long

Martgage Braker Firm Name:lMDrtgage Brokers R Uz

Contact Name:IBDb Broker
Address:|234 Broker Boulevard #|Erokevile, NC 23457

F'thE:I[Eﬂ 0)234-45a7 Fa:-::I[Eﬂ Q]234-9877 Enter the information that

Emnail: I bobbroker@mortgagebrok.ers.cam

Motes: ;I
[
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Some Look-up tables only contain one field, but others, such as the Mortgage Broker Look-up table,

contain all of the Mortgage Broker fields. In this case, you can save information from the entire Mortgage
Broker section to a single Look-up table entry.

Enter a code for the entry in the Look-up Code field.
Press <F9> in the Look-up Code field.
The Look-up Table window will appear. Click Insert Entry.

Look-up Table (Local) : El
K.ey Field: MTEINI &l records lnaded, - Al load
Table Mame: MBSWE all records

MESWYRCODE MARKETINGREP COMTACT ADDRESST
MERL b ark Long Mortgage Brokers B Uz Bob Broker 234 Broker Bow
SLSA Skye ‘walker Servicers 54 Steve Servicer 432 Servicer Be
<End of List>

Click Insert Entry to save the
information to the Look-up table. | | D
]
Inzert Entry | Fietriesve Entry I Delete Entry | Modify T able. .. | Help |
Replace Entry | Retneve wlo Inzert | Delete T able | Print Look-up... | Cloze |

5. The new entry will appear at the top of the list. Click Close to exit the Look-up table.
To save another Title Company entry, press <F2> in each of the Title Company fields to clear them. Then

begin again by entering in new information. You only have to make additions or edits to a Look-up table in
one file.

What Fields Can Be Saved To A Look-Up Table

The fields you can save to any Look-up table are part of the Look-up table database. You can see what fields make

up the Look-up table database by pressing <F9> to access it and then looking across the top of the Look-up Table
window.

[Each column headingis a |

Look-up Table [Local) field that is part of the Ll:ll:lk—up
Key Field: TITLCOD table database. M%I [ Aliys losd
Table Mame: TITLCOD | | | all recards

CODE METRER TITLECOMNAME COMTACT TITLECOADDH

Samzon Title Agency  Marv Samzon 34 Mill: Lane

Or, you can click Modify Table to view a list of the fields in the Look-up table database.

Retrieving Information From A Look-Up Table
1. Click inside the Look-up Code field.

Title Company Look-up I:::u:Ie:Il
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2. Press <F9> to access the Look-up table.

Look-up Table [Local] |

Key Fisldt  TITLCOD &l records loaded, | il
Table Mame: TITLCOD all records
CODE METREF TITLECOMNAME COMNTACT TITLECOADDE
SakS0M Samzon Title Agency tdary 5amson 34 Willz Lane
e HrZ Tite Joe Lewiz 128 Markam Ao
ABC k. Brown ABC Title Compary Jenny Smith 334 Title Comp:
<End of List>

You can store all of the title companies you deal with
inthe Look-up table. To select an entry, double-click it.

< | o
Irzert Entry | R etriesve Entry I Delete Entry | todify Table... | Help |
Replace Entry | Retrieve wio lnzert | Dglete Table | Print Look-up. .. | LCloze |

3. Select the entry that you want from the table.
4. Double-click the entry or click Retrieve Entry.

Title Company
Title Company Look-up Code:|‘2-!-‘:.M SON Marketing Hep:l

Title Company/Payee Name:lEi amson Title Agency

Contact Name:|Marv Samson
Address:| 34 Mills Lane + |Raleigh, NC 23565
Phone:|(319)458-7874 | Fax:|(319)326-5845
Mobile:{(919)326-5347  Pager:|(319)654-8754

Email: I Marv@samson.com

Order Number:l

Some Look-up entries, like the Title Company, fill in more than one field. ProForm comes with many blank
Look-up tables already set up for you to add your entries.

Look-Up Table Codes
You don’t have to access the Look-up table if you know the code for the entry you want. Enter the code in the
Look-up Code field and press <Tab> to retrieve the entry.
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Title Company

Title Campary Look-up D:u:lel SAMSON |— Enter a code here and press
<Tab= o refrieve the entry.

Title Company/Pavee Mame:

Contact Name:l

Address:l ol
Phone:l ] - Faxfl | -
Mabile:f( 1 - Pager|l | -
Email:l

Order Number:l

Spell Check

In ProForm, you can spell check text, scrollable, and alphanumeric fields.

1. Putthe cursor in the field you want to check spelling and press <F7>. Or, right-click the field and select

Check Spelling. For example:

Full Legal Description: |Lat H{LatUnith (15 ubdivn}t Subd 3 Mext PgDawr
. — 1 _ < Prevvious Fgllp
Right-click in a field and select GoT Ol
Check Spelling. ol '
T Dane Esc
Calculator Fa

Check Spelling RF"
Lookup H+L

2. If an unrecognized or misspelled word is found in the field, the Check Spelling dialog will appear.

Check Spelling

Mat in Dictionary: i

ILntUnlt |griare All |
Suggestions:

Add |

Fatundity LChange |

Altruigt bt
Change &)1
Add words to: _gl
Iuserdic.tl:-: - %I

[Edn I Optiote. . |Qictinnaries...l Help... I Cahcel

|

L

e To change the word, click one of the suggested words and click Change.

e Toignore the word, click Ignore or Ignore All.
e You can add a word to the spell checker dictionary by clicking Add.
e  Click Help for more information about the spell checker uTILity.

Right Mouse Button Menu: Single-Click Access To Common Features

You can access a menu of useful features by clicking the right mouse button in any ProForm field. For example:
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Full Legal Description:| Lot {{Lot it} Eebdinentt €0 bdinsicine Hawrnlt Caynty, H.C,
> et PaDown
< Previous Pallp
GoTo Clrl+(
Done Ezc
Calculator Fa
Right-click in any field to Check Speling F?
access a menu of useful ] Lookup Chl+L
features. Save File Chrl+5
Help F1

MENU ITEM KEYBOARD SHORTCUT DESCRIPTION

> Next <Page Down> Jump to the next screen.

< Previous <Page Up> Jump to the previous screen.

Go To <Ctrl+G> Use the SoftPro Go To feature.

Done <Esc> Close the menu.

Calculator <F8> Use the SoftPro Calculator.

Check Spelling <F7> Spell check the contents of the current
field.

Lookup <Ctrl+L> View Look-up table for the current field.

Save File <Ctrl+S> Save the open ProForm file.

Help <F1> View help for the current field.

Another way to move around a ProForm file is to use the Go To feature. With the Go To feature, you can jump to
any field from any other field in a ProForm file. For example, let’s say you wanted to jump from the first buyer
name field to the first seller name field.

1. The cursor is in the first buyer name field on Screen 3 of the General tab.

31 Buyer/Bommower, Dfficers & Sig

Name

1) [Bill Buye] qum
|

Press <Ctrl+G>. The Go To window will appear.

Use the scroll bar to scroll down the list of fields unTIL you find Seller.
Double click Seller.
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glrTnaml

Fiequirements 21-30 [MC Bar Formsz] ;l
Restrictive Covenants
Riight to Cancel Confirmation [TIL)
Right to Cancel [Rescind)] Date
Sales Contract Dated
Sales Price
Schedule of Alowances
Security Clauze [TIL
Seller Pay Clozing Costs k —
Seller's Attorney
Seller's Mame Combinations
Seller's Signature Lines
Seling Agent
Send Origital Binder Ta LI

Inzert | Delete | GoTo I Help | Cloze |

You can modify the list of fields on the Go To window. See “Customizing Your Go To List.”

5. The cursor will jump to the first seller on Screen 4 of the General tab.
4] Seller. Dfficers & Signatures [(
Name

1) =
|

Customizing Your Go To List
The list of Go To fields is totally customizable. You can add fields that you use most frequently or edit the list at any
time. It’s like creating a "speed dial" feature on the telephone programmed with your most popular numbers.

The list of Go To fields is completely customizable.

Adding a field to the Go To list:
1. Press <Ctrl+G> with a screen open, or choose Window/GoTo. The Go To dialog will appear.

2. Click Insert. The Insert Go To Field dialog will appear.
3. Enter the SoftPro field name in the Field Name field. Enter the label for this field that you want to appear
in the Go To list in the Label field. (See “ProForm Field Names.”)

Enter the #e/d rame
Insert Go To Field of the field you want
the cursor to jump to.

Label; Field Mame; 0
|Sett. Date = |settdate
|
Enter a label for the
field here. This label | 25| Hep | Lol
will appear in the Go
To list.

4. Select OK. The new entry will appear at the top of the Go To list.

Deleting a field from the GoTo list:

1. Press <Ctrl+G> with a screen open, or choose Window/GoTo from the menu. The Go To dialog will appear.
2. Select the field you want to delete from the list.
3. Select Delete.

ProForm Field Names are used to create and edit Go To lists, Look-up tables, and are inserted into WordPerfect or

MS Word documents to create merge documents.
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Finding A Field Name

To find out what the field name is for any field in ProForm, click inside the field you want. The field name for the
field will appear in the status bar at the bottom of the screen. (The status bar always displays the name of the
current field.)

roForm Enterprise Edition - [CCA12-0003RES.PFD (M = | =3 Ll
e I et ) setr. agent, Title Co., Underwriter, Offices (CCAL2-0003RES.PFD) x| =18
Dlﬁlml él@l @l L | setdement Agent Current Field =
General | Order Trackingl Tl Insuma Settlernent Agent Look-up Code] BEST Iarketing Rep:|&lex Lawyer
Soreens Settlement Agent/Payee Mame:|Best Ever Title Agency, IH\
Contact Name:lWaIter Fiobertson
I 2,
3 File Mo., Settlement D ates, Motes Address:IT 23 Lawyer's Lane \ oIHa\eigh, NC 13573
4] Buyer/Bomrower, Officers & Signatu
5 Seller, Officers & Signatures Phone: 131915551001 | Faie 131 31555102
E] Sales Price, Deposit/E amest Mone . ¥ . X
7] Propety, Logd Deseintion Mobile: [[313]267-8904  Pager:|(313)330 54?\
8] Lender Emait[walterrobentsoni@besteverit
5 Morigage Broker & Loan Servicer mal.lwa enobertson@bestevertitle. com
10) Loan, Funding & ProT rust Federal Tax |D:|56-1234567
11] Terms, Papment & ARM
12] Builder, Cantract & Escraw for Cor Setllement Agent Signature Line: [Best Ever Title Agency, Inc. \
13] Real Estate Agents/Brokers )
14] Buyer's & Seller's Attameys Settlement Agent Logo Fllename.l \
18] HOAMamt. Company
16] Acknowledament & Natary Title Company
17] &ffidavit/agreement Regarding Lie
18] Security Instruments, Trustee & Ri Title C Ll ol I Warketi I
149] Plats, Covenants & Convepance SRR L]y (R EIREIE)
20] User Optional Fields 1-25 Title Compary/Payes Name-l
21] User Optional Fields 25-45
22) User Dptional Fields 45-65 Contact Name‘l
23] General Options Address'l A
Phone:l[ | - Fak:l[ ] -
Mobiles|[ ) - Pager|| | -
Email:l
Order Number:l
Underwriter \
Underwriter Look-up Eode:IFAV tarketing Rep: IJ. Jones \
Undenwriter/Payes Name:lMy Favanite Title Insurance Compangy
Contact Name:lKlm Jones
Address: [ 123 Title Tower | Title Hil, NC 23456
Phaone:| (S001454-6557 | Faue(319)756-1234
MDbiIe:l[S‘I 913451887 F’ager:l[Eﬂ 9)203-4499
Email:|kimjones @mypfavontetitleinsco.com —
— !_mv_‘ = —_— | Field Name

FromByr:295,838.45 | ToSl:77,079.45 | Balance:-10.00 File Balance... ||LKUP ||FIRMCODE

e Inthe example above, the cursor is in the Settlement Agent Look-up Code field. The ProForm name for
this field is FIRMCODE. The field name appears in the status bar next to the Look-up table indicator
(LKUP).

e You can look up field names using the ProForm Screens and Field Names Guide. This handy reference
guide can be found in the \Tools\Screens directory on the SoftPro installation CD.

Paid Outside Of Closing (Poc)

You can enter an amount that is to be paid outside of closing by substituting an asterisk (*) for a decimal point.

For instance, for a $50.00 POC amount, enter 50*00 (for a POC amount of $50.75, enter 50*75). For POC amounts
up to $9,999,999.00, the amount and the abbreviation POC appears in the Re field on any line in which a POC
amount is entered. Refer to the example below:
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When you enter a POC amount
in the Borrower or Seller column__.

804 |Credit Report | 7500 |ff
DS:| 7| To:Jamerica Laans 123 First Street Ral He:IF'DI: $75.00b | TIL:I v|

Aacldr | + |
The amount with a POC
abbreviationand a b

(for Borrower) or s (for seller)
appears in the Re: field.

Select Calculation Option 2 on the HUD-1 Options screen to have a b (for buyer/borrower) or s (for seller) entered
along with the amount in the Re field. This can help you identify which party paid the amount.

v Z]1Flace 'b' or 'z’ in generated POC descrptions [RE: fieldf
3] Lz the buyer/zeller split feature on lines F03,801.802 5

Partial POC Amounts

If an amount is partially POC and the balance due is being collected at closing, enter the amount to be collected at
closing in the Borrower or Seller column (using decimal points). Then manually enter the POC amount (with the
abbreviation POC before it) in the Re field.

The information in a Re field is printed on the HUD-1 Settlement Statement to the left of the Borrower column.

Press <Ctrl+Z> in any scrollable field to open the Scrollable Field Editor. With the Scrollable Field Editor you can
import existing text files to fill the field, save text to a file, or spell check the field.

Scrollable Field Editor 1]
Lot {{LatUnitt {{Subdivni} Subdivizion {${County}t County, MN.C. ﬂ
| Save text to a text ﬁ|E.| |Exit Editur‘ =l

Fead from Text File...l Wiite ko Test File... | Check Spelling...l QK Help | Cancel |

| Import an existing text file_‘ Spell check.

Read From Text File
Use Read from Text File to import text from an existing text file (*.txt) into a scrollable field.

Click Read from Text File.

Put the cursor in a scrollable field.

Press <Ctrl> and <Z> together. The Scrollabl