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What is Closing Insight™ 

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

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

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

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

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

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

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

validate pre-funding and post-closing data. 

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

Integrated Disclosure rule. 

Agency Registration 

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

August 1, 2015!  

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

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

 

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

 

1. Individual User Registration – 5 minutes 

a. Confirming your contact information 

b. Obtaining and saving your User ID and Password 

c. Establishing 6 security questions 

d. Acknowledging the RealEC User Access Agreement 

 

2. Company Registration – 30 minutes 

a. Acknowledging the RealEC Network Access Agreement 

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

c. Establishing important company contacts 

d. Adding additional users for the website 

e. Selecting RealEC products 

f. Obtaining and saving your PartyID  

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

information that you will need.   

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

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

# 

 Page you are viewing 

with some guidance 

Screen Shots with additional guidance 

1 Web Pages  

 

Click on the following 

link or copy and paste to 

a web page to begin 

your registration 

process. 

http://www.bkfs.com/Re

alEC/DivisionInformation

/ClosingInsightSettlemen

tAgents/Pages/default.a

spx 

• Click Register Here 

 
 

2 Provider Registration 

page.   

 

• Complete required 

information 

 

• Click Submit 

 

 

 

 

3 You will now receive an 

Invitation email to begin 

the registration process.  
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4 Invitation email: 

 

• Click on the “Begin 

Registration” link 

 

Note: This link is active 

for 3 days 

  

 

  

5 Create Your User ID 

 

We need to verify your 

identity 

 

• Type in the missing 

digits of the phone 

number that you 

entered in the 

Provider Registration 

page (shown in Step 

2) 

 

• Click continue 

 

Note: You will have 5 

attempts to enter the 

missing digits of the 

phone number. 

 

 

 

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

phone number you provided.   
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6 Next Steps 

It’s time to complete the 

Registration Process.   

 

 

Note: You will receive 

reminder emails at the 

24 & 48 hour mark if the 

entire process has not 

been completed!  In 

addition, you will have 

up to 30 days to 

complete the 

registration process. 

 

 

 
 

 

7 Confirm Contact 

Information 

 

• You will need to re-

enter your email to 

confirm 

 

• If no other changes 

are needed then 

 

• Click Continue 
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8 Your USER ID 

 

Make note of it please! 

 

You will receive an 

automated email 

message with a 

temporary password and 

a link to continue. 

 

 

 
9 Temporary Password 

email 

 

• Capture your 

Temporary Password 

 

• Click on the Launch 

RealEC Exchange 

link 
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10 Login Page 

 

• Enter User Name 

and temporary 

password that was 

provided 

 

• Click Login. 

 

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

Username.   

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

phone number.   

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

11 Create your 

Permanent Password  

 

• Enter Temporary 

Password 

 

• Establish new one 

 

• Click Change 

Password 

 

Password 

Requirements: 

• Minimum of 8 

characters 

• Need Upper & 

Lowercase &  

• Numbers & 

• Special Characters 

 

If all the criteria has 

been met you will see 

this in the upper right 

hand corner. 
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12 

 

Establish Your 

Security Questions.   

 

You must establish 6 

Security Questions.  

 

 This will not only add an 

extra level of security, 

but will allow you to 

reset your own 

password, should you 

ever forget it! 

 

 

 

 

 
To add a question: 

• Enter your NEW permanent password 

• Click on the Add More link –  

       you will get a pop-up 

• Click on the drop down to select  

a question 

• Enter your answer in the 2nd field 

• Click Add 

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

the questions start populating in the background.  See example: 

 

 

 

 

 

 

 

 

 

 

 

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

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

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

done. 
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13 Login Screen 

When you click Submit in 

Step 12, you will be 

redirected to the Login 

Page. 

• Enter your User 

Name and 

 

• New permanent 

password 

 

• Click Login  

14 User Access Agreement 

 

After reading the User 

Access Agreement, click 

in the box to confirm you 

understand, then click 

Accept. 

 

You can also click on the 

Printable Version link to 

keep a copy for your 

records. 

  

15 Next Steps 

 

It’s time to complete the 

Company Registration 

Process   

 

Click Continue when you 

are ready to proceed 
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16 RealEC Network 

Access Agreement 

 

After reading the RealEC 

Network Access 

Agreement, click in the 

box to confirm you 

understand, then click 

Accept. 

 

You can also click on the 

Printable Version link to 

keep a copy for your 

records. 
 

17 Company Information 

 

• Complete all the 

required fields 

 

• Click Continue 

 

 

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

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

RealEC Exchange website to participate in Closing Insight. 

 

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

will consider integration opportunities at a later date 
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18 

 

Primary Contacts 

 

You need to identify the 

following contacts for 

this location: 

 

• Primary Contact 

• Accounts Payable 

Contact 

• Outage Notifications 

Contact 

• Technical Contact 

 

The Primary & Accounts 

Payable Contact must be 

identified. 

 

Outage & Technical 

Contacts are optional. 

 

 

 

 

 

 

 
 

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

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

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

Contact. 

 

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

• Primary,  

• Accounts Payable, Outage or  

• Technical Contact 

 

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

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

listed as the Accounts Payable contact etc. 

 

To add additional Contacts: 

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

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

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

button is on this screen shot) 

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

Continue. 

 



 
 
 
 
 

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

 Copyright © 2015 Black Knight IP Holding Company, LLC. 

19 Adding Users 

 

Here, you may add Users 

from your company 

location that will need 

access to the RealEC 

Exchange website. 

 

Once a User is added, 

they cannot be removed. 

However, a User can be 

made Inactive by 

whoever is designated as 

the Administrator 

through the Functional 

Role feature. 

 

Note: The Primary 

Contact identified in the 

previous page, is 

automatically an 

Administrator Role, so 

you do not need to add 

yourself as a User.   

 

These roles can be 

revised or Users can be 

added on the Exchange 

Administrative website.  

You will receive 

information in the 

coming months. 

 
 

To add Users: 

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

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

• Click Add New User 

• You should see their name populate into the grid 

• Continue this process until all users have been added 

• Click Continue 

 

User Status:  

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

• Inactive – Not active, cannot perform any function 

 

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

 

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

Administrators can add users and change user roles and status. 

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

only view orders and documents. 

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

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

Insight Collaboration.   
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20 Product Setup 

 

In this section you will be 

adding the Products you 

would like to provide 

through RealEC. 

 

After making each 

selection, click Apply 

 

Continue this process 

until all Products have 

been selected. 

 

Click Continue 

 

 

 

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

1 state and 1 county. 

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

 

 

 

 

 
21 PartyID 

 

Congratulations!  The 

registration part is 

complete!  Make note of 

the PartyID for future 

reference. 

This PartyID identifies 

your company to the 

RealEC teams and the 

Lenders you do business 

with. 
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 Next Steps  

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

further instructions. 

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

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

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

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

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

 

 


