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Introduction

DoubleTime Overview

DoubleTime is a complete, comprehensive, and flexible closing software package that
was designed by experienced closing agents. It is the only software available that
perfectly matches your needs, with full automation and total integration. Features
include:

» Single point data entry that links all documents and eliminates repetitive
typing.

» Accommodates unlimited parties, properties, and loans in most transaction.

» Database driven for flexibility and adaptability.

» Electronic filing of Fund commitments, policies, and electronic payments.

» Order and receive Fund Branch Products electronically.

»  Superb technical support.
Easy to learn and use, DoubleTime was created by The Fund and is designed for
Microsoft Windows®. DoubleTime can be used in a network environment or on a
stand-alone workstation. It allows staff to work faster and more efficiently.

NOTE: The Help Desk may be reached at 1-800-421-9378. You may also email the
Help Desk at helpdesk@thefund.com.

About This Workbook

This student workbook is designed for individuals with real estate closing knowledge
and experience, as well as a basic knowledge of Windows.

Each lesson has three sections:

Concept: The concept explains the purpose of the module and its relationship to
the closing.

Objective: The objective for each lesson is the particular task or set of tasks you
will learn.

Lesson: Lessons are step-by-step instructions designed to walk you through the
module. They provide hands-on experience using DoubleTime.

In addition to the regular lessons, practice sessions are included. The practice sessions
are given where additional hands-on experience might be helpful. The practice
sessions may be covered in the class, if time permits, or you may work on them at your
office.

This workbook was produced by the Product Training Team at The Fund. The Product
Training Team serves The Fund’s mission by providing exceptional education, training
and support needed to develop real estate professionals’ knowledge, skills, and
abilities. You may contact this unit by phone at 888-407-7775 or by email at
educationregistrar@thefund.com. The Member Support Representatives who provide
hands-on training for the DoubleTime application are part of the Product Training
Team.
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Introduction

“The Fund” is a registered trademark of Attorneys’ Title Insurance Fund, Inc. and is
used by permission. All references herein to title insurance policy forms and
endorsements refer to the policy forms and endorsements issued by Fund Members as
duly appointed title agents of Old Republic National Title Insurance Company.

About The Examples Used

For the lessons in this workbook, the following information has already been entered
in your DoubleTime database.

Firm name:Richard P. Bruce, Esqg.
Address: 5955 T.G. Lee Blvd.

Orlando, FL 32828

Phone No.:(407) 555-5000

A common real estate closing scenario is used to illustrate how the DoubleTime
program works. The information for this scenario is:

You are an employee for the law firm of Richard P. Bruce, Esg. You have been given a
real estate contract for sale and purchase, with the attorney acting as the closing agent.

Open a closing file and process the closing information.

Prepare, print, and electronically request a title insurance commitment jacket
through Old Republic National Title Insurance Company /ATFS.

Prepare the Policy Rating Worksheet.

Create a Closing Disclosure Settlement Statement.

Track deposits and disbursements.

Prepare the Deed, Bill of Sale, and other documents.

Produce the 1099-S.

Prepare, print, and file electronically an owner’s and mortgagee policy through
Old Republic National Title Insurance Company /ATFS.

Add file notes.

In this workbook, you are provided with the information you need to complete these

tasks.

Starting DoubleTime

EH From the Start menu, click All Programs > The Fund > DoubleTime >
DoubleTime (Version). Or, if you have a shortcut on your desktop, doubleclick the

icon.

Page 4
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Conventions

The following conventions are used in this workbook.

Convention

Bold characters

Choose

Click

Key names

Select

Training Workbook: August 2018

Meaning

Text that identifies all or part of a DoubleTime window or
instructs you to type information is represented by Arial
font in bold. All other text is Times New Roman.

Pick an item (button or a menu item) to initiate an action.
Windows supports more than one method to accomplish an
action. For example, you could click a specific button and
press ENTER. Choose is used when the method is not
important for the discussion.

Use the mouse to position the pointer over a button in a
dialog box, then press and release the left mouse button. For
example, “click OK” means position the pointer over the OK
button, then press and release the left mouse button.

The names of keys with special functions that you press on
the keyboard are in all CAPITAL letters. For example, use
the TAB key to move to the DATE box and type 3/22/16.

Pick one or more items for processing. For example, select
the name(s) from the list.
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Windows Terms

The following figure shows a typical DoubleTime window with the terms used in this

workbook.

<+ Title Bar

-+ Menu Bar
<—— Main Toolbar

d—
'

Secondary
Toolbar

Tabs
v v v Boxes

A

Option
Buttons

<  Check

Boxes

Status Bar
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Term
Title Bar

Menu Bar

Main Toolbar

Secondary Toolbar

Tabs

E Contact - Susan S. Thomas

Individual IAddress l Phone lAIias

Boxes

Last
I'I'hnmas

Suffix

Training Workbook: August 2018

Function

Displays the DoubleTime name and the name of the active
closing file.

Displays the DoubleTime menu. Click a command to use it. Or
use the keyboard with the underlined letter in the command
name.

To use an underlined letter:

1. Press and hold the ALT key on your keyboard.
2. Press and release the underlined letter.

3. Release the ALT key.

Displays buttons used to start DoubleTime modules. Click the
button to start a module. Or use the Modules menu on the
menu bar.

A secondary toolbar is also displayed for each of the
DoubleTime modules. Each button performs a unique task.
Click the button to complete a task. For a complete list and
description of all the DoubleTime buttons, refer to the
Reference Tables section of this Workbook.

Many of the windows are divided into tabs. Tabs, like the folder
tabs used in a filing system, group similar functions. Each tab
opens a new window. Click a tab to display the window.

Boxes are areas where you can select or type information. Only
boxes with a white background can be changed. Information
that is displayed in gray boxes cannot be changed in the active
module.

Example 1: To enter text into this box, click the box and type
the information. In this example, you would type the last name
in the box.

Example 2: To enter text into this box, click the down arrow to
the right and select information from a list.
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Term Function

Option Buttons Use an option button to select a single item from a group of
mutually exclusive items. To select an option, click the circle
next to it. A black dot appears in the circle. Any previously

Gender

' Male . .

R :Lrlnale selected option is cleared.
Example: In this example, Female is selected from the Gender
options.

Check Boxes Use a check box to select one or more items in a group. To
—— select an item, click the box next to it. A check mark is
™ Minor displayed in the box. To clear a check box, click it again.

[ Incapacitated
[ Identification Verified
Status Bar The Status Bar displays information about the program. For

example, as you move the pointer over the buttons, a
description of the button is displayed on the Status bar.

Windows Shortcut

A useful Windows shortcut to remember while working in DoubleTime is to press
ALT + TAB to switch between DoubleTime and another open Windows application on
your desktop.
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General Information

Help

Workbooks 4
Release Notes

Fund Title Notes, SCC and APM Handbook 4
Fund Procedures Handbook

DoubleTime Broadcast Messages
DoubleTime Support Website

On Demand Videos
Tutorials 3

About...

Additional Assistance. From the Help menu on the main menu bar of the DoubleTime
application you have access to many different tools that can further assist you with any
problems that may arise when working in the application. These tools include:
Workbooks (Downloadable PDF copies of the most current version of this Training
Workbook and Escrow Accounting workbook are available. Note: Having the
workbooks downloaded to your computer enables you to search for answers to
questions using Adobe’s search tool.) Release Notes (The Release Notes provide
you a list of the changes that have occurred with the current version of DoubleTime
that you have installed. These release notes may provide you with quicker and easier
ways to complete tasks as well as enhancements that are made to the application.) For
your convenience, interactive and downloadable PDF copies of Fund Title Notes &
SCC Handbook and Fund Procedures Handbook are available. DoubleTime
Broadcast Messages - DoubleTime now has internal messaging built in so
important product information can be communicated directly to you. When
DoubleTime opens, notifications such as when a new version is available will be
streamed directly to your PC. DoubleTime Support Website is a quick link to the
DoubleTime Support Center. You have access to new enhancements, FAQ’s,
training videos and the latest software version downloads. On-Demand Videos -
Discover what DoubleTime has to offer and more by going to The Fund’s On-
Demand Training Library to view the full “DoubleTime Training Class”,
“DoubleTime Customization” or “DoubleTime Quick Tips” videos to get answers
quickly. You may view the learning videos at your pace and convenience. Access the
videos thru DoubleTime or at www.thefund.com/ondemand from different types of
devices (PC, Laptop, iPhone, iPad, etc.). Tutorials - There are DoubleTime tutorials
built into the DoubleTime application to assist you in completing many tasks such as
creating a Fundnet ID and password, DoubleTime/ATIDS Integration, DoubleTime
electronic payments, etc.
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The Fund’s Website

Page 10

The Fund provides support for members via its website www.thefund.com. This is
your source for Fund products and services, as well as information relevant to a real
estate law practice. The Product Support section can be accessed for technical support,
product updates, and the latest news for select Fund products. Simply click Support
in the top navigation bar, and then click DoubleTime from the list of products.

To use the eSolutions for Fund Forms features within DoubleTime, Electronic
Delivery and Electronic Serial Numbers, the office administrator must grant each
individual user the appropriate rights. Your office administrator controls access
rights to eSolutions features for your office staff by logging into the admin page of
the FundNet web site.
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Closing File Module

T | Closing File Module

Concept

The Closing File module is an electronic equivalent to your closing file folder. It is
the starting point for collecting general file details such as buyers, sellers, property,
deposits, loan information, and closing and title agents. Participants and notary fields
are also established.

When you modify the closing file information, you automatically update the
information in other modules such as Title Insurance, Settlement Statements,
and Documents.

The Closing File module also interacts with the Contacts and Master Property
modules. The Contacts module is the electronic card file of all the persons and
service providers you do business with. Throughout your closing file, you can select
from stored contact names or add new contacts.

The Master Property module allows you to store and maintain legal descriptions,
recording information, and title exception information for real property. When you
have multiple closing files pertaining to a property (such as a subdivision or
condominium), it is particularly useful to have access to this information for repeated
use in those files. You can create master properties for closings that require common
information. From the Closing File module, you may enter new property information
for use in that file alone, or select property information entered using the Master
Property module and copy that information to any closing file for reuse.

Objective
The objective of this lesson is to show you how to create a new closing file by adding

information and selecting existing information to copy to your file. You will also learn
how to print a closing file worksheet.

Creating A New Closing File

In this session, you will create a new closing file establishing the parties involved,
along with the property and loan information.
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Closing File Module

What You Do

1. ﬁ On the main toolbar,
click the New Closing

Comments
The General tab of the Closing File
window is displayed. Date Opened defaults
to today’s date. The Status box defaults to

File button. Open. You can change this value to Closed
or Cancelled. The Type box defaults to
Sale. You can change this value to
Refinance.
[1f Clesing File

Details

General ‘Buyer l Seller l Property l Deposit l Loan l Participant l Clo=ing Agent l Title Agent l Prepared By

Closing File Mo. Date Opened  Status Type Sales Price Will Call Mo.

| | 07116118 [Open | |zak x| | o0 |

Account Dates

No. Closing Disburzement Proration Taxes Paid Thru  Contract

[ none) | | owooroo || oooooo || ooiooioo ¥ | ooooioo ™| ooooioo v

Source File: Branch: |(none)

ﬂ Import File Number: |

Voucher Reference: |

Rating Type: |Basic j

2. In the Closing File No.
box, type your name.

3. Click the Sales Price box
and type 225000.

4. Click the Account No.
box and select 123456-78
Friendly Bankers, Inc.

Page 16

You assign a number to the new file. You can
type up to 15 characters, letters, numbers, and
some symbols. NOTE: The closing file
number allows you to search for a file by the
number or name you assign.

The comma, decimal point, and dollar sign are
automatically inserted.

This is the closing agent’s trust/escrow
account. Account numbers are entered in
Preferences/Account Maintenance. Selecting
the trust/escrow account allows you to export
the deposits and disbursements to Quicken®,
QuickBooks®, Dapix®, and Perfect Practice®.
Selecting the trust/escrow account will also
allow you to post or post and print your
checks through the DoubleTime Escrow
Accounting feature.
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Closing File Module

What You Do

5. In the Dates section, click
the down arrow to the
right of the Closing box.

6. Click the appropriate
arrow at the top of the
calendar to display March.

7. Click on day 17 in the
calendar.

8. Click the down arrow to
the right of the Contract
box.

9. On the Contract box
calendar, click the
appropriate  arrow  to
display February of the

current year.

10. Click on day 14 in the

calendar.

Training Workbook: August 2018

Comments

The monthly calendar is displayed with
today’s date selected. Click the right arrow
to display the next month. Click the left
arrow to display the previous month.

25 26 27 228 1 2 3

4 5 & 7 8 95 10
11 12 13 14 15 16 4l
18 19 20 21 2 23 24
25 26 27 28 29 30 3

1 2 3 4 5 & 7

< 3 Today: 7/16/2018

The closing takes place in March.

The selected date is displayed in the Closing,
Disbursement, and Proration boxes.
These dates are editable. Taxes Paid Thru date
defaults to 12/31 of the previous year, except
during the month of December, when it
defaults to 12/31 of the closing date year.

The calendar displays today’s date.

The contract will be fully executed on
February 14.

The date the contract was fully executed, 02/
14/(current year), is displayed in the
Contract box. This date is editable.

Contract
| 02114018 ¥
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Closing File Module

What You Do Comments
E Closing File - Glenn To Thomas
General lBuy&r l Seller I Property l Deposit I Loan l Participant I Closing Agent l Title Agent l Prepared By
Details
Clo=ing File No. Date Opened  Status Type Sales Price Will Call No.
[Glenn To Thomas | 07118118 |Open | |sae =l | $225,000.00 |
Account Dates
No. Clozing Dizburzement Proration Taxes Paid Thru Contract
|123456-78 | | oanwne || o3nine || o3dTne ¥ | 1zmuir ¥ | oznans  w|
Source File: Branch: [{EENNNE ~ | import File Number: |
“oucher F{eference:| Rating Type: |Ela=.|5ic: ﬂ

NOTE: (1) Source File - This field is unavailable. DoubleTime allows the
user to copy closing files. Once the user has selected the file to copy,
DoubleTime will populate the Source File number, and it will not allow the user
to make any changes to this field. (2) Branch - For offices with more then one
location, the user may enter all of the office locations in the Maintenance
(Lists) Module. Doing so will populate the list of office locations in the
Branch field, allowing the user to select from the drop down menu the office
location for the transaction. (3) Import File Number - This field is
unavailable. DoubleTime populates this information when importing a Fund
Branch Title Commitment. (4) Voucher Reference - Only for DoubleTime
Escrow Accounting users. This field allows the user to add additional
tracking data to checks printed from DoubleTime Escrow Accounting
Module. (5) Rating Type - This field affects the Premium Calculation
(Rating) Module. Selecting the Mortgage Modification option will disable the
Commitment Module. Changing the Rating Type after the Commitment
Module has been activated, will remove the Title Commitment from the
Documents Module and deactivate the Commitment Module.

Adding The Buyer - New Contact

What You Do Comments
1. Click the Buyer tab. The Buyer tab is displayed. No information
is shown at this time. A “US Treasury OFAC
Sanctions List Search” link is available to
allow you to search the Specially Designated
Nationals and Blocked Persons list.
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Closing File Module

What You Do Comments

E Closing File - Glenn To Thomas
General Buyer \ Seller l Property l Deposit ] Loan l Participant l Clesing Agent ] Title Agent ] Prepared By l

e

US Treasury OFAC
Sanctions List Search

Name | 35N | EN | Gender | Marital |

& Tip: Whenever you come to a tab that
has no information in it, use the Insert
button.

2. €] oOn the secondary The Select Buyer window is displayed. The
toolbar, click the Insert Contact Type defaults to Individual.

button.

NOTE: Names that were previously entered
are displayed in the Individual Name box.

3. In the Last box, type This is the last name of the buyer. The first
thomas. letter of the name will be capitalized
automatically for Individual names.

4. TAB to the First box and This is the first name of the buyer.
type susan.

Training Workbook: August 2018 Page 19



Closing File Module

What You Do

5. TAB to the Middle box
and type s.

6. TAB to the SSN box and
type the following:
456 34 8795

7. Click Add Contact.

8. Click Yes.

9. Inthe Street box, type
1 Southern Place.

Page 20

Comments

This is the middle initial of the buyer. Be sure
to include the period (.) when typing in an
initial.

This is the buyer’s social security number.
The cursor automatically tabs to each field.

The Select Buyer dialog box is displayed,
asking if you wish to add a mailing address.

The Address tab is displayed. The address
Type defaults to Mailing Address.

This is the buyer’s mailing address. This
address is generally the address of the
property to be purchased. The information
entered here is carried over as a selection on
the Property Address tab.
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Closing File Module

What You Do Comments

10. In the Postal code box, The City, State, and County boxes are filled
type 32828 and press With information for the postal code you
TAB. Then, click the City entered.
down arrow to select
Orlando from the list. NOTE: Cities and/or  municipalities

associated with a specific postal code will
appear as a selection in the drop down.

11. Click OK. The Select Buyer window closes and the
Buyers tab is re-displayed with Susan S.
Thomas added to the closing file. NOTE:
Susan S. Thomas is also added to the
Contacts module Individual Name list. To
change the spelling of a buyer or seller name,
double-click the name, make changes in the
Name Change window, and click OK. The
Update window displays the New Name(s)
and Proposed Revisions. The names will be
updated automatically  throughout the
Closing File and Contacts modules.

'E Closing File - Glenn To Thomas li“ﬂl

General  Buyer l Seller l Property l Deposit l Loan l Participant I Closing Agent l Title Agent l Prepared By l

Name SSN EIN Gender Warital
@ Male @ Female

Name(s) with Status

Address annne l Email l

Street|1 Southern Place j Type |r.|ai|ir|g Address j

City |Orlando - County | Orange -

State | Florida - Country | United States -
Postal Code [32828 3
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Closing File Module

What You Do

12. In the Gender section,
click Female.

13. Click the Marital box and
select Single.

EOIT

14. On the secondary

toolbar, click the Insert
Name Clause button.

15. Click the Format box, and
select single woman.

16. Click OK.

Page 22

Comments
This selection denotes the buyer’s gender.

This selection denotes the buyer’s marital
status.

The Insert Name Clause window for
Susan S. Thomas is displayed. It is
necessary to complete the Name(s) with
Status box for Susan S. Thomas for her
name to display on other modules and on
documents. NOTE: If the Name(s) with
Status box is not completed, a message will
display a reminder to complete this
information when a save is initiated.

The tenancy phrase, Susan S. Thomas, a
single woman is displayed in the Name(s)
with Status box. This is an editable field.
NOTE: This tenancy phrase is used in other
modules and on your documents. It can be
edited.

The Insert Name Clause window closes
and the Buyer tab is displayed with the
tenancy clause in the Name(s) with Status
box. This is an editable field.
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Closing File Module

What You Do Comments
17. Click the Phone tab. The Phone tab is displayed.

18. Click the Type box and This selection identifies the phone type.
select Home.

19. Click the Area box and This is the buyer’s phone number. The cursor
type: automatically tabs to each field.
407 889 3928

20. |&7| on the secondary Another phone field is displayed. The Insert
toolbar, click the Insert button has different functions in the Closing
button. File module depending on where the cursor is

located when you select it.

If the cursor is in the top

half of the screen, a field
is added here.
If the cursor is in the

bottom half of the
screen, a field is added

here.

21. Click the Type box and
select Cell.

22. Click the Area box and
type:
407 809 1986

23. Click the Email tab. The Email tab is displayed.

24. Click the E-Mail The default type is E-mail Address. You

Address box and type: may select the appropriate type from the
susanthomas@ Service Type drop down list.
email.com
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Closing File Module

Adding The Seller - Existing Contact

What You Do
1. Click the Seller tab.

2. © On the secondary

toolbar, click the Insert
button.

3. In the Last box,
glenn.

type

4. Tab to the First box
and type p.

5. Click OK.

the

6. Click

Spouse button.

Comments

The Seller tab is displayed. No information is
shown at this time.

The Select Seller window is displayed. The
Contact Type defaults to Individual.

Linda Glenn is highlighted in the
Individual Name list. Names are listed in
alphabetical order.

Peter R. Glenn’s name is highlighted.

The Select Seller window is closed and the
Seller tab is re-displayed. Peter R. Glenn is
displayed with information that was entered
previously.

Linda Glenn is displayed, as previously
entered in the Contacts module, along with the
address and phone number information.
NOTE: The spouse’s mailing and phone
information can be changed if it differs from
the partner’s.

’ﬁ Clesing File - Glenn To Thomas

Name | ssn | EMN

General l Buyer Seller l Property l Deposit l Loan l Participant l Closing Agent l Title Agent l Prepared By

Gender | Marital |

Peter R. Glenn

017-32-6645

590-20-8305

@ Male " Female|Married vI

@ Male Q) Female Married ]

Spouse...

Address lPhnne l Email l

Name(s) with Status

Street |4728 Church Street j

Type | Mailing Address j

C'rty|chic:agu j County |Cuuk

=l

State | llinois

Postal Code EU&43 q

ﬂ Country |Un'rted States

=l

Page 24
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Closing File Module

What You Do Comments

7. Click Peter R. Glenn. Peter R. Glenn will appear first in the
Name(s) with Status box and on the
documents. NOTE: Prior to using Insert
Name Clause button, it is necessary to
select the name to appear first in the Name(s)
with Status box.

"] On the secondary The Insert Nam_e (_Zlause Wi.ndOW. for
Peter R. Glenn is displayed, with Linda
Glenn shown as the Spouse.

toolbar, click Insert
Name Clause button.

9. Click the Format box and The tenancy phrase, Peter R. Glenn and
select husband and Linda Glenn, husband and wife is

wife. displayed in the Name(s) with Status box.
This is an editable field.
10. Click OK. The Insert Name Clause window is closed

and the Sellers tab is redisplayed with the
tenancy phrase in the Name(s) with Status
box. This is an editable field.
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Closing File Module

Adding Property Information

What You Do Comments

1. Click the Property tab. The Property tab is displayed. No
information is shown at this time.

E Closing File - Glenn To Thomas
General l Buyer l Seller Property lDeposit l Loan l Participant | Closing Agent | Title Agent l Prepared By l

PIM | Property type | Property Name |State| County

Address l Details l Legal l Usage l Remarks l Declaration | Recording

o &2 on the secondary The Master Property Search Selection
window is displayed. The State and County
default to Florida and Orange. NOTE: The
county default can be changed in
Preferences > User Settings > General
tab.

toolbar, click the Insert
button.
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Closing File Module

What You Do Comments

3. In the Required section, This selection will reference subdivisions
click Subdivision. only.

4. Click New. The Master Property Search Selection
window is closed and the Property tab is
redisplayed. You can now enter the property
information for this closing file.

NOTE: If you are using the Master Property feature, you may click the
Browse button. The Master Property Search Selection window displays
all previously entered subdivisions in the Master Property module. Select a
previously entered Master Property from the list and click OK. The Master
Property Search Selection window is closed and the Property tab is
redisplayed with previously entered information for the selected property.
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Closing File Module

Page 28

What You Do Comments

m Closing File - Glenn To Thomas
General l Buyer l Seler Property l Deposit l Loan l Participant l Closing Agent l Title Agent l Prepared By l

PIM Property type Property Mame State County
Subdivision [ FL  Orange  ~ |

Address ID&tails l Legal l Usage ] Remarks l Declaration l Recording ]

Street | ﬂ
|

City | _»| cCounty [Orange |
Country |Un'rted States

State |[Florida

Postal Code -

5. Type  14-23-27-8226-
00040 in the PIN box.

6. Type Southern Acres
Subdivision in  the
Property Name box.

7. In the Address tab, click
the arrow in the Street
box and select 1
Southern Place from the
drop down list.

This  will complete the Property
Identification Number for the property.
This number is assigned to the property by the
property appraiser’s office.

This will complete the Property Name for
the property.

The property address information is
displayed. The Street information is carried
over from the Buyer tab. NOTE: Buyer and
Seller addresses within the state of Florida
only will display for selection.
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Closing File Module

What You Do Comments

m Clesing File - Glenn To Thomas
General l Buyer ] Seler Property IDepns'rt ] Loan l Participant l Closing Agent ] Title Agent ] Prepared By l

PIN Property type Property Name State County
226-00040 D UETN - (Southern Acres Subdivision FL  Orange n

Address lDetails l Legal l Usage l Remarks l Declaration l Recording l

=iigo|1 Southern Place =
I
City | Orlando =| County |Orange |
State [Florida Country |United States

Postal Code [32828 -

8. Click the Details tab. The Details tab is displayed.

9. In the Lot box, type 4. Type information on this tab to allow
searching for an existing closing file by lot,
block, unit, and/or building number in the
Closing File Selection window next time
you need to access this file.

10. Click the Legal tab.

— The Clause Library window is displayed
11. |.] Click the Clause \jth Clause Titles and Clause Text. The
Library button on the cjayse Type defaults to Legal and All
secondary toolbar. Clauses are automatically selected. When a
Clause Title is selected, the clause text is
displayed in the Clause Text box.
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What You Do Comments

12.Click on Plat under The Clause Library window is closed and
Clause Title and click the Plat Clause is added. This information is
OK. editable.

Address l Detailz  Legal |Usage } Remarks l Declaration l Recording }

Legal Description
Lot *** Block *** *** according to the Plat thereof, recorded in Plat Book ***, Page *** of the Public Records of *** County,

Florida.

13. In the Plat C|ause’ rep|ace This is the lot number for the property.

the first set of asterisks
with 4.

14. In the Plat clause, delete
the word Block, the second
set of asterisks and the
comma.
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What You Do

15. Replace the third set of
asterisks with Southern
Acres Subdivision.

16. Replace the asterisks after
the word Book with 31 and
after Page with 68.

17. Replace the last set of
asterisks with Orange.

Comments
This is the subdivision name for the property.

This is the book and page number where the
subdivision is recorded.

This is the county for the property.

Legal Description

Address | Details  Legal |Usag& | Remarks | Declaration | Recording |

of Orange County, Flurida.|

Lot 4, Seuthern Acres Subdivision, according to the Plat thereof, recorded in Plat Book 31, Page 88, of the Public Records

18. Click the Usage tab.

The Usage tab is displayed. NOTE: The
Improvement Description box is used to
identify any improvements to the property,
such as a building being constructed on vacant
land. It is an informational field only.

Address l Details I Legal Usage |Remark3 l Declaration l Recording l

usage. (R -

Improvement
De=cription

19. Click the Usage arrow
and select Single Family
Dwelling.

NOTE: For Miami-Dade County: Selecting
Single Family Dwelling in the Usage tab
eliminates any calculations on the Settlement
Statements regarding documentary stamp
surtax.

Address ] Details ] Legal

Usage IF{emarks l Declaration l Recording l

Usage |sSingle Famity Dweling -

Improvement |RS
Description Single Family
Timeshare
Undeveloped
acant

(nonej

Residential

Single Famity Dwrelling
Timeshare k‘
Undeveloped

Vacant 3

-

20. Click the Remarks tab.

Training Workbook: August 2018

The Remarks tab is displayed. Notes may be
added with information such as HOA contact
information.
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What You Do
21. Click the Declaration tab.

22. Click the Recording tab.

23. Click the Book Type
arrow and select Plat.

24. In the Book No. box, type
31.

25. In the Starting Page No.
box, type 68.

Comments

NOTE: Use the Declaration tab when
preparing loan documents to enter the
Declaration information for the PUD Rider.

The Recording tab is displayed.

The property, Southern Acres
Subdivision, is recorded in a plat. This
information also flows to the Closing File
Worksheet.

This is the book number
subdivision is recorded.

where the

This is the page number where the subdivision
is recorded.

Address l Details I Legal l Usage l Remarks l Declaration ~ Recording |

Doc. No. |

Book Type |Plat

Book Mo. |31

=l
Starting Page No. IEB

Storing The Deposit Information

What You Do
1. Click the Deposit tab.

Comments

The Deposit tab is displayed. No information
is shown at this time.

m Closing File - Glenn Te Thomas

Deposit Held By |

Name

General l Buyer ] Seller l Property ~ Deposit ILuan ] Participant l Closing Agent l Title Agent l Prepared By ]

| Amount | Received Date |

2. |&2]| on the secondary

toolbar, click the Insert
button.
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The deposit information line is displayed.
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What You Do Comments

3. Click the Deposits Held The Search Contact window is displayed.
By box and select The Contact Type defaults to Corporation
Buyer’s Broker. and the Service Provided defaults to Real

Estate Brk. NOTE: Previously entered Real
Estate Brokers display in the Legal Entity
Name box. Any new contact added here will
be associated as providing real estate broker
Services.

4. Select Realty Company, The Search Contact window is closed and
Inc. and click OK. the Deposits tab is redisplayed with Realty
Company, Inc. added to the closing file.

5. Click the Amount box This is the amount of the deposit received
and type 45000. with the contract. The Received Date is the
Contract date entered on the General tab
and is an editable field. NOTE: Any
additional deposits required by the contract

will also be entered here.

Adding A Lender - Existing Contact

What You Do Comments

1. Click the Loan tab. The Loan tab is displayed. No information is
shown at this time.
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What You Do Comments

i Closing File - Glenn To Thomas [E=8(EcE =

General ] Buyer ] Seller ] Property ] Deposit  Loan IPammpam I Closing Agent | Title Agent | Prepared By I

Separate
Statement

Original Loan Amount Settlement Separate

Statement

Status | Priority | Type Type | Lender Name

Description

Address anona 1 Email ] Signatories. ]Tarms I

The Select Lender window is displayed.
The  Contact Type  defaults to
Corporation. Service Provided defaults
to Lender.

2. &9 on the secondary

toolbar, click the Insert
button.

3. Select Bank of Florida The Select Lender window is closed and
and click OK. the Loans tab is redisplayed with Bank of
Florida added to the closing file.
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What You Do

Comments

NOTE:_To Change a Lender. In the Closing
File module, click the Loan tab, select the
correct loan, and either double-click the
Lender name or click the Update Lender
button. Add or choose a different lender from
the Search Contact window. Deleting
lender will result in Settlement Statement data
being lost.

This will denote a new loan.

4. Click the Status box and
select New.

5. Click the Priority box and  This will denote a first mortgage.
select First.

6. Click the Type box and This will denote a conventional uninsured
select Conv. Unins. mortgage. NOTE: When Type “Other” is

selected you will be able to type in the loan
type in the Type Description box.

7. Click the Original Loan This is the mortgage amount. The comma and
Amount box and type decimal point are automatically inserted. The
180000. Original Loan Amount applies to the new

loan value. If the loan Status is a Payoff, the
Original Loan Amount will also display on
the Satisfaction of Mortgage in the
Documents module.

8. Ensure Closing The options for this field are HUD, HUD
Disclosure is the GFE and Closing Disclosure.
Settlement Statement
type selected.

’EClosmgFlle—G\ennToThomas EE

General 1 Buyer ] Seller ]Property lDeposn Loan IPamc\pant ]CIosmg Agent Title Agent Prepared By I
Status Priority | Type De:z:;m" Lender Name Original Loan Amount ss(:tp:r;ﬂet:t z?;t;::: Cus;m::t
Address ]Pnone lEma\I 1 Signatories ]Terms ]
Street [28 Orange Blossom Trail =] Type [Mailng Address = |
cnylﬂrlannn j County [Orange -l
State | Florida x| Country |United States -
Postal Code32828
Training Workbook: August 2018
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What You Do Comments

NOTE: (1) New closing files default to the Closing Disclosure format when
a New loan is inserted for the transaction. New closing files without a loan
default to the two page HUD-1. The other option in the Settlement
Statement drop down menu is HUD-GFE. (2) The Settlement Statement
type should be selected before any information/data is entered in the
Settlement Statements module. (3) Another way to switch between
Settlement Statement types is by using Format on the menu bar while in
the Settlement Statements module. (4) Switching the Settlement
Statement type after entering data in the Settlement Statements module
will result in Settlement Statement data being lost. (5) If the address that
populates for your lender is incorrect, you must check the drop down arrow for
Street and toggle to the correct address. If the correct address is not listed, go
to the Contacts module for the lender and select the address tab. Click the
Insert button to add a new address line. Close the Contacts module and re-
open the Closing File module. You may now select the correct address from
the drop down menu in the Loan tab.

9. Click the Terms tab. The Terms tab is displayed.
Address l Phone ] Ermail ] Signatories Terms ‘
Loan ID's Interest and Payments
Loan No. | Interest Rate ’7 %
Mtg. Ins. Caze Mo. | Payment Interval ’—Ll
Mtg. Ins. Sched. Termination Date I—ﬂ # of Payments i,'
Mortgage ID No. | Prop. Val Method [ =]
Purpose | x| Prop. Val Amount IEIIJ—
Product | Daysfvear (% 360 (" 365
Loan Approval Due Date: l—ﬂ Loan Approved? [ [~ Exempt From Intangible Tax
[~ Reverse Mortgage

10. Type 14583 in the Loan This is the loan number given by the lender
No. box. for this mortgage.

11. Click the Purpose arrow The lender will supply you with this
and select Purchase information.
existing home,
previously occupied.

12. Type Fixed Rate in the The lender will supply you with this
Product field. information.
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What You Do Comments
13. Type 3.5 in the Interest NOTE: (1) When the interest rate is added
Rate box. here, the Per Diem amount in Section F-3

(Pre-paid  Interest) of the Closing
Disclosure is automatically calculated. (2)
For the interest rate to display as required on
the Closing Disclosure Settlement
Statement, the interest rate must be entered
on the Terms tab of the Closing File
module.

14. Click  the Payment The lender will supply you with this
Interval arrow and select information.

Monthly.
15. Type 360 in the # of The lender will supply you with this
payments box. information.
16. In the Days/Year section, The lender will supply you with this
click 365. information.
Address l Phone ] Ermail ] Signatories Terms ‘
Loan ID's Interest and Payments
Loan No. |1 4583 Interest Rate 3.50 %
Mtg. Ins. Case No. | Payment Interval m
Mtg. Inz. Sched. Termination Date l—ﬂ # of Payments m
Mortgage ID No. | Prop. Val Method [ =]
Purpose |F‘urchase existing home, previoushy Uccupﬂ Prop. Val. Amount IIIIIII—
Product |Fix&d Rate Daysivear ( 360 (+ 365
Loan Approval Due Date: l—ﬂ Loan Approved? [ [ Exempt From Intangible Tax
[~ Reverse Mortgage

NOTE: Mtg. Ins. Sched. Termination Date is exclusively used for a loan
transaction that requires mortgage insurance.

NOTE: Prop.Val. Method and Prop. Val. Amount are exclusively used for
a refinance transaction.

NOTE: Loan Approval Due Date and Loan Approval checkbox are used
to track the days left in the loan approval period. Enter the Loan Approval
Period listed on the real estate contract. A Closing File By Loan Approval
report is available in the Reports module. Once the loan is approved, checking
the Loan Approval checkbox will remove the closing file from reflecting on
the Closing File By Loan Approval report.
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What You Do Comments
NOTE: Exempt From Intangible Tax is used for loan transactions that do
not require intangible taxes to be paid on the loan. i.e. (Credit Union loans)

NOTE: Reverse Mortgage checkbox is used when the loan is a reverse
mortgage. The appropriate compliance items will be reflected on page 3 of the
GFE HUD.

Adding The Payoff Lender - Existing Contact

What You Do Comments

1. Click anywhere in the top The Insert button is enabled.
half of the window.

2 T On the secondary The Select Lender window is displayed.

toolbar, click the Insert
button.

3. Select First Eastern The Select Lender window is closed and
Bank and click OK. the Loan tab is displayed with First
Eastern Bank added to the closing file.

4. Click the Status box and This selection will denote a payoff of the
select Payoff. seller’s mortgage. The Type defaults to
Unknown and can be changed.

5. Click the Priority box and This will denote a payoff of the seller’s first
select First. mortgage. NOTE: The Original Loan
Amount does not apply to the payoff
amount. The payoff amount must be entered
in the Settlement Statement module. The
Original Loan Amount field is used if

preparing a Satisfaction of Mortgage.
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What You Do Comments

,ﬁ Closing File - Glenn To Thomas

=]

General I Buyer I Seller I Property I Deposit  Loan WPamclpam I Closing Agent Title Agent Prepared By 1

Status Priority Type Type Lender Name: Original Loan Amount Separate Settlement Separate
Description Commitment
[New ~Jrirst - Jconv. unins Bank of Florida 180,000.00 Closing Disclosure .

Payoff - + Junknown

First Eastern Bank 00

Address ] Phone ] Email I Signatories ~ Terms 1

Loan ID's Interest and Payments

Lean No. Interest Rate %
Mtg. Ins. Case No Payment Interval hd
Wig. Ins. Sched. Termination Date | # of Payments =

=i
Mortgage ID No Prop. Val. Method A
Purpose | x| Prop. val Amount [.00

Product | Daysivesr (% 360 (" 385
Loan Approval Due Date _¥| Loan Approved? [ [ Exempt From Intangible Tax
[~ Reverse Morigage
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Viewing The Participants/Selecting Referrals

What You Do Comments

1. Click the Participant tab. The Participant tab is displayed. The
Lenders and Buyer’s Broker are displayed
with their previously added addresses, phone
numbers, email and license. The Buyer and
Seller are assumed participants and their
names do not appear.

Participants that need to be referenced in the
Contact Information table listed on Page 5
of the Closing Disclosure must be added in
the Participant tab and the Type must be
assigned. The default Type is Third Party.
Third Party will NOT populate into the
Contact Information table. The
information with the Type (i.e. Buyer’s
Agent, Buyer’s Broker, Seller’s Agent,
Seller’'s Broker, Loan Officer and
Mortgage Broker) selected will be auto
populated in the Closing Disclosure. The
Settlement Agent populates from the
Closing Agent tab in the Closing File
Module.

Select the name and click the Individual
button to display the employee(s) of the
company. To display an employee’s name on
the Participant tab, select the name and click
OK. If the employee associated with this
transaction is not displayed, click the New
button. Click Cancel if you are only viewing
the information.

To add another Participant, click the Insert
button on the secondary toolbar. To change
the Type of participant, click the drop down
and make the selection.
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What You Do Comments

2. Click the Referral box for This shows the closing was referred to you by
Realty Company, Inc. Realty Company, Inc. and is copied to the
Referral report.

NOTE: Realty Company, Inc. is already
identified as the Buyer’s Broker in the
Type column.

m Closing File - Glenn Te Thomas

General I Buyer | Seller | Property | Deposit I Loan Participant | Closing Agent | Title Agent | Prepared By |

MName Type Referral
Realty Company, Inc. Buyer's Broker v | Individual...l
Bank of Florida Lender I_
First Eastern Bank Lender |_

3. Click the Individual This displays the employees of Realty
button ~ for  Realty Company, Inc.
Company, Inc.

4. Select Rick w. This adds Rick W. Robertson as a

Robertson and click the participant. Rick’s role type is automatically
OK button. added.

m Clasing File - Glenn Te Thomas

General | Buyer | Seller | Property I Deposit | Lean Participant |Clusing Agent | Title Agent | Prepared By |

Name Type Referral
Rick W. Robertzon Buyer's Agent El = Company... |
Realty Company, Inc. Buyer's Broker |7
Bank of Florida Lender I_
First Eastern Bank Lender I_
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9.

Page 42

What You Do

Click on Bank of Florida
and then click the
Individual button.

Select Thomas Price and
click the OK button.

& | on the secondary

toolbar, click the Insert
button.

Click the Contact Type
down arrow and select
Corporation.

Type Better Homes, Inc.
in the Name box and click
the OK bhutton.

Comments

This displays the employees of Bank of
Florida.

This adds Thomas Price as a participant.
Thomas’s role type is automatically added.

The Select Participant window is
displayed.

This adds Better Homes, Inc. as a
participant.
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What You Do Comments

E Closing File - Glenn To Thomas
General l Buyer l Seller l Property l Deposit ] Loan Participant l Closing Agent | Title Agent l Prepared By l

Name | Type | Referral |
Rick W. Robertson |Buye|’s Agent - Individual...
Realty Company, Inc. Buyer's Broker v
Thomas Price |Loan Officer r~
Bank of Florida Lender r~
First Eastern Bank Lender r~

Better Homes, Inc.

10. Click the Type down
arrow for Better Homes,
Inc. and select Seller’s
Broker.

E Closing File - Glenn To Thomas
General l Buyer l Seller l Property ] Deposit l Loan Participant l Closing Agent | Title Agent l Prepared By ]

Name | Type | Referral |
Rick W. Robertson |Buye|’s Agent I Individual...
Realty Company, Inc. Buyer's Broker v
Thomas Price |Loan Officer r~
Bank of Florida Lender r~
First Eastern Bank Lender r~

Better Homes, Inc. Seller's Broker -

Buyer's Broker

Buyer's Law Firm
Mortgage Broker Company

Address lF’hone l Email l License l Seller's Broker
Seller's Law Firm
Street|123 Main Street ﬂ Type |Mai|ing Third Party

11. Click the Individual This displays the employees of Better

button for Better Homes, Homes, Inc.
Inc.

12. Select George Bigfoot This adds George Bigfoot as a participant.
and click the OK button. George’s role type is automatically added.
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What You Do Comments

E Closing File - Glenn To Thomas
General l Buyer l Seller l Property l Deposit l Loan Participant l Closing Agent | Title Agent l Prepared By l

Name | Type | Referral |
Rick W. Robertson |Eluyer's Agent - Company...
Realty Company, Inc. Buyer's Broker v
Thomas Price |Loan Officer -
Bank of Florida Lender -
First Eastern Bank Lend -
George Bigfoot

-

Better Homes, Inc. Seller's Broker

Address l Phone l Email l License l

Street|1234Anwhere Street ﬂ Type |Mailing Address  «

City|0rland0 ﬂ County |Orange ﬂ
State |Florida ﬂ Country |United States ﬂ

Postal Code {32828 -|

NOTE: When a participant is highlighted in blue on the top part of the window
you may add address, phone, email and license information for the participant
by selecting the appropriate tab in the bottom half of the window. Contact
information may also be entered in the Contacts module. This information will
display on the Contact Information table on Page 5 of the Closing
Disclosure.

Viewing The Closing Agent, Title Agent, And Prepared By

What You Do Comments

1. Click the Closing Agent The Closing Agent tab is displayed. The
tab and select Beth Company defaults to Richard P. Bruce,
Cullum from the Closer Esq. This information, along with the address
down arrow. and phone number, were previously entered in

DoubleTime by selecting Preferences >
User Settings from the menu bar. The Title
for Beth Cullum was previously selected in
the Contacts module.
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What You Do Comments

2. Click the CD Settlement This identifies the person to be listed as the
Agent Contact down Settlement Agent contact on the Contact
arrow and select Richard Information table on page 5 of the Closing
P. Bruce. Disclosure. If the CD Settlement Agent

Contact is set to (None), the Closer
selection will be used on the Contact
Information table on page 5 of the Closing
Disclosure. The employees associated with
your Closing Agent contact are listed in the
drop down menu of the CD Settlement
Agent Contact.

E Clesing File - Glenn To Thomas

General l Buyer l Seller l Property l Deposit l Loan l Participant ~ Closing Agent ‘T'rtleAgent Prepared By

Company |Richard F. Bruce, E=q. j
Closer |E|eth Cullum j Title  |Paralegal
CD Settiement  |Richard P. Bruce j

Agent Contact Beth Cullum

Richard P. Bruce k‘
Jayne Garcia

(Mone}

Address ‘Phgng

Street (5955 T .
|
City |Orlando
State |FL Postal Code 32828

3. Click the Title Agent tab The Title Agent tab is displayed. The
and verify Richard P. Company defaults to Richard P. Bruce,

Bruce as the Signatory.  Esq. This identifies the person to sign the
commitment & policies.

E Closing File - Glenn To Thomas
General l Buyer l Seller l Property l Deposit l Loan l Participant l Closing Agent h

Company |Richard P Bruce, Esq. ﬂ

Signatory |Richard P. Bruce ﬂ Title |Att0rney at Law

Underwriter ~ |Old Republic National Title Insurance Company /ATFS  w|  AgentNo. [3939
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What You Do

4. Verify OIld Republic
National Title
Insurance  Company/
ATFS as the
Underwriter.

5. Click the Prepared By
tab and verify Richard P.
Bruce as the Individual.

Comments

This is the underwriter used for this closing.
The underwriter information was previously
selected in Preferences/User Settings.
NOTE: Additional underwriters can be added
in the Contacts module.

The Prepared By tab is displayed. The
Company defaults to Richard P. Bruce,
Esq. This identifies the person preparing the
documents. The information will appear on
recordable documents in the Prepared By
and Return to sections. NOTE: If you are
not changing the selections previously made
in Preferences/User Settings, accessing
the Closing Agent, Title Agent, and
Prepared By tabs is not required.

E Closing File - Glenn To Thomas

General l Buyer l Seller l Property ] Deposit l Loan l Participant ] Closing Agent lTitIe Agent  Prepared By

Company |
Individual |Richard P. Bruce ﬂ Title F‘«ttarneyat Law
Printing A Closing File Worksheet
What You Do Comments
1. [EJ] On the secondary The Print Options window is displayed

toolbar, click the Print

button.

2. Click OK.

3. EIG On the secondary

toolbar, click the Close
button.

Page 46

with All pages selected and Number of
copies is defaulted to 1.

The Closing File Worksheet is printed for
the active closing file.

The Closing File module is closed. NOTE:
A save is initiated each time a move is made
to another tab. When closing a module, if a
save has not been made, a message is
displayed asking to save changes.
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Tips

-

: The Signature/Notary button can be selected from any tab after the
Buyer and Seller tabs have been completed. You can select the number of
witnesses for each signatory or signature block on documents, as well as the
ability to select witness names. Notary format can also be established and
previewed. Access to Signature/Notary button can also be made from the
Documents module. (See the Documents module in this workbook for
detailed instructions.)

2. To electronically generate a Closing Protection Letter, click the CPL
button on the secondary toolbar. The eSolutions Closing Protection
Letter Delivery window displays. Click Next and complete the requested
information on each screen until the View CPL button is displayed. Click
View CPL and the Closing Protection Letter will be available for printing
or to be saved.

3. To close any module, click the Close button on the secondary toolbar,
or click the DoubleTime button on the module title bar and choose Close.

4, To access another established closing file, click the Switch Active
Closing File button on the main toolbar. In the Closing File Selection
window, you can use the buyer and/or seller name boxes and/or the property
boxes when browsing to locate an existing closing file. Click Browse to
display the listing of files. Select the file and click OK. The selected file
number is displayed in the title bar and is now available for any of the
DoubleTime modules. NOTE: Be sure all modules are closed before
clicking the Switch Active Closing File button.

5. To search for your file by lot, block, unit, or building number, click the
Property tab, then the Details tab and add this information when you first
establish the closing file.

6. To open the Closing File module for the active file, click the Open
Closing File button on the main toolbar. An alternate way to open the
Closing File module is to select Modules from the menu bar and choose
Closing File. You can also use the shortcut, Ctrl+O from any window.

7. From the Closing File module, click the Open button on the
secondary toolbar to display the Closing File Selection window. To view
all existing file numbers, click Browse. To open an existing closing file,
select the closing file and click OK, or you can type in the search criteria in
the boxes and click Browse to find the file, then OK.
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8. To add escrow accounts to the Account No. box on the General tab,
select Preferences on the menu bar, and then choose Account
Maintenance. Click the Insert button on the secondary toolbar and key in
the necessary information. Click the Close button and click Yes to save the
changes. To display the new account on the General tab of the Closing
File module, click the Refresh button. Select the new account from the
Account No. drop down list.

9. To add a spouse in the Buyer or Seller tabs, click the Spouse
button. Enter the mailing address only if it differs from the partner’s address.

10. If you insert buyer or seller names on the Buyer or Seller tabs and do not
include the tenancy in the Name(s) with Status box, a reminder message
is displayed when you select another tab. Click Yes to display the Insert
Name Clause window and select the tenancy phrase.

11. To change the spelling of a contact name, double-click the name, make your
changes in the Name Change window, and click OK. The new name(s)
and Proposed Revisions are displayed in the Update window. The
names are updated automatically throughout the Closing File and
Contacts modules.

12. To change the spelling of a lender name, select Modules on the menu bar
and choose Contacts. The Select Contact window is displayed. Select
the name you want to change and click OK. The Contact window for the
selected name is displayed. Make the change(s), being sure to use capital
letters where necessary, and click the Save button on the secondary toolbar.
The Update window is displayed with the New Name(s) and the Current
Name(s). Click OK to make the change(s). The Contact window is
displayed with the change(s). Click the Close button on the secondary
toolbar to return to the Closing File module. Click the Refresh button to
bring the change(s) into the closing file.

13. @ ATIDS Integration allows you to perform title searches using
information that has been entered in your Closing File. You can also look
up and store legal description information, search for and order prior
policies, order hard copies of documents, view images of documents, and
update title searches. See the ATIDS Integration section of this workbook
for detailed information.

14. If the Property Selection for Closing File does not contain an existing
property you will be using for multiple files, click the Master Property
button to add the property to the DoubleTime database. This will make the
property information available as a selection for any new closing file.
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15. To insert a degree symbol (°) in a legal description on the Property

tab, click the Insert Degree Symbol button. You can also use the
keystroke of Control+Shift+the letter “0”.

16. To delete a field and the associated information, click the Delete
button.

17. To check the spelling of a legal description on the Legal tab, click the
Spell Check button on the secondary toolbar. The Spell Check button is
also available for the Usage, Remarks, and Declaration tabs.

18. If the lists in the Closing Agent, Title Agent, and Prepared By tabs do
not include the names you want, exit the Closing File module and use the
Contacts module to add them.

19. If changes are made to the sales price and/or loan amount in the Closing
File module after the Commitment has been prepared, the Update Sales
Price (and/or Update Loan Amount) window is displayed. Modules that
are affected are displayed, showing the item, and the old and new amounts.
A check mark is displayed in the modules that have previously been
accessed. Unchecked boxes with an exclamation point (!) will not change to
the new amount unless you place a check mark in the box.

20. An alternative to the Refresh button is to press the CTRL + R keys to
refresh the on-screen information.

21. When searching for individual contacts, you can scroll down the list by first
and last names or by first names only.

22. Users can create a Master Property within the Closing File module

using the %& Create Master Property button on the secondary toolbar.

Exception clauses added in the Commitment or Policy modules can also
be exported into a Master Property, eliminating the need to copy and
paste text or re-enter information.

23. Use the Clause Library button 5 on the secondary toolbar to pull in a
standard legal description on the Property tab in the Closing File module.
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Frequently Asked Questions

Question

1. How do I add buyer/seller

Page 50

names to a closing file?

How do | add a second
mortgage loan for the
buyer?

How do | add an “also
known as” to a buyer and/
or seller name?

How do | delete an
address?
How do 1 change the

spouse listed for the seller
or buyer?

Answer

Add buyer and seller names to a closing file
by clicking the Insert button on the Buyer
and Seller tabs in the Closing File module.
Or, you can add buyer and seller names in the
Contacts module and select them to be
included in the Closing File module.

Click the Insert button on the Loan tab to
add another mortgage for the buyer. Select
New as the Status, Second as the Priority,
and the appropriate Type for the secondary
mortgage. DoubleTime then displays check
boxes allowing you the option to create a
separate  Settlement  Statement and/or
Commitment for the second loan.

Open the Closing File module and select the
Buyer or Seller tab. Go to the Name(s)
with Status box and type *“also known as”
followed by the alias. NOTE: If you include
an alias in the Name(s) with Status box,
the alias will appear on the Settlement
Statement, the commitment, and most other
documents.

Open the Contacts module and select the
appropriate contact. Click the Address tab
and select the address you want to delete.
Click the Delete button. Save the change. To
eliminate a duplicate address on the
documents when you add the mailing address
for the spouse, select No to adding a different
address when choosing Add Contact.

Open the Contacts module and select the
husband or wife. Select File, then Break
Relation. Click Yes. Return to the Closing
File module and delete the wrong spouse.
Then click the spouse button to add the
correct spouse.
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Question

6. How do I insert signatories
to the Signature/Notary
box?

7. How do I print a list of the

parties involved in my
transaction?

8. How do | change the
lender?

9. How do I find a closing file
with  only a legal
description?

10. How do I change a closing
file number, when [I’ve
already entered it in a file?

11.How do | add a new
employee to an existing
firm?
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Answer

For a partnership with a corporate partner, go
to Contacts and select Partnership as the
Contact Type. On the Partners tab, click
the Legal Entities section and insert the
corporate partner. Then click below to select
the individual from the corporation on the
Select Signatory window.

Click the Print button in the Closing File
module to print a worksheet listing the key
contact information for your closing file.
NOTE: You can enter additional parties on
the Participants tab in the Closing File
module. Click the Insert button to add a new
participant and set the Type to a selection
other than Third Party. (Third parties will not
print on the worksheet.)

In the Closing File module, click the Loan
tab, select the correct loan, and either double-
click the Lender name or click the Update
Lender button. Add or choose a different
lender from the Search Contact window.

Select the Switch Active Closing File
button, type the subdivision or condominium
name and click Browse. Or, if you have
previously entered the lot, block, unit or
building numbers on the Property/Details
tab in the Closing File module, you can
search those numbers.

Simply type over the existing number and
save the file. However, the file cannot be
changed once an electronic policy jacket has
been received or the Balance Sheet has
been posted to the Escrow Transaction
Management module.

Open the Contacts module and select the
firm. Add the person as an employee of the
firm. Save the changes.
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Question

12. How do | view the service
providers involved in a
closing transaction?

Answer

Go to the Participants tab of the Closing
File module to view all the service providers
involved in a closing transaction. Click the

Insert button to add attorneys, law firms, real
estate agents, brokers, mortgage brokers and
their companies, loan officers, and third
parties to the Closing File. Associate a
company with an individual by adding an
individual to the file.

13. Why are my contacts not
populating on the Contact
Information table on
page 5 of the Closing
Disclosure?

1) You need to associate the contact with the file by adding them in the
Closing File module on the Participant tab.

a. Remember that each column on the contact table has 2 entries.

- The first entry is the company. This pulls in the company name,
address and the company license information.

- The second entry is the actual contact for the company. This pulls
in the contact name, contact license information, contact email
and contact phone number.

- MAKE SURE THAT you have selected the correct role type for
your contact using the drop down selection for the second
column name Type. Below are the correct types that should be
used.

* Lender and Loan Officer

» Mortgage Broker Company and a Mortgage
Broker

* Buyer Broker and a Buyer Agent

» Seller Broker and a Seller Agent
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Question Answer

2) The Settlement Agent information is associated with the Contact
Information table from the Closing File module on the Closing
Agent tab.

- The contact for the Settlement Agent is populated from
the CD Settlement Agent Contact drop down field. The
contact card in the Contacts module for this person will pull in

the contact name, contact license information, contact email and
contact phone number.

3) If you have completed steps 1 and 2 above and your contact is still not
visible in the Contact Information table on page 5, you can right click
with your mouse on the dark grey field that populates the company
names. A small window appears and shows the words Add and Delete.
Click on the Add and the Select Contact window opens. It lists
contacts that have been associated with the file but have not yet been
added to the Contact Information table. Highlight the entry that you are
adding and click the OK button. The contact is added to your table.
Repeat step 3 if more than one contact needs to be added.
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Concept

Objective

Commitment Module

v}
(=]
3

The Commitment module is used to select information to be printed on the title
insurance commitment. Information from the Closing File module is copied to the
Commitment module. The commitment is printed in the Documents module and
attached to the title insurance commitment jacket. After the title examination is
complete, the title insurance commitment is prepared. It consists of:

* Schedule A - proposed insured information
» Schedule B-I — requirements
» Schedule B-Il — exceptions.

Standard and User-Defined Clauses can be inserted in the Requirements and
Exceptions tabs for the commitment. Information from the Commitment module
is copied to the Premium Calculation (Rating) and the Policy modules.
Commitment jackets can be requested electronically and then printed in the
Documents module. For more information, please see OnDemand Videos in
DoubleTime Help.

The objective of this lesson is to show you how to enter the gathered information
necessary for preparing a commitment.

Preparing A Title Insurance Commitment

Page 54

In this session, you will create a title insurance commitment for your closing file.

What You Do Comments
= _ The Title Insurance Commitment
1. |eom Click the window is displayed. The Commitment

Commitment button on  Type and Template defaults to FUND

the main toolbar. Commitment (CF6R); Signatory to
Richard P. Bruce, and Issue Date to
today’s date. These are editable fields.
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What You Do Comments

Depending on the underwriter selected, the
Commitment No. box may or may not be
displayed. For underwriters such as Old
Republic National Title Insurance Company/
ATFS, the field will not be displayed because
its commitment jackets are not serialized. For
underwriters whose commitment jackets are
serialized, the Commitment No. box will
contain a list of unused commitment numbers
previously entered in DoubleTime. Scroll
down if necessary to select the correct
number. Selecting a commitment number
associates a paper serialized jacket to this
closing file. NOTE: Form numbers are
entered by selecting Modules > Serialized
Forms > Create Forms Inventory from
the main menu.

E Title Insurance Commitment - Glenn To Thomas

General I Dwnerl Mortgagee l l Requirements l Exceptions I Endorse Commitment
Commitment Type | Commitment (CF8R} ﬂ
Template | Fund Commitment (CFER) || Standard
Signatory | Richard P. Bruce R

Underwriter | Old Republic National Title Insurance Company { ATFS ﬂ

Effective Dﬂte| 00/00/00 ﬂtl 11:00 PK lzsue Date | 021518

Type of Estate | Fee Simple - Revizion Number |

2. Type 0302(current year) This reflects the date through which title was
in the Effective Date Searched and examined. NOTE: The time
box. defaults to 11:00 PM. You must press the

Tab key to access this field if the time needs
to be changed. The Issue Date is the date the
commitment was prepared. The Issue Date
defaults to today’s date and can be changed.
The Type of Estate defaults to Fee
Simple. Leasehold is an option in the drop
down box. NOTE: A Revision Number
field is available and the data will be
displayed in the commitment header section.
If a commitment is revised, each revision
number should be reflected in this field.
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What You Do Comments

3. Click the Owner tab. The Owner tab is displayed.
4. Click the Policy A check mark is displayed in the box,
Required check box. indicating that an owner policy is required.

The Policy Type defaults to Owner Policy
(OF6) and Template defaults to FUND 06
Owner’s Policy (OF6). The contract sales
price and the buyer information are carried
over from the Closing File module. Editing
the name here is only effective in the Title
Insurance Commitment and Policy
modules.

m Title Insurance Commitment - Glenn To Thomas
General O‘WHET‘ Mortgagee l Endorse Policy ] Requirements l Exceptions ] Endorse Commitment
[¥] Policy Required
Policy Type [Ouner Policy (OF6) |
Template |FUND 06 Owner's Policy (OF6) ~| | Standard

Underwriter|0|d Republic Mational Title Insurance Company / ATFS ﬂ

Amount of Insurance | $225,000.00

Mame of Insured |Susan 5. Thomas

5. Click the Mortgagee tab. The Mortgagee tab is displayed. The
Lender defaults to Bank of Florida with a

Priority of 1st and a Loan Amount of
$180,000. This information is carried over
from the Closing File module.

6. Click the Policy A check mark is displayed in the box,
Required check box. indicating that a mortgagee policy is required.
The amount of insurance and the lender name
are carried over from the Closing File
module. The Policy Type defaults to
Mortgagee Policy (MF6) and Template
defaults to FUND 06 Mortgagee Policy
(MF6).
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What You Do Comments

E Title Insurance Commitment - Glenn To Thomas

General l Owner Mortgagee l Endorse Policy | Reguirements l Exceptionsl Endorse Commitment l

Loan Amount
$180,000.00

Lender Priority

Bank of Florida

[¥] Policy Required
Policy Type |I\u"|0rtgagee Policy (MFB) ﬂ
Template |FUND 06 Mortgagee Paolicy (MFG)

Standard

Underwriter |Old Republic Mational Title Insurance Company [ ATFS ﬂ

Amount of Insurance | $180.000.00

Mame of Insured |Bank of Florida

The initial click within this box activates the
cursor. A second click after Bank of Florida is
necessary to activate its proper location, to
include the additional information required by
the lender.

7. In the Name of Insured
box, place the cursor at the
end of Bank of Florida.
Ensure that Bank of
Florida is not highlighted
in blue.

The Clause Library window is displayed
with Clause Titles and Clause Text. The
Clause Type defaults to Lender Name and
All Clauses are automatically selected.
When a Clause Title is selected, the clause
text is displayed in the Clause Text box.

8. |=!] Click the Clause
Library button on the

secondary toolbar.

9. Click on Conventional
under Clause Title and
click OK.
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The Clause Library window is closed and
the Conventional Clause is added to the
Bank of Florida. This information is editable.
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What You Do Comments

ﬁ Title Insurance Commitment - Glenn To Thomas

General ] Owner Mortgagee ‘ Endorse Policy | Requirements ] Exceptions] Endorse Commitment ]

Lender Priority Loan Amount

Bank of Florida $180.000.00

|Z| Policy Required

Palicy Type |I‘u'10rtgagee Palicy (MFB) ﬂ
Template |FUND 06 Martgagee Palicy (MF6) ﬂ| Standard
Undenwriter |Old Republic MNational Title Insurance Company [ ATFS ﬂ
Amount of Insurance | $180,000.00
MName of Insured |Bank of Florida, its successors and/or assigns as their interests may appear -

Selecting Endorsements

What You Do Comments
1. Click the Endorse The Endorse Policy tab is displayed. The
Policy tab. selected policy types are displayed with the

Mortgagee Policy (MF6) automatically
highlighted. The Policy Endorsements
available for selection are displayed on the
bottom half of the screen. NOTE: Use the
scroll bar on the right side to view all
available endorsements.

m Title Insurance Commitment - Glenn To Thomas

General l Dwnerl Mortgagee  Endorse PO”W‘ Regquirements l E:-cu:eptiunsl Endorse Commitment l

OwneriMortgagee Policies

Policy Type Insured Ingurance Amount
Mortgagee Pelicy (MF8) Bank of Florida, its successgors andior assigns as their $180,000.00
Owner Policy (OF8) Susan S. Thomas $225,000.00
Policy Endorsements

Type | Type

[] 06 ALTA 4.1 Condominium [J os amas.1 PUD
|:| 08 ALTA 6 Variable Rate Mortgage: |:| 08 ALTA 8.2 Variable Rate Mortgage - Neg Am
|:| 06 ALTA T Manufactured Housing Unit |:| 06 ALTA 8.1 Environmental Protection Lien
|:| 08 ALTAS REM |:| 08 ALTA 10 As=ignment of Mortgage
|:| 06 ALTA 11 Mortgage Modification |:| 06 ALTA 12 Aggregation
|:| 06 ALTA 13.1 Leasehold - Mortgagee |:| 06 ALTA 14 Future Advance - Priority
|:| 06 ALTA 14 2 Future Advance - Letter of Credit |:| 06 ALTA 14 3 Future Advance - Reverse Mortgage

Page 58 DT Version: 8.1



Commitment Module

What You Do Comments
2. Click the 06 ALTA 5.1 A check mark is displayed, denoting the
PUD check box. selection.

3. Click the 06 ALTA 8.1 A check mark is displayed, denoting the

Environmental selection.
Protection Lien check
box.

4. Clickthe 06 ALTA 9 REM A check mark is displayed, denoting the
check box. selection. NOTE: If endorsements are

required for the owner policy, select the policy
type for Owner Policy (OF6) to display the
selections available.

m Title Insurance Commitment - Glenn To Thomas

General l Ownerl Mortgages  Endorse P0|iC‘.'f| Reguirements l Exceptions l Endorse Commitment l

Owner/Mortgagee Policies

Policy Type Inzured Insurance Amount
Mortgagee Policy (MFE) Bank of Flerida, itz successors and/or assigns as their 2120,000.00
Owner Policy (OF8) Susan 5. Thomas $225,000.00
Policy Endorsements

Type | Type

[] 08 ALTA 4.1 Condominium 06 ALTA 5.1 PUD
|:| 06 ALTA S Variable Rate Mortgage |:| 06 ALTA 6.2 Variable Rate Mortgage - Neg Am
|:| 06 ALTAT Manufactured Housing Unit 06 ALTA 8.1 Environmental Protection Lien
06 ALTAS REM |:| 06 ALTA 10 Assignment of Mortgage
|:| 06 ALTA 11 Mortgage Modification |:| 06 ALTA 12 Aggregation
|:| 06 ALTA 13.1 Leazehold - Mortgagee |:| 06 ALTA 14 Future Advance - Priority
|:| 06 ALTA 14 2 Future Advance - Letter of Credit |:| 06 ALTA 14 3 Future Advance - Reverse Mortgage

Adding Requirement Clauses To The Commitment

What You Do Comments
1. Click the Requirements The Requirements tab is displayed.
tab. Requirements No.1, 2 & 3 of Schedule B-I

are standard on all commitments and are not
displayed, but will print on Schedule B-I of
your  commitment. The Recording
Requirements defaults to No. 4.
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What You Do

Comments

E Title Insurance Commitment - Glenn To Thomas

General l Dwnerl WMortgagee l Endorzse Policy  Requirements ‘ Exceptions l Endorse Commitment l

Recording Reguirements

No.

Text |

4 A Warranty Deed from Peter R. Glenn and Linda Glenn, husband and wife, to Susan 5. Thomas, a single -

WWoman.

B. Mortgage from Susan 5. Thomas, a single woman, to Bank of Florida in the amount of $130,000.00.

C. Satisfaction of the mortgage from Peter R. Glenn and Linda Glenn, husband and wife, to Firgt Flerida Bank
dated *** and recorded in O.R. Book **, Page ***, Public Records of Orange County, Fluridal

Other Reauirements.

Ha. Text
2. View the requirements The warranty deed, mortgage, and satisfaction
defaulted in line numbers requirements are created from information
4A, 4B, and 4C. entered in the Closing File module and can
be edited in the Text box.

—| You can click the Clause Library
button to replace or add to the existing
requirements.

3. Replace the groups of The clause defaults to Orange County, as

asterisks in the Satisfaction
clause on line 4C with the
information below:
August 25, 1995

identified in the Master Property module
for Southern Acres Subdivision. This is the
date and O.R. Book and Page number of the
mortgage to First Eastern Bank. When

4942 completed, requirement number 4C looks as
3929 follows.

Recording Requirements

No. Text

IT &, Warranty Deed from Peter R. Glenn and Linda Glenn, husband and wife, to Susan 5. Thomas, a gingle -
woman.
B. Mortgage from Susan S. Thomas, a single woman, to Bank of Flerida in the amount of $180,000.00.
C. Satisfaction of the mortgage from Peter R. Glenn and Linda Glenn, husband and wife, to First Florida Bank
dated August 25, 1595 and recorded in O.R. Book 4542, Page 3929, Public Records of Orange County, Flerida.
m A Text box for requirement No. 5 is created

4. |&] On the secondary and located in the Other Requirements

toolbar, click the Insert
button.

section. The cursor is active in this Text box.
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What You Do

5. =1 On the secondary
toolbar, click the Clause
Library button.

e Clause Libra

Search
[ Reference ID

Comments

The Clause Library window is displayed
with clause titles and text. The Clause Type
defaults to Requirement and the All
Clauses button is automatically selected.
The clauses are listed in alphabetical order by
clause title. NOTE: The clauses can be sorted
numerically by clicking the Reference Id.
=X

¥ Clause Tt " Begins with Clause Type: |Requirernent LI (" Standard Clauses
+ Contains " User Defined Clauses

[¥ Clause Text
| {+ Al Clauses

Reference id Clause Title Clause Type =
18 Agreements for Deed Reguirement
GR-37 Approval of Fund Underwriting Counzel Reguirement
GR-14.11 Bankruptcy: Abandenment Reguirement
GR-1472 Bankruptcy: Affidavit Confirming Review Reguirement
GR-14.102 Bankruptcy: Affidavit from Seller Requirement
GR-14.12 Bankruptcy: Censtructive Abandonment Regquirement
GR-148 Bankruptcy: Elimination of Judgment Liens on Homestead Reguirement
GR-14.5 Bankruptcy: Nen-identity Reguirement
GR-14.4.2 Bankruptcy: Proof of Notice Reguirement
GR-14.1.1 Bankruptcy: Property Scheduled and Notification Requirement —

Clause Text

Agreement for Deed from *** vendoris), to ***, the proposed insured vendee(s).

[ |

Caticel ‘ ‘

6. In the search field at the
top left window, type
marriage.

7. Select the clause titled GR-
4.2 Judgments and
Other Nonconsensual
(Nonvoluntary) Liens:
Continuous Marriage
Affidavit.
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The clauses related to marriage display.
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What You Do Comments

8. Click OK. The Clause Library window is closed and
the Requirements tab is displayed. The
selected clause is added as Requirement
No. 5. NOTE: Click the Insert

button |&| to create additional numbered
requirements. You can insert clauses from the
Clause Library, or type the information in
the Text box.

9. In the Continuous  See below for the completed clause.

Marriage Affidavit clause,
replace the groups of
asterisks with the
following text:

Peter R. Glenn

Linda Glenn

Page 62 DT Version: 8.1



Commitment Module

What You Do

Comments

Other Reauirements

No.

Text

5 |Record affidavit establishing that the marriage of Peter R. Glenn and Linda Glenn has been continucus and
uninterrupted from a time prior to their acquisition of title to the subject property through the present time.

Viewing Or Adding Exceptions

What You Do
1. Click the Exceptions tab.

Comments
The Exceptions tab is displayed.

m Title Insurance Commitment - Glenn To Thomas

General I Dwnerl Mortgagee I Endorse Policy Requirements. Exceptions\ Endorse Commitment I

No. |

Text | Scope |

NOTE: Click the Insert button

to create numbered exceptions. You can

insert clauses from the Clause Library, or type the information in the Text

box.

NOTE: The Multiple Clause Import feature allows you to import clauses
from a word processing application and enter them as Requirements or
Exceptions in the Commitment module, as well as in the Owner and Mort-
gagee Exceptions tab in the Policy module. From the Edit menu, select
either Paste Clauses from Clipboard or Import Clauses from Text File,

whichever applies.
2. Minimize DoubleTime.

3. On your desktop,
doubleclick on the
Microsoft Word®
document named DT
Exceptions for Glenn
Sale.
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The DT Exceptions for Glenn Sale
document is displayed. NOTE: Any Windows
based word processor can be used to copy
documents and place them  within
DoubleTime.
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What You Do Comments
4. Hold down the Ctrl button The entire document is selected.
on the keyboard and then
click on the letter A.
5. Hold down the Ctrl button All of the document content is copied to the
on the keyboard and then clipboard.
click on the letter C.
6. On the Microsoft Word® The Microsoft Word® program closes and
menu bar, click File and the desktop is displayed.
select Exit.

7. Maximize DoubleTime. The DT Exceptions for Glenn Sale
window is re-displayed.

8 Select Edit > Paste The Paste Clauses from Clipboard

Clauses from message is displayed.
Clipboard from the menu
bar.
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What You Do Comments
9. Click Yes. The Paste Clauses from Clipboard
window is closed and the Exceptions tab is
displayed.

E Title Insurance Commitment - Glenn To Thomas

General l Ownerl Mortgagee | Endorse Policy | Requirements EXCBPﬁD"SI Endorse Commitment l

Mo. | Text | Scope |

4 |Restrictions. conditions, reservations, easements, and other matters contained on the Plat of Owner [¥]
SOUTHERMN ACRES SUBDIVISION, as recorded in Plat Book 31, Page 68, Public Records of Orange

County, Florida. Mortgagee [¥]

5 |Use Agreement recorded March 11, 1993 in O.R. Book 4534, Page 4350, Public Records of Orange Owner [¥]

County, Florida.

Mortgagee [¥]

6 [Covenants, conditions, and restrictions recorded July 12, 1993 in O.R. Book 4588, Page 1859, N Owner [¥]
Public Records of Orange County, Florida.

. Mortgagee ¥

Exceptions 1 through 3 of Schedule B-II are
standard and are not displayed, but will print
on Schedule B-II of your commitment.
Exceptions 4 through 6 are copied from the
clipboard.

The Scope check boxes are automatically
selected, denoting the exceptions will be
copied to the Title Insurance Policy
module. To prevent an exception from being
copied to a particular policy, click the
appropriate box to remove the check mark.
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Endorse Commitment Tab

What You Do Comments
1. Click the Endorse The Endorse Commitment tab is
Commitment tab. displayed.
m Title Insurance Commitment - Glenn To Themas
General l Owner] Mortgagee | Endorse Policy l Requirements l Exceptions Endorse Commitmentl
) Seq| lssued 52;;1;eement Details

| FUND Form E Endorsement ]
Signatory
|Richﬁrd P Bruce ﬂ
Endarsement Nao.
| =l

Text

NOTE: There are two ways to re-issue a Title Insurance Commitment after
revisions have been made.

1) The Endorse Commitment tab is used to create a General
Endorsement to the Title Insurance Commitment if changes need to be
made after the Title Insurance Commitment has been issued. The General
Endorsement is printed in the Documents module.

- OR-

2) You may also use the Revision Number field in the header on Schedule A
of the CF6R. If a Title Insurance Commitment is revised, each revision
number should be reflected in this field.

For additional information see The Fund Concept article Introducing the New
2016 ALTA Commitment by Jalinda B. (Jay) Davis in the May 2017 issue for
guidelines.
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Requesting A Jacket Electronically

What You Do Comments

You may only request Commitment Jackets
electronically if you are writing on Old
Republic National Title Insurance Company
through Attorneys’ Title Fund Services, LLC.
The eSolutions Commitment Request
window opens. Type the appropriate
information in the FundNet User ID and
FundNet Password boxes.

1. Click the
Commitment  Jacket
Request button on the
secondary toolbar.

2. Click Next. The billing address for this transaction is
displayed. If only one address is available for
your office, the address is displayed as the
default.
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What You Do Comments

3. Click Next. The eSolutions Commitment Request
window opens. A connection with Attorneys’
Title Fund Services, LLC is established. Once
a commitment request is finished the message
field will update that the jacket request
completed successfully. The commitment and
jacket are now available to print in the
Documents module.
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What You Do Comments

4. Click Finish.

The Commitment module closes.

5. Click '}} Close on
the secondary toolbar.

Tips

1. An alternate way to open the Title Insurance Commitment module is to
select Modules > Title Insurance > Commitment from the menu bar,
or press Ctrl + Alt + C.

2. If the property information has not been entered in the Master Property
module, use the Insert and Clause Library buttons on the secondary
toolbar to select and add appropriate exceptions.

3. To create User-Defined Clauses, select Modules > Clause Library
Maintenance from the menu bar.

4. To issue an endorsement to the commitment, use the Endorse
Commitment tab.
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5. Use the Copy Master Property Exceptions to add or replace
existing exceptions from the Master Property module.

6. Use the Build Clauses button to update changes made in the Closing
File module (for example, changes to the lender name) that affect the
Owner, Mortgagee, and/or Requirements tab.

7. Use the Automatic Renumber button to keep remaining paragraph
numbers in sequence when you delete paragraphs.

8. To return a paper serialized form to inventory after associating it to a file,
select Modules > Serialized Forms > Forms Tracking from the menu
bar, and change the status to Received. It is then available for selection
with another file.

9. The Multiple Clause Import feature allows you to import clauses from a
word processing application and enter them as Requirements or
Exceptions in the Commitment module, as well as in the Owner and
Mortgagee Exceptions tab in the Policy module. From the Edit menu,
select either Paste Clauses from Clipboard or Import Clauses from
Text File, whichever applies.

10. An alternate way to open the Clause Library is to press Ctrl + L.

11. To request a commitment jacket electronically for an ORNTIC/ATIF
closing, users must first set up in www.thefund.com through their office
FundNet Administrator as well as in Preferences> User Settings.

12. If issuing a Mortgagee Short Form Policy (SF6), remember to change
the template selection type.

Frequently Asked Questions

Question Answer

1. How do I pull buyer names Verify that the buyer names have been added
into the commitment on the Buyer tab in the Closing File
requirements? module. Click the Build Recording

Requirements Clause button. Warning:
Any changes previously made to the second
requirement will be lost. The entire second
requirement clause will be rebuilt.

Page 70 DT Version: 8.1



Commitment Module

Question Answer
2 How do | renumber Insert the exceptions at the end of the list.
exceptions in the Title With the Automatic Renumber button off,
Insurance change the exception’s number. For example,

Commitment module? to change number 20 to number 10, simply
insert number 10 in number 20’s place. Then
change the existing number 10 to 11. Click
Save. All the requirements will renumber

appropriately.
3. How do | put a form back G0 to the Forms Tracking module. Go to
in the Inventory? the Assignment/Form Status tab of the

Forms Tracking window. Set the Form
Status to Received. Click Save. The form
IS back in the inventory.

4. Why isn’t the title agent’s You added the agent’s address as an address
address displayed on the other than a mailing address. Return to the
commitment? Contacts module and add a mailing address

for the agent or change the existing address to
mailing. Save your changes. Open the
Documents module and select the
commitment. If the Documents module is
already open when you add the mailing
address, click Refresh for the changes to
take effect.

5. Why isn’t the 4B Verify that the loan information has been
requirement displayed on added on the Loan tab in the Closing File
the commitment? module. In the Title Insurance

Commitment module, click the Build
Recording Requirements Clause button
to bring in the loan data.
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Question Answer

6. Why don’t the buyers and There are two possible reasons: (1) You
sellers display on the haven’t added text to the Name(s) with
commitment? Status box in the Closing File module for

the buyers or sellers. Open the Closing File
module and select the Buyer or Seller tab.
Click the Insert Name Clause button to
add text for the buyers/sellers to these boxes
and save. Return to the Title Insurance -
Commitment module, click Refresh and
then click Rebuild Defaults. (2) You
opened the commitment before you filled in
the Name(s) with Status boxes in the
Closing File module. Click the Owner tab
in the commitment. Click Refresh, then click
Rebuild Defaults.

7. Why aren’t the exceptions There are two possible reasons: (1) The
displayed in the property was added as a new property in the
Commitment module? Closing File module/Property tab, instead

of being selected from the existing Master
Property list. (2) The Master Property
was added after inserting the new property in
Closing File. Go to the Closing File
module/Property tab. Select the property and
click Delete to remove it. Click Insert to
open the Master Property Selection
window. Browse to locate the property and
select it. Click OK and save the Closing
File. Go to the Commitment module
Exceptions tab. Click Copy Master
Property Exceptions and select Add to
pull in the exceptions.
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Question Answer

8. How are the Type of DoubleTime populates Paragraph 3 of
Estate fields on Schedule Schedule A of the Commitment with the
A of the Commitment default language of Fee Simple. The default
completed? language is editable in the Documents

module. NOTE: There is a Type of Estate
drop down box on the General tab of the
Commitment module which includes a
choice between Fee Simple and
Leasehold. The Documents module
completes the fields on Schedule A based on
the selection made in this drop down box.
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7| Documents Module - Print

Concept

The Documents module is used to prepare and print documents such as title
commitments, title policies, deeds, affidavits, and bills of sale. You can select
documents from the Master Document Selection list for each closing file and, if
necessary, edit them. Documents can also be emailed using Outlook or Outlook
Express or faxed from your personal computer. Customized documents can be created,
and then related to each closing file. If you do not have Outlook or Outlook Express,
documents can be saved, and then emailed using other email programs.

Objective

The objective of this lesson is to show you how to print the commitment schedules and
jacket for this closing.

Printing Documents

What You Do Comments
= _ The Closing Document Selection
L. On the main toolbar, window is  displayed. The FUND

click the Documents Commitment (CF6R), FUND Commitment

button. (CF6R) Jacket, FUND 06 Mortgagee Policy
(MF6), and FUND 06 Owner’s Policy (OF6)
were previously selected in the Title
Insurance/Commitment module. The Old
Republic Privacy Notice is included in every
file that includes a loan.
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What You Do Comments

2. Select FUND
Commitment (CF6R)
from the Closing
Document  Selection
window.

3. Click OK. The FUND Commitment (CF6R)
document is displayed. The gray-shaded areas
indicate information that is carried over from
other modules in DoubleTime.

Old Republic National Title Insurance Company

AMERICAN LAND TITLE ASSOCIATION
COMMITMENT

Schedule A

1. Commitment Date: March 2, 2018 @ 11:00 PM

2. Policy to be issued: Proposed Policy Amount:
OWNER'S: ALTA Owmer's Policy (6/17/06) (With Florida Medifications) 5225.000.00
Proposed Insured:  Susan 8. Thomas
MORTGAGEE: ALTA Loan Policy (6/17/06) (With Florida Mbdifications) 5180.000.00

Proposed Insurad:  Bank of Florida, its successors and/or assipns as their interests may appear

3. The estate or interestin the Land described or referred to in this Commitment is Fee Simple. (Identify estate coverad,
1.8, fze, leazehold, atc.)

4. Title to the estate or interest in the Land is at the Commitment Date vested in:
Peier B Glenn and Linda Glenn, hushand and wife

The Land is described as follows:

=

Lot 4, Southern Acres Subdivision, according to the Plat thereof, recorded in Plat Book 31, Page 63, of the Public
Records of Orange County, Florida.
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What You Do Comments
CF6R Header

Transaction Identification Data Information

Commitment Number: If a commitment was ordered from The Fund through DoubleTime,
the FUND Order number will be used. The closing file number will
be used if a branch product was not ordered through DoubleTime.

Revision Number; This field relates to the number of times the commitment is
revised. The number of the latest revision to the commitmentis
inserted in this field. This field populates with data entered into
the Commitment module > General tab. If no revision has been
made, type the number zero (0) or if blank, the word “None” will
automatically be displayed in this field.

Issuing Office File Number: Closing file number to which the commitment relates. This
reference may be identical to the “Commitment Number” when
The Fund has not prepared the commitment.

Issuing Office: The Fund member number.
Property Address: Street address of the Land to be insured.
Loan ID Number: The loan number provided by the insured lender. This field

populates with data entered in the Closing File > Loan tab > Terms
tab or Loan Module > Classification tab.

ALTA Universal ID: The ALTA Universal ID number assigned to you. This field will
populate with data entered in the Contacts module (Issuing/Title
Agent). If left blank in the Contacts module, the word “None” will
automatically be displayed in this field.

Issuing Agent: The name of the issuing title agent (the attorney, firm or title
company).

CF6R Footer

This page is only a part of a 2016 ALTA Commitment for Title Insurance. This Commitment is not valid without the Notice; the Commitment to Issue
\Policy; the Commitment Conditions; Schedule 4; Schedule B, Part I — Requirements, and Schedule B, Part 1l — Exceptions

Pagel of 3
FORM CF6R SCH. A (8/1/16)(With Florida Modifications) DoubleTime® 8.0

A footer, which includes the required
language appears on every page of the
Commitment (CF6R). NOTE: If using an
Exhibit “A” with the Commitment (CF6R),
it must also contain the footer statement. You
can find the form in the Documents module
named Exhibit “A” Legal Description
(CF6R).
. on the secondary Iv?r?do Vs:ilsjilsnpgl;aye(liocument Selection
toolbar, click the Open
Document button.
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What You Do Comments

5. With FUND NOTE: (1) Commitment jackets issued by
Commitment (CF6R) OIld Republic National Title Insurance
selected, press and hold the Company are not serialized. Therefore, the
CTRL key and click Fund Document Information field remains blank.
Commitment  Jacket (2) The Commitment jacket will not appear as
(CF6R). an available document for selection and

printing until after you have used the
eSolutions feature to electronically request
it.

6. Click Print. The Commitment Schedules and
Commitment Jacket are printed.
7. Click Cancel. The Documents module is closed.

Tips

1. An alternate way to open the Documents module is to select Modules
from the menu bar and choose Documents. You can also use the shortcut,
Ctrl+D from any window.

2. To view a document, select the document from the Closing Document
Selection window and click OK.

3. |V | Use Spell Check on the secondary toolbar to check the spelling of a

displayed document.
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4. The Signature/Notary button allows you to select witness names as

well as the number of witnesses for each signatory or signature block on a
document. You can also establish and preview the Notary format.

5. Use the selections available in the Insert menu to insert page breaks and
page numbers.

6. Use the Edit menu to add custom variables, notary information, and headers
and footers.

7. Use the Format menu to format fonts, paragraphs, and tabs.

8. Select Protect Document (Read Only) from the Tools menu to prevent
changes from being made to the open document.

9. An alternate way to select text for editing is to press and hold the SHIFT key
and use the arrow keys. You can also press and hold the SHIFT key and
press the END key to select text from the cursor position to the end of the
line.

10. You can modify and save a custom document if it is currently opened in the
Documents module. To save changes to the master custom document,
select File, Save As, Existing Master.

11. To email a single document, open the document or click the email button on
the Closing Document Selection window, then choose eSolutions,
email. To select and email multiple documents, click the email button on
the Closing Document Selection window. The email feature uses
Outlook or Outlook Express only.

12. Fax documents by selecting File, Print, Properties, and then selecting the
currently installed fax program on your personal computer.

13. Press Ctrl + L as an alternate way to open Clause Library.
14. Use Tools > Regenerate Document to restore a changed document.

15. When saving a document and to utilize the Save-As feature, follow these
steps. While in the desired document, click on File > Save-As >
Document Image... A window will appear and the Save-in: location
will default to the location you selected in User Preferences.

Page 78 DT Version: 8.1



Documents Module - Print

Frequently Asked Questions

Question

1. How do I print documents
from the Documents
module?

2. How do | save a document

as a New Master
document?
3. How do | print a

commitment?

4. How do | add documents
for selection in the
Closing Document
Selection window for my
closing file?

Training Workbook: August 2018

Answer

Select the document in the Closing
Document Selection window and click
Print. To print more than one document at a
time, press Ctrl and select all the documents
you want to print. Click Print.

You can save and create custom master
documents in Preferences, Document
Customization. In the Documents
module, select File, Save As, New Master.
When the Save as New Master window is
displayed, type a template name and click
OK.

Open the Documents module, select the
commitment, and click Print. If the
commitment is not available as a selection,
open the commitment in the Title
Insurance/Commitment module. Click the
Save button before you return to the
Documents module.

Open the Documents module. When the
Closing Document Selection window is
displayed, click New. Select the document(s),
such as the warranty deed and other
documents needed for the file, and click OK.
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Question Answer

5. Why isn’t the document | Here are some possible reasons:

want to print listed in the ¢ You haven’t created it. Commitments and

Documents module? policies need to be completed in the
Commitment or Policy modules before
they can be selected and printed in the
Documents module.
* If a general endorsement is not selected in
the Commitment module, it will not be
available to print in the Documents module.
* The document you want to print is an
endorsement to the FUND 06 Mortgagee
Policy (MF6) and was automatically checked
off in the Commitment or Policy module
and will show as an issued endorsement on
Schedule A of the issued policy.
» The document must be printed from a
different DoubleTime module. For example,
the Settlement Statement is printed in the
Settlement Statements module; the 1099-
S forms are printed in the 1099-S module.
* The document isn’t in the DoubleTime
database. DoubleTime includes commitment
and policy documents for those items issued
through The Fund, not those of other insurers.
However, if you select a different underwriter
in the Closing File, that name will be
reflected on the commitment, policy, and
endorsement forms.
* If you changed the Rating Type in the
Closing File module after creating the Title
Commitment, DoubleTime removes the Title
Commitment from the Commitment
Module and deactivates the Commitment
Module.

Page 80 DT Version: 8.1



Documents Module - Print

Question Answer

6. What document contains The Closing Statement Addendum
language regarding document includes this language, and the Tax
condominium and Re-Proration and Disbursement Authorization
homeowners’ associations language. The condominium language in the
assessments dues? Addendum reads as follows:

HOMEOWNER’S/CONDOMINIUM

ASSOCIATIONS: The Buyer(s)
acknowledge(s) the existence of any
homeowner’s and/or condominium

association(s) and is aware that monthly,
quarterly, or annual maintenance assessments
may be due to said association(s). Said
association(s) may also have the authority to
regulate and enforce community covenants
and  restrictions. The Buyer hereby
acknowledges receipt of a copy of any
association estoppel letters for the subject
transaction.

You can modify the language for a specific

closing, then save the document as a custom
document.
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Concept

Objective

]
RAT

m

Premium Calculation (Rating) Module

The Premium Calculation (Rating) module is used to calculate the rates and
charged amounts for title insurance policies and endorsements. The amount to be sent
to the underwriter is also calculated. This information is copied to the Settlement
Statements module. Premium Calculation (Rating) is composed of four sections.

Closing File displays the calculated rates based on the Sale Price and Loan
Amount for a specific closing file and gives you the opportunity to adjust the
charges.

Quote calculates the rates for a title insurance quote to a client not associated
with a closing file.

Electronic Delivery of Fund policies can be done within the Premium
Calculation (Rating) module. A request can be made within DoubleTime to
have serialized form numbers delivered electronically. Forms can also be
delivered to The Fund electronically. All rating types can be electronically
submitted to The Fund, with the exception of Mortgage Modification.
Mortgage Modification can not be delivered electronically. DoubleTime will
submit policies, endorsements, and worksheet. Users will also have the ability
to remit payment electronically during delivery.

Advanced Rating includes Mortgage Modification and Substitution Loan
rating. Rating type must be selected in the Closing File Module.

The objective of this lesson is to show you the calculated rates for your file for the
owner and mortgagee policies and endorsements, and produce a Policy Rating

Worksheet.

Premium Calculation For A Closing File

Page 82

What You Do Comments

£}

| On the main toolbar, The Premium Calculation (Rating) —

click the  Premium Closing File window is displayed.
Calculation (Rating)
button.
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What You Do Comments

The Agent and Underwriter sections
contain information previously entered in the
Closing File module. The Agent No. was
previously entered on the Services tab in the
Contacts module.

The Rating Date defaults to today’s date and
can be changed. Rating Remarks will
appear on the Policy Rating Worksheet.

E Premium Calculation (Rating) - Clesing File No. Glenn To Thomas

General Information lPuIicie& l Endorsements Worksheet

Agent & Underwriter Information
Underwriter Split Based On Amount

IAg ent Variable (Promulgated)
FFS/MSE (MP) Bazed on Amount
IAg ent Variable (Promulgated}

State: FL  Agent: Richard P. Bruce, Ezq.
Underwriter: Old Republic National Title Insurance Company
Agent No.: 8999

Rating Information Rating Remarks

Type: Basic Rating
Rating Date: Im
Remittance Sent: |:|
1-4 Residential:
Time Share: ]

NOTE: When working on a file that has an Owner’s Policy or the sum of the
Mortgagee Policy(s) is greater than or equal to one million dollars, a check box
will be displayed on the “General Information” tab asking if underwriting
approval was given to issue this policy. Check the check box once you have
received underwriting approval to issue the policy. This does not apply to
mortgage modifications.

NOTE: The 1-4 Residential checkbox will default on if all policies total more
than $20K or less than $1 million: otherwise the box is checked off. This
defaulted logic can be overridden by the end user if the closing type falls outside
these parameters.
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What You Do Comments

2. Click the Policies tab. The Policies tab is displayed. The Owner
Policy and Mortgagee Policy boxes
contain  information entered in the
Commitment module. A “Payor” drop
down selection is available which allows you
to select which party is paying for the
Owner’s Title Insurance. This selection
effects the Florida Premium Disclosure
(DFS - 2146) document only. Click the Prior
check box to calculate a prior policy Reissue
Rate. Enter the prior policy amount and press
Tab. The Amount Used will default to the
amount entered for Policy Amount;
however this can be changed if necessary.
Also, the Total Calculated and Charged
Amount for the Owner Policy line will
automatically be re-calculated. Be sure to
select the underwriter of the prior policy by
clicking the Prior Underwriter Name box.
Also enter the Policy Number and Policy
Date. For a New Home Purchase Discount,
click the Prior check box, then the New
Home Purchase Discount check box. The
discount is not calculated as it is based on the
premium(s) charged on the  prior
transaction(s). Guidelines for determining
Reissue Rates or New Home Purchase
Discounts can be found in the Fund
Procedures Handbook. NOTE: See
Advanced Rating Section. For questions
regarding policy premium rating, contact
Finance Customer Service at 1-800-275-2843.
Interactive rating worksheets are available on
The Fund’s Website (www.thefund.com) by
clicking on Rating Worksheets in the Launch
Center after you have logged in.
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What You Do Comments
m Premium Calculation (Rating) - Closing File No. Glenn To Thomas
General Information ~ Policies lEndorsemems I Warksheet ]
Cwmner & Mortgagee Policies
DFS-2146
Policy Type Policy No. Insurance Calculated Charged | FL Prem. Payor
Owner Palicy (OF6) 225,000.00 1,200.00 1,200 00i=ElEy B2
Mortgagee Policy (MF6) 180.000.00 25.00 25.00
Prior [~
Policy Type Policy Amount Amount Used
00 00 Policy No.
j Policy Date
I New Home Purchase Discount
Total calculated and charged amounts: | $1.225.00 | $1.225.00

3. Click the Endorsements The Endorsements tab is displayed with

tab.

information  previously entered in the
Commitment module. The amounts in the
Charged box can be changed.

Details

E Premium Calculation (Rating) - Closing File No. Glenn To Thomas
General Information l Policies Endorsements WWnrksheet \
DFS-2146
Endorsement Type Calculated Charged | FL Prem. Payor
06 ALTA 5.1 PUD 25.00 ps.00
06 ALTA 8.1 Environmental Protection Lien 25.00 25.00
06 ALTA 9 REM 122 50 122.50
Total calculated and charged amounts $172.50 $172.50

4. Click the Worksheet tab.
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The Worksheet tab is displayed. The Policy
Rating Worksheet is displayed for the
closing file. A breakdown of the rates from
the other Premium Calculation (Rating)
tabs are included.
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What You Do

Comments

'E Premium Calculation (Rating) - Clesing File Mo, Glenn To Thomas
Worksheet l

General Information l Policies l Endorsements

Policy Rating Worksheet

Underwriter: Old Republic Mational Title Insurance Company

Rating Date: 02/14/18

Agent: Richard P. Bruce. Esg. Rating Type: Basic
Agent ID No: 8999 Agent Closing File No: Glenn To Thomas
Invoice #:
Calculated Agent Variable | Underwriter
Exposure
Form Type P (Promulgated) | (Promulgated) | Remittance
Commitment (CF6R)
225,000.00 0.00 0.00 0.00
Owner Policy (OF6)
Number: 225,000.00 1,200.00 1,200.00 350.00
Si It LI Mor‘a g POliCy ‘MFS}
Number: 180,000.00 25.00 25.00 7.50
Endorsements
106 ALTA 5.1 PUD (MF8) 25.00 25.00 7.50
108 ALTA 8.1 Environmental Protection Lien (MFE) 25.00 25.00 7.50
106 ALTA § REM (MF8) 122.50 122.50 36.75

5. Use the scroll bar to view
the  Policy Rating
Worksheet.

6. On the Premium

Calculation (Rating) —
Closing File toolbar,
click the Print button.

7. Click OK.

Page 86

The worksheet is display only and cannot be
changed on this tab. Data from the General
Information, Policies, and
Endorsements tabs are displayed on the
worksheet. To make changes to the insurance
amount, use either the Closing File or the
Title Insurance module.

The Print Options window is displayed with
All selected and number of copies defaults to
1.

The worksheet is printed with the calculated
amounts. NOTE: Completed policy forms can
be sent to The Fund via electronic delivery.

LE]
FUHD

Use the Electronic Delivery button for
electronic retrieval of owner and mortgagee
policy numbers and the electronic delivery of
the completed policies.
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What You Do Comments

8. L On the Premium The Premium Calculation (Rating) —
Calculation (Rating) — Closing File module is closed.
Closing File toolbar,
click the Close button.

Tips

1. An alternate method to open the Premium Calculation (Rating) -
Closing File module is to select Modules > Premium Calculation
(Rating) > Closing File from the menu bar.

2. |l | Use the Calculator button to use the calculator. You can type the
numbers on the keyboard or use the mouse to click the numbers on the
displayed calculator.

3. |BE| Use the Premium Calculation (Rating) — Quote button to open
the Premium Calculation (Rating) — Quote module. Use this module to
rate a policy and endorsements for a quote in any file. Data entered in the
Quote module is not saved.

4. To use the Premium Calculation (Rating) — Quote module when not in
a closing file, select Modules on the menu bar, then Premium
Calculation (Rating) and then Quote. Data entered in the Quote module
is not saved.

5. |~ | Use the Spell Check button on the secondary toolbar to check the
spelling for the Rating Remarks.

6. 09 4 B Pl ysethe First Page, Prior Page, Next Page, and Last
Page buttons on the secondary toolbar to navigate between pages when the
transaction results in a multi-page worksheet.

7. A request can be made through DoubleTime to have serialized form
numbers delivered electronically. Forms can also be delivered to The Fund
electronically. Choose eSolutions, Fund Forms, Electronic Delivery.
To find out more, select Run Tutorials within the Help menu.
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8. Rating Type is selected in the Closing File Module. The selected Rating
Type will be displayed in the General Information tab. When a
Substitution Loan is selected, the Policies tab displays an area for the
user to enter the Original Policy Number, Effective Date, Unpaid Principal
Balance and the underwriter. The Worksheet tab will display the
Worksheet for the selected Rating Type (Basic, Mortgage Modification, and
Worksheet Substitution Loan). Basic and Substitution Loan rating types can
be electronically submitted to The Fund (see pages for Advanced Rating).
You also have the ability to remit payment electronically during delivery for
all three rating types. Mortgage Modification Rating Type cannot be
submitted electronically.

9. The FundNet website contains policy rating spreadsheets that may be
downloaded and used independently from DoubleTime.

Frequently Asked Questions

Question Answer

1. Why don’t endorsements Here are some possible reasons:

appear in the Premium « You haven’t selected the endorsements.

Calculation - Rating Open the Title Insurance - Commitment

module? module and select the Endorse Policy tab.
Select the endorsements you want and save
your changes. When you reopen the Pre-
mium Calculation Rating module, the
endorsements will be included in the calcula-
tions.
* You selected the endorsements after the pol-
icy was rated. Go to the Endorse Policy tab
of the Commitment module. Click the check
box(es) to select the endorsement(s). Then re-
rate the policy.
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IZ Settlement Statements - Closing Disclosure (CFPB)

Concept

Objective

The Settlement Statements module automates and speeds the preparation of the
closing disclosure and other settlement statements including the HUD and GFE-HUD.
Data entry is minimized because much of the information necessary for completion
has already been entered in other modules, such as Closing File, Commitment and
Premium Calculation (Rating). The calculations are automatically performed and
the repetitious typing of numbers is eliminated. The Settlement Statements
module is flexible in that information can be entered as you receive it or you can
complete the entire settlement statement at one time. You can view the tabs and enter
information in any order. In addition to the Closing Disclosure Settlement
Statement, there are a variety of forms that can be printed in the Settlement
Statements module such as Seller Only CD, Borrower Only CD, Non-Seller
or Refinance CD, Borrower’s/Seller’'s Closing Statement (2 Column
Ledger), Borrower’s Closing Statement (2 Column Ledger), Seller’'s
Closing Statement (2 Column Ledger), ALTA Settlement Statement -
Combined > TRID Rates, ALTA Settlement Statement - Borrower/Buyer >
TRID Rates, ALTA Settlement Statement - Seller > TRID Rates, ALTA
Settlement Statement - Combined > Florida Promulgated Rates, ALTA
Settlement Statement - Borrower/Buyer > Florida Promulgated Rates,
ALTA Settlement Statement - Seller > Florida Promulgated Rates. These
statements can also be emailed.

The objective of this lesson is to show you how to use the Settlement Statements
module to complete a Closing Disclosure Settlement Statement and then how to print
the completed statement.

Closing Disclosure Form

The Closing Disclosure form in DoubleTime has been designed to look and handle
like the H-25(A) model form provided by the CFPB. DoubleTime has time saving
features available in the Closing Disclosure, GFE HUD and HUD formats, including
broker, payoff and recording calculators, automatic policy rating calculations and
other defaulted values. The Closing Disclosure form has been divided into 6 tabs that
follow the format and order of each page, with an additional tab used for selecting
Closing Disclosure Options. DoubleTime's intuitive approach makes completing the
Closing Disclosure very easy. You can click in most areas of the form and type directly
on it. In many areas, DoubleTime will default in standard language set forth by the
Uniform Closing Dataset (UCD) but will allow you to override text making it easy to
accommodate anything the Lender may request.
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Closing Disclosure Page 1

What You Do Comments

L I@ Click the Tr_le Closing Disclosure window di’splz_iys
Settlement Statements with the Page 1 tab open. The module’s title
button on the main toolbar.  Par displays the file name and indicates that a

Closing Disclosure settlement statement was
selected in the Closing File module. Page 1
has 4 sections, General Information, Loan
Terms, Projected Payments, and Costs
at Closing.

NOTE: For new loans, you will select
between a Closing Disclosure and the
three page GFE HUD when you enter the
loan on the Loans tab of the Closing File
module. If no loans have been associated with
the closing file the two-page HUD will be
displayed when the Settlement Statement
module is opened. The appropriate type of
settlement statement should be chosen before
any information/data is entered in the
Settlement Statements module. Switching
the settlement statement type after entering
data in the Settlement Statements module
will result in that data being lost. However the
data that carries over into the Settlement
Statements module from other modules will
not be lost.

NOTE: When the Closing Disclosure is selected, the Settlement
Statements module has two vertical scroll bars (inner and outer) on the right
side of the screen. At the bottom of the screen a horizontal scroll bar will allow
you to navigate through the Closing Disclosure. User may also use the roller ball
on the mouse, if available.

Depending on the screen resolution, user may need to use the lower scroll bar to
view both vertical scroll bars.
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[1] Closing Disclasure - Glenn To Thamas o 3
Page 1 I Pg. 2 - Closing Cost Details 1 Pg. 3 - Calc. Cash to Close Pg. 3 - Summaries of Transactions ] Page 4 I Page 5 1 CD Options.
= . This form is & statement of final loan terms and closing costs. Compare this
CIOSI ng DISCIOSU re document with your ioan estimate.
Closing Information Transaction Information Loan Information
Date Issued o/00/0000 ¥ Borrower Susan S. Thomas Loan term 30 Years
Closing Date 3172018 lzsg.:zugnem Place Orlando, Florida Purpose Purchase
Disbursement Date 031172018 Product Fixed Rate
Settlement Agent Richard P. Bruce, Esq. Seller Peter R. Glenn and Linda Glenn 7] — =
File # Glenn To Thomas 4728 Church Street Chicage, llinois Loan Type z Conventional - FHA
VA
Property 1 Southern Place, Orlando, s0s43
Florida 32628 Lender Bank of Florida Loan D # 14583
sales Price 5225,000.00 wic #
Loan Terms Can this amount increase after closing?
Loan Amount $10,000
Interest Rate 35%
Monthly Principal & Interest [50_00
See Projected Payments beiow for
your Estimated Total Monthly
Payment

General Information

The General Information at the top of Page 1 will automatically populate based on
entries made in the Closing File and/or Loan Module. Double-clicking the
Property, Borrower, Seller, or Lender fields will initiate a Detail window, giving
you the ability to override text and request the information to be sent to Closing
Disclosure Addendum A (used to display excess data). The product type field can
be edited by typing on the line.

What You Do Comments

1. Position the cursor over the The Property Detail window opens.
Property  Address and
double-click to edit the
field.

2. Select the Override The Property Address is now available to be
Description? check box  edited
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What You Do Comments

3. In the Property Detail The initial click within this box activates the
box, place the cursor cursor. A second click is necessary to activate

before the word Orlando. its proper location.
4. Press Enter. The address after the cursor spot is moved to a
second line.

NOTE: By selecting the Use Addendum?
box, the data will be sent to Addendum A in
the order that the section appears in the
Closing Disclosure Settlement Statement.
This feature can be used to list long names or

addresses.
5. Delete the comma after the
word Place.
6. Click OK. The Property Detail window closes.

NOTE: If the Override Description? box
is selected, no new information will populate
from the Closing File module. You must
deselect the Override Description? box to
update changes.

7. Position the cursor over the The Borrower Detail window opens.

Borrower name and
double-click to edit the
field.

8. Select the Override The Borrower name and address are now
Description? check box. available to be edited.
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What You Do Comments

9. In the Borrower Detail The initial click within this box activates the
box, place the cursor cursor. A second click is necessary to activate

before the word Orlando. its proper location.
10. Press Enter. The address after the cursor spot is moved to a
new line.
11. Click OK. The Borrower Detail window closes.

12. Position the cursor over the  The Seller Detail window opens.
Seller name and double-
click to edit the field.

13.Select the Override The Seller name and address are now
Description? check box. ~available to be edited.

14. In the Seller Detail box, The initial click within this box activates the
place the cursor before the cursor. A second click is necessary to activate

word Chicago. its proper location.
15. Press Enter. The address after the cursor spot is moved to a
new line.
16. Click OK. The Seller Detail window closes.

Training Workbook: August 2018 Page 93



Settlement Statements - Closing Disclosure (CFPB)

Loan Terms Table

The Loan Terms Table will display the standard verbiage when the "Can this
amount increase after closing?" values are set to 'Yes'. Double clicking on the standard
verbiage will initiate the Loan Terms Detail window and allow you to modify
values or override the standard language. This information is provided by the lender.

'Loan Terms Can this amount increase after closing?
Loan Amount $180,000 [ -]
Interest Rate 3.50%
Monthly Principal & Interest $0.00
See Projected Payments below for
your Estimated Total Monthly
Payment
Does the loan have these features?
Prepayment Penalty
Balloon Payment

NOTE: The Loan Amount and Interest Rate are auto-populated from data
entered in the Closing File Module.

What You Do

1. Type 808.28 in the
Monthly Principal &
Interest field.

2. Select Yes from the Does
the loan have these
features? drop down list
on the Prepayment
Penalty line.

3. Doubleclick
Prepayment
standard verbiage.

on the
Penalty

Page 94

Comments

The Prepayment standard

verbiage is displayed.

Penalty

The Loan Terms Detail — Prepayment
Penalty window is displayed and you can
edit the values or override the standard
language.
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4. Type 5000 in the Penalty
Amount box.

5. Type 24 in the
Prepayment  Penalty
Expiration in Months

box.
6. Select the Override? The standard Prepayment Penalty verbiage
check box. has been updated and is now available to be
edited.
7. Click into the A standard edit font toolbar is displayed.

Prepayment  Penalty
verbiage box.
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8. Place the cursor to the left
of 2 years.

9. Left click and hold, then
drag the mouse and
highlight to the end of 2
years.

10. Click the Bold button on
the edit font toolbar.

11. Click OK. The Loan Terms Detail window closes.

Projected Payments Table

Page 96

The Projected Payments Table on Page 1 will allow you to enter up to 4 separate
payment intervals. To add a new payment interval, simply check the box at the top of
the column and enter in the appropriate information. This information is provided by
the lender.
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What You Do Comments
1. Type 30 in the Payment

Calculation Years 1-
box.

2. Type 808.28 in the
Principal & Interest
field for Years 1 — 30.

3. Type 400.69 in the The Estimated Total Monthly Payment
Estimated Escrow field field is automatically populated with the totals
for Years 1 — 30. Press from the Payment Calculations.

the Tab key.
Projected Payments [ Final Payment Title

Payment Calculation Years 1 -
Principal & Interest 808.28
Mortgage Insurance +
Estimated Escrow + 400.69
Amount can increase over time
Estimated Total $1,208.97
Monthly Payment

NOTE: A Final Payment Title checkbox is available in the Projected
Payments table. This selection allows you to change the title of the last active
payment interval column from showing a year range to having a title of Final
Payment. The title field is also editable to allow you to match lender
instructions.

4. Type 484.02 in the
Estimated Taxes,
Insurance &
Assessments field.
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Page 98

10.

11.

Select the check box for
Property Taxes in the
This estimate includes
column.

Select Yes for Property
Taxes from the drop down
list in the In escrow?
column.

Select the check box for

Homeowner’s
Insurance in the This
estimate includes
column.

Select Yes for
Homeowner’s

Insurance from the drop
down list in the In
escrow? column.

Select the check box for
Other in the This
estimate includes
column.

Type Flood Insurance &
Additional Costs in the
Other field box.

Select Some for Other:
Flood Insurance &
Additional Costs from
the drop down list in the In
escrow? column.

When the Other check box is selected, a text
box opens where text can be added to match
Lender’s instructions.

Projected Payments " Final Payment Title

Payment Calculation Years 1- ™ Years Years Years
Principal & Interest 505.23]
Mongage Insurance .
Estimated Escrow + 40069
Amount can increase over time
Estimated Total $1,208.97
Monthly Payment
This estimate includes In Escrow?
Estimated Taxes, Insurance ¥ Property Taxes YES  ~
484.02
& dssessments ' Homeounsrs nsursnce vEs
Amount can increase over fime monthly ' Other [Flood insurance & Additional Costs SOME
See page  for details
See Escrow Account on page 4 for details. You must pay for ofher property
costs separately
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Costs at Closing Table

The Costs at Closing Table at the bottom of page 1 will display calculated values
from the totals on pages 2 and 3.

Costs at Closing
Closing Costs. $1,381.40 Includes $1,122.50 in Loan Costs + $258.90 in Other Costs - 50.00 in Lender Credits. See page 2 for details.

Cash to Close $1,381.40 Includes Closing Gosts.  See Calculating Cash to Close on page 3 for defails.

NOTE: The Costs at Closing table amounts automatically calculates as you
complete pages 1 thru 5.

Closing Disclosure Page 2

Page 2 of the Closing Disclosure has 2 sections. The Loan Costs include sections A
through sections D and the Other Costs include sections E through J. You can click
directly on a line and type in the description, select a payee and enter an amount in any
of the 5 columns. When greater detail is needed, double click the line to initiate a
Detail window. The detail window can be used to enter in an Amount Withheld
from the loan (Net Funding) and/or specify the Payor when the Paid by Others
column is used.

A triangular blue symbol | |70 cred| called a Line Detail Indicator will appear in the
top left corner of a row that contains an extra selection or entry from the Detail
window. This indicator will appear on rows that contain Amount Withheld, Paid
by Others POC or a Transaction Type of TRID Variance Adjustment. This
feature helps you quickly identify items on the Closing Disclosure that have extra
options selected without having to open the detail window.

12 Und

A triangular yellow symbol called a Line Detail Indicator will appear in
the bottom left corner of a row that contains a Line Description that does not match a
GSE Fee Type for that row. ** (This feature is for future use and not intended to be
used with this release.)

The detail windows for Section B and Section C will allow you to change the
Section and Fee Type in the top left of the window. This is useful when you need to
move an amount from one section to the other or designate an item as a Title Fee.
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Loan Costs

What You Do Comments

1. Click the Pg. 2- Closing The Update Recording Charges dialog
Cost Details tab. box is displayed listing the calculated values
for the documentary stamps on the deed and
note, and the intangible tax on the mortgage.
DoubleTime uses the appropriate charges
based on the county in which the property is

located, purchase price and loan amount.

The dialog box is used to update the Old
Amount with the New Amount.

2. Click Yes. The Update Recording Charges dialog
box closes and a message to add lines in the
Recording and Transfer Taxes lines
appears.

3. Click Yes. The dialog box closes and the Line
Administrator window is displayed.
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What You Do

Comments

NOTE: The Closing Disclosure allows for the movement of available lines
from each section on Page 2 to accommodate additional fees and credits. Simply
click on the Insert button on the secondary toolbar and the Line
Administrator window displays. In this window, you can select one or more
available lines to move to another section. First, click on Select which blank
line(s) to move and then Select which section to move the blank
line(s) to. To complete the move, click on the Move To >>> button. The
Status window will confirm your selection and the lines will be moved after

clicking OK.

4. Select

from the Select which
blank line(s) to move:
list. Press Ctrl + B:04
from the Select which
blank line(s) to move:
list.

Select Section E:Taxes
and Other Government
Fees from the Select
which section to move
the blank line(s) to: list.

Training Workbook: August 2018

B:03 These lines will be removed from section B.

This is where the selected lines will be moved

to.
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What You Do Comments
6. Click on the Move To
>>> putton.
7. Click OK. The Line Administrator window closes and

the Closing Cost Details tab, with sections A
through J is displayed. The available lines
have been moved to the E section. The
Documentary Stamps and Intangible
Taxes are now shown on multiple lines.
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What You Do Comments

The Closing Disclosure Page 2 has 5 columns to enter fees. They are from left to
right, Borrower Paid At Closing, Borrower Paid Before Closing, Seller Paid At
Closing, Seller Paid Before Closing and Paid by Other. The Paid by Others
column is used for fees paid on behalf of the borrower by payees such as a
lender or realtor.

Section A - Origination Charges

What You Do Comments
1. Double click section A, The detail window opens. The default Payee
line 01. in section A is the lender.

2. Type 3000 in the The At Closing box is used when the funds
Borrower Paid At are collected and disbursed at the closing.
Closing box. The Before Closing box is used when the

funds were paid prior to the closing.

3. Double click the Amount The $3000.00 fee is displayed in the Amount
Withheld box. Withheld box. This charge will be withheld
from the loan proceeds by the lender. The
adjustment will be displayed on the Balance

Sheet.
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What You Do Comments
4. Click OK. The detail window closes. DoubleTime places
the entered amount in the correct columns on
line AO1.
e T e

A. Origination Charges $3,000.00

to Bank of Florida $3,000.00 $.00 $.00 $.00 5.00]
to Bank of Florida $.00 $.00 $.00 $.00 5.00]
to Bank of Florida $.00 $.00 $.00 $.00 5.00]
to Bank of Florida $.00 $.00 $.00 $.00 5.00]
to Bank of Florida $.00 $.00 $.00 $.00 5.00]

g 10000 % of Loan Amount (Points)

NOTE: A triangular blue symbol called a Line Detail Indicator will appear in
the top left corner of a row that contains an extra selection or entry from the
Detail window. This indicator will appear on rows that contain Amount
Withheld, Paid by Others POC or a Transaction Type of TRID
Variance Adjustment. This feature helps you quickly identify items on the
Closing Disclosure that have extra options selected without having to open the
detail window. If you hover your mouse over the Line Detail Indicator for a
particular row, a pop-up will appear indicating the transaction information.

5. Double click section A, The detail window opens.
line 02.

6. Click the down arrow in DoubleTime has pre-typed line descriptions
the Description box and (in alphabetical order) that are accessed from
Type D. the down arrow in the description drop down

list. Use the Maintenance (Lists) module to
customize the drop-lists to match the
requirements of your office.

7. Select Document This is the description of the fee paid by the

Preparation Fee from Borrower.
the Description drop
down list.

Page 104 DT Version: 8.1



Settlement Statements - Closing Disclosure (CFPB)

What You Do
8. Type 250 in the
Borrower Paid At
Closing box.
9. Double click the Amount
Withheld box.
10. Click OK.

11. Double click section A,
line 03.

12. Type Underwriting Fee
in the Description box.

13. Type 500 in  the
Borrower Paid At
Closing box.

14. Double click the Amount
Withheld box.

15. Click OK.
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Comments

The detail window closes.

The detail window opens.

DoubleTime provides the ability to free type
when the line description is not listed in the
drop down selection.

The detail window closes.
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Section B

Page 106

What You Do

Comments

Closing Cost Details

Borrower Paid

At Cloging Before Closing At Closing

Seller Paid

Paid by

Before Closing Others

A. Origination Charges

$3,750.00

"o % of Loan Amount (Points) to Bank of Florida

$3,000.00 s.00 s.00

s00 s.00

'Z; Document Preparation Fee to Bank of Florida

$250.00 5.00 5.00

5.00 5.00]

[

02 Underwriting Fee to Bank of Florida

$500.00 £.00 5.00

£.00 £.00]

to Bank of Florida

s.00 s.00 $.00

s00 $.00

to Bank of Flerida

5.00 5.00 5.00

5.00 5.00]

to Bank of Florida

£.00 £.00 5.00

£.00 £.00]

to Bank of Florida

s.00 s.00 $.00

s00 $.00

to Bank of Flerida

$.00 5.00 5.00

5.00 5.00]

DoubleTime displays the total charges for the Buyer at the top of each section

header (in the grey bar).

NOTE: A triangular yellow symbol called a Line Detail Indicator will appear
in the bottom left corner of a row that contains a Line Description that does not
match a GSE Fee Type for that row. ** This feature is for future use and not
intended to be used with this release.

- Services Borrower Did Not Shop For

What You Do

1. Double click section B,
line 01.

2. Click the down arrow in
the Description box.

3. Use the Scroll bar in the
Description box to view
additional pre-typed lines.
Select Appraisal Fee
from the Description
drop down list.

Comments
The detail window opens.

@| Click the Search
Contact button for the
Payee.

The Search Contact window opens. The
Contact Type defaults to Corporation and
the Service Provided to None in Section
B.

The Payee default is (none). The drop down
selections  are  previously  associated
participants/contacts added in the Closing
File module or the Settlement Statement
module.
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10.

11.

12.

13.

What You Do

Click the down arrow in
the Service Provided
box.

Select Appraiser from the
Service Provided drop
down list.

Select Appraisers, Inc.
Click OK.

Type 250 in the
Borrower Paid Before
Closing box.

Click OK.

Double click section B,
line 02.

Click the down arrow in
the Description box and
Type C.

Select Credit Report Fee
from the Description
drop down list.

Training Workbook: August 2018

Comments

The Service Provided box allows the user
to select provider types such as Credit
Report, Surveyor and Recording Dept.
The option None allows you to search all
Service Providers. When a specific Service
Provider is selected, DoubleTime displays
only contacts for that Service Provider type
which narrows down your selection.

The detail window closes. The line
Description, Payee, and amount is referenced
on line B1.

The detail window opens.
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14.

15.

16.

17.

18.
19.

20.

21.

22.

What You Do

@| Click the Search
Contact button for the
Payee.

Click the down arrow in
the Service Provided
box.

Select Credit Report
from the Service
Provided drop down list.

Select Credit Bureau,
Inc.
Click OK.

Type 50 in the Paid by
Others box.

Click the down arrow in
the Paid by Others
contact box.

Select Bank of Florida.

Double click the Paid by
Others POC Amount
Withheld box.

Comments

The Search Contact window opens. The
Contact Type defaults to Corporation and
the Service Provided to None in Section
B.

The Paid by Others box is used for third
parties that are paying the fee.

The Paid by Others drop down selection
provides previously associated contacts. Users
may utilize the Contacts button to add a new
payee for the Paid by Others box.

DoubleTime automatically places a (L) in the
Paid by Others column to indicate that this
fee was paid by the lender.

Enter the amount of Paid by Others that
will not be funded at closing. The $50.00 fee
is displayed in the Paid by Others POC
Amount Withheld box. This amount will
not be displayed on the Balance Sheet.
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What You Do Comments

23. Click OK. The detail window closes. Line BO2 displays
the Credit Report Fee line description, Payee,
Paid By Others and the amount Paid by
Others box with an (L). The blue triangular
symbol Line Detail Indicator appears in the
top left corner of the row.

é. Services Borrower Did Not Shop For $250.00

B e cot ooz oz T o T

to {nene)

8.00

5.00

£.00

.00

£.00

to (none)

$.00

5.00

5.00

.00

5.00

to (none)

5.00

5.00

5.00

5.00]

5.00

1o {none)

s.00

s.00

s00

$.00

$.00]

1o (none)

s.00

s.00

s00

$.00

5.00]

to {nene)

8.00

5.00

£.00

.00

£.00

Section C
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DoubleTime displays the total charges for the Buyer at the top of each section
header (in the grey bar).

- Services Borrower Did Shop For

What You Do
1. Select section C, line 01.

Comments

The CFPB's ruling on disclosing simultaneously issued Owner and Lender Title
Insurance Policy charges on the Closing Disclosure differs from Florida's Office
of Insurance Regulations requirements. It may be necessary for the Seller to
credit the Borrower for extra charges incurred when the Seller is contracted to
pay the Owner's Policy premium. DoubleTime will automatically disclose the
Title Insurance charges in Section C and H according to the CFPB's Final Rule.
The TRID rule rates the Mortgagee policy at the full promulgated rate vs. the
Owner’s policy. The Lender’s Policy Variance amount calculated by
DoubleTime is the difference between TRID rates and FL Promulgated rates for
the Lender’s policy and Endorsements. DoubleTime places the TRID rates in
Section C for the Lender’s Policy and Endorsements and the TRID rate for the
Owner Policy in Section H.

An additional breakdown of the Title Insurance charges will be included on the
'Florida Insurance Premium Disclosure’ document. The 'Florida Insurance
Premium Disclosure' document will be automatically added to the Documents
Module for all Closing Files that contain a loan and policy. A 'CD Addendum B
— Customary Recitals' document will also be added to Closing Files that use a
Closing Disclosure.
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What You Do Comments
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What You Do Comments

= The Title Insurance Calculator window is
2. [mme Click the Title displayed with the C.01 Loan Policy tab
Premium  Allocation jactive. This tab is the Lender’s Title Insurance
button on the secondary amount that is displayed on line CO1. H.01

toolbar. Owner’s Policy tab is located on line HO1
and is the difference of the TRID rate and the

Florida Rate.
3. Click on the TRID The variance amount is shown. The Owner’s
Variance tab. Policy Variance Amount calculated by

DoubleTime is the difference between FL
Promulgated rates and TRID rates. It may
help with determining a possible credit
amount back to the Borrower when the Seller
is paying the Owner’s Policy premium.

4. Click on the Loan Policy
tab.
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What You Do Comments

5. Select Split B/S from the The Loan policy Payor can be set to:

Payor drop down list. Borrower, Seller, Other, Split B/S, or
Split.

6. Change the Seller This is the credit to the buyer for the

Amount to $925.00. remaining fee for the owners policy per the

contract. DoubleTime calculated the amount
in the TRID Variance tab.

7. Click the Tab key. Notice that the Borrower Amount has been
automatically changed to $197.50.

You may also put the Borrower Amount in

first and then the Seller Amount will
automatically adjust.
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What You Do Comments

NOTE: In order for the ALTA Settlement Statements with Florida Rates to
reconcile with the Closing Disclosure, you have to identify if and where a
variance credit is given by selecting a Transaction Type of TRID Variance
Adjustment.

If showing the variance adjustment on page 2 by splitting the Lender’s Policy
charges, you must open the Title Calculator from the secondary toolbar and
change the Payor on the Loan Policy tab to the Split B/S option. This allows
you to show the Seller paying a portion of the Loan policy (The Seller’s portion

is equal to the variance amount).
When changing the Payor to Split B/S, a Transaction Type selection

becomes available. Set the transaction type to TRID Variance Adjustment.
TRID Variance Adjustments are excluded from the ALTA Settlement Statement
reports with Florida rates because the variance credit is only needed when using
the TRID rating rules. It is also important that the TRID Variance
Adjustment credit is equal to Variance Amount that is calculated in the
Title Calculator, TRID Variance tab for the bottom line totals to match the
Closing Disclosure.

8. Click OK. The Title Insurance Calculator window
closes and the Title - Lender’s Title Insurance
and Endorsement fee is now split on the
Closing Disclosure on line CO1.

NOTE: You can also adjust the Title
Insurance Premium paid by the Seller and
Buyer by showing a credit from the Seller to
the Buyer on Page 3, sections L & N.
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Page 114

10.

11.

12.

13.

What You Do

Select section C, line 02.

Click the down arrow in
the Description box and
Type t.

Select Title - Survey Fee
from the Description
drop down list.

On the  secondary

toolbar, click the Search
Contact button.

Click the down arrow in
the Service Provided
box.

Comments

NOTE: Per the CFPB rule all title charges
must be described as Title — then the fee
description.

By selecting the down arrow in the
description box, user can access the pre-typed
lines without using the Detail window.

The Search Contact window opens. The
Contact Type defaults to Corporation and
the Service Provided to None in Section
C. Using the Search Contact button is an
alternative way to access the search contact
without using the Detail window.
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14.

15.

16.
17.

18.
19.

20.

21.

22,

23.

24,

25.

What You Do

Select Surveyor from the
Service Provided drop
down list.

Select Property
Surveyors, Inc.

Click OK.
Type 350 in the
Borrower Paid At
Closing box.
Select section C, line 03.

Click the down arrow in
the Description box and
Type P.

Select Pest Inspection
Fee from the
Description drop down
list.

®lon  the secondary
toolbar, click the Search
Contact button.

Click the down arrow in
the Service Provided
box.

Select Pest Inspector
from the Service
Provided drop down list.

Select Pest Inspector,
Inc.
Click OK.

Training Workbook: August 2018

Comments

All survey companies that have been added to
Richard P. Bruce’s Contact module are
shown in the Legal Entity Name box.

DoubleTime provides the ability to free type
amounts in the columns without accessing the
Detail window.

Pest Inspection Fee is displayed as the line
description on C03.

The Search Contact window opens. The
Contact Type defaults to Corporation and
the Service Provided to None in Section
C. Leaving the default, Service Provided
to None, user can search all previously added
Corporations. Changing the Service Pro-
vided to Pest Inspector, user views only Pest
Inspector companies which were previously
added in the Contacts module.
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Page 116

26.

217.

What You Do

Type 84 in the Borrower
Paid At Closing box.

*s.
[l On the secondary

Comments

When the Save button is used, DoubleTime
automatically alphabetizes the line descrip-

Lo?[{bar, click the Save jons for each section on page 2 per the CFPB
n. . )
utto rule. This will also occur when a new tab is
selected, when a detail window is closed,
selecting the print option or exiting out of the
Settlement Statement module.
C. Services Borrower Did Shop For $631.50
01 Pest Inspection Fee to Pest Inspectors, Inc. 534.00 5.00 500
'IL Title - Lender's Title Insurance to Old Republic Nat. Title/Richard P. Bruce $197.50 5.00 £925.00
02 Title - Survey Fee to Property Surveyors, Inc. £350.00 5.00 500
04 tn (nnnel S 00 S 00 S00
28. Select section C, line 04.

29.

30.

31.

32.

33.

34.

35.
36.

Click the down arrow in
the Description box and
Type t.

Select Title — Settlement
Closing Fee from the
Description drop down
list.

Click the down arrow in
the Payee box.

Select Richard P. Bruce,
Esq., closing agent.

Type 250 in  the
Borrower Paid At
Closing box.

Type 250 in the Seller

Paid At Closing box.

Select section C, line 05.

Click the down arrow in
the Description box and
Type t.

Payee default is (None).

Richard P. Bruce, Esg. is displayed as the
payee.

Line C04 displays a Title - Settlement Closing
fee in the amount of $250 paid by the Buyer
and Seller Paid at Closing.
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What You Do

37. Select Title—Title Search

from the Description
drop down list.

38.0n the secondary

toolbar, click the Search
Contact button.

39. Click the down arrow in

the Contact Type box.

40. Select LLC from the

Contact Type drop down
list.

41. Select ATFS, LLC.
42. Click OK.

43. Type 150 in the Seller
Paid At Closing box.

Comments

Use the Description box scroll bar to view
all pre-typed lines.

The Search Contact window opens. The
Contact Type defaults to Corporation and
the Service Provided to None in Section
C.

€. Services Borrower Did Shop For $881.50
01 PestInspection Fee to Pest Inspectors, Inc. $84.00 $.00 £.00 $.00| $.00]

02 Title - Lender’s Title Insurance to Old Republic Nat. Title/Richard P. Bruce $197.50 $.00 $525.00 $.00] $.00]

03 Title - Survey Fee to Property Surveyors, Inc. £350.00 5.00 s.00 5.00 5.00

04 Title - Settiement Closing Fee to Richard P. Bruce, Esq. £250.00 £.00 £250.00 £.00 5.00

0% Title - Title Search to ATFS, LLC .00 $.00 $150.00 £.00] $.00]

to (none) 5.00 5.00 §.00 $.00] $.00]

to (none) $.00 $.00 $.00 $.00] $.00]

to (nong) 5.00 5.00 §.00 5.00] 5.00]

DoubleTime displays the total charges for the Buyer at the top of each section

header (in the grey bar).
D. TOTAL LOAN COSTS (Borrower-Paid) $4,881.50
Loan Costs Subtotals (A+ B + C) $4.531.50| $260.00

Section D Total Loan Costs (Borrower - Paid) is the loan costs subtotals
for the A, B and C section. DoubleTime automatically populates these fees. It
also provides totals for the Borrower Paid At Closing column and the
Borrower Paid Before Closing column.
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Other Costs

The Other Costs section of page 2 includes sections E through 1.

Section E - Taxes and Other Government Fees

Page 118

Clicking the calculator button on line E.O1 under the Other Costs section of Page 2
for Taxes and Other Government Fees, initiates the Recording Calculator.
The Recording Calculator window contains multiple tabs to help calculate your
recording fees and transfer taxes. Simply enter the number of pages of your Deed,
Mortgage and other documents on the Recording Fees (Deed/Mtg) and
Recording Fees (Other) tabs and the correct amount will be calculated for you.
You also have the option to split the charges between the buyer, seller and a third party

participant.

What You Do

1. -|Click the Recording
Calculator button on
section E, line 01.

2. Type 2 in the # of Pages
box in the Deed column.

3. Type 24 in the # of
Pages box in the 1st
Mortgage column.

Comments

The Recording Calculator window is
opened and the Recording Fees (Deed/
Mtg) tab is displayed.

The calculations is automatically made for
recording a 2 page deed after you select a
different field or click the OK button. The
default Payor in this series is set by custom
and can be changed by selecting the down
arrow.

The charge for recording a 24 page mortgage
is automatically calculated after you select a
different field or click the OK button.
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What You Do Comments

4. Click the Recording The Recording Fees (Other) tab is used to
Fees (Other) tab. calculate the recording charges for other
instruments besides the Deed and Mortgages.

5. Type Continuous
Marriage Affidavit in the
Description  box  for
Other Doc 1 column.

6. Type 2 in the # of Pages The calculation is automatically made for
box in the Other Doc 1 recording a 2 page Continuous Marriage
column. Affidavit after you select a different field or

click the OK button. The default Payor in
this series is set by custom and can be
changed by selecting the down arrow.
NOTE: The Report menu in the Settlement
Statement module offers a Recording
worksheet which displays the recording
documents and amounts charged.
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What You Do Comments

7. Click OK. The Recording Calculator window is
closed.

NOTE: On the State Document Stamps
and Deed Surtax & Intangible Taxes
tabs, the correct charges automatically
calculate based on your file's sales price and
loan amount and the property county.

NOTE: Transfer taxes are disclosed on one
total line in Section E02 by default. You may
choose to disclose the transfer taxes on
multiple lines by changing the Show Total
Transfer Taxes... selection on the CD
Options tab. User’s may save this setting by
using Preference - User Setting -
Settlement Statement tab.

8. Select Section E, line 01.

o. Elon the secondary The Search Contact window opens. The
toolbar, click the Search Contact Type defaults to Other and the
Contact button. Service Provided to Recording Dept in

Section E.
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10.

11.
12.

13.

What You Do

Select Orange County
Comptroller.

Click OK.

Select section E, line 02.

®lon  the secondary
toolbar, click the Search
Contact button.

Comments

The Search Contact window opens. The
Contact Type defaults to Other and the
Service Provided to Recording Dept in

Section E.
14. Select State of Florida.
15. Click OK.
16. Select section E, line 03.
17. Click the down arrow in
the Payee box.
18. Select State of Florida.
19. Select section E, line 04.
20. Click the down arrow in
the Payee box.
21. Select State of Florida.

02 Deed - Documentary Stamps

to State of Florida

$.00

$.00

$1,676.00

$.00}

$.00]

03 Mortgage - Documentary Stamps

to State of Florida

$630.00

$.00

$.00

$.00}

$.00]

04 Morigage - Intangible Taxes

o BRI

$360.00

$.00

$.00

$.00}

$.00]

DoubleTime displays the total charges for the Buyer at the top of each section
header (in the grey bar).

Section F - Prepaids

1.

What You Do
Select section F, line 01.
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Comments

The F section displays prepaid items which
the lender may require to be shown.
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Page 122

10.

11.

What You Do

Type 12 in the ( mo.)
field for Homeowner’s
Insurance Premium and
press the Tab key.

®| on the secondary
toolbar, click the Search
Contact button.

Select Home Insurance,
Inc.

Click OK.

Type 750 in  the
Borrower Paid Before
Closing box.

Select section F, line 03.

Change the Prepaid
Interest amount from
17.2603 to 17.27 and
press the Tab key.

Select section F, line 05.

Click the down arrow in
the Description box and
Type F.

Select Flood Insurance
Premium from the
Description drop down
list.

Comments

The Search Contact window is displayed.
The Contact Type is Corporation and the
Service Provided is Insurance Comp.

The Before Closing box indicates the Buyer
has paid the charges prior to closing.

The interest rate, supplied by the lender, is
entered in the Closing File module on the
Loans tab and then the Terms tab.
DoubleTime automatically calculated the per
diem rate as well as the total interest due from
the closing date entered in the Closing File
module. The total interest due is from the
closing date to the first day of the following
month. NOTE: The per diem amount can be
edited as necessary.
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What You Do Comments

12. Type 12 inthe (  mo.)
field for Flood
Insurance Premium and
press the Tab key.

13. Click the down arrow in
the Payee box.

14. Select Home |nsurance, Home Insurance, Inc. was preViOUSIy
Inc. associated with this closing file when we

selected it as the payee for the homeowner’s
insurance.

15.Type 325 in the
Borrower Paid Before
Closing box.

F. Prepaids $1,334.05

01 Homeowner's Insurance Premium { 12 mo.) to Home Insurance, Inc. 5.00 $750.00 5.00 $.00] 5.00

02 Mortgage Insurance Premium i mo.) to Bank of Florida s.00 $.00 500 $.00] 5.00
02 Prepaid Interest (172700 per day from  0317/18 to 040118 ) $259.05 £.00 5.00 £.00 5.001
04 Property Taxes { mo.) to (nonej 5.00 $.00 5.00 $.00] 5.00
05 Flood Insurance Premium ( 12 mo.) to Home Insurance, Inc s.00 $325.00 s.00 $.00 5.00

DoubleTime displays the total charges for the Buyer at the top of each section
header (in the grey bar).

Section G - Initial Escrow Payment at Closing

What You Do Comments

1. Select section G, line 01. The G section displays initial escrow which
the lender may require. These figures are
supplied by the lender.

2. Type 62.50 per month, The Homeowner’s Insurance is calculated and
then type 2 mo. in the field the total of $125.00 is displayed in the
for Homeowner’s Borrower Paid At Closing column.
Insurance and press the NOTE: If you select another line or press
Tab key. enter instead of pressing tab, the calculated

amount will also display on the appropriate
line.

3. Select section G, line 03.
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What You Do

4. Type 311.11 per month,
then type 6 mo. in the field
for Property Taxes and
press the Tab key.

5. Select section G, line 04.

6. Type Flood Insurance in
the Description field.

7. Type 27.08 per month,
then type 2 mo. in the field
for Flood Insurance and
press the Tab key.

8. Select section G, line 08.

9. In section G, line 08, type
-427.11 in the Borrower
Paid At Closing box in
the field for Aggregate
Adjustment and press the
Tab key.

Comments

The Property Tax is calculated and the total of
$1,866.66 is displayed in the Borrower Paid
At Closing column.

The Flood Insurance is calculated and the
total of $54.16 is displayed in the Borrower
Paid At Closing column.

The Aggregate Adjustment figure is supplied
by the lender. This amount is entered as a
negative number because it is a credit used to
reduce the reserves collected from the
borrower.

G. Initial Escrow Payment at Closing

$1,618.71

07 Hemeowner's Insurance

$62.50 per month for

$125.00 5.00 $.00 $.00 $.00

)2 Mortgage Insurance

$.00 per month for

5.00 $.00 $.00 $.00 $.00

3 Property Taxes

$311.11 per month for

$1.866 66 $.00 $.00 $.00 5.00

04" Flood Insurance

$27.08 per month for

$54.16 5.00 5.00 5.00 5.00

$.00 per month for

5.00 $.00 $.00 $.00 $.00

5.00 per month for

$.00 5.00 $.00 $.00 $.00

$.00 per month for

o
HEAHHEEE

5.00 $.00 $.00 $.00 $.00

03 Aggregate Adjustment

§-427.11 $.00 $.00 $.00 $.00

DoubleTime displays the total charges for the Buyer at the top of each section

header (in the grey bar).

Section H - Other

Page 124

NOTE: The CFPB's ruling on disclosing simultaneously issued Owner’s and Lender’s
Title Insurance Policies charges on the Closing Disclosure, differs from Florida's
Office of Insurance Regulations requirements. It may be necessary for the Seller to
credit the Buyer for extra charges incurred when the Seller is contracted to pay the
Owner's Policy premium. DoubleTime will automatically disclose and rate as per
TRID Final Rule, the Mortgagee Policy as line description Title - Lender’s Title
Insurance in the C section. The difference for the Owner’s Policy and Florida’s rate,
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DoubleTime will automatically rate and disclose in the H section as line description
Title - Owner’s Title Insurance (optional).

An additional breakdown of the Title Insurance charges is included on the Florida
Insurance Premium Disclosure document. The Florida Insurance Premium
Disclosure document is automatically added to the Documents module for all
Closing Files that contain a loan and policy. A CD Addendum B — Customary
Recitals document will also be added to closing files that use a Closing

Disclosure.
What You Do Comments
1. Select section H, line 01. DoubleTime automatically generated, a line

description Title - Owner’s Title Insurance
(optional) and rated the Owner’s Policy based
on CFPB rule, and placed the charge in the
Seller Paid at Closing column.

2. Remove the word optional The Seller is paying for the Owner’s Title
from the Description Insurance per our contract. Therefore, the
box. Owner’s Title Insurance is not optional.

DoubleTime provides the ability to edit line
description as necessary.

3. Select section H, line 02.

4, Click the down arrow in
the Description box and
Type H.

5. Select Home Warranty
Fee from the
Description drop down
list.

The Search Contact window is displayed.
6. |2] On the secondary The Contact Type is Corporation and the

toolbar, click the Search Service Provided is None.
Contact button.

7. Type Home Warranty,
Inc in the Name field.

8. Click OK. The Search Contact window is closed and
line HO2 now displays Home Warranty, Inc. in
the Payee box.
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What You Do Comments

9. Type 729.50 in the Seller The Seller is paying the Home Warranty fee as
Paid At Closing box in per the contract.
the field for Home
Warranty Fee.

10. Double click section H, The Detail window opens.
line 03.

NOTE: The detail windows for Section H allows you to change the Fee Type
in the top left of the window. To access the Real Estate Broker
Commission Calculator, change the Fee Type by selecting the down arrow
and select Broker Commission Fees. The Real Estate Broker
Commission Calculator allows you to calculate multiple Real Estate Broker
commissions based on a Basis Amount and Percentage. You also have the
option to withhold amounts from deposits added in the Closing File module.

NOTE: The Broker Commission Calculator must be used in order for the
Broker Commission fee to show correctly on the ALTA Settlement Statements
reports.

11. Select Broker The Real Estate Broker Commission
Commission Fees from Calculator opens. The purchase price of
the Fee Type drop down $225,000 is displayed in the Basis Amount
list. box of the work area.
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12.

13.

14.

15.

What You Do

Type 6 in the Percentage
field and then press the
Tab key.

Select Real Estate
Commission  Buyers
Broker from the
Description drop down
list.

Click the down arrow in
the Broker payee box.

Select Realty Company,
Inc.

Training Workbook: August 2018

Comments

The commission of $13,500.00 is displayed
in the Amount box. NOTE: The total
commission percentage for all real estate
broker’s involved in the transaction is entered
in the Percentage box. You may also type
in the total dollar amount for all commission
in the Amount box.

Realty Company, Inc. was associated with this
file in the Closing File module.
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What You Do
16. Delete the 6 and type 3 in
the Percent box for

Realty Company, Inc.,
and press the Tab key.

17.In the second realtor
commission work area,
select Real Estate
Commission Sellers
Broker from the
Description drop down
list.

18. Click the down arrow in
the Broker payee box.

19. Select
Inc.

Better Homes,

Page 128

Comments

The commission amount is split between two
real estate brokers. A second real estate broker
commission work area is added to the
window. DoubleTime automatically
calculated the split, and displays 3% in the
Percentage box and $6,750.00 in the
Commission box, for the second real estate
broker work area. NOTE: A dollar amount
may also be entered in the Commission
box.

Better Homes, Inc. was associated with this
file in the Closing File module.
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What You Do

Click the OK button at the
bottom of the window.

20.

21. Select section H, line 05.

22. Click the down arrow in
the Description box and

Type R.

23. Select Roof Inspection
Fee from the
Description drop down

list.

Z| on the secondary
toolbar, click the Search
Contact button.

24,

25. Type Roof Inspectors,

Inc in the Name field.

26. Click OK.

27. Type 125 in  the
Borrower Paid At
Closing box in the field
for Roof Inspection
Fee.

Comments

The Real Estate Broker Commission
Calculator closes and populates both real
estate broker commissions on lines HO2 and
HO03. NOTE: When exiting out of any
calculator, all line descriptions on page 2 are
automatically alphabetized as per CFPB Final
Rule.

The Search Contact window is displayed.
The Contact Type is Corporation and the
Service Provided is None.

The Search Contact window is closed and
line HO5 now displays Roof Inspectors, Inc. in
the Payee box.

The Borrower has decided to get a roof
inspection done.

H. Other

$125.00

01 Home Warranty Fee

o Home Warranty, Inc.

$.00 5.00 $729.50 $.00] $.00]

02 Real Estate Commission Buyers Broker

o Realty Company, Inc.

$.00 5.00 $6.750.00 $.00] $.00]

03 Real Estate Commission Sellers Broker o Better Homes, Inc.

$.00 5.00 $6.750.00 $.00] $.00]

04 Title - Owner's Title Insurance

o Old Republic Nat. Title/Richard P. Bruce $.00 5.00

$275.00 $.00] $.00]

$126.00 500 5.00 5.00] §.00]

$.00 5.00 5.00 5.00] §.00]

1s
1s
1s
1s
05 Roof Inspection Fee to Roof Inspectors, Inc
1
1
1

$.00 5.00 5.00 5.00] $.00]

$.00 5.00 5.00 5.00] $.00]

DoubleTime displays the total charges for the Buyer at the top of each section

header (in the grey bar).
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What You Do Comments

Section | displays the Total Other Cost Subtotals (E, F, G, H). It also
provides totals for the Borrower Paid At Closing column and the Borrower
Paid Before Closing column.

Section J - Total Closing Cost contains an area for Lender Credits.

I. TOTAL OTHER COSTS (Borrower-Paid) $4,291.76

Other Costs Subtotals (E+F + G + H) $3,216.76 $1,075.00

J. TOTAL CLOSING COSTS (Borrower-Paid) $9,173.26

Closing Costs Subtotals (D + 1) $7,648.26 $1,326.00 $17.423.00 $0.00 $60.00
Lender Credits $.00

NOTE: DoubleTime contains multiple Closing Disclosure options that can be
accessed on the CD Options tab. You are able to select multiple format
changes for your current Closing Disclosure including the options to Use
Pages 2A and 2B. All lines on page 2 must be used before using Pages 2A
and 2B.

Closing Disclosure Page 3

Page 3 of the Closing Disclosure has two sections, Calculating Cash to Close
and Summaries of Transactions. In DoubleTime you will notice page 3 is divided
amongst two tabs. The first tab is Pg. 3 — Calc. Cash to Close and the second tab is
Pg. 3 — Summaries of Transactions.

NOTE: The Summaries of Transactions tab should be filled out prior to the
Calculating Cash to Close tab.

Pg. 3 - Summaries of Transactions

Page 130

Summaries of Transactions includes sections K through N and a Calculation
section at the bottom of page 3. The Calculation section displays the Borrower and
Seller Cash to Close amounts.

You can click directly on a line, type in the description and enter an amount. If greater
detail is needed, double click the line to initiate a Detail Window. The Detail window
can be used to enter in an Amount Withheld from the loan (Net Funding) or copy
the amount to the Seller side.

The last line in each section can be used to show additional credits and debits by

clicking on the % Add addendum for additional items button.

An expanded detail window for the Addendum row is displayed allowing you to insert
fee descriptions and amounts. The total of all addendum items is inserted on the
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selected row of page 3 after clicking OK. The Addendum Fee Descriptions and
amounts will be displayed on Closing Disclosure Addendum A when the Closing
Disclosure is printed.

NOTE: A triangular blue symbol called a Line Detail Indicator will appear in the
top left corner of a row that contains an extra selection or entry from the Detail
window. This indicator will appear on rows that contain Prorated Amounts or a
Transaction Type of TRID Variance Adjustment. This feature helps you
quickly identify items on the Closing Disclosure that have extra options selected
without having to open the detail window. If you hover your mouse over the Line
Detail Indicator for a particular row, a pop-up will appear indicating the transaction
information.

12 Und

A triangular yellow symbol called a Line Detail Indicator will appear in
the bottom left corner of a row that contains a Line Description that does not match a
GSE Fee Type for that row. ** This feature is for future use and not intended to be
used with this release.

Section K - Due from Borrower at Closing/Section M - Due to
Seller at Closing

What You Do Comments

1. Click the Pg. 3 -
Summaries of
Transactions tab.

2. Doubleclick on Section K, A proration window opens. Selecting this line
line 11. allows you to add a paid adjustment. KO1 and
MO1 displays purchase price. KO3 displays

closing cost from page 2, section J.

3. Click the Pro-rate check Additional fields open. The Date From box
box. defaults to the closing date. The Count Last
Day box is automatically selected, crediting

the day of the closing to the seller.
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Page 132

What You Do

Comments

NOTE: Notice the Transaction Type field. The default is set to (none). If the
Seller gives a Lender’s Title policy credit to the Buyer on page 3, this field must
be set to TRID Variance Adjustment so that the ALTA - Florida Rates
report is correct.

4.

Select Homeowners
Association Dues from
the Description drop
down list.

Type 250 in the Gross
amount box and press the
Tab key.

Select Quarterly from the
Period drop down list.

Type 03/31/(current
year) in the Date to box
and press the Tab key.

This is the description of the payment by the
seller that was paid in advance. This is an
editable field.

This is the amount paid by the seller for
Homeowner Association dues.

This will identify the amount as a quarterly
payment. NOTE: TAB out of the Gross
Amount box to activate the Period box.
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What You Do Comments

8. Click OK. Quarterly dues are prorated and displayed on
section K, line 11 and section M, line 12.
NOTE: The Count last day is automatically
selected, crediting the day of the closing to the
seller. NOTE: Copy To box allows for the
credit to display on a different line in the K
section.

Section L - Paid Already by or on Behalf of Borrower at Closing/
Section N - Due from Seller at Closing

What You Do Comments
1. Doubleclick on Section L, A proration window opens. Selecting this line
line 13. allows you to calculate the unpaid county
taxes.
2. Click the Pro-rate check Additional fields open. The Date To box
box. defaults to the closing date. The Period box

defaults to Annually, and can be changed if
needed. Date From box defaults to the first
day of current year.

3. Type 3733.30 in the This is the amount of the property taxes for

Gross amount box. the entire year.
4. Type 4 in the Discount This is the maximum allowable discount
percent box. which is determined by the Tax Collector’s
office according to the month in which it is
paid.
5. Press the Tab key. DoubleTime calculates the prorated taxes.

NOTE: The default setting for the Count
Last Day box is deselected.
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What You Do Comments

6. Click OK. The prorated taxes are displayed on section L,
line 13 and section N, line 15.

7. Click the Payoff The Payoff Calculator window opens. The
Calculator button for information here is supplied by the payoff
Section N, line 04. lender.

8. Type 0301 (current year)
in the From Date box.

9. Type 0320(current year) The payoff calculation includes several days
in the To Date box. of per diem interest after the closing date to
allow for transmittal to and posting of funds

by the payoff lender.

10. Type 43.32 in the Per DoubleTime automatically calculates the
Diem Amount box. Total Days. The Per Diem Amount is
supplied by the lender holding the mortgage.

11. Type 175675.66 in the The Mortgage Balance amount is supplied
Mortgage Balance box by the lender holding the mortgage. When you
and press the Tab key. press the Tab key, the Total Payoff

Amount is calculated.
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What You Do Comments
12. Click Print. The Print Options window is displayed with
All selected and number of copies defaults to
1.
13. Click OK. The Payoff figures are printed and the Payoff
Calculator is re-displayed.
14. Click OK. The Payoff Calculator is closed. The

payoff balance totaling $176,542.06 is
displayed on section N, line 04. NOTE: It is
not necessary to use the Payoff Calculator
if the payoff supplied by the lender is not
expired. You are able to type the payoff
amount directly on NO4. The name of the
payoff lender is automatically populated as
the Payee.

Calculation

The Calculation section displays the Borrower and Seller Cash to Close amounts.

CALCULATION CALCULATION

Total Due frem Borrower at Closing (K) $232,829.93 Total Due to Seller at Closing (M) $225,041.67|
Total Paid Already by or on behalf of Borrower at Closing (L) - 8225,736.43 Total Due from Seller at Closing (N) - 5194,701.49

Cash to Close From DTO Borrower §7,153.50 Cash to Close D From To Seller $30,340.18

Pg. 3 - Calc. Cash to Close

The Calculating Cash to Close table is used to compare changes from the Loan
Estimate and the Closing Disclosure. DoubleTime will allow you to fill in
amounts on the Loan Estimate column and will automatically populate most fields
under the Final column. Selecting Yes in the Did this change? column will default
in the standard language set forth by the UCD. If a variation of the standard language
is needed, simply click the Override? box to type in the text box. Figures for the
Loan Estimate column are supplied by the lender.
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What You Do Comments
1. Click the Pg. 3 - Calc. DoubleTime automatically populates most of
Cash to Close tab. the fields in the Final column.
[E Closing Disclosure - Glenn To Thomas
Page 1 | P2~ Closing Cost Detais Pg. 3 - Calc. Cash to Close Pg. 3 - Summaries of Transactions Page 4 Page 5 £D Options
L[N EY TR e Y R LR LETSY Use this table to see what has changed from your Loan Estimate
Loan Estimate Final Did this change? Override?|
Total Closing Costs (J) [ Tog [ 59,173.2q| e ~]
Closing Costs Paid Before Closing [ 50| [ $-1,325.00] e ~]
Closing Costs Financed (Paid from [ 50| [ 50.00] e ~]
your Loan Amount)
Down Payment/Funds from Borrower | | 50 [ 545,000.00] e ~]
Deposit [ 50 [ 5-45,000.01] e ~]
Funds for Borrower [ 50 [ 50.00] e ~]
Seller Credits [ 50| [ 50.00 e ~]
Adjustments and Other Credits [ 50| [ 5694.7q| e ~]
Cash to Close $0.00 §7,153.50

2. Type 9767 for Total The Final column displays the total closing

Closing Cost (J) in the cost from page 2, section J.
Loan Estimate Column.

3. Select Yes from the Did The standard language is populated for the
this change? drop down Did this change? column.
list for Total Closing

(£ ENG IR R OYHIETY  Use this table to see what has changed from your Loan Estimate
Loan Estimate Final Did this change? Override?|
Total Closing Cost(J) [ 9.767.00] [ $9,173 26 | [ See Total Loan Costs (D) and Total Other Costs (I). -

4. Type -1325 for Closing The Final column displays page 2 total cost
Costs Paid Before paid before closing for the Borrower.
Closing in the Loan
Estimate Column.

5. Type 45000 for Down The Final column displays Sales Price minus
Payment/Funds from Deposit as the Down Payment. NOTE: You
Borrower in the Loan should not change the Final column because
Estimate Column. it affects Cash To Close on page 1 and 3.

6. Type -45000 for Deposit The Final column displays the actual deposit
in the Loan Estimate entered in the Closing File module.
Column.
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What You Do
7. Select Yes from the Did The standard language is populated for the

this change? drop down

Comments

list for Adjustments and column displays the prorations.
Other Credits.

Did this change? column. The Final

L LTI EW et RUGH e WETW  Use this table to see what has changed from your Loan Estimate

Loan Estimate Final Did this change? Override?
Total Closing Cost{J) [ 9.767.00 [ 59,173 26| [Yes =] [+ SeeTotalLoan Costs (D) and Total Other Costs (I). r
Closing Costs Paid Before Closing [ -1.325.00) [ -51,325.00 [ ~]
Closing Costs Financed (Paid from [ 0] [ 09 [ ~]
your Loan Amount)
Down Payment/Funds from Borrower [ 45.000.00) [ 45,000.00] [He+]
Deposit [ 45,000 0 [ §45,000.00] [He+]
Funds for Borrower [ 0g [ 0q [He+]
Seller Credits [ 0g [ | [Ho—~
Adjustments and Other Credits [ 0g [ -$604 76| v | [+ See Details in Section K and L.
Cash to Close 55.442.00 $7,153.50

NOTE: The Cash to Close totals are automatically populated for the Loan

Estimate and Final column.

Page 4 - Additional Information About This Loan

This page is used to show the Borrower loan disclosures. This Information is provided
by the lender. Page 4 displays the standard CFPB (UCD) language. You have the
ability to select option boxes to indicate additional information regarding the
Borrower loan. An Escrow Account section is also located on page 4. DoubleTime
provides the ability to free type escrow amounts and type the description of what is

escrowed.

What You Do

1. Click the Page 4 tab.

Comments

Additional Information About This Loan

Assumption

Demand Feature
“our loan

Late Payment

Loan Disclosures

late fee of $0.00

Late Charge Type: | No Late Charges
If your payment is more than days late, your lender will charge a

=

If you sell or transfer this property to another person, your lender
[T will allow, under certain conditions, this person to assume this
lean on the original terms.

[ wil not allow assumption of this loan on the original terms.

[ has a demand feature, which permits your lender to reguire earty
repayment of the loan. You should review your note for details.
™ does not have a demand feature.

Escrow Account

For now, your loan

I will have an escrow account (also called an “impound”® or “trust”
account) to pay the property costs listed below. Without an escrow
account, you would pay them directly, possibly in one or two large
payments a year. Your lender may be liable for penalties and interest
for failing to make a payment.

Escrow

Escrowed | Estimated total amount over year 1 for
Property Costs your escrowed property costs:

over ear 1

MNon-Escrowed | Estimated total amount over year 1 for
Property Costs your non-escrowed property costs:
over ear 1 |
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What You Do

2. In the Assumption
section, click the “will not
allow assumption ....” box.

3. In the Demand Feature
section, click the “does not
have ....” box.

4. In the Late Payment
section select Percent Of
Principal And Interest
from the drop down
selection.

Comments

The selected box displays a check mark. This
indicates the loan will not allow assumption.

The selected box displays a check mark. This
indicates the loan does not have a demand
feature.

Late Payment

Late Charge Type: |Mo Late Charges -

Under your loan tel

[ are scheduld

If your payment iz {Flat Dollar Amount

late fee of l_ Percent Of Principal And Interest *.__
Percentage Of Delinguent Interest

OR Percentage Of Net Payment t.
Negative Amol Percentage Of Principal Balance
Percentage Of Total Payment

will charge a

naw all nf

5 In the Late Payment
section, type 15 in the “If
your payment is more than
days late” section.

6. Type 5 in the % of the
late payment amount

box.

7. In the Negative
Amortization section,
ensure that the “do not
have a negative ....” box is

checked.

8. In the Partial Payments

section, ensure that the
“does not accept ....” box
is checked.

9. In the Escrow Account
section, ensure that the
“will have an escrow....”
box is checked.

Page 138

You may also use the late fee of box to
disclose a flat late fee when the lender is not
using a percentage.

The selected box displays a check mark. This
indicates the loan does not have a negative
amortization.

The top right side of page 4 displays the
Escrow Account section. NOTE: In order
to open the text boxes located in the Escrow
section, you must first select the will have
an escrow...box.
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10.

11.
12.

13.

14.
15.

16.

17.

What You Do
Type 4808.28 in the
Escrowed Property

Costs over Year 1 field.

Press the Tab key.

Type Taxes,
Homeowner’s

Insurance, Flood
Insurance in the
“Estimated total

amount...” field.

Type 1000 in the Non-
Escrowed Property
Costs over Year 1 field.

Press the Tab key.

Type HOA Dues in the
“Estimated total
amount...” field.

Type 1618.71 in the
Initial Escrow Payment
field.

Type 400.69 in the
Monthly Escrow
Payment field.

Comments

NOTE: The Adjustable Payment (AP) Table can be activated by selecting
the checkbox at the top left of the table. Toggling the AP table on and off will
affect the Loan Terms table | Monthly Principal & Interest on Page 1 of
the Closing Disclosure. The Adjustable Payment (AP) Table provides drop
down selections where you can disclose if the Borrower loan has these features.
Fields/boxes are also provided to type in dates and amounts. This information is
provided by the lender.
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What You Do

Comments

Interest Only Payments?

B Adjustable Payment (AP) Table

Optional Payments?

Step Payments?

A

Seasonal Payments?

Principal and Interest Payments

First Change / Amount |

at | payment.

Subsequent Changes

Every years

Maximum Payment

starting at payment.

Addtional Information:

Optional Payments?  Start: | ¥| End: | hd
Step Payments? Last Scheduled Pl Change Date: | ﬂ
Seasonal Payments? From | ﬂ To | j

NOTE: The Adjustable Interest Rate (AIR) Table can be activated by
selecting the checkbox at the top left of the table. Toggling the AIR table on and
off will affect the Loan Terms table | Interest Rate on Page 1 of the Closing
Disclosure. The Adjustable Interest Rate (AIR) Table provides drop down
selections where you can disclose if the Borrower loan has these features.
Fields/boxes are also provided to type in dates and amounts. This information is

provided by the lender.

Bl Adjustable Interest Rate (AIR) Table

[T Index + Margin | Description | +|

[T Interest Rate Adjustments Ii
Initial Interest Rate Ii
Minimum/Maximum Interest Rate |
Change Frequency

First Change Beginning of ’— maonth

Subsequent Change

Every manth after first change.

Limits on Interest Rate Changes

First Change

Subsequent Change
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What You Do Comments

The Borrower loan is a fixed rate, therefore the Adjustable Payment (AP)
Table and Adjustable Interest Rate (AIR) Table are not used in this
example.

NOTE: When the tables are left untoggled they do not print on the Closing
Disclosure, but still visible on page 4 tab.

Page 5 - Loan Calculations and Other Disclosures

This page is used to show the Borrower loan disclosures. This information is provided
by the lender.

Loan Calculations

What You Do Comments

1. Click the Page 5 tab.

Loan Calculations

Total of Payments. Total vou will have paid after you make |
all payments of principal, interest, mortgage insurance, and
lean costs, as scheduled.

Finance Charge. The dellar ameunt the loan will cost yvou. |

Amount Financed. The loan amount available after paying |
your upfront finance charge.

Annual Percentage Rate (APR). “our costs over the loan |
term expressed as a rate. This is not vour interest rate.

Total Interest Percentage (TIP).The total amount of |
interest that you will pay over the loan term as a percentage
of your loan amount.
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What You Do

2. Type 290980.96 in the
Total of Payments box.

3. Type 110980.96 in the
Finance Charge box.

4. Type 170960.74 in the
Amount Financed box.

5. Type 4.174 in the Annual

Comments
Total of payment displays in the text box.

Total finance charge displays in the text box.
Total amount financed displays in the text

box.

The APR displays in the text box.

Percentage Rate (APR)
box.

6. Type 61.65 in the Total The TIP displays in the text box.

Interest Percentage
(TIP) box.
Loan Calculations
Total of Payments. Total yvou will have paid after vou make | 5290,580.95
all payments of principal, interest, mortgage insurance, and
lean costs, as scheduled.
Finance Charge. The dollar amount the loan will cost vou. | $110,580.96
Amount Financed. The loan amount available after paying | 5170,960.74
your upfront finance charge.
Annual Percentage Rate (APR). Wour costs over the loan | 4174 %
term expressed as a rate. This iz not your interest rate.
Total Interest Percentage (TIP).The total amount of | 61.65 %
interest that you will pay over the loan term as a percentage
of your loan amount.
Other Disclosures
What You Do Comments

1. In the Appraisal section,
ensure that the box is
checked.

Standard CFPB/ UCD language is displayed
in the Other Disclosures section, located at
the top left on page 4.

The Appraisal language is activated and will
print on the Closing Disclosure.
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What You Do Comments

2. In the Liability after NOTE: DoubleTime will print standard
Foreclosure section, language on page 5 that is not displayed in the

ensure that the “state law tab view.
does not protect ....” box is
checked.

Contact Information

The Contact Information table allows you to display important information about
key participants from the Closing Disclosure. The key participant types that
populate are: Lender, Mortgage Brokers, Real Estate Broker(B), Real Estate
Broker(S) and the Settlement Agent. Column widths can be resized to allow
information to fit within the printable margins by clicking and dragging between
column headers. Column headings appearing in yellow indicate the contact
information in that column does not fit within the printable margin and will appear on
Closing Disclosure Addendum A. Contacts can be added or deleted on the table
by right clicking any of the column headings and selecting Add or Delete. Selecting
Add will list key participants from the Participants tab in the Closing File module
that you can elect to include in the table.

[¥ state law does not protect you from liabil]
Lender Real Estate Broker (B) Settlement Agent Real Estate Broker (5)

Name Bank of Flerida Realty Company, Inc. Richard P. Bruce, Ezq. Better Homes, Inc.

Address 28 Orange Blossom Trail, 788 Local Lane, Orlando FL 3855 T. G. Lee Bivd., Orlande 123 Main Street, Orlando FL
Orlando FL 32828 32828 FL 32828 32828

NMLS ID NL3801

FL License ID FL9999 FLS876 FL1456

Contact Thomas Price Rick W. Robertson Richard P. Bruce George Bigfoot

Contact NMLS ID NL7E54

Contact FL3232 FLZ8282 FL7515

FL License ID

Email thomas@banko fFlorida.com ricki@reatycompanyinc.cem  rpbruceg@richardpbruce.com  george@betterhomes.com

Phone (407) 525-2525 (407) 38383383 (407) 484-8488 (407) 7272777

NOTE: If you hover your mouse over the gray title bar in the Contact Information
table you will get a right click prompt. If you click on this prompt you will get an
Add/Delete option box. Clicking on Add/Delete will give you the option to bring in
or delete contacts to the table. You may not edit any text located in newly added
participants from the Closing File module the Contact Information table. You
must return to the Closing File module or the Contacts module to make any
necessary edits.

Estate Broker (B) Real Estate Broker (S) Ik,
l Company, Inc. Better Homes, Inc.

ocal Lane, Orlando FL 123 Main Street, OrI;.R.I_g_ht e
FL 32828
i) FL1456
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Confirm Receipt

The Confirm Receipt section is located at the bottom left of page 5. The Confirm
Receipt signature line ONLY confirms receipt of the Closing Disclosure.

What You Do Comments

1. Ensure the Show An Applicant signature line is displayed along

Confirm Receipt box is with the standard CFPB/UCD language.
checked.

Confirm Receipt W Show Confirm Receipt

By signing, you are only confirming that you have received this form. ou do not have to accept this loan because you have signed or received this form.

Borrower Date

NOTE: Additional options concerning the Confirm Receipt lines can be
selected in the CD Options tab. The Confirm Receipt signature line ONLY
confirms receipt of the Closing Disclosure by the Borrower. It does not confirm
acceptances of the loan terms. DoubleTime provides the CD Addendum B -
Customary Recitals document located in the Document module. You may
have the Buyer and Seller sign this document.

Viewing Closing Statement Alerts

What You Do Comments

The Closing Statement Alert window
opens. DoubleTime provides transaction
specific information on line items, and
sections that may have been inadvertently
overlooked or which may be logically
inconsistent with other data in this closing
file. There is one reminder provided:
Missing date issued.

1. A On the secondary
toolbar, click the Closing
Statement Alerts button.
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What You Do Comments

2. Click on the Close button.

3. Select the Page 1 tab. Page 1 displays Date Issued located on the
top left area of the window.

4. Type 0317(current year) Lender will provide issue date. You may also
in the Date Issued field.  click the down arrow to access a calendar in
order to enter the Date Issued.

Page 1 | Pg. 2 - Closing Cost Details
Closing Disclosure
Clesing Information
Date lssued
Closing Date 0172018
Disbursement Date 0anTzZMe
Settlement Agent Richard P. Bruce, Esq.
File # Glenn To Themas
Property 1 Sputhern Place
Orlando, Florida 32828

Sales Price $225,000.00
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Viewing Costs at Closing

What You Do Comments

1. Scroll down to the bottom
of Page 1 to view the
Costs at Closing section

Costs at Closing
Closing Costs. $9,173.26 Includes $4,881.50 in Loan Costs + $4.291.76 in Other Costs - 50.00 in Lender Credits. See page 2 for details

Cash to Close $7,153.50 Includes Closing Gosts.  See Calculating Cash to Close on page 3 for defails.

NOTE: DoubleTime has populated these fields from information that was
entered on other tabs in Closing Disclosure module. You are unable to type
over the fields to make any edits.

CD Options

Page 146

DoubleTime contains multiple Closing Disclosure Options that can be accessed
on the CD Options tab. You are able to select multiple format changes for your
current Closing Disclosure including the options to Use Pages 2A and 2B, Show
Total Transfer Taxes on a single line (Section E), as well as options for the
Confirm Receipt signature block.

Clo=ing Disclosure Options
Use Regular Closing Disclosure for Refinance  Use Pages 24 and 2B Show "(L)" for Lender Paid kems on Page 2

" Yes 1% Mo " Yes ¥ No * ves ( No

[v Show "Confirm Receipt' Signature Block Showe Total Transfer Taxes on single line (Section E)

" ves 1 No
(" Show Custom Borrower Name(s)
Show zero amount for Aggregate Adjustment (Section G)
[-'"- " - - - ™~
Show "Applicant/Co-Applicant  ves % No
Show Title Insurance charges for Policies & Endorsements on two lines " Yes * No

Clo=ing Disclosure Alerts

[~ Do not automatically dizplay Closing Disclosure Alerts.

GSE Fee Type Responze Window

[ Show GSE Fee Type Response Window.

NOTE: You may change the default settings for these Closing Disclosure
Options in your User Preferences. Simply click Preferences, from the main
menu bar and then select, User Preferences. Under the Settlement Statement
tab, you will have the ability to change your default settings for all future Closing

Disclosures.
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Printing The Closing Disclosure

What You Do Comments

1. =1 On the secondary The Print Options window is displayed.
toolbar, click the Print The Print Range defaults to All, Number
button. of Copies to 1, Print What to Closing

Disclosure and Print to Print all pages.
NOTE: To print a different statement,
worksheet, or report, click the Print What
drop down box and make your selection.

2. Select Borrower Only
CD from the Print What
drop down menu.

3. Click the More button. A variety of Closing Disclosure formats,
reports and worksheets are available to be
printed by clicking the desired check boxes.
This feature allows you to print multiple items
at one time.
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What You Do Comments

NOTE: Itisagood idea to print out an example copy of these reports for use in
your office. Not all of them are covered in the training class. These reports may
also be accessed from Reports on the Menu Bar, while you are in the
Settlement Statements module.

4. Click the Less button. The Print Options window is re-displayed.

5. CIle the Preview button_ A Print PreVieW Of the CIOSlng DiSClOSUI’e |S
displayed.
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What You Do Comments
. - This form is a statement of final loan terms and closing costs. Compare this
CIOSI ng DISCIOSU re document with your loan estimate.
Closing Information Transaction Information Loan Information
Date Issued 0317208 Borrower Susan 5. Thomas Loan term 30 Years
Closing Date 031712018 1 Southern Place Purpose Purchase

Orlando, Florida 32828 "
Disbursement Date 03/17/2018 Product  Fixed Rate

Settlement Agent Richard P. Bruce, Esq. Seller Peter R. Glenn and Linda Glenn )

X 4728 Church Street Loan Type Conventional |:| FHA
File # Glenn To Thomas . sl DVA |:|
Property 1 Southern Place Chicage, llinpis 60643

i Loan ID# 14583
Oriando, Florida 32528 Lender Bank of Florida
Sales Price 5225,000.00 Mic #
Can this amount increase after closing?
Loan Amount $180,000 NO
Interest Rate 3.5% NO
Monthly Principal & Interest $808 28 NO
See Projected Payments below for i
your Estimated Total Monthly
Payment

Creating Saved Versions of Printed Closing Disclosures

NOTE: While viewing a report in Print Preview mode you will be able to
save a version of the Closing Disclosure report for future viewing and
printing. You will not be able to make any changes to prior versions. On the
menu bar, select Actions > Create Version. Type the name of the version. To
view a saved version, select Actions from the menu bar and select Display
Version.

6. Use the |04 < [ [0

arrow buttons on the
secondary toolbar to view
all pages of the Closing
Disclosure.

7. On the secondary The Print Options window is re-displayed.
toolbar, click the Print
button again.

8. Click OK. The Print Options window closes and the
Borrower Only Closing Disclosure prints.
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What You Do

ALY

button.

Click the Close

10. From the menu bar Click
Reports. Select Seller
Only CD from the list.

Comments

The Print Preview window is closed.

The Seller Only CD Print Preview
window is displayed. DoubleTime provides a
completed Seller CD when completing the
tabs in the Settlement Statement module.
You do not need to access another module or
fill out another CD for the Seller, since the
Seller fees were entered as we entered the
Buyer fees.

Seller Only CD

Reports | Tools Mavigation Actions Utilities Preferences Wind

Closing Disclosure

Borrower Only CD
Non-Seller or Refinance CD

Borrower's/Seller's Closing Statement (2 Column Ledger)
Borrower's Closing Statement (2 Column Ledger)
Seller's Closing Statement (2 Column Ledger)

Initial Escrow Account Disclosure Statement
Proration Worksheet
Recording Worksheet

ALTA Settlement Statement - Combined 4
ALTA Settlement Statement - Borrower/Buyer 4
ALTA Settlement Statement - Seller 4

11. On the secondary toolbar,
click the print button.

12. Click OK.

13, [

button.

Click the Close

14. From the menu bar Click
Reports. Select ALTA
Settlement Statement -
Combined > Florida
Promulgated Rates
from the list.

15. On the secondary toolbar,
click the print button.
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The Print Options window is displayed.

The Print Options window closes and the
Seller Only Closing Disclosure prints.

The Print Preview window is closed.

The ALTA Settlement Statement -
Combined - Florida Promulgated Rate
Print Preview window is displayed. Buyer and
Seller charges are displayed since the fees
were previously entered in the CD.

The Print Options window is displayed.
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What You Do Comments
16. Click OK. The Print Options window closes and the

ALTA Settlement Statement -
Combined prints.

UCD XML File Export

DoubleTime has a UCD Export feature located in the Settlement Statement
module for both Sale and Refinance Closing Disclosures. When it is requested,
DoubleTime has the ability to export the required data from the Closing
Disclosure, including the required PDF into an XML formatted file. This is
used to submit to the GSE's (Government Sponsored Enterprise’s such as Fannie
Mae and Freddie Mac).

From the Actions menu, select the UCD XML File Export option.

Actions | Utilities Preferences  Window Help
Search Contact 8§ CI %2 mo
UCD XML File Export

Ly

UCD XML File Export Window

Upon entering the UCD XML File Export window, select the path where you
would like to save the XML file. The next step is to select the format that is
requested by choosing one of the options under Select Export PDF Format.
Finally, click on Create UCD Export File. Once completed, click on Close
to exit the window.
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What You Do Comments
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What You Do Comments
ALTA Settlement Statement Forms

Settlement Agents may choose to supplement the Closing Disclosure with an
additional Settlement Statement. DoubleTime allows you to produce the
ALTA Settlement Statement forms from the Settlement Statements
module — Reports menu.

ALTA has developed these standardized statements for title insurance and
settlement companies to use in itemizing all the fees and charges which both the
Buyer and Seller must pay during the settlement process of a housing
transaction.

All figures automatically populate on the ALTA Settlement Statements
based on information added to the Closing Disclosure. When entering fees
on page 2 of the Closing Disclosure, Section B Fee Type defaults to Loan
Fees and Section C Fee Type defaults to Other Fees. When printing the
ALTA Settlement Statement these fees will be placed in the “Other- Loan
Charges” section. To have title fees placed in the “Title Charges &
Escrow/ Settlement Charges” section you must change the Fee Type in
the detail window to Title Fees. To access the statements, while in the
Settlement Statements module for a Closing Disclosure, select
Reports from the main menu bar and then choose from 3 different formats:
Combined, Borrower/Buyer or Seller. Each format may be shown with
TRID Rates or with Florida Promulgated Rates. All 3 report formats with TRID
Rates may be printed from the Print Options window or from Reports.
Checking the Show Print View box at the top left of the report will display the
header of the ALTA Settlement Statement. All information in the header is
automatically populated for you based on information added in the Closing
File module.

You have the added flexibility of modifying line descriptions on the ALTA
Settlement Statements without affecting the Closing Disclosure.
Simply click in the Description column on a line and begin typing. You can
not change amounts. Your modified line descriptions will be saved for all
printed formats of the ALTA Settlements.

You have the ability to check the Separate Signature Page box which
separates the Signature Page from the rest of the Settlement Statement when
printing.

NOTE: Onthe ALTA Settlement Statement the Seller figures are located
on the left and Borrower on the right.
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Emailing Settlement Statements

What You Do Comments

1. When the settlement The Settlement  Statements—Print
statement is in Preview Preview window converts the file to an
mode, select eSolutions image file. A list of participants in reference
> Email from the main o your closing file is displayed with the
menu. opportunity to select their email addresses.

NOTE: The email addresses are established
in the Contacts or Closing File module.

The EMail Properties window opens.

The Address Book opens in MS Outlook. If

2. Click the 1. necessary, scroll to find your instructor’s
button. name.

3. Type (the name of your
instructor) in the
Search box or select the
name from the list.
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What You Do Comments

4. Select your instructor’s Your instructor’s name is displayed in the To -
name and click To ->. > box.

5. Click OK. The Address Book window closes and the
Email Properties window is re-displayed.
The instructor’s name you selected is
displayed at the top of the Participant list.
NOTE: You may add a message by typing in
the Message box.
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Tips

Page 156

What You Do Comments
Click Send. The email is sent. NOTE: A copy of the
email is also placed in your Sent folder.
Ly Click the Close The Print Preview window is closed.
button.
| click the Close The Settlement Statements module is
button. closed.

. An alternate way to open the Settlement Statements module is to select

Modules from the menu bar and choose Settlement Statements.

Use the Deposit Summary button, located in the secondary toolbar

to open the Deposit Summary dialog box when on page 3 of the Closing
Disclosure.
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Use the Payoff Calculator button located in the secondary
toolbar or on line L1 on page 3 of the Closing Disclosure, to open the
Payoff Calculator.

w

4. = Use the Recording Calculator button on the secondary toolbar or

on line E1 on page 2 of the Closing Disclosure, to calculate recording fees.

5. L You must use the Title Premium Allocation button on the secondary
toolbar to assign a payor or to split the Title Premium fees when on page 2 of
the Closing Disclosure.

6. In the Print Options window, use the Page Range area to print
individual pages of the Closing Disclosure.

7. =] To display the entire Closing Disclosure, click the Print button on the
secondary toolbar and select the Preview button.

8. You can display any one report selected in the Print What box by clicking
the Preview button. You can also select a report, worksheet and other
settlement statements to view by selecting Reports from the main menu.

9. To print multiple reports at one time, click the More button on the Print
Options window and select as many different reports, worksheet and other
settlement statements as needed.

10. = Click the Calculator button on the secondary toolbar to use the
calculator. You can type the number on the keyboard or use the mouse to
click the numbers on the displayed calculator.

11. To obtain a copy of the figures in the Payoff Calculator, leave the Payoff
Calculator window open after the figures have been calculated. Click the
Print button.

12. |&| You can choose to display the Closing Disclosure Alerts at any

time by clicking the Closing Disclosure Alerts button, on the secondary
toolbar, to check for any missing items within your Settlement Statement.
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13. To email a Closing Disclosure from your PC, select eSolutions while in
Print Preview, and click Email. In order to perform this function, you
must be in preview mode of all Settlement Statements, including the Closing
Disclosure, and you can only use Outlook or Outlook Express to e-mail from
the Settlement Statement module. A list of participants in reference to
your file are displayed with the opportunity to select their e-mail addresses.
Email addresses need to be established in either the Contacts or Closing
File module on the Email tab.

14. When you are Updating the Recording Charges for your loan you may
deselect the Mortgage Intangible Tax for Credit Union loans.

15. You may print a Proration Worksheet from the Reports menu on the
main toolbar.

16. You may print a Recording Worksheet from the Reports menu on the
main toolbar.

17. You may print ALTA Settlement Statements from the Reports menu
on the main toolbar.

18. You may print a Seller Only Closing Disclosure from the Reports
menu on the main toolbar.

19. From the Print Preview window, you may create a .pdf file of any of the
reports listed in the Reports menu, by going to the File menu, select Save
As and save to the desired location.

20. Ig From the Print Preview window, you may place a draft watermark on
your Settlement Statement by using the Draft Watermark button on the
secondary toolbar. This will appear on all pages of your printed Settlement
Statement.

21. While in the Settlement Statement module you may change from CD to
HUD or to GFE HUD by using the Format menu on the main toolbar.
Switching the Settlement Statement type after entering data in the
Settlement Statements module will result in Settlement Statement
data being lost.

22. On page 2 of the Closing Disclosure, you have the ability to move any line
to another section by using the Line Administrator. The Line

Administrator is accessed by using the Insert &7 | button on the
secondary toolbar.
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23. If you have fax software on your computer, fax the CD or other report type
by changing the printer using the Properties button, and selecting
Printing to Fax Machine.

24. When the Fee type is set to Broker Commissions or Broker Fees you can use
the Amount Withheld field for Realtor held deposits. The Balance
Sheet will show the reduced realtor commission disbursement.

25. In the Closing Disclosure, page 2, you have the ability to change the Fee
Type. In section H, the Fee Type defaults to Other Fees. Additional
choices are Broker Commission Fees, Title Fees, and Broker Fees.
DoubleClick on the line to open the detail window and use the Fee Type
down arrow to make your selection. Use the Broker Commission Fees
to enter Real Estate Commissions, use Broker Fees to enter additional
Broker Fees such as Realtor transaction fees or a processing fee. Title Fees
are entered using the Title Fees selection. Selecting the correct Fee Type
will allow DoubleTime to place these fees in the proper category when
printing the ALTA Settlement Statement. On page 2 and 3 when the Fee
Type is set to Title Fees it will open a field called Trans Type. When the
Trans Type is set to TRID Variance Adjustment it will allow the line to
show a third option for credit from seller to buyer for title fees.

26. To show the actual Florida Promulgated credit for the Owner’s Title
Insurance Policy from the seller to the buyer on Page 2, in section H, of the
Closing Disclosure click on the Title Premium Allocation button on
the secondary toolbar. Click the TRID Variance tab to get the Variance
Amount. This amount is the credit from the seller to the buyer. Click on the
Owner Policy tab in this window. In the Payor drop down list select Split
B/S. type a minus sign and then type in the Variance Amount (example -
925.00). Click the Tab button on the keyboard and the Seller Amount
displays the total cost of the Owner’s Policy. Click OK. Section H displays
the Variance Amount in the Borrower Paid At Closing column and the
total cost of the Owner’s Policy in the Seller Paid At Closing column.

27. You have the ability to customize the Borrower Name(s) on page 5 of the
Closing Disclosure. To show this option for the current closing file, click
on the CD Options tab. Select the Show “Confirm Receipt”
Signature Block and then choose Show Custom Borrower Name(s).

Frequently Asked Questions

Question Answer

1. Why aren’t the doc. stamps You did not insert a property on the Property
on the deed automatically tab or a sales price on the General tab of the
calculated on the Closing Closing File module.

Disclosure?
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Question

How do | enter an

Aggregate Accounting

Adjustment if it is a
negative number?

How do | add a payee in
the Settlement
Statements module?

How do | type a negative
number?

How do | change the
holder of the deposit from
someone else to our firm
prior to closing?

Answer

Type a dash (-), and then type the amount. If
the lender is withholding this amount (to add
it to their net proceeds check) double click the
Amount withheld field.

Click the Search Contact button on the
secondary toolbar to open the Search
Contact window. Select or add the contact.
You may also doubleclick on the line to open
the detail window and use the Contacts
button to open the Search Contact window.

Type a dash (-), and then type the amount.

One way to accomplish this is in the Closing
File module by following these steps:

¢ Click on the Deposit tab.

* Click on the Insert button.

» Choose your firm in the drop down field for
Deposit Held By.

* In the Amount field enter the dollar
amount of monies moved to your firm’s trust
account.

* In the Received Date field enter the date
on which the funds were transferred to your
firm’s trust account.

* Select the Amount field on the line of the
former deposit holder.

 Change that amount to 0.00

» Save your work and exit the module.

Note: Sometimes the escrow agent holding
the deposit changes between the time the
information has been entered in DoubleTime
and the date of closing. For example, closing
agents are sometimes required to have all
deposit monies flow through their escrow
account as collected funds as part of the clos-
ing process.
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Question

6. How do | get the Doc
Stamps to display on
multiple lines on page 2 of
the Closing Disclosure in
Section E?

7. How do | enter a fee on
page 2 of the CD that will
be paid by the lender on
behalf of the borrower?

8. How do I print an ALTA
Settlement Statement with
Florida Promulgated
Rates?

Training Workbook: August 2018

Answer

You may choose to disclose the transfer taxes
on multiple lines by changing the Show
Total Transfer Taxes... selection on the
CD Options tab. You will then be prompted
to add more lines in section E by using the
Line Administrator. You can set this up as a
default in Preferences > User Settings >
Settlement Statement.

Double-click in the Paid by Others POC
field in the Detail window on page 2 of the
CD. This will allow you to show the portion
of the Paid by Others amount that is not
being funded at closing. This amount will not
be displayed on the Balance Sheet.
Generate the report while in the Settlement
Statement module for a CD, by selecting
Reports from the main menu bar, choose an

ALTA Settlement Statement type, and
then select Florida Promulgated Rates.

Florida Title Insurance rating rules differ from
TRID Rating rules resulting in a variance
amount. The variance amount is usually given
as a credit from the Seller to the Borrower so
that each party is paying the proper Title
Insurance charges. Lenders may choose to
show this credit in a number of ways.

In order for the ALTA Settlement Statements
with Florida Rates to reconcile with the
Closing Disclosure, you have to identify if
and where a variance credit has been given by
selecting a Transaction Type of TRID
Variance Adjustment.

If showing the variance adjustment on Page 2
by splitting the Lender’s Policy charges, you
can open the Title Calculator from the
secondary toolbar and change the Payor on
the Loan Policy tab to the Split B/S option.
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Question Answer

This allows you to show the Seller paying a
portion of the Loan policy (The Seller’s
portion is equal to the variance amount).

When changing the Payor to Split B/S, a new
Transaction Type selection becomes
available. Set the transaction type to TRID
Variance Adjustment.

If showing the variance adjustment on Page 3
as a credit from the Seller to the Borrower,
double click on any available row in Section L
to open the detail window and set the
Transaction Type to TRID Variance
Adjustment.

NOTE: For non-adjustment rows, you are
required to check the Copy box to enable the
Transaction Type field.

TRID Variance Adjustments are excluded
from the ALTA Settlement Statement reports
with Florida rates because the variance credit
is only needed when using the TRID rating
rules. It is also important that the TRID
Variance Adjustment credit is equal to
Variance Amount that is calculated in the
Title Calculator, TRID Variance tab for the
bottom line totals to match the Closing
Disclosure.
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Question

Answer

9. Why are my contacts not
populating on the Contact

Information

table on

page 5 of the Closing

Disclosure?

1) You need to associate the contact with the file by adding them in the
Closing File module on the Participant tab.

a. Remember that each column on the contact table has 2 entries.

- The first entry is the company. This will pull in the company
name, address and the company license information.

- The second entry is the actual contact for the company. This will
pull in the contact name, contact license information, contact
email and contact phone number.

-  MAKE SURE THAT you have selected the correct role type for
your contact using the drop down selection for the second
column name Type. The default is THIRD PARTY and if left as
THIRD PARTY it will NOT be populated in the Contact
Information table. Below are the correct types that should be

used.

Lender and Loan Officer

Mortgage Broker Company and a Mortgage
Broker

Buyer Broker and a Buyer Agent

Seller Broker and a Seller Agent

2) The Settlement Agent information will be associated with the Con-

tact

Information table from the Closing File module on the Closing

Agent tab.

- The contact for the Settlement Agent will be populated from
the Closer drop down field. The contact card in the Contacts
module for this person will pull in the contact name, contact
license information, contact email and contact phone number.

Training Workbook: August 2018
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Question Answer

3) If you have completed steps 1 and 2 above and your contact is still not
visible in the Contact Information table on page 5 you can right click
with your mouse on the dark grey field that populates the company
names. You will see a small window appear that shows the words Add
and Delete. Click on the Add and the Select Contact window will
open. It will list contact that have been associated with the file but have
not yet been added to the contact table. Highlight the entry that you
would like to add and click the OK button. The contact will be added to
your table. Repeat step 3 if more than one contact needs to be added.
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T|Balance Sheet Module

Concept

The Balance Sheet module is a cash-flow summary of the information in the
Settlement Statements module. It is used to:

* Review and confirm the incoming and outgoing funds

» Make changes to the reconciliation disbursement details

* View the deposit and disbursement information

» Split or combine amounts

» Combine splits and/or split combines

» Print the Balance Sheet

» Generate Mailing Labels

» Post funds to the DoubleTime Escrow Accounting module, or export data
to other accounting or legal software such as Quickbooks, Quicken® or Perfect
Practice®.

Objective

The objective of this lesson is to show you how to compare the incoming and outgoing
funds on the Balance Sheet; combine several disbursement amounts; copy a payee;
add a payee; split a disbursement amount; and print the Balance Sheet. You will
also create mailing labels, post funds to the DoubleTime Escrow Accounting
module, and export data to other compatible software.

Viewing Balance Sheet Funds

What You Do Comments

1. %] on the main toolbar, The Balance Sheet opens, displaying the
click the Balance Sheet total Deposits, total Disbursements,
button. check boxes, and the appropriate Closing

Disclosure section line numbers. The first
line in the Deposits section is automatically
selected.
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What You Do Comments

E Balance Sheet - Glenn To Thomas

7] Deposits (7]
- [J cash from Borrower KL $7.153.50 []
Realty Company, Inc. [ Broker Deposit L1 $45,000.00 []
Bank of Florida I:‘ Loan Amount $180,000.00 L2

D Underwriting Fee (5500.00) A3

[] Document Preparation Fee ($250.00) A2

D % of Loan Amount (Points) ($3,000.00) A1
Bank of Florida [] Loan Proceeds L2 $176,250.00 I:‘

© Disbursements 7]
Peter R. Glenn and Linda Glenn D Cash to Seller M-MN $30,340.18 [ ]
Old Republic Mational Title Insurance Company [ Underwriter's portion of the total title Up $419.25 I:‘

insurance premium
Richard P. Bruce, Esq. DAgent'S portion of the total title insurance AP 597825 [ ]
premium

Pest Inspectors, Inc. [JPest Inspection Fee c1 $84.00 []
Richard P. Bruce, Esq. [ Title - Settlement Closing Fee C3 $500 00 [
Property Surveyors, Inc. [ itle - Survey Fee c4 $350.00 I:‘
ATFS, LLC [ Title - Title Search Cs $150.00 []
Orange County Comptroller O Recording fees Deed: Mortgage: E1 §24250 [ ]
State of Florida [] Deed - Documentary Stamps E2 $1.575.00 []
State of Florida [[] Mortgage - Documsntary Stamps E3 $630.00 []
State of Florida O Mortgage - Intangible Taxes E4 $360.00 []
Bank of Flonda [l Prepaid Interest F3 $269.05 []
Bank of Florida [J Homeowner's Insurance G1 $125.00 []
Bank of Florida [] Property Taxes G3 $1,866.66 [ |
Bank of Florida D Flood Insurance G4 55416 [
Bank of Florida ] Aggregate Adjustment G8 ga27.11) [
Home Warranty, Inc. [JHome Warranty Fee H1 $729.50 []
Realty Company, Inc. [] Real Estate Commission Buyers Broker H2 $6.750 00 [ ]
Better Homes, Inc. I:‘ Real Estate Commission Sellers Broker H3 $6,750.00 I:‘
Roof Inspectors, Inc. ] Roof Inspection Fee H4 $125.00 [
First Eastern Bank O Payoff of First Mortgage Loan N4 $176,542.06 [ ]

Total Deposits  $228.403.50

Total Disbursements

$228,403.50

NOTE: | ¥
checkboxes.

An information bubble appears to guide you thru the usage of the

NOTE: The Override checkbox in the middle column is used to stop the
description from changing on the Closing Disclosure.
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What You Do Comments

Use the scroll bar to view the deposits and
disbursements. Total Deposits and Total
Disbursements continuously display at the
bottom of the window. This information is
carried over from the Settlement
Statements module.

NOTE: = The Address button on the
secondary toolbar toggles to show/hide the
address fields for Balance Sheet payees.
DoubleTime “remembers” whether the
address fields are shown or hidden when you
exit the module, and will default to that view
the next time you enter the module. When
toggled on the address fields are accessible for
each payee in the lower half of the screen.
These addresses will carry over to any checks
that are printed or data that is exported to
other software.

NOTE: To change a Payee for any line item,
click on the payee you want to change and
make your selection from the drop-down list.

NOTE: If the figures do not balance, a
warning message is displayed. You will not be
allowed to Split or Combine any line items
in the Balance Sheet module until the
Settlement  Statements module is
balanced. You can, however, print the
Balance Sheet.

Combining Disbursement Amounts

What You Do Comments

1. Click the check boxes on
the right for all items
payable to Bank of
Florida.
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What You Do Comments

NOTE: When an item is available for
combining, the word Combine displays by
597825 Eﬂm the mouse pointer when it is over the check
584.00 [] box for that item.

$419.25 []

NOTE: The Combine feature only works
with the boxes on the right side of the
window.

2. €] on the secondary The selected items are combined. The payee
toolbar, click the and disbursement descriptions are moved
Combine button. closer to the bottom of the window and the

check boxes are replaced with a C.

The description default is Loan Fees. This is
an editable field.

The combined amount, with a check box, is
displayed to the right of Loan Fees. The
check box allows you to further combine the
previous combined amount.
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What You Do Comments

m Balance Sheet - Glenn To Thomas

7] Deposits [7]
Susan 5. Thomas [ cash from Borrower K-L 5715350 []
Realty Company, Inc. [ Broker Deposit L1 54500000 []
Bank of Florida [J Loan Amount $180,000.00 L2

[ Underwriting Fee ($500.00) A3

D Document Preparation Fee (5250.00) A2

[] % of Loan Amount (Points) ($3.000.00) A
Bank of Florida [] Loan Proceeds L2 176,250 00 [

@ Disbursements 7]
Peter R. Glenn and Linda Glenn [] Cash to Seller M-N $30,340.18 [
Old Republic Mational Title Insurance Company I:‘ Underwriter's portion of the total title up 5419.25 I:‘

insurance premium
Richard P. Bruce, Esq. DAgent's portion of the total title insurance AP $978.25 []
premium
Pest Inspectors, Inc. [ Pest Inspection Fee c1 $84.00 [
Richard P. Bruce, Esq. DT\tIe - Settlement Closing Fee c3 $500.00 I:‘
Property Surveyors, Inc. [itte - Survey Fee c4 $350.00 []
ATFS, LLC [ itle - Title Search C5 $150.00 [
Orange County Comptroller [ Recording fees Deed: Mortgage: E1 $242.50 []
State of Florida [[] Deed - Documentary Stamps E2 $1,575.00 []
State of Florida O Mortgage - Documentary Stamps E3 $630.00 []
State of Florida O Mortgage - Intangible Taxes E4 $360.00 []
Home Warranty, Inc. [JHome Warranty Fee H1 $72950 []
Realty Company, Inc. [ Real Estate Commission Buyers Broker H2 $6,750.00 [ ]
Better Homes, Inc. I:‘ Real Estate Commission Sellers Broker H3 $6,750.00 I:‘
Roof Inspectors, Inc. O Roof Inspection Fee H4 $125.00 [
First Eastern Bank O Payaoff of First Mortgage Loan N4 $176.542.06 [ ]
Bank of Florida I:‘ Homeowner's Insurance $125.00 G1 C
Bank of Florida [l Property Taxes $1,866.66 G3 C
Bank of Florida D Flood Insurance $54.16 G4 C
Bank of Florida ] Aggregate Adjustment ($427.11) G8 C
Bank of Florida O Prepaid Interest $259.05 F3 C
Bank of Florida I oan Fees] 5187776 [ ]
Total Deposits ~ $228,403.50 Total Disbursements $228,403.50

3. Scroll up and click the
check boxes on the right

for all items payable to
Richard P. Bruce, Esq.

c

toolbar, click
Combine button.
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On the secondary
the

This will select the items you want to combine
into one check for Richard P. Bruce, Esq.

The selected items are combined. The payee
and disbursement descriptions are moved

toward the bottom of the window. The
description default is Combined. This is an

editable field.
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What You Do Comments
E Balance Sheet - Glenn To Thomas
(7] Deposits 7]
Susan S. Thomas [] cash from Borrawer K-L §7.153.50 []
Realty Company, Inc. [ Broker Deposit L1 $45,000.00 []
Bank of Florida D Loan Amount $160,000.00 L2
O Undenwriting Fee ($500.00) A3
] Document Preparation Fee ($250.00) A2
[1% of Loan Amount (Points) ($3.000.00) A
Bank of Florida [ Loan Praceeds L2 $176,250.00 []
@ Disbursements 7]
Peter R. Glenn and Linda Glenn [ cash to Seller M-M $30,34018 []
Old Republic Mational Title Insurance Company [ underwriters portion of the total title ur 541925 [ ]
insurance premium
Pest Inspectors, Inc. [IPest Inspection Fee c1 58400 []
Property Surveyors, Inc. [ ite - Survey Fee C4 535000 []
ATFS, LLC |:|Tit|e - Title Search Ccs $150.00 |:|
Orange County Comptroller DRecordmg fees Deed: Mortgage: E1 524250 []
State of Florida [ Deed - Documentary Stamps E2 $1.575.00 []
State of Florida O Mortgage - Documentary Stamps E3 5$630.00 [ ]
State of Florida [ Mortgage - Intangible Taxes Ed $360.00 [ ]
Home Warranty, Inc. [ Home Warranty Fee HA §729.50 []
Realty Company, Inc. [ Real Estate Commission Buyers Broker H2 $6,750.00 []
Better Homes, Inc. |:| Real Estate Commission Sellers Broker H3 $6,750.00 |:|
Roof Inspectors, Inc. O Roof Inspection Fee H4 $125.00 []
First Eastern Bank [l Payoff of First Mortgage Loan N 4 517654206 [ ]
Bank of Florida |:| Homeowner's Insurance $125.00 G1 C
Bank of Florida 1 Property Taxes $1,866.66 G3 C
Bank of Florida |:| Flood Insurance 554.16 G4 C
Bank of Florida O Aggregate Adjustment ($427.11) Ga C
Bank of Florida [IPrepaid Interest $26905  F3 C
Bank of Florida [JLoan Fees 5187776 []
Richard P_ Bruce, Esg |:|Agem's portion of the total title insurance $978.25 AP
premium
Richard P. Bruce, Esq [ Title - Settlement Closing Fee $500.00 Cc3 [
Richard P. Bruce, Esq. [IE< <+ Combined ~+>> | $1.478.25 [
Total Deposits  $228,403.50 Total Disbursements $228,403.50

6. LC

5. Scroll up and click the
check boxes on the right
for all items payable to

County

Orange

Comptroller.

Comptroller and State

of Florida.

toolbar, click
Combine button.

On the secondary
the

This will select the items you want to combine

into one check for Orange County

The selected items are combined. The payee
and disbursement descriptions are moved

toward the bottom of the window. The
description default is Recording Fees. This
is an editable field.
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What You Do Comments
E Balance Sheet - Glenn To Thomas

7] Deposits (7]
Susan S. Thomas [ Cash from Borrawer K-L $7.153.50 []
Realty Company, Inc. D Broker Deposit L1 545,000.00 |:|

Bank of Florida [J Loan Amaunt $180,000.00 L2

|:|Underwmmg Fee ($500.00) A3

] Document Preparation Fee ($250.00) A2

[1% of Loan Amount (Points) (53.000.00) Al
Bank of Florida [ Loan Proceeds L2 $176,250.00 []
@ Disbursements (7]
Peter R. Glenn and Linda Glenn [Jcash ta Seller M-M 53034018 []
Old Republic Mational Title Insurance Company [ Undenwriters portion of the total title up 541925 []

insurance premium
Pest Inspectors, Inc. |:| Pest Inspection Fee c1 584.00 |:|
Property Surveyors, Inc. |:| Title - Survey Fee c4 $350.00 |:|
ATFS, LLC [ itle - Title Search Cs $150.00 [ ]
Home Warranty. Inc. D Home Warranty Fee H1 5729.50 |:|
Realty Company, Inc. [ Real Estate Commission Buyers Broker H2 $6.750 00 []
Better Homes, Inc. [1Real Estate Commission Sellers Broker H3 $6,750.00 [ ]
Roof Inspectors, Inc. |:| Roof Inspection Fee H4 $125.00 |:|
First Eastern Bank O Payoff of First Mortgage Loan N4 5176,542.06 []
Bank of Florida D Homeowner's Insurance $125.00 G1 c
Bank of Florida ] Property Taxes 5186666 G3 C
f Florida ] Flood Insurance 554 16 G4 c
Bank of Florida 1 Aggregate Adjustment ($427.11) G8 C
Bank of Florida 1 Prepaid Interest $259.05 F3 c
Bank of Florida [JLoan Fees $1.877.76 []
Richard P. Bruce, Esq DAgem's portion of the total title insurance $978.25 AP C
premium
Richard P. Bruce, Esq [ Title - Settlement Closing Fee $500.00 C3 C
Richard P. Bruce, Esq. [] <x*=* Combined *****=> 5147825 []
Orange County C DRecord\ng fees Deed: Mortgage: $242.50 E1 c
[ Deed - Documentary Stamps $1,575.00 E2 c
O Mortgage - Documentary Stamps $630.00 E3 c
State of Florida O Mortgage - Intangible Taxes $360.00 E4 C
Orange County Comptroller Dm $2,807.50 [ ]
Total Deposits  $228,403.50 Total Disbursements $228,403.50
Splitting A Disbursement
What You Do Comments

1. Select the Cash to Seller This will select the item you want to split with
in the Disbursements another party. The Split button on the
section. secondary toolbar is enabled.
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What You Do Comments
E Balance Sheet - Glenn To Thomas
7] Deposits (7]
Susan S. Thomas [] cash from Borrawer K-L §7,15350 []
Realty Company, Inc. [ Braker Deposit L1 545000 00 []
Bank of Florida D Loan Amount $180,000.00 L2
[ Underwriting Fee ($500.00) A3
D Document Preparation Fee (5250.00) A2
[] % of Loan Amount (Points) ($3.000.00) A1
Bank of Florida [ Loan Praceeds L2 176,250 00 [
@ Disbursements (7]
Peter R_ Glenn and Linda Glenn [IECash to Seller] M-N $30.340.18 []
Old Republic National Title Insurance Company I:‘ Underwriter's portion of the total title up 5419.25 I:‘
insurance premium
Pest Inspectors, Inc. [ Pest Inspection Fee c1 $84.00 []
Property Surveyors, Inc. [itle - Survey Fee Cc4 $350.00 []
oo — -

2. 8] on the secondary The Split window opens displaying the
toolbar, click the Split Payee, Description, and Amount
button. information. NOTE: Notice the steps to split

an amount in the top left corner.

3. Click the Payee button in _ _
the Split window. The Payee List window opens.

4. Click the Insert button at A blank Payee line is created.
the bottom of the window.
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What You Do

5. Type Peter R. Glenn in
the Payee box.

6. Press the Tab key.

7. In the Street box, type
4728 Church Street.
Press the Tab key.

8. Click on the top half of the
split Payee List window.

9. Click the Insert button at
the bottom of the window,
again.

10. Type Linda Glenn in the
Payee box.

Training Workbook: August 2018

Comments

This will add Peter R. Glenn to the list of
payees.

A 1 is automatically added in the Sequence
field with the cursor residing in the Street
box.

This is Peter R. Glenn’s mailing address.
NOTE: Because the Contacts module
already contains a Peter R. Glenn with a
mailing address at 4728 Church Street,
DoubleTime completes the balance of the
mailing address with the values for the rest of
the address fields, which are editable.

Another blank Payee line is created.

This will add Linda Glenn to the list of
payees.
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What You Do Comments
11. Press the Tab key. A 1 is automatically added in the Sequence
field with the cursor residing in the Street
box.

12.In the Street box, type This is Linda Glenn’s mailing address.
4728 Church Street. NOTE: Because the Contacts module
Press the Tab key. already contains a Linda Glenn with a mailing
address at 4728 Church Street, DoubleTime
completes the balance of the mailing address
with the values for the rest of the address

fields, which are editable.

13. Click OK. The Payee List window closes and the Split
window is redisplayed.

14. Click the Payee field box
and select Peter R.
Glenn.

15. Type 15000 in the Thisisthe amount Peter R. Glenn will receive
Amount box. from the sale. NOTE: Mr. & Mrs. Glenn have
decided to split their net proceeds with
$15,000 being disbursed to Mr. Glenn and the

balance disbursed to Mrs. Glenn.

16. Press the Tab key. A blank box is created for the next Payee,
with the Description copied and the
Amount automatically calculated.
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What You Do Comments

17. Click the lower Payee box
and select Linda Glenn.

18. Type Balance of
Closing Proceeds in the
Description column for
the second line.

19. Type First $15,000 of
Closing Proceeds in the
Description column for
the first line.
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What You Do

20. Click OK.

Comments

The Balance Sheet window is displayed
with Peter R. Glenn receiving $15,000.00
and Linda Glenn receiving the remainder.

Old Republic Mational Title Insurance Company

Pest Inspectors. Inc.
Property Surveyors. Inc.
ATFS, LLC

Home Warranty, Inc.
Realty Company, Inc.
Better Homes, Inc.
Roof Inspectors, Inc.
First Eastern Bank

Bank of Florida

Bank of Florid
Bank of Florida

w

Bank of Florida
Bank of Florida
Bank of Florida
Richard P. Bruce, Esq

ce, Esq

mptroller

State of Florida

Orange County Comptroller
Peter R. Glenn and Linda Glenn
Peter R. Glenn

Linda Glenn

Total Deposits ~ $228,403.50

@ Disbursements

|:| Underwriter's portion of the total title
insurance premium

[JPest Inspection Fee

[ itte - Survey Fee

[ Titte - Title Search

|:| Home Warranty Fee

D Real Estate Commission Buyers Broker
D Real Estate Commission Sellers Broker
[ roof Inspection Fee

[l Payoff of First Mortgage Loan

|:| Homeowner's Insurance

O Property Taxes

D Flood Insurance

|:| Aggregate Adjustment

[l Prepaid Interest

|:| Loan Fees

DAgem's portion of the total title insurance
premium
|:| Title - Settlement Closing Fee

[] <<+ Combined *****

O Recording fees Deed: Mortgage:
[ Deed - Documentary Stamps

[l Mortgage - Documentary Stamps
] Mortgage - Intangible Taxes

D Recording Fees

[WECash (o Seller
|:| First $15,000 of Closing Proceeds
[]Balance of Closing Proceeds

Total Disbursements

$125.00
51,866.66
55416
(5427 11)
$259 05

$978.25

$500.00
$242.50
$1,575.00
$630.00
$360.00

$30,340.18

$228,403.50

ur

CH1
C4
Ch
H1
H2
H3
H4
N4
G1
G3
G4
G8
F3

AP

C3

E1
E2
E3
E4

M-M
M-M
M-M

541925

$84.00
$350.00
$150.00
$729.50
$6,750.00
$6,750.00
§125.00
5176,542.06

$1,877.76

o0~ neood00O00OO0O0O O

$1.478.25

$2,807.50

$15,000 00
$15,340 18

DDmDﬁﬁﬁﬁDﬁ
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What You Do Comments

NOTE: The payees and disbursement
description are moved to the bottom of the
window. The original disbursement to Peter
and Linda check box is replaced with a “S” to
indicate you split the fee.

NOTE: The Fund’s “best practices” limit the
circumstances under which seller proceeds
should be split or be disbursed to anyone other
than the seller. See The Fund Concept article
Disburse Correctly, Disburse Directly by W.
Ted Conner in the August 2007 issue for
guidelines on acceptable circumstances.

Repaying Excess Funds

What You Do Comments

1. Select the description The Excess Funds button on the secondary
Cash from Borrower in toolbar is enabled. NOTE: The Excess
the Deposits section. Funds button is available for either borrower

or seller refund of excess funds they have
brought to closing. (A seller may sometimes
bring funds to closing when the mortgage debt
plus closing expenses exceeds the sales price.)

2. Click the Excess The Excess Funds window is displayed
Funds button on the with the current Amount Received

secondary toolbar. information. You may edit this field to the
amount which the borrower brought to
closing.

3. Click in the Amount The difference is calculated and displayed in
Received box and type the Excess Amount box. NOTE: This
10000 and press the Tab process can also be used to adjust Cash from
key. Seller amounts, which is a common

occurrence in Short Sale transactions.
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What You Do Comments

4. Click OK. A new line is added in the Disbursements
section with the borrower as payee and
Excess Funds as the description.

m Balance Sheet - Glenn To Thomas
7] Deposits [7]
Susan S. Thomas [ g KL $10,000.00 [ ]
Realty Company, Inc. [ Broker Deposit L1 $45.000.00 []
Bank of Florida [ Loan Amount $180,000.00 L2
D % of Loan Amount {Points) ($3,000.00) A1
D Document Preparation Fee (5250.00) A2
[ Underwriting Fee (5500.00) A3
Bank of Florida [ Loan Proceeds L2 5176250 00 [ ]
© Disbursements 7]
0Old Republic Mational Title Insurance Company [J Underwriter's portion of the total title ur 541925 []
insurance premium
Susan S. Thomas [JExcess Funds K-L 52.846.50 []
Pest Inspectors, Inc. [] Pest Inspection Fee c1 $84.00 []
Printing The Balance Sheet
What You Do Comments

1. [&] On the secondary The Print Options window is displayed.
toolbar, click the Print

button.

2. Click OK. The Balance Sheet is printed showing all
combinations, splits, and excess funds.
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Generating Mailing Labels

What You Do Comments

1. ] on the secondary The Balance Sheet Mailing Labels

toolbar, click  the window is displayed. This feature allows you
Generate Mailing  to generate labels for each payee with a line
Labels button. item disbursement on that particular Balance

Sheet. It is designed for use with Avery 5161
labels, which contain 20 labels per page.

2. Click Print, then OK. The mailing labels are printed.

3. Click Close. The Balance Sheet Mailing Labels

window is closed and the Balance Sheet
window is re-displayed.
NOTE: If your checks are designed to be used
with window envelopes, you can print checks
with the payee’s address, eliminating the need
for mailing labels.

Escrow Accounting Post And Print

The Escrow Accounting button allows you to manage your escrow/trust
accounts.

You can use the Escrow Accounting button for the following tasks:

» Posting — The ability to post transactions from the Balance Sheet module
to Escrow Accounting Transaction Management module.
» Check Writing — The ability to print checks using standard or customized
check templates.
» Reconciliation — The ability to reconcile with your escrow/trust account.
* Reports — The ability to generate numerous reports to assist with reconciling
to your escrow/trust account.
You can begin using this feature by clicking the Escrow Transaction
Management button on the main toolbar. Before you can use the Escrow
Accounting feature, you must start with an escrow account that has a

zero _balance. Then you must add the account by selecting Preferences >

Account Maintenance from the menu bar, insert a new blank line, type and select
the appropriate information in each column.

NOTE: The Fund offers a separate class for DoubleTime Escrow Accounting (DTEA)
where you can learn about using DTEA in your office. Contact the Education
Registrar to register for a DTEA class at 888-407-7775 or
educationregistrar@thefund.com.
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Posting To Your Escrow Account

What You Do

1. From the Balance
Sheet, click the Post
button from the toolbar.

4 Escrow Accounting Pos

Comments

The Escrow Accounting Post and Print
window is displayed. NOTE: The Post/Print
Date field defaults to today’s date, which is
editable.

Accounting Bank Account Clo=ing File Po=st/Print Date
|DoubleTime Escrow |Friendty Bankers, Inc. - 123456-73 |Glenn To Thomas | 037201
Select | Post Activity | Payor/Payee Name | Transaction Description | Amount | Posted | -
DEPOSITS
K-L Deposit _+|Susan 5. Thomas Cash from Borrower [ swo00000 [
L1 Deposit ﬂ Realty Company, Inc. Broker Deposit ’m‘ I:‘
L2 Deposit ﬂ Bank of Florida Loan Proceeds ’m‘ O E
DISBURSEMENTS
C5  PostandPrint - |ATFS, LLC Title: - Title Search [ sisoog [
Postand Print | Bank of Florida Loan Fees [ =izmmg [
K-L  Postand Print ﬂ Susan 5. Thomas Excess Funds ’m O
C1  Postand Print ﬂ Pest Inspectors, Inc. Pest Inspection Fee ’m‘ O
Post and Print ﬂ Richard P. Bruce, Esq. <5 Combined == ’W‘ O
C4  Postand Print ﬂ Property Surveyors, Inc. Title - Survey Fee ’m I:‘
Post and Print ﬂ Orange County Comptroller Recording Fees ’m I:‘
UP  Postand Print ﬂ 0ld Republic National Title Insurance Comp Underwriter's portion of the total title insulm I:‘
H1  Postand Print ﬂ Home Warranty, Inc. Home Warranty Fee ’W‘ I:‘
HZ  Post and Print ﬂ Realty Company, Inc. Real Estate Commission Buyers Broker ’W‘ |:|
H3  Postand Print ﬂ Better Homes, Inc. Real Estate Commission Sellers Broker ’W‘ |:| L
Cancel Select All Deselect All |
2. In the Post Activity NOTE: Deposit, Deposit [Cash], and

column, select how you

received your deposits
(Deposit, Deposit to
Bank, Deposit [Cash],
or Wire In).
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Wire In allows you to post a deposit to your
escrow account without a confirmation
number. Deposit to Bank allows you to
post a deposit to your escrow account with a
confirmation number.

NOTE: More information is provided when

taking the DoubleTime Escrow Accounting
training class.
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What You Do Comments

3. In the Post Activity NOTE: Post Only allows you to post the
column, select how the disbursements to your escrow account. Post
disbursements are to be and Print allows you to post to your escrow
handled (Post and Print, account and also to print your checks.

Post Only, ePayment,
or Wire Out).

4. Click OK. NOTE: By default all of the items are
selected. You may click Deselect All button
to uncheck all items.

NOTE: If you selected to post and print your
checks, the Check Printing window is
displayed.

5. Select the appropriate
Check Template type
from the drop-down list.

6. Type or verify the
Beginning Check No.

7. Click Print. A message is displayed asking you to confirm
if the checks printed correctly. NOTE: Read
the confirmation box carefully.
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What You Do Comments

8. If the checks did not print Repeat steps 5-8.
correctly, enter the first
check number that did not
print correctly and click

No.
9. If the checks printed A message is displayed stating that the file
correctly, click Yes. was successfully posted.
10. Click OK. The Escrow Accounting Post and Print
window closes, and returns to the Balance
Sheet.

11. | k| Click Close

Page 182 DT Version: 8.1



Balance Sheet Module

Exporting Data Files From DoubleTime

What You Do

1 BFRT

Comments

On the secondary The Accounting Export window is

LOOlbar, click the Export displayed with the defaults that were selected
utton.

in Preferences/User Settings, Account
Maintenance, and the Closing File
modules. The Export Date defaults to the
date identified in Preferences/ User
Settings/ Accounting tab and can be
changed. All deposits and disbursements are
automatically selected. Use the scroll bar to
view all the items. To de-select an item, click
the Select check box. To de-select all the
items, select the Deselect All button. Click
the Select All button to return to the default.
NOTE: (1) You can also select Actions
from the menu bar, then Accounting

Export. (2) The Export button is not
available if you are out of balance or negative
disbursements have not been combined (e.g.
Aggregate Accounting Adjustment).

Accounting Bank Account Category Clazs Export Date
|QuickE|clclk5 |Friendly Bankers, Inc. |G|enn To Thomas |(Nune} |usr1 712018
Select Payor Name | Transaction Description Amount | Exported | -
DEPOSITS

Bank of Florida Loan Procesds $176,250.00 ]

Susan S. Thomas Cash from Borrower $10,000.00 O

Realty Company, Inc. Broker Deposit £45,000.00 ] 3

DISBURSEMENTS

ATFS, LLC Title - Title Search $150.00 ]

Bank of Florida Loan Fees $1,877.76 O

Susan 5. Thomas Excess Funds $2,346.50 ]

Better Homes, Inc. Real Estate Commission Sellers Broker $6,750.00 D

First Eastern Bank Payoff of First Mortgage Loan $176,542.06 |:|

Home Warranty, Inc. Home Warranty Fee £729.50 D

Realty Company, Inc. Real Estate Commission Buyers Broker $6 750.00 |:|

Pest Inspectors, Inc. Pest Inspection Fee $54.00 D

Roof Inspectors, Inc. Roof Inspection Fee 5125.00 Il

Richard P. Bruce, Esq. cxeeeee Combined * s $1,478.25 ]

Property Surveyors, Inc. Title - Survey Fee £350.00 Il

Orange County Comptroller Recording Fees 52 807.50 ] =

Cancel Select Al ‘ Deselect All
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What You Do Comments

2. Click OK. The Save QuickBooks File As window is
displayed with the file name and the.llF
extension displayed in the File name and
Save As type boxes, respectively.

3. Click the Save button. The Accounting Export window is
displayed with the message File was
successfully exported displayed.

4. Click OK. The Balance Sheet window is redisplayed.
NOTE: The Fund offers a separate class for
DoubleTime Escrow Accounting (DTEA)
where you can learn about using DTEA in
your office. Contact the Education Registrar
to register for a DTEA class at 888-407-
7775 or educationregistrar@thefund.com.

Importing Files Into QuickBooks®

You can import the deposits and disbursements from your closing file that you
exported from DoubleTime into QuickBooks. To use QuickBooks, select
Preferences from the menu bar, then select User Settings. Click the Accounting
tab and select QuickBooks in the Accounting Software box.

NOTE: The following steps are for importing files. If your version of QuickBooks is
different, refer to your QuickBooks user’s guide for instructions.

What You Do Comments

1. Start QuickBooks. The QuickBooks startup window Homebase
is displayed. NOTE: If a Reminders message
is displayed, click the X for the window.
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What You Do Comments
2. On the menu bar, click ThellF Import dialog box is displayed.
File, then click Import.

%2 Richard P. Bruce. Esq. - QuickBooks CD-ROM [_[2][x]
Edit Lists Activiies FBeports Online Window Help [ QB Nawigator
Mew Campany.
Open Company.
Close Compary
Compary Info...

Set up Users and Passwords 3

EasyStep [nterview
Preferences...

Printer Setup

Bt [t
Print Forms 3
Mail Merge. ..

Back Up.
Bestare...
Utilties »

EHDOE

Conwert Fram Quicken

Accourtant's Review 3

Register QuickBooks...
Exit

3. Inthe File Name window,
select your file number.

4. Click OK. When the import is complete, a message box
is displayed indicating your data has been
imported.

5. Click OK. You can now use QuickBooks to view the

information, generate reports, or print checks.

6. On the menu bar, click QuickBooks is closed.
File, then click Exit.

Importing Files Into Quicken®

In this lesson, you will learn how to import the deposits and disbursements from your
closing file that you exported from DoubleTime into Quicken. If you did not choose
Quicken previously, select Preferences from the menu bar, then select User
Settings. Click the Accounting tab and select Quicken in the Accounting
Software box. NOTE: The following steps are for importing files to Quicken Basic.
If your version of Quicken is different, refer to your Quicken user’s guide for
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instructions.

What You Do
1. Start Quicken.

E2 Quicken 2000 Basic - FRIENDLYE - [My Finances - View 2]

Eile Edit Finance Banking |nwesting Household Beports

Comments

The Quicken startup window, Homebase, is
displayed. If a Quicken Tips message is
displayed, click Done.

If a Quicken Reminders window is displayed,
click the X for that window.

Help

My Finances - View 2 Ld My Finances
Customize « How Do | Accounts
Calendar
Accounts Banking
Account Ending Balance

Arnald B. Rubin, Esq.

Armold B. Rubin, Esg.
Richard P. Bruce Trust Account
Total

=| Quicken Online Reminders

2. On the menu bar, click

Banking, Banking
Activities, and then
Enter a transaction

into my Register.

3. On the menu bar, click
File, Import and then
select QIF file.

QIF Import

QIF File to Import;

C:\Training

Quicken Account to Import into:
IHichald P. Bruce Trust Accouj

=/ Am I paying too much for insurance?

5.,000.00 Richard P. Bruce Trus...
0.00

Investing
85,000.00

Household
Reports & Graphs

Create an account
Beconcile an account
Get transactions online

The check register for Friendly Bankers,
Inc. should display. This is Richard P. Bruce’s
escrow account that was selected within
DoubleTime.

The QIF Import dialog box is displayed.

Q?EIKl

2 Cancel

Browse... |

% Help

Include in Import

I~ Tranzactions

r Account List

[~ Memorized Transactions W Special handing for ransfers [~ Security Lists

ifi

™ Categony List
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What You Do Comments

4. Click Browse. The Import from QIF file is displayed with
the Quickenw folder open.

5. In the Import from QIF The selected file number is displayed in the

file window, select your QIF File to Import name box.
file number. Click OK.

6. Click OK. The Quicken 2000 for Windows dialog
box is displayed. There are unrecognized
categories or classes that need to be created.
These defaults are determined within
Preferences/User Settings/Accounting.

Quicken 2000 for Windows [ %]

Unrecognized category or class found. Create new categories and classes for
imported items?

7. Click Yes. When the import is complete, a message box
is displayed with the number of items
successfully imported.

8. Click OK. You can now use Quicken to view the
information, generate reports, or print checks.

9. On the menu bar, click Quickenis closed.
File, then click Exit.

Information for Quicken Users: Beginning with Quicken 2005 for
Windows, accounting import into Quicken (QIF Import) will no longer be
available for checking accounts. Customers using Quicken 2004 for Windows,
and earlier versions, will be able to continue using QIF Import. For more
information, visit Intuit’s web site at www.intuit.com.

Tips

1. An alternate way to open the Balance Sheet module is to select Modules
from the menu bar and choose Balance Sheet.

C
2. To combine a split or previous combine, click the check box to the
right of the window for the item(s) you want to further combine and click
the Combine button on the secondary toolbar.
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3. T Toundoa combine, click the description for the item you want and
click the Undo Combine button on the secondary toolbar. The combined
items are returned as individual disbursements.

4. S To split a disbursement (previously combined or not) among one or
more payees, click the payee or disbursement description you want to split,
and click the Split button on the secondary toolbar.

5. S Toundoa split, click the description for the item you want and click the
Undo Split button on the secondary toolbar.

6. To delete a Payee you have added to the Payee List using the Add button,
select the name from within the Payee List window, and click the Delete
button at the bottom of the window. You cannot delete payees that have been
added in the Closing File module. The payee you wish to delete may not
be associated as the payee on any line.

7. mEm Use the Excess button on the secondary toolbar to identify excess

funds brought to the closing by the borrower (or sometimes by the seller).
The Excess button on the secondary toolbar is enabled when you select the
borrower (or seller) Name or the Line Description in the Deposits
section of the Balance Sheet.

8. = To view a payee’s address, select the payee’s Name or the Line
Description then click on the Address button on the secondary toolbar.
The address will appear at the bottom of the screen.

9. To return the Balance Sheet to its original form, click Actions on the
menu bar, and then select Regenerate Balance Sheet. While in the
Balance Sheet module, the Actions menu also includes functionality for
Split, Undo Split, Combine, Undo Combine, Excess Funds,
Accounting Export, Escrow Accounting, Show Address, and
Generate Mailing Labels.

10. % Use the Generate Mailing Labels button on the secondary toolbar to
generate labels for all the payees on the Balance Sheet. This feature is
designed for use with Avery 5161 labels, which contain 20 labels per sheet
(2 columns of 10 labels each per sheet).

11. Amounts in the Deposits section which are red indicate they were withheld
in the Settlement Statement. These amounts are subtracted from the original
loan amount. Line description Loan Proceeds indicate the expected wire
amount from lender.
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Frequently Asked Questions

Question Answer

1. How do | reflect the Simply regenerate the Balance Sheet as
changes on the Balance follows:
Sheet after | correct an
out-of-balance issue? With the Balance Sheet open, select
Actions > Regenerate Balance Sheet
from the menu bar. A balance sheet message
will display.

Select Yes to generate the new balance sheet.
2. How can | get the GotoPage 2 tabin the Settlement

Balance Sheet to reflect Statements.

excess funds from the _
Lender? Select a line

» Description: Excess Funds - Lender

» Payee: (select a lender)

* Amount withheld: (enter the excess
amount as a negative number, for example, -
345.00)

NOTE: Leave At Closing and Before
Closing blank. The Balance Sheet should
reflect a Deposit item from the Lender for the
excess amount and a Disbursement item to the
Lender for the excess amount.
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Question Answer
3. Why doesn’t the Balance Here are some possible reasons:
Sheet balance? e Withheld amounts. Note the dollar amount

of the difference. Is there a line item on your
Settlement Statement for that amount? Check
to see that a withheld amount is offset by a
deposit or loan amount.

* Different payee. Did you withhold a fee
from the loan proceeds and pay it to someone
other than the lender? If so, return to the Set-
tlement Statements module, show the cor-
rect payee in the Payee box.

4. How do | withhold funds Double-Click on the line to open the Detail
that the lender is not window. Double-Click in the Amount
sending me so that | can Withheld box and the paid At Closing fee
balance DoubleTime to the is auto populated in this field. Click OK for
loan proceeds sent from the the detail window to display.
lender?
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5

Conveyance Module

Concept

The Conveyance module allows you to add clauses to Deeds, Title Affidavits, and
Bills of Sale. You can also modify grantor and grantee information for deeds. The
instruments will be printed from the Documents module. Some of the information
initially displayed in the Conveyance module is copied from other modules. This
includes Buyer and Seller names and tenancy, which are copied from the Closing
File module.

Objective

The objective of this lesson is to show you how to add clauses to the Deed and
recordable Title Affidavits, and add personal property to the Bill of Sale.

Customizing The Deed, Title Affidavit, And Bill Of Sale

What You Do Comments

= ) The Deed tab is displayed with the cursor in
1. =] On the main toolbar, the Clauses box. The Grantor/Tenancy
click the Conveyance .54 Grantee/Tenancy boxes contain the
button. seller’s and buyer’s names and associated
tenancy phrases that you previously selected
in the Closing File module. NOTE: You
can use the Clause Library button to insert
clauses, or you can type the language for the
deed in the Clauses box.
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What You Do Comments

E Conveyance - Glenn To Thomas
Deed ]Tme Affdavits | Bill of Sale |

Grantor/Tenancy

Peter R. Glenn and Linda Glenn, husband and wife

Grantee/Tenancy

Susan S. Thomas, a single woman

Clauses

2. =1 On the secondary The Clause Library window is displayed.
toolbar, click the Clause The Clause Type defaults to Deed.

Library button.
(Optionally, press Ctrl +
L.)

3. Inthe Search field of the The Subject To: Taxes clause is displayed.

Clause  Library, type
Subject to: taxes.

4. Click OK. The Clause Library window is closed and
the clause is added to the Clauses box on the
Deed tab. The type of deed can be selected in
the Documents module. This clause will
appear beneath the legal description on the
deed.
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What You Do Comments

m Conveyance - Glenn To Thomas
Deed ]Tme Affdavits | Bill of Sale |

Grantor/Tenancy
Peter R. Glenn and Linda Glenn, husband and wife

Grantee/Tenancy

Susan S. Thomas, a single woman

Clauses

Subject to taxes for ** and subsequent years; covenants, conditions, restrictions, easements, reservations and
limitations of record, if any.

5. Click in the Clauses box, When the deed is printed, the conveyance will
and change the *** to the reflect that it is “Subject to taxes for [current
Current Year. year] and subsequent years; covenants,

conditions, restrictions, easements,
reservations and limitations of record, if any.”

6. Click the Title Affidavits The Title Affidavits tab is displayed with the
tab. cursor in the Seller Clauses box. The Title
Affidavit (Buyer), Title Affidavit (Seller),
and Title Affidavit (Refinance) are
customized for recording purposes using this
tab. These documents are generated and

printed in the Documents module.

7. Click the Bill of Sale tab The Personal Property Description box
and type Range, washer, is displayed. Text typed in this box will be
and dryer. printed on the Bill of Sale in the

Documents module.

8. ik On the secondary

toolbar, click the Close
button.

9. C“Ck Yes to save ChangeS. The Conveyance W|nd0W C|OS€S
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Tips

What You Do

Comments

NOTE: (1) The Deed, Title Affidavit (Seller), Title Affidavit (Buyer),
Title Affidavit (Refinance) and Bill of Sale are selected and printed in the
Documents module. (2) You have access to Clause Library on the Bill of
Sale tab. The default Clause Type is Miscellaneous. Since there are no
clauses in the SCC Handbook that pertain to personal property descriptions, you
may want to add your own in the Clause Library Maintenance module by
selecting Modules from the menu bar and choosing Clause Library
Maintenance. Then when you access the Clause Library from the Bill of
Sale tab, you are able to choose from your User Defined clauses.

1. An alternate way to open the Conveyance module is to select Modules
from the menu bar and choose Conveyance.

2. |¥ | The Spell Check button on the secondary toolbar is available for the

Deed, Title Affidavits, and Bill of Sale tabs.

3. =] To add a clause to the deed, click Clauses box. Then, on the
secondary toolbar, click the Clause Library button. Or you can click
Clauses box and type the clause.

4. An alternate way to open Clause Library is to press Ctrl + L.

Frequently Asked Questions
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Question

1. How do I update buyer and

seller names in
Conveyance module?

the

Answer

Whenever you change the text in the buyer or
seller Name(s) with Status box located in
the Closing File module you are prompted
to update by the system. Select the necessary
check boxes and click OK. The text in the
Title Insurance (name of insured) and/or
Conveyance (grantor/grantee) modules is
automatically updated. When you update the
buyer or seller, the existing text is
automatically replaced with the text in the
Name(s) with Status box.
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& | Documents Module/ Select, Edit, And Print

Concept

The Documents module is used to select, prepare and print documents such as Title
Commitment, Title Policies, Deeds, Affidavits, Bills of Sale, and other closing
documents. You can select documents from the Master Document Selection list
for each closing file and, if necessary, edit them. Once documents are finalized they
can then be printed. Documents can also be emailed using Outlook or Outlook Express
and faxed from your personal computer. Customized documents can be created and
then related to each closing file.

Objective

The objective of this lesson is to show you how to select documents, edit the deed, and
print multiple documents.

Selecting Documents

What You Do Comments
=) _ The Closing Document Selection

1. &= On the main toolbar, window is displayed, with previously selected
click the Documents gocuments listed for your file.
button.

2. On the Closing The Master Document Selection window
Document Selection is displayed. The Classification box
window, click New. defaults to All and the Type defaults to All.

3. Select Bill of Sale. This is one of the documents you want to

bring into your file.
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What You Do Comments

4. Press and hold the Ctrl key All four document titles are highlighted.
and select Continuous Master Documents Selected: 4 is
Marriage Aff displayed in the bottom right corner. NOTE:
Spouses, FL Warranty Holding the Shift key will allow you to select
Deed (Statutory Form), arange of documents.
and Liens Aff - Non-

Identity.

5. Release the Ctrl key and The Master Document Selection window
click OK. is closed. Bill of Sale, Continuous
Marriage Aff - Spouses, FL Warranty
Deed (Statutory Form), and Liens Aff -
Non-ldentity have been added to the
Closing Document Selection list for your

file.

NOTE: When using the DoubleTime
Affidavits you should always open the
document and ensure that the correct Buyer
and or Seller have been associated with these
documents. If the parties are incorrect you

may make changes using the Replace
Field With Text button.
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What You Do Comments

NOTE: The Document Size column is used to help indicate documents with
possible embedded images. The document row will appear red if the document
is over 250kb.

Editing The Deed

What You Do Comments

1. Select FL Warranty
Deed (Statutory Form)
from the Closing
Document  Selection
window.

2. Click OK. The FL Warranty Deed (Statutory Form)
document is displayed. The gray-shaded areas
indicate information that is carried over from
other modules in DoubleTime, such as the
Closing File module.

3. |9 Click the View Field The gray-shaded areas now display the field
Names button on the name indicating where the information was
secondary toolbar. collected.
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What You Do Comments
m Document - Glenn To Thomas - FL Warranty Deed (Statutory Form)
JEml [Bmoa e[
=E|EEEE=E

|Nurma| ﬂ|TimesNewRumanﬂ|10 ﬂ B 7 g;||§§
|£|>---|---1---.---2---.---3--......

R

2

: Prepared by and return to:

- {Prepared By Individual Name}

* {Prepared By Individual Title}

" {Prepared By Company Name}

— {Prepared By Company Address 1} {Prepared By Company Address 1}
- {Prepared By Company Address 3}

* {Prepared By Company Phone}

_| File Number: {Closing File Number}

Will Call No.: {Will Call Number}

Parcel Identification No. {PIN}

[pace Abovs Thiz Linz For Racording Data]

Warranty Deed

(STATUTORY FORM - SECTICR 685.02,F5.)

. This Indenture made this {Closing Date Day} day of {Closing Date Month}. {Closing Date Year} between {Grantor}
. whose post office addressis {Seller Address} of the County of {Grantor County}. State of {Grantor State}. grantor®, and
- {Grantee} whose post office addressis {Buyer Address} of the County of {Grantee County}. State of {Grantee State}.
T grantee®,

= Witnesseth that said grantor, for and in consideration of the sum of TEN AND NO/100 DOLLARS (510.00) and other
" good and valuable considerations to said grantor in hand paid by said grantee, the receipt whereof is hereby acknowledged,
_ has granted, bargained, and sold to the said grantee, and grantee's heirs and assigns forever, the following described land,
- | situate. lying and being in {Property County}, {Property State}. to-wit:

4. Place the cursor to the left

of Will Call No.:

5. Left click and hold, then This will select the line you want to remove.

drag the mouse and
highlight to the end of
{Will Call Number}.

6. Press the Delete key This will delete the teXt, the variable fleld, and

twice.

7. Place the cursor after the
{Deed Clause} field and
press the Enter key twice.
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the additional space.

The cursor is aligned with the indented left
margin, where you will insert a clause.
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What You Do Comments

8. |&4] Click the View Field The gray-shaded areas now display the actual
Names button on the text that will appear in the printed deed. The
secondary toolbar. cursor remains in the spot it was, which is

immediately below the “Subject to” language
we added to the deed in the Conveyance
module.

E Document - Glenn To Thomas - FL Warranty Deed (Statutory Form)
HEs@|[o > [ 88| ® 6l 6] 9 [ -]
|Nurrna| ﬂ |TimesNew Roman ﬂ|10 ﬂ E_{ Uk | = = == -

@---E---1 ------- 2 3o T :541

. Prepared by and refum to:

- Richard P. Bruce

- Attorney at Law

"~ Richard P. Bruce, Esq.

— 5955T. G. Lee Blvd.

- Orlando, FL 32828

© 407-555-5000

_ | File Number: Glenn To Thomas

Parcel Identification No. 14-23-27-8226-00040
[Space Above This Line For Recording Data]

Warranty Deed

(STATUTORY FORM - SECTION 685.02,F3.)

= This Indenture made this 17th day of March, 2018 between Peter R. Glenn and Linda Glenn, hushand and wife
" whose post office addressis 4728 Church Street, Chicago, IL 60643 of the County of Cook, State of Illineis, grantor*, and
. | Susan 5. Thomas, a single woman whose post office addressis 15outhern Place, Orlando, FL 32828 of the County of
- Orange, State of Florida, grantee®,

. Witnesseth that said grantor, for and in consideration of the sum of TEN AND NO/100 DOLLARS (510.00) and other

= zood and valuable considerations to said grantor in hand paid by said grantee, the receipt whereof is hereby acknowledged,

" has granted bargained, and sold to the said grantee, and grantee's heirs and assigns forever, the following described land,
situate, lying and being in Orange County. Florida. to-wit:

Lot 4, Southern Acres Subdivision, according to the Plat thereof, recorded in Plat Book 31, Page 68,
of the Public Records of Orange County, Florida.

Subject to taxes for 2018 and subsequent years; covenants, conditions, restrictions, easements,
reservations and limitations of record, if any.

and said grantor does hereby fully warrant the title to said land and will defend the same againstlawful claims of all persons

9. [2] On the secondary The Clause Library window is displayed.
toolbar, click the Clause All is the Clause Type and All Clauses is
Library button. selected.

10. Click the Clause Type Thedisplay is limited to deed clauses.
box and select Deed.

11. In the Search window field, The Non-Homestead clause is displayed and
type Non-H. automatically selected.
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What You Do Comments

12. Click OK. The Clause Library window is closed and
the Document window is redisplayed. The
Non-Homestead clause is added to the
document.

E Document - Glenn To Thomas - FL Warranty Deed (Statutory Form)

e mfe [ A® 0 a [l ]

|Nurrr|a| ﬂ ‘T\mesNew Roman ﬂ |1U ﬂ E] o X | i= 1= HE 45

|§|‘--E---1 ------- 2 R 5 w-d---l

. Prepared by and retum to:

- Richard P. Bruce

- Attorney at Law

" Richard P. Bruce, Esq.

— 5955T. G. Lee Blvd.

Orlando, FL. 32828
407-555-5000

File Number: Glenn To Thomas

Parcel Identification No. 14-23-27-8226-00040

[Spacs Above This Line For Recording Datz]

Warranty Deed

(STATUTORY FORM - SECTION 680.02, F£8.)

2 This Indenture made this 17th day of March, 2018 berween Peter R. Glenn and Linda Glenn, husband and wife
" whose post office addressis 4728 Church Street, Chicago, IL 60642 of the County of Cook. State of Illineis, grantor*, and
.| Susan S. Thomas, a single woman whose post office address is 1Southern Place, Orlando, FL 32828 of the County of
- | Orange, State of Florida, grantee*,

| Witnesseth that said grantor, for and in consideration of the sum of TEN AND NO/100 DOLLARS ($10.00) and other
=< good and valuable considerations to said grantor in hand paid by said grantee, the receipt whereof is hereby acknowledged,
has granted bargained. and sold to the said grantee. and grantee's heirs and assigns forever. the following desaibed land.
situate, lying and being in Orange County, Florida, to-wit

Lot 4, Southern Acres Subdivision, according to the Plat thereof, recorded in Plat Book 31, Page 68,
of the Public Records of Orange County, Florida.

Subject to taxes for 2018 and subsequent years; covenants, conditions, restrictions, easements,
° reservations and limitations of record, if any.
- Grantor warrants that at the time of this convevance, the subject property is not the Granmtor's
- homestead within the meaning set forth in the constitution of the state of Florida, nor isit contiguous
- to or a part of homestead property. Grantor's residence and homestead addressis: **%,

- and said grantor does hereby fully warrant the title to said land, and will defend the same againstlawful claims of all persons
U whomsoever.

13. Replace the asterisks in the  NOTE: The clause added to the deed from
clause on the deed with within the Documents module is not in gray
4728  Church  Street, pecause it is not populated to the deed via a
Chicago, lllinois 60643. field variable. In contrast, the “subject to”

clause which was added to the deed in the
Conveyance module is in gray because it is
populated to the deed via the field variable.
Confirm this by clicking the View Field
Names button on the secondary toolbar.
When you do that, the non-homestead clause
remains visible, but the “subject to” clause
is replaced by the Field Name for the
variable.
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What You Do

Comments

E Document - Glenn To Thomas - FL Warranty

Deed (Statutory Form)

LB E|elc |8 T

|1uu% v|

ﬂ | Times ﬂ

|N0rmal

New Roman | 10

c1

= SR 2

" | Prepared by and retum to:
Richard P. Bruce

Attorney at Law

Richard P. Bruce, Esq.

59855 T. G. Lee Blvd.

Orlando, FL 32828

© 407-555-5000

_ File Number: Glenn To Thomas

Parcel Identification No. 14-23-27-8226 00040

B rux|

E

3 4

[Spacs Above This Line For Recording Data]

" | whosepostoffice addressis 4728 Church

Orange. State of Florida, grantee®,

situate. lying and being in Orange County.

and said grantor does hereby fully warrant

This Indenture made this 17th day of March, 2018 between Peter R. Glenn and Linda Glenn, husband and wife

Susan 5. Thomas, a single woman whose post office address is 15onthern Place, Orlando, FL: 32828 of the County of

Witnesseth that szid zrantor, for and in consideration of the sum of TEN AND NO/100 DOLLARS (510.00) and other
good and valuable considerations to said grantor in hand paid by said grantee, the receipt whereof is hereby acknowledged,
* | has granted bargained. and sold to the said grantee, and grantee's heirs and assigns forever, the following described land,

Lot 4, Southern Acres Subdivision, according to the Plat thereof, recorded in Plat Book 31, Page 68,

the meaning set forth in the constitution of the state of Florida, nor is it contiguous to or a part of homestead

i of the Public Records of Orange County, Florida.
? Subject to taxes for 2018 and
reservations and limitations of record, if any.
j Grantor warrants that at the time o
o

property. Grantor's residence and homestead addressis: 4728 Church Street, Chicago, Illinois 60643,

Warranty Deed

(STATUTORY FORM - SECTICE 685.02.F 8.)

Street, Chicago, IL 60643 of the County of Cook, State of Illinois, grantor*, and

Florida, to-wit:

subsequent years; covenants, conditions, restrictions, easements,

f this conveyance, the subject property isnot the Grantor's homestead within

the title to saidland, and will defend the same againstlawful claims of all persons

Customizing The Notary Information - Buyer And Seller

What You Do

1. On the secondary

toolbar, click the
Signature/Notary
button.

Training Workbook: August 2018

Comments

The Signature and Notary Block window is
displayed. This tree-view format is accessible
from both the Closing File and Documents
modules. The Sellers option is currently
selected.
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What You Do Comments

2. Click -Susan S. Thomas The number of witnesses, Two Per
under Signatory. Signatory, and Signatory field are displayed.
All Documents is the default, and a Title can

be selected.
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What You Do

3. Click + Buyer
Notary Block.

4. Click on

Susan

under

S.

Thomas within Buyer
Notary Block.

5. Click the Notary Title
box and select Notary
Public, State of Florida.

6. Click the Notary Name

box and
Cullum.

7. Click the
Date box
03272021.

Training Workbook: August 2018

select

Beth

Expiration

and

type

Comments
Susan S. Thomas is displayed.

The Notary Format for Susan S. Thomas
is displayed. Individual is the default Notary
Format.

The Notary Public, State of Florida title is
displayed under the notary signature line. Note:
To see how it will appear, click the Preview
button, and use the scroll bar (if necessary) to
view the notary box information.

This is the name of the person notarizing the
documents. Beth Cullum is displayed on the
Printed Name line in the notary box. Beth’s
name was added as an employee for Richard P.
Bruce, Esg. in the Contacts module. NOTE:
To see how it will appear, click the Preview
button, and use the scroll bar (if necessary) to
view the notary box information.

This is the date the notary commission expires
for Beth Cullum.
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What You Do Comments
8. Click Preview. The Notary Preview is displayed.

9. Click Preview Off.

10. Click + Sellers under Peter R. Glennand Linda Glenn are displayed.
Notary Block.

11. Click on Peter R. Glenn The Notary Format for Peter R. Glenn and
and Linda Glenn under Linda Glenn is displayed. Individual is the
Sellers. default setting for Notary Format.
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What You Do

12. Click the Notary Title
box and select Notary
Public, State of Florida.

13. Click the Notary Name
box and select Beth
Cullum.

Training Workbook: August 2018

Comments

The Notary Public, State of Florida title is
displayed under the notary signature line.
NOTE: To see how it will appear, click the
Preview button, and use the scroll bar (if
necessary) to view the notary box information.

This is the name of the person notarizing the
documents. Beth Cullum is displayed on the
Printed Name line in the notary box. Beth’s
name was added as an employee for Richard P.
Bruce, Esg. in the Contacts module.
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What You Do Comments

14.Click the Expiration This is the date the notary commission expires

Date box and type forBeth Cullum.
03272021.
NOTE: If your transaction involves a mail-
away, the notary information for an out of state
party should be set as follows:
* Proof of Identification: Select None
« State of: Select the appropriate state
» County of: Leave name of county blank
* Notary Title: Select Notary Public, State
of
* Notary Name: Leave blank
» Expiration Date: Leave blank
* Produced ID: Remove check mark
» Day: Delete date

15. Click Preview. The Notary Preview is displayed.

16. Click Preview Off. The Signature and Notary Block is
displayed.

17. Click OK. The Closing File module is redisplayed with
the Seller tab open.
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Try This - Create a Custom Document using the Save As > New Master feature

What You Do Comments

1. Ensure your cursor is in the Ensure that you do not highlight the field.
middle of the text field for
the “Subject to taxes”
language.

IWitnesseth that said grantor, for and in consideration of the sum of TEN AND NO/100 DOLLARS (510.00) and other
zood and valuable considerations to said grantor in hand paid by said grantee, the receipt whereof is hereby acknowledged,
[has granted bargained, and sold to the said grantee, and grantee's heirs and assigns forever. the following described land,
situate, lying and being in Orange County, Florida, to-wit:

Lot 4, Southern Acres Subdivision, according to the Plat thereof, recorded in Plat Book 31, Page 68,
of the Public Records of Orange County, Florida.

Subject to taxes for 2018 and subsequent vears; covenants, conditions, restrictions, easements,
reservations and limitations of record, if any.

Grantor warrants that at the time of this conveyance, the subject property isnot the Grantor’'s homestead within
the meaning set forth in the constitution of the state of Florida, nor is it contiguous to or a part of homestead
property. Grantor's residence and homestead addressis: 4728 Church Street, Chicago, lllinois 60643

The merge fields are displayed in grey and
=/ On the secondary aytomatically populate data from other
toolbar, click the Replace g4 es. Simply use your mouse and click
Field with Text button. anywhere in the gray area and then select the
Replace Field with Text button.

The merge field will be released and you are
free to manually make changes and save
changes for this document.

But remember, any changes made at this
location will only change this one document.

Witnesseth that said grantor, for and in consideration of the sum of TEN AND NO/100 DOLLARS (510.00) and other
zood and valuable considerations to said grantor in hand paid by said grantee, the receipt whereof is hereby acknowledgzed,
has granted bargained, and sold to the said grantee, and grantee's heirs and assigns forever. the following described land,
situate, Iying and being in Orange County. Florida. to-wit:

Lot 4, Southern Acres Subdivision, according to the Plat thereof, recorded in Plat Book 31, Page 68,
of the Public Records of Orange County, Florida.

Subject to taxes for 2018 and subsequent vears; covemants, conditions, restrictions, easements,
reservations and limitations of record, if any.

Grantor warrants that at the time of this conveyance, the subject property isnot the Grantor's homestead within
the meaning set forth in the constitution of the state of Florida, nor is it contiguous to or a part of homestead
property. Grantor's residence and homestead addressis: 4728 Church Street, Chicago, lllinois 60643

3. On the main too'bar’ click The Save As New Master window is

File > Save As > New displayed.
Master.
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What You Do Comments

4. Type New Warranty Thisis the name of the custom document you

Deed in the Custom Will be creating.
Document Name box.

5. Click OK. The Save As New Master window is
closed and the original FL Warranty Deed
(Statutory Form) window is displayed. Your
edits are still there and the New Warranty
Deed document you created has been saved
as a master document.

Saving The Edited Deed

What You Do Comments
& The Save changes dialog window will
L On the secondary (gjsplayed if any changes have been made. If
toolbar, click the Open n, changes have been made the Closing
Document button. Document Selection window is displayed.
2. Click Yes. The document changes are saved for this file

and the Closing Document Selection
window is displayed.
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Printing Multiple Documents

What You Do Comments

1. Select Bill of Sale. Press All six document titles are highlighted with
and hold the CTRL key Documents Selected: 6 displayed in the

and clic
Addend

k to select CD bottom right corner.
um B -

Customary Recitals,
Continuous Marriage
Aff - Spouses, FL
Warranty Deed
(Statutory Form),
Florida Insurance

Premium Disclosure,
and Liens Aff - Non-

Identity.
2. Click Print. The Print Documents window is displayed
and the selected documents are printed. The
Closing Document Selection window is
redisplayed.
3. Click Cancel. The Document module is closed.

Buttons Available

Button

[

Training Workbook: August 2018

In The Documents Module

Description

Open Document allows you to select a different
document by opening the Closing Document Selection
window.
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Page 210

Button

(&l

]

[©) [«

A
o

FIELD
LIST

Description

Save Document retains the document and any
changes.

Print Document prints the open document. You can
specify the number of copies, the page range, and
collation.

Print Preview displays a preview of the document as
it will appear when printed, including the paper size,
margins, and a view of multiple pages. Click the
Preview button again or click the Edit button to
return to the Documents window.

Refresh Document redisplays the document after
you have added or changed data.

Cut copies the current selection to the Clipboard and
then deletes the selected text.

Copy copies the current selection to the Clipboard.
Does not delete the selected text.

Paste pastes the contents of the Clipboard into the
current document.

Undo Edits reverses the last action. For example, if
you deleted text, then Undo Edits will restore it. If you
inserted text, then Undo Edits will remove it.

Spell Check checks the spelling in the open
document.

Signature/Notary allows you to create signature
blocks and change notary information.

Insert Degree Symbol allows you to insert a degree
symbol in to a legal description

Clause Library allows you to select and insert
clauses using the Select Clause Library window.

Insert Field displays a list of data fields from which
to choose to add to the open document.

Replace Field with Text converts a variable field to
plain text.
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Button Description

@ View Field Names displays the content name of the
variable fields. Click the button again to display the
text associated with the variable fields.

o Custom Variable Data allows you to view and edit
data for custom variables.

e Set Document Options allows a new description
;
(document name) and paper size (letter or legal) to be
entered.
o Close Documents Module closes the

Documents module.

Buttons Available On Formatting Toolbar

Button Description
IE Cut copies the current selection to the Clipboard and
then deletes the selected text.

Copy copies the current selection to the Clipboard.
Does not delete the selected text.

EI Paste pastes the contents of the Clipboard into the
current document.

Undo Edits reverses the last action. For example, if
K7 o .
you deleted text, then Undo Edits will restore it. If you
inserted text, then Undo Edits will remove it.
P Redo Edits repeats the last action. For example, if

you deleted text, then Redo Edits will repeat it.

Find allows searching of a word in a document.

=]

o) Insert Date/Time allows you to insert the current
date and time into your document.
] Insert Page Number allows you to insert the
current page number into your document.
£l Insert Page Count allows you to insert the current
page count into your document.
Moo% <] Zoom allows you to reduce or enlarge the displayed

page.
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Button Description

Style allows you to apply formatting changes to your
text.

Normal =

Font list. Click the Font drop down list to select a

|Times MNew Roman j
font for the selected text.

Font size list. Click the Font Size drop down list to
type or select a font size for the selected text.

=
1

Bold. Click the Bold button to change the selected
text to bold, or to remove bold from the selected text.

=]

Italic. Click the Italic button to change the selected
text to italic, or to remove italic from the selected text.

[~

Underline. Click the Underline button to change
the selected text to underlined, or to remove underline
from the selected text.

=]

Strike-through. Click the Strike-through button
to add a line to the selected text. You can also use the
button to remove a line from selected text.

Align Left. Click the Align Left button to align the
selected paragraphs or paragraph with the left margin.

]

Align Center. Click the Align Center button to
center the selected text.

Align Right. Click the Align Right button to align
the selected paragraphs or paragraph with the right
margin.

Justify. Click the Justify button to align selected
text to both the left and right margins.

Numbering. Click the Numbering button to add
numbers to your paragraphs. Select Format >
Bullets and Numbering from the menu bar to
select a variety of numbering schemes.

— Bullets. Click the Bullets button to add bullets to

]E' your paragraphs. Select Format > Bullets and
Numbering from the menu bar to select a variety of
bullet styles.

Increase Indent. Click the Increase Indent button
to move text to the right for a specific line.

b
i
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Button Description

Decrease Indent. Click the Decrease Indent
button to move text to the left for a specific line.

Aea
iUl ||

Hanging Indent. Click the Hanging Indent button
to position a hanging line of text.

Insert Table. Click the Insert Table button to insert
a table into a document.

Tips

1. An alternate way to open the Documents module is to select Modules
from the menu bar and choose Documents. You can also use the shortcut,
Ctrl+D from any window.

2. To view a document, select the document from the Closing Document
Selection window and click OK.

3. V] use the Spell Check button on the secondary toolbar to check the
spelling of a displayed document.

4. The Signature/Notary button allows you to select the number of
witnesses for each signatory or signature block on documents, as well as the
ability to select witness names. Notary format can also be established and
previewed.

5. Use the selections available in the Insert menu to insert page breaks and
page numbers.

6. Use the Edit menu to add custom variables, notary information, and headers
and footers.

7. Use the Format menu to format fonts, paragraphs, and tabs.

8. To prevent changes from being made to the open document, select Protect
Document (Read Only) in the Tools menu.

9. An alternate way to select text for editing is to press and hold the SHIFT key
and use the arrow keys. You can also press and hold the SHIFT key and
press the END key to select text from the cursor position to the end of the
line.
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10. Custom documents can be altered and saved when the custom document is
currently opened within the Documents module. To save the changes to the
master custom document, select File, Save As, Existing Master or New
Master.

11. A single or multiple document can be emailed by choosing eSolutions,
Email. The email feature only utilizes Outlook or Outlook Express.
Multiple documents can be selected and emailed on the Closing
Document Selection window by clicking the Email button. NOTE: If
you are not using Outlook or Outlook Express, documents can be saved to
your computer and then attached to messages using your email software.

12. Documents can be faxed by selecting File, Print, Properties, and
selecting the currently installed fax program on your personal computer.

13. An alternate way to open Clause Library is to press Ctrl + L.
14. Use Tools > Regenerate Document to restore a changed document.

15. If you associate more than one document that has the same document
description name with your file, you can use the options button in the
Closing Document Selection window to rename the document for that
file only. ie: Title Affidavit (Buyer) Susan

FIELD|

16. I®=] Variable (merge fields) can be inserted into documents by using the
Insert Field button.

]

17. The Replace Field with Text button allows you to stop the merging
of data into a merge field.

18. You can open a custom document you have created from the Closing
Documents Selection window by clicking the New button to open the
Master Documents Selection window. In the Type area, select
Custom to display only your custom documents.

19. Use the Document Size column in the Closing Document Selection
window in the Documents module to help indicate documents with
possible embedded images. The document row will appear red if the
document is over 250kb. The Documents/Templates with Picture
Images report in the Reports module shows a list of documents and
templates with embedded and linked images. This will assist users to
determine what documents or templates should be changed to linked images.
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20. When saving a document and to utilize the Save-As feature, follow these
steps. While in the desired document, click on File > Save-As >
Document Image... A window will appear and the Save-in: location
will default to the location you selected in User Preferences.

Frequently Asked Questions

Question

1. How do | print documents
from the Documents
module?

2. How do | create and save a
document as a custom
master document?

3. How do | print a
commitment and policies?

4, How do | add new
documents into the
Closing Document
Selection window for my
closing file?

Training Workbook: August 2018

Answer

Select the document in the Closing
Document Selection window and click
Print. To print more than one document at a
time, press Ctrl key and select all the
documents you want to print. Click Print.

You can create and save custom master

documents  (user-defined templates) in
Preferences, Document
Customization. In the Documents

module, select File, Save As, New Master.
When the Save as New Master window is
displayed, type a template name and click
OK.

Open the Documents module, select the
commitment, and click Print. If the
commitment is not available as a selection,
open the commitment in the Title
Insurance/Commitment module. Click the
Save button before you return to the
Documents module

Open the Documents module. When the
Closing Document Selection window is
displayed, click New. Select the document(s),
such as the warranty deed and other
documents needed for the file, and click OK.
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Question Answer

5. Why don’t buyers and There are two possible reasons:
sellers display on the © You haven’t added text in the Name(s)
commitment? with Status box of the Closing File mod-
ule for the buyers or sellers. Open the Clos-
ing File module and select the Buyer or
Seller tabs. Click the Insert Name Clause
button to add text for the buyers/sellers to
these boxes and save. Return to the Title
Insurance - Commitment module and
click the Build Clause button.
* You opened the commitment before you
filled in the Name(s) with Status boxes.
Click the Owner tab in the commitment.
Then click the Build Clause button.

6. Why isn’t the document | Here are some possible reasons:

want to print listed in the * You haven’t created it. Commitments and

Documents module? policies need to be opened in the Commit-
ment or Policy modules before they can be
selected and printed in the Documents mod-
ule.
» These documents are not printed from the
Documents module. The Settlement
Statement forms and 1099°s are printed
from the Settlement Statements, and
1099-S modules, respectively.
» The document you want to print is an
endorsement to the FUND 06 Mortgagee
Policy (MF6) and was automatically checked
off in the Commitment or Policy module
and will show as an issued endorsement on
Schedule A of the issued policy.
* The particular document you want probably
isn’t included with DoubleTime. Title Docu-
ments that are automatically included in Dou-
bleTime are Old Republic National Title
Insurance Company commitment and policy
master documents, not those of other insurers.
However, if you select a different underwriter
in the Closing File, that name will be
reflected on the Commitment, Policy, and
Endorsement forms that are included in the
DoubleTime database.
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Question Answer
7. What document contains The Closing Statement Addendum
language regarding document includes language for the
condominium and condominium and homeowner association
homeowners’ association dues, as well as Tax Re-Proration and
dues? Disbursement Authorization language. The

language of these items may be modified for a
specific closing by an attorney, and then the
document can be saved as a custom document.
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Concept

Objective

=
=1
=]

1099-S Module

The 1099-S module is used to generate the IRS Form 1099-S, Proceeds From Real
Estate Transactions. This form reports to the Internal Revenue Service the sale or
exchange of reportable real estate for each closing file. The form may be sent
electronically to the IRS. The 1099-S module also has email functionality. When in
the 1099-S module, select eSolutions > Email from the menu bar to send a copy of
the form to the client. To electronically file your 1099-S forms, you must request a
Transmitter Control Code (TCC) from the IRS. Forms and publications may be
ordered by calling toll-free at 800-829-3676 or downloaded from the IRS website at
www.irs.gov. Electronic files are uploaded to the IRS via https://fire.irs.gov/

NOTE: If you have any questions on electronic or magnetic media filing, you should
contact the Electronic Product and Services Support, Information Reporting Branch as
follows:

Customer Service Section

M - F 8:30 a.m. to 4:30 p.m. EST
Phone: 866-455-7438

TDD: 304-579-4827

The objective of this lesson is to show you how to verify the information on the
1099-S Form Copy B For Transferor and print Copy B and Copy C (Filer). You will
also learn how to create an electronic record of the 1099-S form for a closing file. You
will also learn how to delete a previously filed electronic record.

Viewing And Printing The 1099-S Record

Page 218

What You Do Comments

1. L2 on the main toolbar, A summary of the 1099-S information is

click the 1099-S button.  displayed. Scroll right to view the entire
summary. The Print and Send IRS boxes are
automatically selected.
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What You Do

1]
8

toolbar,
Record button.

Comments

On the secondary The 1099-S Copy B For Transferor is
click the View displayed. NOTE: Although the 1099-S form

is populated with information from the other
DoubleTime modules, all fields on the 1099-S
form are editable directly in the 1099-S

module.

NOTE: This step is necessary
record for reporting.

NOTE: You can also access this

to create a

window by

double clicking anywhere on the highlighted

blue line.

m 1099-5 - Glenn To Thomas - Active Closing File

[ woin: [] CORRECTED (if checked)
FILER'S wn, state or province, country, ZIF Diate of chosing OMB Mo. 1545-0557
or fioe sta =
Richard P. Bruce, Esq. paTz01E Proceeds From Real
5055
Ejg:i-a;dTu ?#tezzael,;: 2 Gross proceeds 201 8 Estate Transactions
(407) 555-5000 $ 225 ,000.00 Form 1099-5
FILER'S TIN TRANSFEROR'S TIN 3 Address (Including oy, stabe, and ZIP code) or legal description CDD‘]’ B
59-2248736 017-32-5648 1Sguthern Place Orlando, FL 32828 For Transferor
TRAMSFEROR'S nams )
Peter R. Glenn
Linda Glenn
Strest address {inciud ng apt. no.j 4
4728 Church Street
City or town, state or province, country, and ZIF or forsign postal code

Chicago, IL 60643

Account number (s=2 instn

Glenn To Thomas o g part of real estate tax
Form 1099-5 (keep for your records) a0 Department of the Treasury - Intemal Revenus Servics
3. Click the -ﬂ Edit The Closing Agent Information window

Agents button on
secondary toolbar

Training Workbook: August 2018

the opens. This window allows changes to the

agent’s name, address, phone number and TIN

number.

NOTE: You can also access this

window by

double clicking anywhere on the FILER’S
Name or FILER’S FIN fields on the 1099-S

form (which appear in light grey).
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What You Do Comments

4. Click OK to save changes
and exit, or click Cancel
to exit without saving.

5. Double click on the dollar The 1099'Buyer’s Real Estate Tax
amount in box 6 Buyer’s Wwindow opens allowing changes to be made.
part of real estate tax.
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What You Do

Click OK to save changes
and exit, or click Cancel
to exit without saving.

Click the Use Legal
button on the secondary
toolbar.

=J| On the secondary
toolbar, click the Print
button.

. Select Both Copies from
the Print What drop down
list.

10. Click OK

Training Workbook: August 2018

Comments

The legal description for the property is
displayed in box 3 Address or legal
description. Click the button again to
redisplay the address. NOTE: The button’s
appearance changes when the box contains a
legal description rather than the address.

The Print Options window opens. Current
Record and Copy B - For Transferor are
automatically selected.

Both Copy B - For Transferor and Copy C -
For Filer print.
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Emailing A 1099-S Electronic Record

What You Do Comments
1. Select eSolutions > The e-Mail - 1099S window opens. Copy
Email on the menu bar. B-Transferor is automatically selected.

2. Click the check box(es) to
select or deselect copies to

be emailed.
3. Click OK The EMail Properties window opens.
4. Click the To... button. The Address Book window opens.

5. Select name(s) to receive
the 1099 forms.
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What You Do
6. Click OK

7. Type a message in the
Message: box, if needed.

8. Click Send

9. [®]click the Save button
on the secondary toolbar.

10. Click the View
Record button again to
close the record and return
to the summary screen.

11. Scroll right to view the
Last Print Date and Last
Update Date fields.

Comments
The Address Book window closes.

You may also edit the Subject: box by
clicking in the box and typing additional text.

The form is sent and the EMail Properties
window closes.

This saves changes to the 1099-S form and
also updates the Last Print Date and Last
Update Date fields with the current date.

[ 10995 - Glenn To Thomas - Active Closing File

send  Ciosing File Seller Two
¢ Print RS Humber Name Name

Seller One

Glenn To Thomas Peter R Glenn

Gross pro
Gross pro

‘Southern Acres Subdivision

Summary Information

Froperty Gross
Name

500 0372018  O7AT/201812:11:40  07N7/2018 12:13:0§

records, $225,000.00
'$225,000.00

Procesds

accurately $0.00

12. On the secondary

toolbar, click the Close
button.
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The 1099-S module is closed.
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Creating A File For Electronic Transmission

Page 224

What You Do

1. Select Modules > 1099-
S > Year End
Maintenance from the
menu bar.

2. [=Z1 Click the Change
Year button.

3. Select the desired year, and
click OK.

4. Click the check boxes in
the Send IRS column to
select or deselect records
for submission.

Comments

The 1099-S - Tax Year window is displayed,
with all 1099-S files in DoubleTime for the
current year.

The 1099-Change Year window displays.

The record(s) for the selected year are
displayed.

Records that do not have the Send IRS box
checked will not be included in this 1099-S
transmission file.

E 1099-S - Tax Year 2001 - Year End Maintenance
Send Closing Clasing File Seller One Seller Two

t |Print IRS Agent Number Name MName

' Richard P. Bruce, Esq. 01-0003 Zachariah Hampton

' Richard P. Bruce, Esq. 01-0004 Scott Pugmasters Pamela Pugmasters

' Richard P. Bruce, Esq. 01-0005 Michael Fosters Jeanette Fosters

' Richard P. Bruce, Esq. 01-0006 Damien Spagetman Elizabeth Spagetman
Richard P. Bruce, Esq. 01-0008 Mark P. Phillips Deborah A. Phillips
Richard P. Bruce, Esq. 02-0110 Mark P. Phillips Deborah A Phillips

' Richard P. Bruce, Esq. 02-0114 Scott Pugmasters Pamela Pugmasters
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What You Do Comments

NOTE: When an exclamation point displays
in the first column for an individual record, it
is an alert that some information is missing
from the record.

5. Click an exclamation mark
to view a list of the missing
information.

6. Click OK to close the Any changes must be made and saved in the
window. appropriate module before returning to the
Year End Maintenance module for

electronic submission.

NOTE: You may run a 1099-S report from
the Reports module on the main menu. The
report can help identify files which are
missing information.
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Page 226

What You Do Comments
E 1099-S - Tax Year 2001 - Year End Maintenance EI@
Send Closing Closing File Seller One Seller Two Property
+ Print RS Agent Number Name Name Name
! Richard P. Bruce, Esq. 01-0003 Zachariah Hampton
|3 Richard P. Bruce, Esq. 01-0004 Scott Pugmasters Pamela Pugmasters
! Richard P. Bruce, Esq. 01-0005 Michael Fosters Jeanette Fosters
! Richard P. Bruce, Esq. 01-0006 Damien Spagetman Elizabeth Spagetman
Richard P. Bruce, Esq. 01-0008 Mark P. Phillips Deborah A Phillips Bryn Mawr Unit 8
Richard P. Bruce, Esq. 02-0110 Mark P. Phillips Deborah A Phillips Bryn Mawr Unit 8
! Richard P. Bruce, Esq. 02-0114 Scott Pugmasters Pamela Pugmasters
4| 1 3

Help Topic Links
Year End Maintenance 1099-S data file creation STEP-BY-STEP Instructions (Click Here

1099-5 Training Videos (Click Here)

eady

NOTE: Notice the two Help Topic Links. These links contain step by step
instructions to help you complete your 1099°s.

EFILE
7. [EE

On the secondary The 1099 - Electronic File Wizard

toolbar, click the Create window opens. The Electronic File Wizard

File button. will assist you in successfully creating an
electronic record or a file that can be sent in
stead of paper. NOTE: You must have a TCC
provided by the IRS in order to file 1099s
electronically.

DT Version: 8.1



1099-S Module

What You Do Comments

NOTE: Notice the Year End hyperlink. This link contain step by step
instructions that walk you through the entire Electronic Filing process.

8. Click Next.

9. Select the year for which Be sure to read the on-screen Special Note.

you are creating electronic
files.

10. Click the Next button.

11. Select Original and click The default is Original. To send a test file to
Next. the IRS, select the Test button. To send a
replacement file to the IRS, select the

Replacement button.

12. Select Richard P. Bruce, The closing agent(s) defaults to Richard P.
Esq. and click Next. Bruce, Esqg. You can select another listed
closing agent for the year end filing.

13. Select Richard P. Bruce, The Transmitter listed defaults to Richard
Esq. and click Next. P. Bruce, Esq. If a Transmitter is not
listed, select Other.

14. Type (your name) in the A Contact Name must be entered to

Contact Name box and continue.
click Next.
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Page 228

What You Do

NOTE: If missing or invalid
data is found, a message is
displayed once Next is
clicked. Click the Print
button to receive the 1099-S
Record Validation Report
for the listing of missing or
invalid data. You will need to
make corrections in the
appropriate module and submit
the file electronically again.

Comments
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What You Do Comments
15. Click the Next button. DoubleTime will automatically save the
electronic file in the DoubleTime folder on
your computer and name it

IRSTAX (selected year). Click Browse
to save in a different folder.

16. Click the Next button. The electronic file is completed.

17. Click the Print button. The 1099-S Electronic File Summary
Report is printed.

18. Click the Finish button. The 1099-S - Tax Year window is closed.

19. %] on the secondary The 1099-S Year End Maintenance
toolbar, click the Close module is closed.
button.
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Deleting A 1099-S Electronic Record

Page 230

What You Do

. Select Modules > 1099-

S > Year End
Maintenance from the
menu bar.

=] Click the Change
Year button

. Select the desired year, and

click OK.

. Select the 1099-S record

you want to delete.

X On the secondary
toolbar, click the Delete
button.

i

H| on the secondary
toolbar, click the Save
button.

On the secondary

toolbar, click the Close
button.

Comments

The 1099-S window is displayed, with all the
1099-S files in DoubleTime for the current
year.

The 1099-Change Year window displays.

The record(s) for the selected year are
displayed.

The selected file will not be reported to the
IRS.

The selected file’s Electronic 1099-S
Record is deleted from DoubleTime.

The changes are saved.

The Year End Maintenance module is
closed.
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Tips

1. To print a blank 1099-S form, choose Blank Form from the Record
Range section on the Print Options window.

2. |E click Edit Agents on the secondary toolbar to change or edit the

filing agent.

3. = To view 1099s for a previous year, click Change Year on the
secondary toolbar.

4. <] 1o create separate 1099’s for multiple sellers, click Insert on the
secondary toolbar. A separate 1099 can then be issued for each party.

5. In the Documents module, a Certificate in Lieu of 1099-S is available
for use when appropriate.

6. It is possible to create 1099-S records for transaction files that were not
opened in DoubleTime. To do so, choose 1099-S > Year End
Maintenance from the menu bar. Click Insert on the secondary toolbar,
enter identifying information for the Closing File field, and then click the
Blank Form button. NOTE: Make sure you select the correct tax year
when creating the record. If you need to, click the Change Year button on
the secondary toolbar before creating the record.

Frequently Asked Questions

Question Answer

1. May | use the Settlement No. The Settlement Statement does not
Statement as a 1099 qualify as a 1099-S Substitute Statement
Substitute Statement? under IRS regulations. If a transaction

requires the filing of a Form 1099-S with the
IRS, the 1099-S module in DoubleTime may
be used to generate a form for the IRS as well
as the required copies for each transferor.

2. How do | get the TCC TO have a TCC assigned to you, complete and
(Transmitter Control submit IRS form 4419 Application for
Code)? Filing Information Returns

Magnetically/Electronically.
3. How do | Contact the IRS Phone: 1-800-TAX-FORM (1'800'829'3676)

if 1 have questions on the  \Website: www.irs.gov
4419 form?
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Question

4. How do | get a TCC
assigned quickly?

5. How do | contact the IRS if
I have questions on the
1099-S form?

Answer

Filing by fax is the fastest route to having a
TCC assigned. It takes approximately two
weeks from the time of filing by fax to having
the TCC assigned.

Fax the completed 4419 form to 1-877-477-
0572.

You may also mail completed forms to:
Internal Revenue Service

Information Reporting Program

230 Murall Drive

Kearneysville, WV 25430

NOTE: Form 4419 should be submitted to
IRS/ECC-MTB at least 30 days before the due
date of the returns for current year processing.

If you have questions about completing and
filing 1099-S forms, call the information
reporting customer service center at:

Toll Free: 1-866-455-7438

Local: 304-263-8700

TTY/TDD: 304-579-4827

Hours: M-F, 8:30 am - 4:30 pm, Eastern time

NOTE: All contact and filing information is from www.irs.gov.

Page 232

DT Version: 8.1



Policy Module

Concept

Objective

(=] ]
=

Policy Module

-

The Policy module is used to select information on the Owner’s and Mortgagee’s
policies. These consist of:

 Schedule A - the name of the insured, coverage amount, recording
information, and legal description

* Schedule B - exceptions

* Endorsements
Information from the Commitment module is copied to the Policy module. Old
Republic National Title Insurance Company/ATFS policy numbers can be assigned
electronically, and electronic payment can be made, when using the Electronic
Delivery process in the Premium Calculation (Rating) module. To use these
features “Electronic” must be displayed in the Policy No. field(s) of the Policy
module. The corresponding jackets will be available for printing in the Documents
module. For more information, please see On Demand Videos in DoubleTime
Help.

The objective of this lesson is to show you how to complete an Old Republic National
Title Insurance Company/ATFS Owner’s and Mortgagee policy and retrieve jackets
electronically. Policy numbers will be associated with this closing file.
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Preparing Owner’s Policy Information

What You Do Comments
LF] : . .
1. [ |On the main toolbar, The Title Insurance Policy module
click the Policy button. window is displayed. The Owner tab

includes FUND 06 Owner’s Policy (OF6)
in the Template box, the Amount of
Insurance, and Name of Insured, all of
which were selected in the Commitment
module. A check mark is displayed in the
Policy Required box. This selection carried
over from the Commitment module.
Electronic is displayed in the Policy No
box. NOTE: In the Policy module users will
be able to request policy jackets any time
during the closing process. The user will still
be responsible for submitting Final Policies or
hardcopies electronically. Access the Policy
module and click the Policy Jacket
Request button on the secondary toolbar.
Follow instructions on the eSolutions
Policy Jacket Request window.

NOTE: To find out more, select Help > On
Demand Videos from the main menu.

NOTE: To request Old Republic National
Title Insurance  Company/ATFS policy
numbers electronically, access the Premium
Calculation (Rating) module and select
eSolutions > Fund Forms > Electronic
Delivery from the main menu.
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What You Do Comments

m Title Insurance Policy - Glenn To Thomas

Owner IF{ecurd Deed ] Owner Except l Endorse Owner Mortgagee ] Record Mtg l Mtg Except ] Endorse Mig

Policy Required

Policy Type [Owner Policy (OF6) |
Templﬂt&|FuruD 06 Owners Policy (OFG) j Standard
5ignatu:|r5r|F{ichard P. Bruce j
Und&rwrﬂerlﬂld Republic National Title Insurance Company / ATFS ﬂ
Policy No. |Electronic |
Amount of Insurance | $225,000.00 Date of Policy | 00/00/00 at[00:00 AM  Issue Date| 03/17/18

Name of Insured [Susan 5. Thomas

2. Click the Date of Policy The Date of Policy for the 2006 ALTA
box and type 0317 Owner’s Policy is the recording date of the
(current year). deed. This method of determining the Date
of Policy affords the underwriter the
advantage of having the recording information
and of knowing what matters, if any, were
recorded in the gap. However, the Date of
Policy can be the date of disbursement of
proceeds. The ALTA 2006 policies were
drafted with the intent to permit policy
issuance at closing once disbursements are
completed. NOTE: The Date of Policy
field populates to the Date of Policy field on
Schedule A of the issued policies.
3. TAB to the next box and This is the time the deed was recorded in the

type 0242p. public records. NOTE: The Issue Date
defaults to the current date and can be

changed.
4. Click the Record Deed The Record Deed tab is displayed. The
tab. County defaults to Orange. The Recorded

box defaults to the Date of Policy entered in
the previous Owner tab and the Book Type
defaults to Official Records.
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What You Do

5. Type 20180006578 in the
Document No. field.

6. Click the Owner Except
tab.

Comments

This is the Clerk’s document number for the
deed which was recorded at the courthouse.
NOTE: The Clerk’s File Number or
Instrument Number are placed in the
Document No. box. Some counties use an
O.R. Book and Page.

The tab is displayed with the exceptions
carried over from the Commitment module.
Exceptions can be added, deleted, and edited
at this location. NOTE: Exception 1 - 6 are
Standard Exceptions and will print on policy.

E Title Insurance Policy - Glenn Te Thomas

Owner l Record Deed Owner Except IEndurse Orwener l Mortgagee ] Record Mtg l Mtg Except ] Endorse Mig

Text

7 |Restrictions, conditions, reservations, easements, and other matters contained on the Plat of SOUTHERMN ACRES
SUBDIVISION, as recorded in Plat Book 31, Page 88, Public Records of Orange County, Florida.

g |Use Agreement recerded March 11, 1993 in O.R. Book 4534, Page 4350, Public Records of Orange County, Florida.

of Orange County, Florida.

owvenants, conditions, and restrictions recorded July 12, 1993 in O.R. Book 4588, Page 1859, Public Records

NOTE: The Endorse Owner and Endorse
Mtg tabs are utilized to associate the
endorsement documents in the Documents
module. They are also used when issuing
General Endorsements on policies.

NOTE: Deleting Standard Exceptions

Users frequently delete one or more of the standard exceptions from a policy. The Fund’s
underwriting guidelines support this practice. In fact, in certain cases the deletion of standard
exceptions may even be required by law. (See Title Note: TN 25.03.07: Waiver of Standard
Exceptions.) Questions regarding the permissibility of deleting standard exceptions should be
directed to The Fund’s underwriting counsel. However, once it has been determined which exceptions
should be deleted, then the following three suggestions offer appropriate alternatives to accomplish

this in DoubleTime.
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* Add an additional exception stating that “Standard Exceptions <e.g. 2, 3, 4 and 5> are hereby
deleted” within the Policy module. You can add a user defined clause to the Clause Library to expe-
dite this process. These clauses can be added in the Owner’s Exception tab, or on the actual policy in
the Documents module, or

* Open the policy in the Documents module, highlight the exceptions to be deleted and use the
strike through font option, or

» Open the policy in the Documents module, highlight the exceptions to be deleted, and press the
Delete key. DoubleTime automatically renumbers the remaining exceptions.

Preparing Mortgagee Policy And Endorsements

What You Do Comments

1. Click the Mortgagee tab. The Lender, Policy Type, Amount of
Insurance, and Name of Insured were
selected in the Commitment module. The
Date of Policy and time were entered on the
Owner tab in the Policy module. NOTE: A
check mark is displayed in the Policy
Required box. This selection carried over
from the Commitment module.

If Electronic is displayed in the Policy No
box you will need to request Old Republic
National Title Insurance Company/ATFS
policy numbers electronically. NOTE: In the
Policy module users will be able to request
policy jackets any time during the closing
process. The user will still be responsible for
submitting Final Policies electronically or
mail hardcopies. Access the Policy module
and click the Policy Jacket Request
button on the secondary toolbar. Follow
instructions on the eSolutions Policy
Jacket Request window. Electronic serial
numbers are tracked automatically, and their
corresponding jackets can be printed in the
Documents module. NOTE: The Date of
Policy field contains the date which is
populated to the Date of Policy field on
Schedule A of the policies being issued.
NOTE: To do so, access the Premium
Calculation (Rating) module and select
eSolutions > Fund Forms > Electronic
Delivery from the main menu.
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What You Do Comments

E Title Insurance Policy - Glenn To Thomas

Owener l Record Deed ] Owner Except ] Endorse Owiner Mortgagee ‘Recurd Mtg ] Mtg Except | Endorse Kig
Lender Priority Loan Ameunt
Bank of Flerida 18t 5180,000.00 [R]

Policy Required

Policy Type | Mortgagee Policy (MFE} ]
Template |FUND 08 Mortgagee Policy (MFE) | Standard
Signatory |F{iu:hard P. Bruce j
Underwriter |ch| Republic National Title Insurance Company / ATFS ﬂ
Policy Mo |Eledrunic ﬂ
Amuuntuflnsuranc&l §180,000.00 Date of Policy | 031718 atl 0Z:4Z PN  Issue Datelm

Name of Insured |Bank of Florida, its successors andior assigns as their interests may appear

2. Click the Record Mtg The Lender is copied from the
tab. Commitment module. The Recorded date
defaults to the Date of Policy entered on the
Owner tab and the Book Type defaults to

Official Records.

3. Type 20180006580 in the This is the Clerk’s document number of the
Document No. field. mortgage which was recorded at the
courthouse. NOTE: The Clerk’s File Number
or Instrument Number are placed in the
Document No. box. Some counties use an

O.R. Book and Page.

4. |Mlon  the secondary The Mortgage Description is displayed as
toolbar, click the Build it will appear on the Mortgagee policy and as
Mortgage Description an exception on the Owner’s policy. NOTE:
button. (1) The title and function of this button

changes from tab to tab. Place the mouse
pointer over the button to display the title. (2)
If an assignment of mortgage is required,
select the Assignment box on the Lender
tab within the Loans module. This allows the
Loan Assignment option to display on the
Record Mtg tab of the Policy module.
Selecting this option builds the appropriate
assignment mortgage description.
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What You Do Comments

E Title Insurance Pelicy - Glenn Toe Thomas
Owner | Record Deed | Owner Except | Endorse Owner | Mortigagee ~ Record Mtg | Mtg Except | Endorse Mg

Lender Prigri Loan Amount

Bank of Florida | F180,000

Recordings and Re-recordings
County |Recurded| Document Mo. | Book Type | Book | Page |

|W - | 031718 [20180008580 | Official Records | |

Mortgage Description
WMortgage in the sum of 3180 000.00 from Susan 5. Thomas, a single woman te Bank of Florida dated 31720128
and recorded 3/17/2018 as Official Records Instrument Number 20180006580 of the Public Records of Orange

County, Florida.

5. Click the Mtg Except tab. Exceptions are carried over from the
Commitment module. Exceptions can be
added, deleted, and edited at this location.

m Title Insurance Policy - Glenn To Thomas
Owner | Record Deed | Owner Except | Endorge Owner | Mortgagee | Record Mtg ~ Mtg Except | Endorse Mtqg

Lender Prigri Loan Amount
Bank of Florida 1st $130,000
Text

Restrictions, conditions, reservations, easements, and other matters contained on the Plat of SOUTHERN ACRES
" |3UBDMVISION, as recorded in Plat Book 31, Page 82, Public Records of Orange County, Florida.

I 2 |UseAgreement recorded March 11, 1953 in O.R. Book 4534, Page 4350, Public Records of Orange County, Florida.

I 3 |Cowvenants, conditions, and restrictions recorded July 12, 1993 in O.R. Book 4588, Page 1859, Public Records of
Orange County, Flerida.
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What You Do Comments
6. Click the Endorse Mtg This tab shows the endorsements that have
tab. been selected in the Commitment module to

include with the Mortgagee Policy. The
endorsements listed on this tab are selected in
Schedule A, paragraph 6 of the Mortgagee
Policy. There are 11 endorsements approved
for issuance in this manner and will not print
out separately. To force the scheduled
endorsement to print out separately from the
policy, and remove the selection from
Schedule A, you must first deselect the Use
Master check box for the endorsement. If a
selected endorsement is not one of the 11
approved for incorporation by reference, there
will not be a Use Master check box next to
the endorsement. It will automatically print
out separately. NOTE: (1) Prior to accessing
the Premium Calculation (Rating)
module to electronically transmit the policies,
access the Documents module to view these
policies and make any changes. (2) There is
no separate Master Endorsement form for use
with the ALTA 06 forms. The Mortgagee
Policy Schedule A, paragraph 6 contains 11
approved endorsements which may be issued
via incorporation by reference by the use of
check boxes. Endorsements for the owner’s
policy should be issued individually.
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What You Do Comments

m Title Insurance Policy - Glenn To Thomas

Owner | Record Deed | Owner Except | Endorse Owner | Mortgagee | Record Mtg | Mig Except  Endorse Mtg

Lender Priori Loan Amount Endorsement Details

Bank of Florida 1st 5130,000 Template
I =]

Signatory
=]

_—
obey Endorsements Endorsement No.

e I J&a |

06 ALTA 5.1 PUD B3| 1 oanns |

06 ALTA 8.1 Environmental Protection Lien 2 03TE
06 ALTA S REM = 3loanTne

Text

= ) _ You may only request Policy Jackets
7. Click the Policy gjectronically if you are writing on Old
Republic National Title Insurance Company
through Attorneys’ Title Fund Services, LLC.
The eSolutions Policy Jacket Request
window opens.

Jacket Request button
on the secondary toolbar

Welcome to DoubleTime's Electronic Policy Jacket Request!

The following steps allow you to retrieve policy jacket(s) and serial number(s) if you need them prior
to the current final electronic delivery process. This process will:
DOUBLETIME ot -

Assign Policy Serial Mumbers electronically for the selected policies in this module
*  Add selected jackets to the Document Preparation module
*  Add serial numbers to your Fund Forms Audit Report until the policy schedules are remitted

Mote: This process does not create any invoices, nor does it remit policy images, but it does add
jackets to your inventory in the status of "In Inventory™ until the policy schedules have been remitted
to The Fund. Itis not a requirement to take this step prior to the final electronic delivery as the
original policy remittance in the rating module will continue to assign serial numbers to your policies
and deliver jackets or serial numbers on their policies, prior to the final remittance to The Fund.

Youw must be connected to the internet, and you must have a FundMet User ID and Password in order to complete the electronic
jacket request process. For more information on electronic delivery, select the Help menu item, then choose Run Tutorial.

MNOTE: DoubleTime now allows you to remit all your transaction data and policy images as soon as the closing is complete.
Therefore the old two-step electronic delivery process is now reduced to just this one transmittall Also, we have added this
stand-alone function to request jackets and serial numbers without creating invoices or remitting policies. For all DPAC transactions
that are in process from previous DoubleTime releases (i.e. second step not taken yet), please make sure to remit those policies
through the electronic delivery process in the rating module when they are complete so that the schedules are delivered to the
underwriter. If you have any guestions about closing file status, please refer to the Policies In Progress Report in the Reports Module.

Close | == Back | Next »» I
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What You Do Comments

8. Click Next. A list of the policy jackets to be ordered are
displayed.

DoubleTime's Electronic Policy Jacket Request!

Policy Amount of
DOUBLETIME Select Type  Policy No. Priority Insurance Proposed Insured
OF6 To Be Received $225,000.00 Susan S. Thomas
MFE To Be Received 1st $180,000.00 Bank of Florida, its successors and/or assigns as their

interests may appear

Please select a FPolicy(s) with a Policy No. of "To Be Received" and then click Next== to continue

You must be connected to the Internet, and you must have a Fundiet User ID and Fassword in order to complete the electronic
policy number (jacket) request process. NOTE. DoubleTime now allows you to retrieve your Policy Numbers (Jackets) prior to
closing and remit all your transaction data and policy images as soon as the closing is complete. If you have any questions about
which files are in process, please refer to the Policies In Progress Report in the Reports Module for those transactions.

Close <« Back | Next == |

9. Click Next. Type the appropriate information in the
FundNet User ID and FundNet
Password boxes.
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What You Do Comments

10. Click Next. The Select the Billing Address! window
opens. If only one address is available for
your office, the address is selected as the
default.

11. Click Next. The eSolutions Policy Jacket Request
in Process window opens. A connection
with Attorneys’ Title Fund Services, LLC is
established. Once a jacket(s) has been
requested the window closes and the Policy
module is displayed. The jacket(s) are now
available to print in the Documents module.

12. On the secondary The Policy module closes.
toolbar, click the Close
button.

Tips

1. ar Use the Copy Master Property Exceptions button to add or

replace existing exceptions from the Master Property Maintenance
module.

2. Use the Copy Commitment Exceptions button to add or replace
existing exceptions from the Commitment module.

3. Click the Build Clause button to undo changes to the Owner,
Mortgagee and/or Record Mtg tabs. You also use this to build the
mortgage description in the Record Mtg tab.

4. |¥] Use the Spell Check button on the secondary toolbar to check the
spelling of a displayed document.

5. Use the Serialized Forms/Create Forms Inventory module to put new
forms into the inventory.

6. Use the Serialized Forms/Delete Forms Inventory module to remove
forms from the inventory.
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7. To add endorsements from within the Policy module, while on the
Endorse Owner or Endorse Mtg tabs click on the Insert button. From
the Type selection, choose the endorsement you want. The endorsements
are then printed in the Documents module.

8. To obtain Owner and Mortgagee Policy numbers electronically, access
Premium Calculation (Rating) module and select eSolutions >
Fund Forms > Electronic Delivery. In the Policy module users will be
able to request policy jackets any time during the closing process. The user
will still be responsible for submitting Final Policies electronically or mail
hardcopies. Access the Policy module and click the Policy Jacket
Request button on the secondary toolbar. Follow instructions on the
eSolutions Policy Jacket Request window. The electronically
retrieved policy numbers will be tracked automatically and the policy
jackets can be printed in the Documents module. To find out more, select
Help > On Demand Videos from the main menu.

9. The Multiple Clause Import feature allows you to import clauses from a
word processing application and enter them as Requirements or Exceptions
in the Commitment module, as well as in the Owner and Mortgagee
Exceptions tab in the Policy module. From the Edit menu, select either
Paste Clauses from the clipboard or Import Clauses from the text file,
whichever applies.

10. An alternate way to open Clause Library is to press Ctrl + L.

11. Users can create a Master Property within the Closing File module
using the ®& Create Master Property button on the secondary toolbar.

Exception clauses added in the Commitment or Policy modules can also
be exported into a Master Property, eliminating the need to copy and paste
text or re-enter information by selecting Edit > Export Exception to
Master Property.
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12. If you have files where Electronic Jacket numbers have been assigned,
but the policies have not been submitted electronically within 75 days after
the closing date, you will receive the following message:

13. To request a Policy Jacket electronically for an ORNTIC/ATIF closing,
users must first setup in www.thefund.com through their office FundNet
Administrator as well as in Preferences > User Settings.

Frequently Asked Questions

Question Answer

1. How do I change the time Open the Title Insurance - Policy module
the policy becomes to change the Date of Policy date and time.
effective? The system defaults to AM. To change the

time of day the document was recorded, type
the letter “P” to change AM to PM.

2. How do I put a paper jacket GO to the Forms Tracking button, or
form back in  the Modules > Serialized Forms > Forms
inventory? Tracking. Select the form type and click OK.

Go to the Assignment section on the
Inventory Status tab of the Forms
Tracking window. Set the Form Status to
Received. Click Save. The form is back in
the Inventory.
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Question Answer

3. Where are the master DoubleTime is shipped with only Old
documents  for other Republic National Title Insurance Company/
insurers? ATFS policy and commitment master

documents. However, you can use another
underwriter’s name on the forms or create
forms for another underwriter by selecting
Preferences > Document
Customization from the main menu. When
using another underwriter, be sure to confirm
what format for commitments and policies is
acceptable to them.
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Question Answer
4. How do | issue policies at STEPS TO ISSUE OLD REPUBLIC
closing using DT? NATIONAL TITLE INSURANCE

COMPANY POLICIES AT CLOSING
THROUGH ATTORNEYS’ TITLE
FUND SERVICES, LLC:

1. Select the Policy module in
DoubleTime.

2. If Issuing an Owner’s Policy, select
the Owner tab. Ensure that the
displayed information is correct. Make
any changes necessary. In the Date of
Policy fields enter the date and time
as the date and time of the funds
disbursement. A date is required,
however, a time is not required. If no
time is entered the system will put in a
default time of 12:00am. Most people
use 9:00am.

3. Select the Record Deed tab.
Recording information does not need
to be entered.

4. Select the Owner Exceptions tab.
Review, add or edit any owner
exceptions as needed.

5. Select the Endorse Owner tab. No
action is required. If owner
endorsements were selected in the
Commitment module then selecting
this tab will deliver the endorsements
to the Documents module.
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Question Answer

6. If issuing an Owner’s Policy only and
you do not electronically transmit your
policies you may proceed to step 12 to
obtain policy jackets. If your policies
are completed and you are ready to
electronically transmit your policies to
The Fund you may proceed to step 15
to obtain policy jackets.

7. If issuing a simultaneous Mortgagee
Policy, select the Mortgagee tab.
Ensure that the displayed information
is correct. Make any changes
necessary. Proceed to step 9 Record
Mtg tab.

8. If issuing a Mortgagee Policy only,
select the Mortgagee tab. Ensure that
the displayed information is correct.
Make any changes necessary. In the
Date of Policy fields enter the date
and time as the date and time of the
funds disbursement. A date is
required; however, a time is not
required. If no time is entered the
system will put in a default time of
12:00am. Most people use 9:00am.

9. Select the Record Mtg tab.
Recording information does not need
to be entered. Select the Build
Mortgage Description button
located on the secondary toolbar.
Since no recording info has been
entered DoubleTime automatically
types in the language “... dated 1/15/
2017 to be recorded in the Public
Records of Orange County. Florida,
which encumber the Land” in the
Mortgage Description field.

10. Select the Mtg Except tab. Review,
add or edit any mortgagee exceptions
as needed.
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Question Answer

11. Select the Endorse Mtg tab. No
action is required. If mortgagee
endorsements were selected in the
Commitment module and the Use
Master box has been de-selected in
the Policy module then selecting this
tab will deliver the endorsements to
the Documents module.

12. If you DO NOT electronically
transmit your policies use the
following steps to obtain policy
jackets. While in the Policy module
select the Policy Jacket Request
button located on the secondary
toolbar. A wizard opens and assists
you in electronically requesting policy
jackets from The Fund. The jackets are
delivered to your Documents
module.

13. Select the Close button located on the
secondary toolbar. The Policy
module will be closed.

14. Select the Documents module. All
schedules, endorsements and jackets
are available to be printed.

15. If your policies are complete and you
are ready to electronically transmit
your policies to The Fund use the
following steps to obtain policy
jackets. Select the Premium
Calculation (Rating) module.

16. Select the Electronic Delivery
button located on the secondary
toolbar. A wizard opens that assists
you in electronically requesting policy
jackets, delivering your completed
policies and worksheet’s to/from The
Fund. The jacket is delivered to your
Documents module.
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Question Answer

17. An invoice appears and you may use
the Print button at the bottom of the
window to print the invoice. Send your
check along with this invoice to The
Fund.

18. If you pay your policy premium
electronically select the Next button
at the bottom of the wizard. Follow the
directions in the wizard to complete
your electronic payment.

19. To exit the wizard select the Close
button located at the bottom of the
wizard window.

20. Select the Close button located on the
secondary toolbar. The Premium
Calculation (Rating) module
closes.

21. Select the Documents module. All
schedules, endorsements and jackets
are available to be printed.

22. Be sure to generate the Fund Policy
Privacy Notice to be given to the
insured with the Owner’s Policy.
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7= |Documents Module/ Print Policies And
Endorsements

Concept

The Documents module is used to select, prepare and print documents such as Title
Commitments, Title Policies, Deeds, Affidavits, and Bills of Sale. You can select
documents from the Master Document Selection list for each closing file and, if
necessary, edit them. Documents can also be emailed using Outlook or Outlook
Express and faxed from your personal computer. Customized documents can be
created, and then related to each closing file.

Objective

The objective of this lesson is to show you how to print a Fund Policy and jacket for a
closing.

Printing The Fund Policy And Endorsements

What You Do Comments

1. %] on the main toolbar, The Closing Document Selection
click the Documents window is displayed. The FUND
button. Commitment (CF6R), FUND 06
Mortgagee Policy (MF6), and FUND 06
Owner’s Policy (OF6) were previously
selected and are available for printing.
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What You Do Comments
2. With FUND 06 Four documents are selected.
Mortgagee Policy

(MF6)  selected, press
SHIFT and click FUND 06
Owner’s Policy (OF6)

Jacket.

3. Click Print. The FUND 06 Owner’s Policy Jacket and
FUND 06 Mortgagee Policy Jacket
together with the accompanying schedules
and endorsements (if any) are printed.

4. Click Cancel. The Documents module is closed.
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w |Premium Calculation (Rating) Module

Electronic Delivery Of Policies And Endorsements

Concept
The Premium Calculation (Rating) module is used to calculate the rates and
charged amounts for title insurance policies and endorsements. The amount to be sent
to the underwriter is also calculated. This information is copied to the Settlement
Statements module.
The Premium Calculation (Rating) module is composed of three sections.
» Closing File displays the calculated rates for a specific closing file and gives
you the opportunity to adjust the charges.
* Quote calculates the rates for a title insurance quote to a client not associated
with a closing file.
» Electronic Delivery of Fund policies can be done within the Premium
Calculation (Rating) module. A request can be made within DoubleTime to
have serialized form numbers delivered electronically. Forms can also be
delivered to The Fund electronically.
Objective

The objective of this lesson is to show you how to electronically submit your policies
and endorsements, and obtain the Policy Premium Invoice.

Electronic Submission & Payment Of Policies/Endorsements

What You Do Comments

15 .
1. [=E] On the main toolbar, The Premium Calculation (Rating) —

click the Premium Closing File window is displayed.
Calculation (Rating)
button.

2. Click the Worksheet tab. The Worksheet tab is displayed.
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What You Do

Comments

ﬁ Premium Calculation (Rating) - Closing File Mo, Glenn To Thomas

General Information l Policies l Endorsements Worksheet l

Underwriter: Old Republic National Title Insurance Company

Policy Rating Worksheet

Rating Date: 02/14/18

Agent: Richard P Bruce. Esg. Rating Type: Basic
Agent ID No: 8993 Agent Closing File No: Glenn To Thomas
Invoice #:
Calculated Agent Variable | Underwriter
Form Type Exposure "
L p {Promulgated) | (Promulgated) | Remittance
Commitment (CFGR)
225,000.00 0.00 0.00 0.00
Owner Policy (OF6)
Number: OF5-8552235, 031718 225,000.00 1,200.00 1,200.00 360.00
Simultaneous Mortgagee Policy (MF6)
Number: MFE-8334030, 0317118 180,000.00 25.00 25.00 7.50
Endorsements
106 ALTA 5.1 PUD (MFE-8334030) 25.00 25.00 7.50
106 ALTA 8.1 Environmental Protection Lien (MFS-8334030) 25.00 25.00 7.50
108 ALTA 9 REM (MF6-8334030) 122.50 122.50 3675

3. FUH|

[

Delivery button on the window is displayed.

secondary toolbar.

Click the Electronic The eSolutions Electronic Delivery
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What You Do Comments

4. Click Next. If you have incomplete Electronic
Delivery files that are more than 75 days
you will get a list of the file names.

5. Click Next. Enter your Fundnet User ID and
password.
6. Click Next. Select the Billing Address window

for this transaction is displayed. If only
one address is available for your office,
the address will be displayed as the
default.

7. Click Next. The Transaction Summary window is
displayed with an itemization of all the
documents to be filed electronically.
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What You Do Comments

8. Click Next. The Electronic Delivery in Process
window is displayed. A connection with
The Fund is established. The requested
documents have been sent to The Fund.
The invoice can be printed for a check
payment, or the premium can be paid
electronically by clicking Next.
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What You Do

9. Click Print.

10. Click OK.
11. Click Next.

Training Workbook: August 2018

Comments

The Print Options window is displayed
with all pages selected and the number of
copies defaulted to 1.

The invoice is printed.

The Electronic Payment option is
displayed.
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What You Do Comments

Getting Ready to Pay Electronically!

DT

DOUBLETIME

The Electronic Payment option allows you to make an ACH payment from a
business checking account.

To specify a default bank account for electronic payments, enter or select a
bank account in Account Maintenance from the Preferences menu and click
the ePayment Default checkbox.

ACH PAYMENT DETAILS Account No. | Get Accounts
Routing No. Bank Name |
Payment Amount $419.25

LC Electronic Payment service in DoubleTime or any other Attorneys' Title Fund Services,
LLC electronic payment service, you will be authorizing Attorneys' Title Fund Services, LLC to

’AUTHORIZATION FOR ELECTRONIC PAYMENTS: By using the Attorneys' Title Fund Services,
L
initiate an electronic debit to the financial account you specify in the amount you request.

Close <= Back | Submit Paymentl

The Electronic Payment option allows
you to make an ACH (Automated
Clearing House) payment from a business
checking account.

12. Click Get Accounts. The Select Account for Electronic
Payment window is displayed. Select
the appropriate account from which to
transfer funds for this transaction. A
default bank account can be selected in
Preferences/Account Maintenance
by checking the ePayment Default

check box.
13. Select Account N0.123456-
78 Friendly Bankers, Inc.
14. Click OK. The Select Account for Electronic

Payment window is closed and the
Electronic Payment option is
displayed.

15.In the ABA Routing No.
box, type 263181368.
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What You Do Comments

16. Click Submit Payment. The eSolutions Electronic Payment
in Process window is displayed. Then
the Invoice Payment Confirmation
window is displayed.

DT

DOUBLETIME

17. Click Print. The Print Options window is displayed.
18. Click OK. The Invoice Payment Confirmation
is printed.

DT

DOUBLETIME

19. Click Finish. The Policy Rating Worksheet tab is
displayed.
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What You Do Comments

20. & On the secondary The Print Options window is displayed.
toolbar, click the Print button.

21. Click OK. The Policy Rating Worksheet is
printed, containing the policy numbers
that were electronically assigned. The
Policy Rating Worksheet can be
emailed by selecting eSolutions/Email.

NOTE: ’E‘ Electronic  Premium
Payments for multiple files can also be
made using the Electronic Payment
button on the main toolbar, or by selecting
eSolutions > Electronic Payment.

22. On the secondary toolbar, The Premium Calculation (Rating)
click the Close button. module is closed.

Tips
1. An alternate method to open the Premium Calculation Rating module is

to select Modules from the menu bar and choose Premium Calculation
(Rating), then Closing File.
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2. B Use the Calculator button to use the calculator. You can type the
numbers on the keyboard or use the mouse to click the numbers on the
displayed calculator.

3. 1f Use the Premium Calculation (Rating) — Quote button to open
the Premium Calculation (Rating) — Quote module. Use this module to
rate a policy and endorsements for a quote.

4. To use the Premium Calculation (Rating) — Quote module when not in
a closing file, select Modules on the menu bar, then Premium
Calculation (Rating) and then Quote. Data entered in the Quote module
is not saved.

5. ¥ |Use the Spell Check button on the secondary toolbar to check the
spelling for the Rating Remarks.

6. O« « B B0 ysethe First Page, Prior Page, Next Page, and Last
Page buttons on the secondary toolbar to navigate between pages when the
transaction results in a multi-page document.

7. DoubleTime allows you to deliver policy schedules electronically.
Forms can also be delivered to The Fund electronically. Choose
eSolutions > Fund Forms > Electronic Delivery. To find out more,
select Tutorials within the Help menu.

LE] . . .
8. =] Click Electronic Payment on the main toolbar, or select

eSolutions, then Electronic Payment, to make an electronic payment.

9. If the legal description in the Closing File is an “Exhibit A” instead of an
actual legal description, a message is displayed in the Electronic Delivery
wizard instructing you to fax the legal description to the Finance Customer
Service Department of The Fund, at 407.816.0150. Please remember to
include the policy number on the document containing the legal description.

10. If an electronic delivery is initiated, but not completed, you will be notified
about the incomplete delivery. Notate the Closing File number(s) in the
Warning message and switch to the appropriate file to re-initiate the
electronic delivery.

11. If you have files where the Electronic Jacket Request has been used,
but the policies have not been submitted electronically within 75 days after
the closing date, you will receive the following message:
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12. If not transmitting policies to ATFS electronically, remember to change the
status of the policies to Sent to Underwriter in the Forms Tracking
module, otherwise the policies will continue to be listed on the Policies in
Progress report.
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Frequently Asked Questions

Question Answer

1. Why don’t the Here are some possible reasons:
endorsements appear in the « You haven’t added the endorsements. Open
Premium Calculation the Title Insurance Commitment module
module? and select the Endorse Policy tab. Select

the endorsements you want and save your
changes. When you reopen or refresh the Pre-
mium Calculation module, the endorse-
ments will be included in the calculations.

* You haven’t saved the endorsements. In the
Title Insurance Commitment module,
save your changes. When you reopen the Pre-
mium Calculation module, the endorse-
ments will be included in the calculations.

* You added the endorsements after the policy
was rated. Go to the appropriate tab of the
Policy module (Endorse Owner or
Endorse Mtg). Click the Insert button and
select an endorsement. Then re-rate the policy.
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&

Concept

The Notes module allows users to create and save file specific notes that can be
viewed by other DoubleTime users in the office. Notes are saved with a Subject,
Category and Note Author. All notes are date and time stamped. Users also have
the ability to reply to Notes that have been saved, as well as print file specific Subjects

or all file notes at once.

Objective

The objective of this lesson is to show you how to create and reply to file specific

Notes Module

notes that can be viewed by any DoubleTime user in your office.

Adding A File Note

What You Do

1. l" On the main toolbar,
click the Notes module

button. (While on grey
screen)
2. €] on the secondary

toolbar, click the Insert
button.

Page 264

Comments

The Notes window is displayed. You may
also access the Notes module by selecting
Modules from the menu bar. Selecting either
of the above options while located on the grey
screen will display all categories of notes and
all notes for the file. You may deselect or
select all categories by clicking on the Select
all categories button or the Deselect all
categories button on the secondary toolbar.
The default is that all of the categories are
selected. You may select a specific category in
the Filter Notes box to view specific notes
for that category only.

NOTE: If the Notes module is initiated
while another module is open, it will default
on a category filter for the open module.

The new note section opens up in the bottom
half of the Notes window.
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What You Do

3. Select Closing File from
the Category drop down
menu.

4. Type your name in the
Note Author field.

5. Type Lender’s package
in the Subject field.

6. In the Note field, type

Lender’s closing
package was sent
overnight FedEx on

3/17/CY wvia tracking
number 12345.

Comments

The default Category is Other. Note:
Custom Categories may be added from Main
Menu> Maintenance Lists> Note
Category Type.

Note Author defaults to the DoubleTime
user name created in Preferences.

E Motes - Glenn To Themas

Notes

Fitter Notes

Subject Category

MNote Author MNote Date | Includel Category -

1088-5

Balance Sheet

Closing File

Closing File CheckList

Document

Escrow Accounting

Loan

Other

Premium Calculation (Rating)

Settlement Statements. -

[RCUREYREURCU R R RE VR A

Category: |C\Usmg File ﬂ

Note Author: |Richard

Subject: |Len der's package

Note:

Lender's closing package was sent overnight FedEx on  3/17/CY via tracking number 12345,

7. il Click the Save button
on the secondary toolbar.

8. Highlight the note with a
subject of Lender’s
Package.

Training Workbook: August 2018

Your note has been saved.

NOTE: Users may cancel a Note BEFORE it
has been saved by selecting the Cancel
button on the secondary toolbar. Once a Note
or Reply has been saved, it CANNOT be
deleted or edited. File specific notes can be
viewed by other DoubleTime users in the
office.
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What You Do

{}{ﬁ] )

9. Click the Reply
button on the secondary
toolbar.

10. Type your name in the
Note Author field.

11. In the Note field, type
Confirmed with lender

that package was
received.
B |~
12. Click the Save button

on the secondary toolbar.

Comments

The Reply note section opens up in the bottom
half of the Notes window.

Note Author defaults to the DoubleTime
user name created in Preferences.

Replies to saved notes will be in the Subject
section at the top of the window. NOTE: The
Reply is indented under the original note.

NOTE: Once a Note or Reply has been saved,
it cannot be deleted or edited.

’_ Motes - Glenn To Thomas

—MHotes

r—Fitter Notes

I Subject

Category

| Note Author Note Date | Include| Category | -

Lender's package Closing File

Lender's package

Clesing File

109%-3

Balance Sheet
Closing File

Closing File CheckList
Document

Richard 07/17/2018 14:23:57

Richard 071772018 14:26:38

m

Escrow Accounting

Loan

Other —]
Premium Calculatien (Rating)

Settlement Statements. -

IMRRRRARRRF

07712018 14:23:57 Richard Lender's package

07M7/2018 14:26:38  Richard
Confirmed with lender that package was received.

Lender's closing package was sent overnight FedEx on  3/17/CY via tracking number 12345,

13. Click the Print button on
the secondary toolbar.

14. Click the Yes button.

15. Click the Cancel button.

Page 266

The Notes - Note Report window opens.

By selecting “Yes” on the prompt, all notes
saved to the file will be printed. If “No” is
selected, only the current subject selected and
any of its replies will be printed.
WARNING: When printing notes for
numerous replies, be sure to select the
beginning note in order to view ALL notes
for the reply.
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What You Do Comments

The Notes module closes.

16. L On the secondary
toolbar, click the Close
button.
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@ Order Branch Product Module

Concept
DoubleTime’s Order Branch Product module allows users to order Fund Branch
Products within the application. Users may order a Fund Branch Commitment and

receive the Fund Data File automatically using the View Branch Product Orders
module.

Objective

The objective of this lesson is to show you how to order a Fund Branch Product
Commitment within DoubleTime using the Order Branch Product module.

Ordering A Fund Branch Product

What You Do Comments

The file is created and the Closing File
module contains the necessary information
needed to order a Fund Branch Commitment,
for example: Sales Price, Buyer, Seller, Loans
and Property.

NOTE: Users may avoid re-typing
information by entering the Closing File
module information prior to ordering the Fund
Branch Product.

1. = On the main toolbar,
click the Switch Active
Closing File button.

2. In the Closing File
Number box,  type
14-0062.

3. Click Browse.

4. Click OK.
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What You Do Comments

— The General tab of the Closing File
5. E? On the main toolpar, window is displayed.
CI.'Ck the Open Closing NOTE: If the Branch Product Order
File button. module is initiated while the Closing File
module is open, it associates the order with
the current file. If you first enter the Seller,
Buyer, Lender and Property information in the
Closing File module, DoubleTime defaults
that information into the current Branch
Product Order. Entering your closing file
information in the Branch Product Order
wizard will not enter that information into the
Closing File module. If you are ordering a
product that will deliver a Fund Data File
(.FPX), you are able to import the data file
into DoubleTime.
— The eSolutions Branch Product Order
6. | ZE On the main toolbar, wizard opens. You may also select
click the Order Branch eSolutions from the main menu, then
Product modulebutton.  Branch Product Order and Order
Branch Product on the sub menu. This can
be done while the Closing File module is
open or closed. NOTE: Branch Product
Orders placed through DoubleTime require a
valid FundNet ID and Password. This
information can be stored and saved in
DoubleTime’s Preferences> User
Settings menu. To obtain a FundNet ID,
contact your office’s FundNet Administrator
or call The Fund’s Help Desk for assistance.
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What You Do Comments

7. Click Next. The Select Member and Branch
Information! window opens. The billing
address for this transaction is displayed. If
only one address is available for your office,
the address is displayed as the default.
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What You Do Comments

8. Click Next. The Select a Branch Product! window
opens. The Transaction Type defaults to
Residential and the default Product is
Residential — Commitment A&B (R20).
Using the drop down arrow in the
Transaction Type field will allow you to
choose other Transaction types:
Commercial, Foreclosure, Other,
Copies/Document and Courthouse
Service. NOTE: User may request an
Update Branch Product (39B) when they
previously order a Commitment in
DoubleTime.
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What You Do Comments

NOTE: An Update Branch Product order
is a pre or post-closing report that provides a
list of any documents that have been recorded
between the last effective date and the current
effective date and should not be used for
requesting changes to an existing Branch
Product Order request. Requests for changes
can be handled by ordering a Rework.

NOTE: User may request a Rework (37) to
request changes to an existing Branch Product
Order. To order a Rework, click on the
Order Branch Product button on the main
toolbar and select the Closing File used for the
original Branch Product Order request.

After selecting Rework on the Select a
Branch Product! window, you will be
prompted to select the original Branch
Product you would like to have changed.

The Special Instructions field on the last page of the Branch Product Order
wizard should be used to state what you would like changed from the original
request.
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What You Do Comments

9. Click Next. The Enter  Customer/Charge to
Information! window opens. The Email,
Delivery Method, Propel, Resp. Party
Email, Delivery  Name, Delivery
Address will populate with information
from your FundNet User ID and your
DoubleTime Contact module data.
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Page 274

10.

11.

12.

13.

What You Do

Type the desired business
date in the Date Needed
By field.

Your name will be pre
populated in the Order By
field.

Ensure that the Email and
Delivery Method have
defaulted to the correct
information.

Click Next.

Comments

NOTE: If the name of the person ordering the
product needs to be changed you must use a
User ID that matches the email name to be
used.

This is a required field.

The Enter Owner, Buyer and Lender
Names! window opens.
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What You Do Comments

14. Ensure that all of the The Owner Name(s) is a required field. The
information that has been Owner Name(s), Buyer Name(s) and
populated is correct. Make Lender(s) field populate with information
any changes that are previously entered in your Closing File
necessary. module.

NOTE: User can edit this field, but changes
are not saved in the Closing File module.
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What You Do Comments

15. Click Next. The Legal Description is a required field.
Legal Description, PIN/Folio# and
Property Address is populated with
information previously entered in your
Closing File module.

NOTE: Attach Legal Documents button,
allows you to attach an exhibit or document
referencing a long property legal. This avoids
the user to type long legal descriptions. The
attached document is included with your order
when sent to the branch for processing.
During the Branch Product Order wizard,
you are prompted with an option to “Attach
Legal Document”.

Once selected, you can browse your PC for a
document to include with your order. Double-
Time will allow most document formats to be
attached to the order, including .bmp, .doc,
.docx, .gif, .jpeg, .jpg, .msg, .pdf, .png, .rtf,
Axt, .wpd, .wps, .xls, .xlIsx and .xps.

Page 276 DT Version: 8.1



Order Branch Product Module

What You Do Comments

16. Click Next. The Enter and Attach Branch Order
Supporting Information! window opens.
The Owner and Mortgagee Policy Form
Type and Amount will populate with
information previously entered in your
Commitment module. These are required
fields.

NOTE: In addition to including documents
with the legal description, you can attach
other supporting documents with the Attach
Documents button. Example: Prior Policy

Training Workbook: August 2018 Page 277



Order Branch Product Module

What You Do Comments

NOTE: When Name(s) with Status is entered in the Closing File module,

this information will carry over into Special Instructions of the Branch

Product Order wizard. This will allow the branch to keep the exact formatting

you have setup for the buyer and seller vesting information when delivering the

product back to you.

17. Click the Submit Order A connection with Attorneys’ Title Fund

button. Services, LLC is established. Once your order

has been requested a message will be
displayed: Branch Product Order
Submitted Successfully. Go to View
Branch Product Orders to check the
status of your order.

18. Click Finish button. The Order Branch Product wizard closes.
You may print a copy of your receipt using
the Print button.

19. L On the secondary
toolbar, click the Close
button.
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Tips

1. Access the electronic delivery by selecting Preferences> User
Settings> Electronic Delivery tab.

2. User’s have the ability to request an Update Branch Product when the
commitment branch product was previously ordered in DoubleTime.

3. The Order Branch Product module allows you to order products for
Residential, Commercial, Foreclosure, and Other as Transaction
Types.

4. When the property contains a long legal, use the Attach Legal Document
button in the wizard to browse your PC and attach an exhibit or document
containing the property’s long legal.

5. Use the Attach Document button to add prior policies or supporting
documents to your order.
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2 \iew Branch Product Orders Module

Concept

The View Branch Product Orders module allows you to check the status of orders
placed through the Order Branch Product module in DoubleTime and provides the
ability to receive Fund Data Files (.FPX) automatically. With a Fund Data File,
you can import the data from the product into the Closing File or Commitment
module. It can be accessed in two ways: 1. Selecting the eSolutions from the main
menu, then selecting Branch Product Order and View Branch Product Orders
on the sub menu. 2. Selecting the View Branch Product Orders button on the main
toolbar.

Objective

The objective of this lesson is to show you how to view the status of your Fund
Branch Product order within DoubleTime using the View Branch Product
Order module. You will also learn how to import a Fund Data File in DoubleTime
from the View Branch Product Orders module.

Viewing The Status Of A Fund Branch Product

What You Do Comments

= . The Branch Product Order Search
1. |mns | On the main toolbar, . -
click the View Branch window is displayed.
Product Order button. NOTE: There are 4 t;_/pes of Orde_:r Status:
* Order submitted - confirms the
order request was successfully
submitted to the branch.
e Order received at The Fund -
confirms the order was processed and
a Fund Order No. was obtained.
* Order delivered - confirms the
order was completed and a Fund Data
File delivered to DoubleTime.
* Order Imported - confirms an
import of the Fund Data File.
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E Branch Product Order Search
Search Criteria
Order Date From | 01/01/2015 | File No @ Ordered By [(ALL} =| TitleAgent [[ALL)
Order Date To | 07/17/2018 ﬂ Fund Order No Order Status |(ALL} ﬂ

Order Date ‘ Product Name |Clusing File No. ‘ Fund Order No |0rder Status. |Delwery Datel Ordered By Agent No. | Import ‘
08/31/2015 R - Ci ASB, Resi ial | 15-0045 114419 Order received at The Fund 00/00/0000 Nereida Mangual 8599000
09/03/2015 R - Ci A&B, Resi ial | 15-0045a 2131230 Order delivered 09/03/2015 Nereida Mangual 2999000  New
041192016 R - Ci A&B, Resi ial | 15-0045B 2877520 Order imported on 04/25/2016 04252018 Nereida Mangual 2939000  Import
07152016 R - Ci A&B, Resi ial | 15-0045C 2877320 Order delivered 07/25/2018 Nereida Mangual 2999000  New
07TMT2018 R - Ci ASB, Resi ial | 14-0062 Order submitted to The Fund 00/00/0000 Nereida Mangual 8599000

2. Double click on the order The DoubleTime Branch Product Order
for Closing File No. Detail Reportisdisplayed. This reportalong
14-0062. with a Branch Product Order Summary

report can also be generated from the
Reports module. You may print a copy of
your report using the Print button.

3. Click Cancel. The Branch Product Order Search
window is re-displayed.
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Importing A Fund Branch Product

What You Do Comments

1. Change the Order Date The search criteria data range defaults to the
From in the Search preyvious 14 days. You may search for your
(():{;1(:361?;015 section 10 4rger using any of the fields in the Search

' Criteria section of the Branch Product
Order Search window.

The View Branch Product Orders
module helps differentiate between Fund Data
Files that have already been received and
those that have been reworked and
redelivered. Any new Fund Data File sent to
DoubleTime shows New in the Import
column. After the Fund Data File has been
imported, the button changes to show Import.

This helps determine when new information is
received from the branch after requesting a
Rework and using the Re-retrieve
Product from Fund Servers option from
the Actions menu or secondary toolbar.

2. Click the New The Fund Data File Import Branch

button for Closing File No, Productwindow opens.
15-0045C.
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What You Do Comments
[52 Fund Data File Import - 15-0045a
Impart Data ltems Import? Fund File Data Current File Data
L= General Information -

EE Branch File Number [213128Q 1213869Q
= Sales Price BT Jzso000.00 [220000.00
E= Seller Names With Status K] |Gary Gregson and Lisa Gregsan, husband and w|Gary Gregson and Lisa Gregson. husband and
L= Closing Location
.= Borrowers
= Contact
= Contact Address
L= Contact Phone
[= Contact Email
L= Borrower Signatories
L= Sellers
= Contact
EE First Name

1

% Legal Entity Name [T |Gary Gregsen and Lisa Gregson, husband and hd
=2 Contact Address [T |Gary Gregson and Lisa Gregson, husband and -
L= Contact Phone
= Contact Email
L= Seller Signatories
= Properties
= Property
EE Property County
operty State
ng Legal Description I [Drange Orange
L= Recording Information B L FL
=t Deposits S Lot 3, Bermuda Bay, according to the Plat therelLot 3. Bermuda Bay, according to the Plat thei
= Contact

= Contact Address
L= Contact Phone
= Contact Email -

3. Select or deselect check This indicates what information will be
boxes in the Import? imported from the file.
column.

Impaort? Fund File Data Current File Data

X |orange Drange
ZG L
0 ILot4 of SOUTHERN ACRES SUBDIVISION, acclat 4 of SOUTHERNACRES SUBDIVISION, 3

NOTE: The Fund Data File (.FPX) Import
wizard allows you to replace your current
closing file’s legal description with an
updated legal description provided by the
Fund Branch. In the event your closing file
contains multiple properties, a reference
message will be displayed in the Current
File Data column.

Training Workbook: August 2018 Page 283



View Branch Product Orders Module

What You Do Comments

After saving, an additional prompt is
displayed and allows you to choose the legal
you wish to replace. You also have the option
to click on the New Property button of the
window to add the imported legal as the new
property legal.

The Fund Data File Save window opens,

4. |®Jon the secondary asking if you want to save the Fund Data
toolbar, click Close. File.
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What You Do Comments

5. Click Yes. The Update Sales Price window opens. If
you have not previously opened the
Commitment module for this file you are
prompted to make updates.

6. Click OK. A message displays stating “Congratulations
on the successful import of the Fund Data
File.”

7. Click OK. The Branch Product Order Search

window is redisplayed.

The Branch Product Order Search
8. |IkJon the secondary window is closed.
toolbar, click Close.
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What You Do Comments

9. = On the main toolbar,
click the Switch Active
Closing File button.

10.In the Closing File
Number box,  type
15-0045C.

11. Click Browse.

12. Click OK.
5 The Commitment window is displayed.
13.[eam| On the main toolbar, User may review and edit the imported

click the Commitment commitment.
button.

The Commitment window is closed.

14. |IBJon  the secondary
toolbar, click Close.

Tips
1. Click the New button to open the Fund Data File Import

Branch Product window.

2. Filter On — is activated when importing a file. It displays only boxes
that include data from the Fund Data file.

3. Filter Off — displays all boxes on the window, whether or not they
contain data.

4. Information symbols contain important details about your order
request and should be reviewed.

5. If a member imports a Fund Data File the Import button remains
to provide the member an opportunity to re-import the same exact product if
needed.
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6. There is a Re-retrieve Product From Fund Services button on the
secondary toolbar in the Branch Product Order Search module. To re-
retrieve updated Fund Data Files from the branch, highlight the order and
click the Re-retrieve Product From Fund Services button. After
DoubleTime finishes processing the request, you can click on the Import
button again to import the new information. NOTE: The re-retrieve option
is also accessible from the Actions menu while in the Branch Product
Order Search module.
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4 Settlement Statements For Cash Closings/
Non-RESPA/CFPB

Concept

Cash closings are Non-RESPA and Non-CFPB related transactions because there is no
lender involved and use a two page Settlement Statement. Commercial transactions are
not subject to RESPA or CFPB regulations even when a loan is involved. The
Settlement Statements module can be used to complete the two-page Buyer/
Seller Closing Statement (HUD Format), as well as a variety of other types of
Settlement Statements. Just as with the CFPB closing file we created earlier in
training, DoubleTime will automate much of the preparation.

Objective

The objective of this lesson is to show you how to use the Settlement Statements
module to complete a two-page Buyer/Seller Closing Statement (HUD Format) for a
cash closing transaction and how to print the completed statement.

Switching The Active Closing File

What you Do Comments

1. On the main toolbar, The Closing File Selection window is
click the Switch Active displayed. This window allows you to switch
Closing File button. the active file to a different closing file

established within DoubleTime.
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What you Do Comments

2. In the Closing File Since the file was partially completed by a
Number box, type 15- coworker, searching by the closing file

0010. number will locate the file.
3. Click Browse. File number 15-0010 displays.
4. Click OK. File number 15-0010 is now open and the file

number displays in the title bar.

Update Recording Charges

What you Do Comments

1. = On the main toolbar, The Update Recording Charges dialog
click the Settlement hox is displayed listing the calculated values
Statements button. for the documentary stamps on the deed.

DoubleTime uses the appropriate charges
based on the sales price and the county in
which the property is located. This dialog box
is used to update the Old Amount with the
New Amount.
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What you Do Comments

2. Click Yes. The Update Recording Charges dialog
box is closed and the Settlement
Statements window is displayed with the
General tab open. The two page settlement
statement is divided by sections. Each section
has its own tab. In the General tab, you can
view the top portion of page 1 of the
Settlement Statement, sections A through I.
These sections contain the names of the
parties, and property and settlement
information. Use the Closing File module to
change or make additions to the information.

Page 292 DT Version: 8.1



Settlement Statements For Cash Closings/ Non-RESPA/CFPB

What you Do Comments
E Closing Statements - 15-0010 E@
Pre } Resemves I Title } Recording I Addl Charges ] Totals Summary ]
Seller Credits l Adjustments - Paid } Buyer Credits l Adjustments - Unpaid l Brokers I Loan Fees l
U.S. Department of Housing -
A. Settlement Statement and Urban Development OMB Mo. 2502-0265

B. Type of Loan
§ 6. File Number 7. Loan Number &. Mortg. Ins. Case Num.
1.FHA 2. FmHA 3. Conv. Unins.
© © © 15-0010

(rava () 5. Conv. Ins. .

C. NOTE: This form is furnished to give you a statement of actual settlement costs. Amounts paid to and by the settlement
agent are shown. ltems marked "(p.o.c.)" were paid outside the closing; they are shown here for
informational purposes and are not included in the totals.

m

D. NAME OF BORROWER: Deborah K. Bishop, a single woman

Address of Borrower: 123 South Orange Drive. Alafaya, Florida 32628
E. NAME OF SELLER: Frederick Booker, a single man

Address of Seller: 22122 Bermuda Blvd, Gainesville, Florida 32601

F. NAME OF LENDER:
Address of Lender:

G. PROPERTY LOCATION: 123 South Orange Drive, Alafaya, Florida 32628

H. SETTLEMENT AGENT: Richard P. Bruce, Esqg.
Place of Settlement: 5955 T. G. Lee Bivd., Orlando, Florida 32828
I. SETTLEMENT DATE: 71Ms DISBURSEMENT DATE: 71415

3. Position the cursor over the A bl’lef deSCI‘Iptlon Of the Sel’ies purpose |S

Seller Credits tab. displayed.
4. Click the Seller Credits The Seller Credits tab, with the 100/400
tab. line series, displays showing the contract sales

price (line 101/401), and the settlement
charges to borrower (line 103). NOTE: On
each tab of the HUD-1 Settlement
Statement module, the top half of the
window is where you will select the line
where you want information to appear. Once
you click on a line, it highlights in blue and a
work area is provided for the selected line at
the bottom half of the window.
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Page 294

What you Do Comments
m Closing Statements - 15-0010 =
Prepayments Resenves Title I Recording l Add| Charges l Totals Summary
General I Adjustments - Paid } Buyer Credits l Adjustments - Unpaid l Brokers I Loan Fees

J. Summary of borrower's transaction

K. Summary of seller's transaction

100. Gross amount due from borrower:

102. Personal property

101. Contract sales price 450,000.00

400. Gross amount due to seller:

401. Contract sales price 450,000 00

402. Personal property

103. Settlement charges to borrower (Line 1400) 403.
104. 404.
105. 405.

Line number: 101

Description: |Cnﬂtract sales price

ﬂ Tatal Amount:

5450,000.00

5. Click the Adjustments -

Paid tab.

The Adjustments - Paid tab displays lines
106/406 through 112/412.

This section is used to Pro-rate fees that
have been paid by the seller such as HOA
dues and taxes (if due for current year).

[El] Closing Statements - 15-0010

Prepayments l Reszerves

] Title

General ] Seller Credits Adjustments - Paid

] Recording
I Buyer Credits.

l Add’l Charges l Totals Summary l

l Adjustments - Unpaid l Brokers

106. Cityftown taxes

Adjustments for items paid by seller in advance:

Adjustments for items paid by seller in advance:

405. Cityftown taxes

107. County taxes 407, County taxes
108. Azsessments 408, Azzessments
109. 409.
110. 410.
111 411,
12 412
Pro- Total
Line # rate Description Amount
1061406 [ ] [City/town taxes =]

(o]l = |

l Loan Fees ”
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Viewing Buyer Credits And Payoffs

Comments

1. Click the Buyer Credits The Buyer Credits tab displays showing the
buyer’s deposit amount (line 201).

What you Do
tab.
E Closing Statements - 15-0010
Prepayments l Reserves l Title
General l Seller Credits. l Adjustments - Paid

l Recording l Add’| Charges
Buyer Credits lAdjustments- Unpaid

l Totals Summary l
l Brokers l Loan Fees ”

=5 Nol =<~

202. Principal amount of new loan(s)

200. Amounts paid for or in behalf of borrower:
201. Deposit or earnest meney 1

500. Reductions in amount due to seller:

0,000.00 S8

Excess deposit (zee instructions)

502.

Settlement charges to seller (line 1400)

3,150.00

203. Existing loan(s) taken subject to

503.

Existing loan(s) taken subject to

204. Principal ameunt of second mortgage

504.

Payoff of first mortgage loan

2. Select line 504.

3. Type 225182.59 in the
Total Amount box.

4. Select line 208.

5. Click the Copy checkbox
in the work area.
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205, 505, Payoff of second mortgage loan
[206. 506. Deposits held by seller
207. Principal amt of mortgage held by seller 507. Principal amt of mortgage held by seller
208. 508.
209, 509.

Line number: 201

Description: Deposit or earnest money LI Total Amount: £10,000.00;

| NOTE: Click the Deposit Summary

button to view details of the deposit(s), or you
may also double click on line 201 to view this
information.

\Euuhle

Click?

line 504 and double-click,
Calculator opens. The information entered
here is supplied by the payoff lender. This

feature

NOTE: If you position the cursor over

the Payoff

is used for expiring payoffs to

calculate additional days of interest.

The payoff amount is supplied by the lender
holding the mortgage.

The Payor box disappears and the Total
Amount will be populated on lines 208 and
508.
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What you Do

6. Type Seller credit
towards Buyer’s

closing cost in
Description box.

the

7. Type 250 in the Total
Amount box and press the

Tab key.

Comments

m Closing Statements - 15-0010

Prepayments ] Reserves

Title:

General l Seller Credits l Adjustments - Paid

Recording l Add’l Charges l Totals Summary l

Buyer Credits l Adjustments - Unpaid l Brokers

200. Amounts paid for or in behalf of borrower:

500. Reductions in amount due to seller:

R 505,

'208_ Seller credit towards Buyer's closing 250
209.

201. Deposit or earnest money 10,000.00|501. Excess deposit (see instructions)

202. Principal amount of new loan(s} 502. Settlement charges to seller (line 1400} 3,150.00
203. Existing loan(s] taken subject to 503. Existing loan(zs) taken subject to

204. Principal amount of second mortgage 504. Payoff of first mortgage loan 225 182.59
205. 505. Payoff of second mortgage loan

206. 506. Deposits held by seller

207. Principal amt of mortgage held by seller 507. Principal amt of mortgage held by =eller

Seller credit towards Buyer's closing cos 250.00

509.

Line number: 208

Description: |Seller credit towards Buyer's closing cost LI

Total Amount: §250.00 Copy

E=1 Eon ===

l Loan Fees l

Calculating Adjustments For Items Unpaid By Seller

Page 296

What you Do

1. Click the Adjustments -

Unpaid tab.
2. Select line 211/511.

3. Click the Pro-rate check

box in the work area.

4. Click the Gross Amount

box and type 3733.00.

Comments

The Adjustments - Unpaid tab is displayed

with lines 210/510 through 219/519.

Selecting this line allows you to calculate the
unpaid county taxes.

Additional fields open for lines 211/511.

The Date from defaults to the beginning of
the year. The Date to defaults to the date of
closing.

property taxes for the entire year.

This is the amount due in March of the
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5. Type 4 in the Discount
percent box

6. Press the Tab key.

This is the maximum allowable discount
which is determined by the Tax Collector’s
office. A 4% discount is the November
amount.

DoubleTime calculates the prorated taxes.

[ Closing Statements - 15-0010 = ol
Prepayments ] Reserves ] Title ] Recording Add’| Charges l Totals Summary ]
General l Seller Credits l Adjustments - Paid ] Buyer Credits Adjustments - Unpaid l Brokers l Loan Fees l
Adjustments for items unpaid by seller: Adjustments for items unpaid by seller: i

210, City/town taxes
211. County taxes

1MMs o THMS

1,777.11 511. County taxes

510, Cityftown taxes
1MM5s  to THHS

212. Assessments 512. Assessments
213. 513.
214. 514.
215. 515.
216. 516. =
Pro- Per Diem Total Total
Line # rate Description Amount Days Amount
2111 511 [County taxes 1 593183 X 181 =
Gross amount: $3,733.0000,
Discount percent: 4.0000 Date from: 01/0115
Met amount; £3,583.6800 Date to: 07/01M5
Period: Annually - Count last day: |:|
Per Diem Amount: $9.8183 Total days: 181
Entering Broker’s Commission
What You Do Comments

1. Click the Brokers tab.
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The Brokers tab is displayed showing the
700 line series. The purchase price of
$450,000.00 is displayed in the Basis
Amount box of the work area.
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What You Do Comments
E Closing Statements - 15-0010 EI@
Prepayments l Reserves l Title l Recording l Add’l Charges l Totals Summary l
General l Seller Credits. l Adjustments - Paid l Buyer Credits l Adjustments - Unpaid Brokers l Loan Fees l I
L. Settlement charges
Paid from Paid from
T700. Total Sales/Brokers Com. based on price  $450,000.00 @ Y= Borrowers Selers
704, % to (none) Funds at Fundz at
Settlement Settlement
T02. % to (none)
703. Commission paid at settlement
704, (none)
Line
# Description Basis Amount Percentage Amount

700. Total Sales / Brokers com. based on price | g450,000.000 @ [ .oooqfee = z.0g]

2. Type 6 in the % box of the The commission of $27,000.00 is displayed
work area and press the on lines 700, 701, and in the seller’s column
Tab key. on line 703. NOTE: The broker commission

can be added to the settlement statement by
typing a percentage amount, or by typing the
total dollar amount on this tab.

3. Select line 701. Selecting this line allows you to add the payee

information and split the fee if there is more
than one broker involved.

4. Delete the 6 and type 3 in The commission amount will be split between
the % box of the work area. two brokers on line 701 and 702. NOTE: A
dollar amount may also be entered in the
Commission box, including any additional
fees owed to the broker. DoubleTime will
calculate the difference and display the typed
amount on line 701, and the remaining
amount on line 702.

_ The Search Contact window opened with
Click ~ Search corporation as the Contact Type and
Contact button on the Reg| Estate Brk as the Service Provided.
secondary toolbar. Users may also select contacts that have
already been associated with the file from the
drop down arrow in the payee field on the

line.
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What You Do

6. Select Realty Company,
Inc. and click OK.

7. Select Buyer’'s Broker
and click OK.

8. Select line 702.

Comments

This is the Buyer’s broker. The Search
Contact window is closed and the Role
Selection window opens.

This identifies the payee as the buyer’s broker.
The Role Selection window closes, and
Realty Company, Inc. is listed as the payee
on line 701.

NOTE: If the wrong role is selected for the
broker, it can be changed on the Participants
tab of the Closing File module.

The split is calculated and 3% is displayed in
the Rate box.

E Closing Statements - 15-0010 EI@
Prepayments ] Reserves ] Title l Recording ] Addl Charges l Totals Summary l
General l Seller Credits l Adjustments - Paid l Buyer Credits l Adjustments - Unpaid Brokers l Loan Fees ”

L Seiflementcharges ; Paid from Paid from
700. Total Sales/Brokers Com. based on price  5450,000.00 @ 6.0000% = 27,000.00| RBorrowers Sellers
704. 13,500.00 3.0000% to Realty Company, Inc. Funds at Funds at
702 13,500.00 3.0000% to (none) Setiement Setiement
703. Commizsion paid at settlement £27,000.00
T04. (none)
Line #: 702, Borrower: Seller:
Commission:
Rate: % P.O.C. amount: [ 500 5.00]
Broker: |(nune} Ll Amount withheld:
Deposit Held by: | Ll
Another broker is to be added. The Search
9. Click  Search contact window opened with Corporation
Colrtl)tact on the secondary - 55 the Contact Type and Real Estate Brk
toolbar.
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What You Do

10. Select Sunshine Realty,

Inc. and click OK.

11. Select Seller’s Broker

Comments

This is the seller’s broker. The Search
Contact window is closed and the Role
Selection window opens.

This identifies the payee as the seller’s broker.

and click OK. The Role Selection window closes, and
Sunshine Realty, Inc. is listed as the payee
on line 702.

[ Closing Statements - 15-0010 =R =
Prepayments l Reserves Title l Recording l Add'l Charges l Totals Summary l
General l Seller Credits. l Adjustments - Paid l Buyer Credits l Adjustments - Unpaid Brokers ] Loan Fees l
L. Settlement charges

Paid from Paid from
700. Total Sales/Brokers Com. based on price $450,000.00 @ 6.0000% =  27,000.00| Borrowers Selers
T01. 13,500.00 3.0000% to Reafty Company, Inc. Funds at Funds at
" Settlement Settlement
T02. 13,500.00 3.0000% to Sunshine Reatty, Inc.
703. Commission paid at settlement 527, 000.00
704, (none)
Line #: T2 Borrower: Seller:
Commission:
Rate: % P.O.C. amount: [ 500 5.00]
Broker: |Sunshine Realty, Inc. Ll Amount withheld:
Deposit Held by: | LI
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NOTE: Line 704 is an additional line
provided by DoubleTime for any other broker
charges, such as listing a third broker’s co-
brokerage and a processing fee. This line also
identifies the payee and amount.
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Adding Title Charges

What you Do
1. Click the Title tab.

Comments

The Title tab is displayed with lines 1101
through 1113. Line 1101 is selected. The
Payee defaults to Richard P. Bruce, Esq.

NOTE: The detail window at the bottom of
the screen provides two columns. One for
Borrower fees and the other for Seller fees.
The rows allow for fees that are Paid from
funds or a P.O.C. amount.

m Closing Statements - 15-0010 EI@
General l Seller Credits l Adjustments - Paid ] Buyer Credits l Adjustments - Unpaid l Brokers l Loan Fees l
Prepayments l Reserves Title l Recording l Add'| Charges ] Totals Summary l
1400, Title charges: Paid from Paid from

Borrower's Seller's
Funds at Funds at
Settlement Settlement
1102. Abstract or title search to
1103. Title examination to
1104. Title insurance binder to
1105. Document preparation to
1106. Notary fees to
1107. Attorney's Fees to
(includes above item numbers: )
1108. Title Insurance to Old Republic Nat. Title/Richard P. Bruce 2,325.00
(includes above item numbers: )
1109. Lender's coverage (Premium):
1110, Owner's coverage (Premium):  $450,000.00 ($2,325.00)
1111. Endorse:
M2, to
1113, to
Ling #: 101, Borrower: Seller:
Description: |Setllement or closing fee Ll Paid from funds: | S.UU" S.UU|
P.0.C. amount: [ 5| 5.00]
Payee: |Richard P Bruce, Esqg. Ll Amount withheld:
2. Type 250 in the Paid The $250 Settlement or closing fee is

from funds box for the
Borrower and press the
Tab key.

3. Type 250 in the Paid
from funds box for the
Seller and press the Tab
key.

4. Select line 1102.
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charged to the borrower.

The $250 Settlement or closing fee is
charged to the seller.

The Description field defaults to Abstract
or title search.
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What you Do Comments

5. Type 150 in the Paid This transaction requires the seller to pay for

from funds box for the the Title Search.
Seller. Press the Tab key.

_ The Search Contact window opened with
6. Click the Search cCorporation as the Contact Type and

Contacts button on the Title-Other as the Service Provided.
secondary toolbar.

7. Select LLC from the
Contact Type drop down
list.

8. Select ATFS, LLC from
the Legal Entity Name
list.

9. Click OK. The payee name for line 1102 changes as
indicated.
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What you Do Comments
[ Closing Statements - 15-0010 =R =
General l Seller Credits l Adjustments - Paid l Buyer Credits l Adjustments - Unpaid l Brokers l Loan Fees l
Prepayments. l Reserves Title Recording l Add'| Charges Totals Summary l
1100. Title charges: Paid from Paid from
Borrower's Seller's
Funds. at Funds at
Settlement Settlement
1101. Settlement or closing fee to Richard P. Bruce, Esq. 250.00 250.00
1102. Abstract or title search to ATFS, LLC 150.00
1103. Title examination to
1104. Title insurance binder to
1105. Document preparation to
1106. Notary fees to
1107. Attorney's Fees to
(includes above item numbers: )
1108. Title Ingurance to Old Republic Nat. Title/Richard P. Bruce 2,325.00
(includes above item numbers: ]
1108. Lender's coverage (Premium};
1110. Owner's coverage (Premium): 5450, 000.00 (32,325.00)
1111. Endorse:
1112 to
1113. to
Line #: 1102, Borrower: Seller:
Description: |Abstrac1 or title search LI Paid from funds: | S.DD" 31 E-D.DD|
P.O.C. amount: [ 5.0 5.00]
Payee:  [ATFS, LLC ~] Amount withheld:

Recording Charges

What you Do
1. Click the Recording tab.

2. Double click line 1201.

Training Workbook: August 2018

NOTE: Line 1108 displays the Title
Insurance amounts. DoubleTime
automatically calculates the rate in the
Premium Calculation (Rating) module
and populates the amounts on line 1108.

Comments

The Recording tab is displayed with lines
1201 through 1205. Line 1201 is selected.

The Recording Calculator window is
displayed.
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What you Do Comments

3. Type 2 in the # of Pages The calculation is automatically made for
box in the Deed column. recording a 2 page deed. The payors default to
the typical payor, but can be changed as

needed by selecting the Payor down arrow.

4. Click OK. The Recording Calculator window closes
and the calculated amounts display.
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What you Do

Comments

m Closing Statements - 15-0010
l Seller Credits l Adjustments - Paid

] Title

General

Prepayments ] Reserves

(=] o s

Buyer Credits l Adjustments - Unpaid l Brokers l Loan Fees

1200. Government recording and transfer charges:

1201, Recording fees
1202. City/county tax/stamps Deed

Deed $18.50 Mortgage(s)
20.00 Mortgage(s)

Recording ] Addl Charges ] Totals Summary
Paid from Faid from
Borrower's Seller's
Funds at Funds at
Settlement Settlement
$0.00 Releases 0.00 $18.50

50.00

1203. State tax/stamps.

Deed %3,150.00 Mortgage(s)

30.00 $3,150.00

1204. to

1208, to

Line #:
Description:
Deed:
Mortgage(s):
Releases:

1204.
Recording fees
$18.50)
5.00]
5.00)

=l

Seller:
s.00]

Borrower:
518.50]

Paid from funds: |

Payee: {none)

l
l

= Click the Search
Contact button on the
secondary toolbar.

Select State of Florida
and click OK.

The Search Contact window opens. The
Contact Type is Other and the Service
Provided is Recording Dept.

The Search Contact window closes and the
Recording tab redisplays. State of Florida
is listed in the Payee box. NOTE: This
information is not displayed on the settlement
statement, but reflects the payee for the
Balance Sheet.

Adding Additional Settlement Charges

What You Do

1. Click the Add’l Charges
tab.

Training Workbook: August 2018

Comments

The Add’l Charges tab is displayed with
lines 1301 through 1308. Line 1301 is
selected.

This line defaults to Survey in the
Description box. This field can be edited.

Page 305




Settlement Statements For Cash Closings/ Non-RESPA/CFPB

What You Do Comments
[ Closing Statements - 15-0010 = |- |5
General l Seller Credits l Adjustments - Paid l Buyer Credits l Adjustments - Unpaid l Brokers l Loan Fees l
Prepayments ] Reserves l Title l Recording Add'l Charges Totals Summary l
1300. Additional settiement charges: Paid from Paid from
Borrower's Seller's
Funds at Funds at
Settlement Settlement
1301, Survey to
1302. Pest Inspection to
1303. to
1304, to
1305. to
1306. to
1307. to
1308 to
Line #: 1301, Borrower: Seller:
Description: |Sun.rey LI Paid from funds: | S.DD" S.DD|
P.0.C. amount: [ s.0q] 5.00]
Payee: |(nune} LI Amount withheld:
Loan statement: (nonej -
2. B on the secondary The Search Contact window is displayed.

toolbar, click the Search
Contact button.

3. Select Property
Surveyors, Inc. and click
OK.
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The Contact Type is Corporation and the
Service Provided is Surveyor.

The Search Contact window is closed and
the Add’l Charges tab is redisplayed.
Property Surveyors, Inc. is now displayed
in the Payee box.
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What You Do

4. Type 275 in the Paid
from funds box for the
Borrower. Press the Tab
key.

Comments

[2l] Closing Statements - 15-0010

General l Seller Credits ] Adjustments - Paid

Prepayments l Reserves l Title

E=N EoR =<

Adjustments - Unpaid ] Loan Fees l

Add'l Charges

l Buyer Credits ] Brokers

] Recording Totals Summary

1300. Additional settlement charges: Paid from Paid from
Borrower's Seller's
Funds at Funds at
Settlement Settlement
1301. Survey to Property Surveyors, Inc. 275.00
1302. Pest Inspection to
1303. to
1304, to
1305. to
1306. to
1307. to
1308. to
Line #: 1301. Borrower: Seller:
Description: [Survey | Paid from funds: [ 5275.00[ s.00]
P.0.C. amount: [ s.00] s.00]
Payee: |F‘rr.|per!:)r Surveyors, Inc. Ll Amount withheld:

Loan statement: (none} -

5. Select line 1302.

6. i On the secondary
toolbar, click the Search
Contact button.

7. Select Pest Inspectors,
Inc. and click OK.

8. Type 275 in the Paid
from funds box for the
Seller. Press the Tab key.
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This line defaults to Pest Inspection in the
Description box. This field can be edited.

The Search Contact window is displayed.
The Contact Type is Corporation and the
Service Provided is Pest Inspector.

The Search Contact window is closed and
the Add’l Charges tab is redisplayed. Pest
Inspectors, Inc. is now displayed in the
Payee box.

The $275 Pest Inspection search fee is
charged to the seller.
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What You Do Comments
[l Closing Statements - 15-0010 =l (<=
General l Seller Credits ] Adjustments - Paid l Buyer Credits ] Adjustments - Unpaid ] Brokers l Loan Fees l
Prepayments l Reserves Title ] Recording Add'l Charges lTutals Summary l
1300. Additional settlement charges: Paid from Paid from
Borrower's Seller's
Funds at Funds at
Settlement Settlement
1301. Survey to Property Surveyors, Inc. 275.00
1302, Pest Inspection to Pest nspectors, nc. 275.00
1303. to
1304. to
1305. to
1306. to
1307, to
1308, to
Line #: 1302. Borrower: Seller:
Description: |Pest Inspection Ll Paid from funds: | S.DD" SZTE-.DD|
P.0.C. amount: [ soq]| 5.00]
Payee: |Pest Inspectors, Inc. Ll Amount withheld:
Loan statement: (nonej h

Viewing Closing Statement Alerts

What you Do Comments
A _ ) The Closing Statement Alerts window
L Click the Closing gpens. It provides helpful information on

Statement Alerts button

specific line items for the current transaction
on the secondary toolbar.

that may have been inadvertently overlooked.
NOTE: (1) The Alerts can be viewed on any
tab within the Closing Statement module
by clicking this button. (2) The Missing
amount alert displays.

This alert is for a missing amount for a
recording release for the mortgage payoff.
The payoff lender indicated they would record
the release.
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What you Do Comments

2. C“Ck the box for Do not NOTE: If yOU C||Ck the Do not

automatically display automatically display Closing
Closing Statement Statement Alerts check box, alerts will no
Alerts. longer display automatically when exiting the
Settlement Statements module for this
file.
3. Click Close. The Closing Statement Alert window closes.

Viewing Totals Summary

What you Do Comments
1. Click the Totals The Totals Summary tab is displayed. In
Summary tab. the upper portion of the window is line 1400

from page two of the Settlement Statement. In
the lower portion of the window are lines
300/600 through 303/603 from page one.
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What you Do Comments
m Closing Statements - 15-0010 El@
General l Seller Credits l Adjustments - Paid ] Buyer Credits l Adjustments - Unpaid l Brokers l Loan Fees l
Prepayments l Reserves Title l Recording l Add'| Charges Totals Summary
1400. Total settlement charges: Paid from Paid from
Borrower's Seller's
( Enter on lines 103, Section J and 502, Section K ) Funds at Funds at
Settlement Settlement
543.50 33,150.00
300. Cash at settlement from/to borrower: 600, Cash at settlement to/from seller:
301. Gross amount due from borrower 450,543.50|601. Gross amount due to seller 450,000.00
(line 120} (line 420)
302. Less amount paid by/for the borrower (12,027.11}(802. Less total reductions in amount due seller (260,359.70)
(line 220} (line 520)
303. Cash ( From[_]| To ) Borrower: 438,516.39|603. Cash ( To[] From ) Seler: 189,640.30

Printing The Settlement Statement

What you Do Comments
1. Click Format > HUD Mr. Bruce prefers to have the signatures on a
Signatures-Separate separate page. NOTE: No window opens or

Page from the menu bar.  message displays after this action. The
separate signature page will print with the rest
of the Settlement Statement.
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What you Do Comments

The Print Options window opens. The
2. [E] Click the Print Pprint Range defaults to All, Copies to 1,
button on the secondary Print What to HUD-1 and Print to Print all
toolbar. pages. NOTE: To print a different statement,
worksheet, or report, click the Print What
box or the More button and make your
selection.

3. Using the drop down arrow The Buyer/ Seller Closing Statement
in Print What select Will print Buyer instead of Borrower in
Buyer/ Seller Closing section D on page 1 of the Settlement
Statement. Statement.

4. Click Preview...button. A preview of the Settlement statement
displays. Use the Next and Back buttons on
the secondary toolbar to check each page of
the document.
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What you Do Comments
m Closing Statements - 15-0010 - Print Preview
Buyer/Seller
A. Settlement Statement Settlement Statement
B. Type of Loan
()1 FHA ()2 FmHA (13, Conv. Unins 6. File Number 7. Loan Number 8. Mortg. Ins. Case Num.
15-0010
4 vAa ") 5. Conv. Ins. .

C. NOTE: This form is furnished to give you a statement of actual settlement costs. Amounts paid to and by the settlement agent are shown. ltems
marked "(p.0.c.)” were paid outside the closing: they are shown here for informational purposes and are not included in the totals.

D. NAME OF BUYER: Deborah K. Bishop, a single woman
Address of Buyer: 123 South Orange Drive, Alafaya, Florida 32828
E. NAME OF SELLER: Frederick Booker. a single man
Address of Seller: 22122 Bermuda Blvd, Gainesville, Florida 32601 TIN:

F. NAME OF LENDER:
Address of Lender:

G. PROPERTY LOCATION: 123 South Orange Drive, Alafaya, Florida 32628
H. SETTLEMENT AGENT: Richard P. Bruce, Esq. TIN: £9-2248736
Place of Settlement: E955 T. G. Lee Bivd, Orlando, Florida 32628 Phone: 407-555-5000
I. SETTLEMENT DATE: 7115 DISBURSEMENT DATE: 7/1/15
J. S v of buyer's tr i K. 5 vy of seller’s tr. i
100. Gross amount due from buver: 400. Gross amount due to seller:
101. Contract sales price 450.000.00 | 401. Contract sales price ‘ 450.000.00
402 Darconal nranar I AN? Darconal neanart I

5. On the secondary toolbar, The Print Options window opens again.

click the Print button
again.

6. Click OK button. The Settlement Statement including a separate
signature page prints.
The print preview closes and the Settlement

7. [B] click the Close Statements module redisplays.
button on the secondary

toolbar.

The Settlement Statements module
8. e Click the Close closes.

button on the secondary

toolbar.

Tips

1. An alternate way to open the Settlement Statements module is to select
Modules from the menu bar and choose Settlement Statements.

2. L\Eﬂs Use the Double Click! feature on line 201 - Deposit or earnest

money to open the Deposit Summary dialog box. It can also be used to
open the Payoff Calculator on line 504 and the Recording Calculator
on line 1202.
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3. ’83 Use the Deposit Summary button, located in the Settlement
Statements secondary toolbar, to open the Deposit Summary dialog
box.

s o selec 1

4. ==l Another way to access the Payoff Calculator is to select line 504 and
click the Payoff Calculator button on the Settlement Statements
secondary toolbar.

5. RECED

Use the Recording Calculator to automatically calculate recording
fees for lines 1202 through 1205 on the Recording tab.

6. In the Print Options window, use the Page Range area to print
individual pages of the Settlement Statement.

7. To display the entire Settlement Statement, click the Print button
on the secondary toolbar and select the Preview button.

8. You can display any one report selected in the Print What box by clicking
the Preview button. You can also select a report to view by selecting
Reports from the main menu.

9. To print multiple reports at one time, click the More button on the Print
Options window and select as many different reports as needed. Click the
Less button to return to the previous window. You can also select other
reports by clicking the Reports menu on the main toolbar.

10. A HUD Signatories-Separate Page should be used if all signatures
cannot be disclosed on the two page settlement statement. This can be
selected from Format on the menu toolbar.

11. = Click the Calculator button on the secondary toolbar to use the
calculator. You can type the number on the keyboard or use the mouse to
click the numbers on the displayed calculator.

12. To obtain a copy of the figures in the Payoff Calculator, leave the Payoff
Calculator window open after the figures have been calculated. Press the
Print button.

13. A You can choose to display the Closing Statement Alerts at any time
by clicking the Closing Statement Alerts button on the secondary
toolbar to check for any missing items within your settlement statement.
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14. To fax a Settlement Statement from your PC, click the Print button on the
secondary toolbar, select the Printing to fax machine check box, and
click the Properties button. Select your fax in the Printer Setup window
and click OK. This ensures that all the pages of the Settlement Statement are
faxed as one “print job”, instead of treating each page as a separate fax.

15. To email a Settlement Statement from your PC, select eSolutions while in
Print Preview, and click Email. In order to perform this function, you
must be in preview mode of all Settlement Statements, including the HUD,
and you can only use Outlook or Outlook Express to e-mail from the
Settlement Statement module. A list of participants in reference to your
file are displayed with the opportunity to select their e-mail addresses. Email
addresses need to be established in either the Contacts or Closing File
module on the Phone tab.

16. To email the closing statement using an email program besides Microsoft
Outlook, first save the statement to your computer as follows:
* Select File > Save as... from the menu bar
* DoubleTime converts the image to a PDF file
» The Save Document Image window opens
* Type a name for the document in the File Name box
» Select a location on your computer to save the file from the Save in drop
down list
* Click Save
* The file is saved and available for attachment to an email.

17. Use the Settlement Statement Template Maintenance module to set
up Settlement Statement defaults for specific lenders. The initial setup of a
template is done under Modules/Closing Statement Template Maintenance.
See the Settlement Statement Template Maintenance lesson in
Additional Features for more information.

18. The Buyer/ Seller Closing Statement will print Buyer instead of
Borrower in section D on page 1 of the Settlement Statement.

19.@ From the Print Preview window, you may place a ‘Draft’

Watermark on your Settlement Statement by using the ‘Draft’
Watermark button on the secondary toolbar. This will appear on all pages
of your printed Settlement Statement.
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Frequently Asked Questions

Question
1. How do | add more lines?

2. How do I add more lines to
the 800 Series of the
Settlement Statement for
lender fees?

3. How do | enter a LIP or

Construction Loan
account?
4. How do | put tax re-

proration language on the
Settlement Statement?

5. How do I delete an amount
from Line 402 (Personal
Property)?

6. How do | print the

Settlement Statement?
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Answer

Click the Add’l Charges tab, then click the
Insert button. An addendum is automatically
generated, and the addendum total is
maintained on line 1309.

Additional lines cannot be added to the 800
series. However, you can change the
description of the lines in the 800 series. If
you have additional lender fees, you can enter
them in the 1300 section, which can be added
to, if needed.

DoubleTime allows you to enter the LIP
(Loan in Progress) or Construction amount on
line 104 or 105 of the Settlement Statement.
Type the Description in line 104 or 105 of
the Settlement Statement, type the amount of
the LIP account in Total Amount. Double-
click Amount Withheld. Finally, set your
Loan Statement to the appropriate loan (for
example, First).

You cannot add Tax Re-Proration language
directly to the Settlement Statement, however,
you can print the Closing Statement
Addendum document from the
Documents module. The Closing
Statement Addendum document includes
the Tax Re-Proration language, as well as
other information, such as the Disbursement
Authorization language.

Delete the amount on line 102 and press Tab
or Enter. line 402 will be changed to zero

(0).

Click the Print button. The Print What box
will display the default of HUD, or you can
select a different settlement statement. Select
Print Preview if desired, and then click Print
button to print the settlement statement.
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Question Answer

7. How do I add a contact on Click Search Contact button on the
the Settlement Statement?  secondary toolbar to open the Search
Contact window. Select the contact.

8. How do I type a negative Type adash (-), and then type the amount.
number?

9. How do | deduct a deposit Let’s say a Borrower pays a deposit to the
credit from the loan fees Lender that needs to be credited to the
check being remitted by Borrower on the Settlement Statement. The
the Closing Agent to the Lender remits a check for the exact loan
Lender? amount (no withhelds). The deposit credit

must be deducted from the loan fees check
being remitted by the Closing Agent to the
Lender. NOTE: This situation is similar to an
Aggregate Accounting Adjustment, which is
typically a Borrower credit reflected as a
negative number. Go to the Loan Fees tab in
the Settlement Statements module. On an
available 800 section line, enter the following
information:

» Description: Enter language acceptable to
the Lender, (such as “Application Fee
Refund” or “Loan Deposit Credit”).

» Payee: Select the lender.

» Paid from Funds/Borrower: Enter the
deposit credit amount here as a negative
number, (such as

$-500.00).

« Amount withheld: Leave this blank.

* Loan statement: Select the appropriate
loan.

The Balance Sheet module now reflects a
negative number for a disbursement item.
Combine this negative item with the items
being disbursed to the Lender to create a net
check for the Lender. NOTE: You cannot
access the accounting export function until
this negative disbursement item has been
combined.
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Question Answer

10. Why aren’t the doc stamps You did not select a property on the Property
on the deed automatically tab of the Closing File module.
calculated on the
Settlement Statement?

11. Why doesn’t the payoff Payoff loans must be added in the Closing
amount or lender di3p|ay? File module/Loans tab. The lender will be
displayed on the Settlement Statement. The
payoff amount is entered directly in the
Settlement Statements module. To add
the payoff amount, type the amount or double-
click the payoff line in the Settlement
Statement to bring up the payoff calculator.
Type the mortgage balance, per diem interest,
and other miscellaneous fees associated with
the payoff. Click OK. The amount will be
displayed in the proper box.
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Introduction — Part |l

About The Example Used

Page 320

You are an employee for the law firm of Richard P. Bruce, Esg. You are processing a
closing file wherein the buyer is assuming the seller’s first mortgage, and the
individual representing the seller will be holding a purchase money second mortgage.
The property involved is a partially developed subdivision in Orange County, FL. You
will perform the following functions in DoubleTime:

Establish defaults for closing files

Customize drop-down selections

Add a partnership to Contacts and modify an existing contact
Customize a document

Customize notary information

Create a Master Property

Switch to an active closing file

Create clauses in Clause Library

Enter loan details and calculate an amortization schedule
Prepare a Non-RESPA two-page settlement statement

Prepare loan and other documents and create custom documents
Copy and delete closing files, review database backup and delete closing
documents related to a file

Generate reports

In this workbook, you are provided with the information you need to complete these

tasks.
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Maintenance (Lists) Module

Concept

Use the Maintenance (Lists) module to customize drop-down lists located
throughout DoubleTime. The selections can be changed to match the requirements of
your office. Commonly used information, such as a individual’s title in the Contacts
module, or Settlement Statement line descriptions in the Settlement Statements
module, can be added. Cities and postal codes are also maintained in the
Maintenance (Lists) module.

Objective
The objective of this lesson is to show you how to insert a city name and postal code.

You will also create a line description for the Closing Disclosure Settlement
Statement, a individual’s title and a service type for the Contacts module.

Adding A Municipality

What You Do Comments
1. On the menu bar, select The Select List window is displayed with
Modules > the list of available tables.

Maintenance (Lists).
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What You Do Comments
2. Select Municipality and The Maintenance (Lists) — Municipality
click OK. window is displayed with an alphabetical list
of municipalities currently entered in the
system. Use the scroll bar on the right side of
the window to view all the items on the list.
When you select Municipality, the Select
State For Municipality box is displayed
below the list, and Florida is displayed as the
default selection. The municipality we will
add is located in Florida. NOTE: Another
state may be selected.
3. @ On the secondary A blank row is inserted at the end of the list.
toolbar, click the Insert
button.
E Maintenance (Lists) - Municipality
Municipality Name | County | Municipality Type Payment Time |
Ybar City Hillsborough ﬂ|City j |First Day of January j
Yeehaw Okeechobee ~|[city | [First Day of January ~]
‘Yeehaw Junction Okeechobee ~|[city | [First Day of January ~]
Youngstown Bay ~|[city | [First Day of January ~]
Yulee Nassau ﬂ|City ﬂ |First Day of January ﬂ
Zellwood Orange _~|[City v |[First Day of January ~|
Zephyrhills Pasco _~|[City | [First Day of January ~|
Zolfo Springs Hardee v |[City v |[First Day of January |
I I - D - I -
4. In the highlighted
Municipality Name box,
type Bithlo.

5. TAB to the County box
and type or. Select Orange.

6. TAB to the Municipality
Type box and type c.
Select City.
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Orange is displayed as the county. NOTE:
You can also click the County box and select
from the list.

City is displayed as the municipality type.
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What You Do Comments
7. TAB to the Payment The First Day of January is displayed.
Time box and type f. Thisisthe beginning of the fiscal year and can
Select First Day of January. be edited.

8. ] On the secondary The Maintenance (Lists) — Municipality
toolbar, click the Open save window is displayed.
button.

i
NOTE: You can also click Save. (5]

9. Click Yes. The changes are saved. The Maintenance
(Lists) — Municipality save window is
closed and the Select List window is
redisplayed.

Associating A Postal Code To A Municipality

What You Do Comments

1. On the Select List When you select Postal Code, the Select
window, scroll to and State For Postal Code box is displayed

select Postal Code. below the list, and Florida is displayed as the
default selection. NOTE: Another state may

be selected.
2. Click OK. The Maintenance (Lists) — Postal Code

window is displayed with the list of
municipalities and their associated postal
codes.
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What You Do Comments

m Maintenance (Lists) - Postal Code

Postal Code Municipality

3341 Royal Palm Beach, Palm Beach County

33412 West Palm Beach, Palm Beach County -
33412 Palm Beach Gardens, Palm Beach County
33413 West Palm Beach, Palm Beach County -
33413 Green Acres, Palm Beach County -
33413 Greenacres, Palm Beach County -
33414 West Palm Beach, Palm Beach County -
33414 Village Of Wellington, Palm Beach County
33414 Wellington, Palm Beach County -

m

toolbar, click the Insert
button.

Type 32820 in the
highlighted Postal Code
box.

& |on the secondary A blank row is inserted at the end of the list.

Click the Municipality Use the scroll bar on the right side of the
names in the list.

Name box and select window to view all the
Bithlo, Orange County.

E Maintenance (Lists) - Postal Code

Postal Code| Municipality

34990 Palm City, Martin County -
34991 Palm City, Martin County -
34992 Port Salerno, Martin County -
34994 Stuart, Martin County -
34995 Stuart, Martin County -
34996 Stuart, Martin County -
34996 Sewalls Point, Martin County -
34997 Stuart, Martin County -

4 |1
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What You Do Comments

6. ] On the secondary The Maintenance (Lists) — Postal Code
toolbar, click the Open save window is displayed.
button.

i
NOTE: You can also click Save. (&

7. Click Yes. The changes are saved. The Maintenance
(Lists) — Postal Code save window is
closed and the Select List window is
redisplayed.

Adding Settlement Statement Line Descriptions

What You Do Comments

1. On the Select List NOTE: The Select the Settlement
window, scroll to and format box is displayed. Line descriptions
select Line Description added in this module are available for

(Settlement selection on the Closing Disclosure or Old
Statement). HUD/ HUD GFE.
2. Select Closing

Disclosure from the drop
down list for the settlement
statement format.
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What You Do Comments

3. Click OK. The Maintenance (Lists) — Settlement
Statements Line Description window is
displayed along with the line descriptions
available in DoubleTime arranged by Line
Description and Closing Disclosure
Section.

m Maintenance (Lists) - Settlement Statement Line Description

Line De=scription Clozing Disclosure Section| =
Title - Settlement Cloging Fee| -

Title - Title Search

WMortgage Surcharge County Or Parish

Mortgage Surcharge Municipal

Mortgage Surcharge State
Other

Transfer Tax Total

Recording Fee For Deed

[ m|[ m] ™|« m .o
4

Condominium Association Dues
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What You Do

@lon the secondary
toolbar, click the Insert
button twice.

Comments

Two blank rows are inserted at the end of the
list.

E Maintenance (Lists) - Settlement Statement Line Description

Line Description Closing Disclosure Section| =

Revolving

P -

Second Position Mortgage Lien

Taxes

Tax Lien

Third Position Mortgage Lien

Unsecured Home Improvement Loan Installment

Un=secured Home Improvement Loan Revolving

|| wff 2 of 2 ©
4

Type Underwriting Fee
in the first blank Line
Description box.

Select A from the Closing
Disclosure Section
drop down list for the first
blank line.

Type Flood Insurance in
the second blank Line
Description box.

Select G in the Closing
Disclosure Section
drop down list for the
second line.

Training Workbook: August 2018

This is the section of the Closing Disclosure
in which this line description will be available
for selection.

NOTE: In a Closing Disclosure you can
select “ALL” to add the Line Description to
all sections.

This is the section of the Closing Disclosure
in which this line description will be available
for selection.
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What You Do Comments

m Maintenance (Lists]) - Settlement Statement Line Description

Line Description Closing Disclosure Section| *
Revolving p -

Second Position Mortgage Lien

Taxes

Tax Lien

Third Pogition Mortgage Lien

Unzsecured Home Improvement Loan Revolving

Underwriting Fee

P
P
P
P
Unzecured Heme Improvement Loan Installiment P -
P
A

9. On the secondary The Maintenance (Lists) — Settlement
toolbar, click the Open Statement Line Description save window
button. is displayed.

10. Click Yes. The changes are saved. The Select List
window is redisplayed.

Adding Service Types For Contacts

What You Do Comments

1. On the Select List
window, scroll to and
select Provider Type.
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What You Do

2. Click OK.

5.

Comments

The Maintenance (Lists) — Provider
Type window is displayed.

ﬁ Maintenance (Lists) - Provider Type

Provider Type Provider Type Description &
Appraiser Appraiser
Attorney Attorney |
Closing Agent Closing Agent i
Closing Site Closing Site
Condo/HO Assoc Condo/Homeowners Association
Credit Report Credit Agency
Drop Site Drop Site
Insurance Agent Insurance Agent
Insurance Comp. Insurance Company

& on the secondary
toolbar, click the Insert
button.

Type Builder in the
Provider Type box.

Type Builder in the
Provider Type
Description box.
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A blank row is inserted at the end of the list.

To add Builder as a selection on the
Services tab in the Contacts module.

This Provider Type is now available for
selection on the Services tab in the
Contacts module.
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What You Do Comments

E Maintenance (Lists) - Provider Type

Provider Type | Provider Type Description
MNotary Notary
Title - Other Other Title Provider
Pest Inspector Pest Inzspector

Real Estate Brk Real Estate Broker

Recording Dept Recording Department

Surveyor Surveyor
Title Agent Title Agent
Underwriter Title Underwriter

m

6. B| on the secondary The Maintenance (Lists) — Provider
toolbar, click the Open Type save window is displayed.
button.
7. Click Yes. The changes are saved. The Select List
window is redisplayed.
Adding A Title Type
What You Do Comments

1. On the Select List
window, scroll to and
select Title.

Page 332
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What You Do Comments

2. Click OK. The Maintenance (Lists) — Title window is
displayed.

m Maintenance (Lists) - Title

Title o
Administrator

Assistant Secretary

1

Assistant Treasurer

Assistant Vice President

Attorney at Law

Attorney in Fact
Chief Executive Officer
Chief Financial Officer

Conservator

3. &) on the secondary A blank row is inserted at the end of the list.
toolbar, click the Insert
button.

4. Type Manager in the TO add Manager as a selection on the
Title box. Contacts module and the Signature/
Notary Block window.
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What You Do Comments

E Maintenance (Lists) - Title

Title |-

Paralegal

Partner

Personal Representative

President

Secretary

Treasurer

Trustee

m

Vice President

FManager I

5. ] on the secondary The Maintenance (Lists) - Title save
toolbar, click the Close window is displayed.
button.

6. Click Yes. The changes are saved. The Maintenance
(Lists) module is closed.

Select List Definitions

Code Comments

Arm Index Type Add ARM index types for selection in the Loans
module (Loan Details). When you select the
Adjustable Rate check box on the Classification
tab under Loan Options, the ARM tab is displayed.
You can then select options from the ARM Index.

Branch (User Add office or branch locations for a firm that has

Defined) more than one office. The different locations will be
available as selections in the Branch drop down list
on the General tab of the Closing File module.

Caps Driver Add caps driver codes for selection in the Loans

Code module (Loan Details). When you select the
Adjustable Rate check box on the Classification
tab under Loan Options, the ARM tab is displayed.
You can then select options from the Caps Driver.

Country Add countries for selection in country code lists in
address blocks.
County Add counties for selection in county code lists in

address blocks.
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Code
County Tax

Electronic
Address Type

Legal Entity
Relationship

Legal Proof Type

Line Description
(Settlement
Statement)

Municipality

Municipality tax

Municipality
Type

Notary Title

Training Workbook: August 2018

Comments

Add county-specific tax or fee rates (for example
documentary surtax, document abstracting fees) for
calculation of taxes and fees. Line series 1200 of the
HUD automatically calculate recording fees for the
intangible tax and doc stamps on the deed and
mortgage, when applicable. These calculations are
based on the default for the county in which the
property is located. New fees other than the county
default can be calculated by using the county tax
rates.

Add electronic address types for selection in the
Contacts module. An electronic address can be
added on the Phone tab.

The Legal Entity Relationship list is for adding Entity
Relationships, such as “its Corporate Partner”, for use
in the Signature and Notary Block.

Add legal identification types, including a blank line
for selection in Notary.

Add Settlement Statement line descriptions for
selection in the Settlement Statements module.
Descriptions are added according to the closing
statement section or series numbers, not by line
number. Descriptions added within one series (for
example, section A) will not be available in other
section.

Add U.S. cities, townships, villages, etc. for selection
in municipality lists in address blocks.

Add municipality tax types and rates for calculation
of taxes and fees. Line series 1200 of the HUD
automatically calculate recording fees for the
intangible tax and doc stamps on the deed and
mortgage, when applicable. These calculations are
based on the default for the municipality in which the
property is located.

Add the type of municipality (city, township, village,
etc.) for selection in municipality lists in address
blocks.

Add customized notary information for selection in
the Notary Title box within the Closing File and
Documents modules.
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Code Comments

Notes Category  Add customized category types for selection in the
Notes module.

Payment Time Add the beginning date of a county tax payment time
frame for default selection in the Settlement
Statements module. The “From” date for proration
on the Adjustments-Paid or Adjustments
Unpaid tab defaults to the Payment Time date
identified when you add a Municipality in the
Maintenance (Lists) module.

Phone Type Add a phone description for selection in the
Contacts and Closing File modules.

Postal Code Add ZIP codes for linking to city, state, and county
information in address blocks.

Prepayment Add VA or FHA loan prepayment codes for selection

Code in the Closing File and Loans modules (Loan
Details). These codes pertain to interest on the loan.

Problem Add categories for the type of legal proceeding or

Category document related to a problem for selection in the

Checklist module.

Problem Type Add problem types for selection in the Checklist
module.

Property Add codes to identify where property registry occurs.

Registry

Property Usage  Add codes to identify how property is used for
selection in the Closing File module.

Provider Type Add services provided by contacts for selection in the
Contacts module.

Recording Fees This table shows the rates for the Recording

Tax Calculator located within the Settlement
Statements module.

Security Add security instruments for loans for selection in the

Instrument Loan Details module on the Classification tab.

State Add information about the payment of state real

property taxes for any state or to add another state to
the table. The tax information includes payment
method, month or interval payment is due, tax
discount (if any), deadline date, and tax penalty
percentage (if any).
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Code Comments

State Tax Add information about the payment of state real
property taxes. The tax information includes tax type
and tax rate per specified amount.

Title Add individual titles for selection in the Contacts
module on the Employee’s tab and the Closing
File module on the Buyers and Sellers tab.

Witness Title Witness Title can be used to add specific title for your
Witnesses, such as “Witness as to Both” and “Witness
as to All”, for use in the Signature Block.

Escrow Transfer Add additional reasons for transferring funds in the

Reason DoubleTime Escrow Accounting module.
Escrow Void Add additional reasons for voiding funds in the
Reason DoubleTime Escrow Accounting module.

Tips

1. The Title table can be used to insert titles for individuals added in the
Contacts module or available in the Schedule Closing/Closing
Meeting module.

2. The selection (None) can be added to lists to replace a selection that is no
longer required.

3. Use the Notary Title list to add customized notarial officer information.

4. Standard items appear in grey and cannot be altered or deleted.

Frequently Asked Questions

Question Answer

1. How do I add an employee Open the Maintenance (Lists) module.
title? Select Title and click OK. Click the Insert
button, type the new title, and save your

changes.
2 How do | add line Open the Maintenance (Lists) module.
descriptions for the Select Line Description (Settlement
Closing Disclosure? Statement), select the settlement statement

format as Closing Disclosure and click
OK. Click the Insert button, type a new line
description, and select the appropriate
Closing Disclosure section and save your
changes.
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Question Answer
3. How do I add my city to Open the Maintenance (Lists) module.
the selection? Select Municipality, and type or select the

state. Click OK. Click the Insert button and
type the new city name. Save your changes.

4. How do | add the correct Open the Maintenance (Lists) module.
postal code for my city? ~ Select Postal Code, and type or select the
state. Click OK. Click the Insert button, type
the new postal code, and select the city name.

Save your changes.
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Concept

Objective

#|Contacts Module

The Contacts module is like an electronic address book of all individuals and entities
with whom you come in contact. Contact information may be viewed, modified, or
added. A variety of contact types can be maintained: Individuals, Corporations,
LLC’s, Guardianships, Trusts, Partnerships, and Estates.

The Contacts module can be used two different ways:

» As astand-alone electronic address book to locate a specific name.
* As an interface with other modules, such as the Closing File module, to
select or add a contact's name and address, thus avoiding repetitious typing.
Some of the information entered in the Closing File module, such as Buyer, Seller,
Broker, and Lender, is actually stored in the Contacts module.

Contact information is added to the contact card and then interfaces with the
Settlement Statement module to populate the Contact Information table on
Page 5 of the Closing Disclosure.

The objective of this lesson is to show you how to modify an existing contact and to
add a new contact to the Contacts module.

Modifying An Existing Contact

What You Do Comments

1. On the main toolbar, The Select Contact window is displayed.
click the Contacts button. The Contact Type defaults to Individual.
NOTE: The Status defaults to Active,
displaying all Active contacts. To display
inactive contacts, remove the check mark

from the Active check box.
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What You Do Comments

2. Click the Contact Type All previously entered contacts with the
box and select Other. Contact Type Other are displayed.

3. Select Richard P. Bruce, The Other tab of the Contact window is
Esq. and click OK. displayed with information previously entered
for Richard P. Bruce, Esqg.

E Contact - Richard P. Bruce, Esq.

Other lAddress } Phone l Alias l Associates l Services l
Name
Legal Entity Name
|Richard P. Bruce, Esq.

1
Type Description

Tax ID Mo. Licensing

Federal EIN [59-2228735 oRSSN[-- ssungstae L

Status TR ALTA UniversaliD | { Commitment Schedule A )
¥ Active Current State -
State License ID |FLBBT& (CD Page5 )
[~ Client Previous State -
Documentation Verified - NNLS ID |

NOTE: Licensing information for a contact may be added on this tab and then
interfaces with the Settlement Statement module to populate the Contact
Information table on Page 5 of the Closing Disclosure.
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What You Do Comments

4. \iew
Phone,
tabs.

the  Address, This information was previously entered in
and Associates the Contacts module.

Individuals

E Contact - Richard P. Bruce, Esq.
Other l Address l Phone lAIias Associates l Senices l

- |E|Eth

Middle Sign?| Inactive?| =

nAﬂomeyat Lamﬂ
Cullum vlF'araIegaI ~| [ -

Legal Entities

Legal Entity Name Legal Entity Type |

Prefix

First Middle | Last | Sufﬁx| Title |Sign?||nactive?|

5. With the Associates The Select Associate window is displayed
tab displayed, click the with all previously entered individuals in the

Insert

button on the Contacts module. You can select an existing

secondary toolbar. contact or add a new one to both the

Contacts module and to the Associates
tab for Richard P. Bruce, Esq.
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What You Do Comments

6. In the Last box, type Thiswill add you as an associate of Richard
(your last name). P. Bruce, Esq. NOTE: When the
Contact Type is Individual, it is not
necessary to capitalize names. DoubleTime
does this automatically when the data is

saved.

7. TAB to the First box, and
type (your first name).

8. TAB to the Middle box, The period isrequired for middle initials. This
and type (your middle box can also be used for a complete middle
initial) followed by a name.
period, if applicable.

9. Click New. The Select Associate window is closed and
the Associates tab is re-displayed with your
name as an associate.

10. Click the Title box and The title selected here will appear in the Title
select Manager. box when this name is selected as the closer,
signatory, or prepared by individual in the

Closing File module.

Page 342 DT Version: 8.1



Contacts Module

What You Do Comments
11. Click the Sign? check This is to identify you as a signatory for
box. documents. NOTE: The Inactive check box

is selected for Jayne Garcia. This indicates
that she is no longer an active employee for
Richard P. Bruce. Her name will display in
Italics at the end of drop down lists, where
applicable.

12. Click the Services tab. The Services tab is displayed with selected
service types previously entered.

A new blank line is created in the
13. [<]on  the secondary Underwriter section. Old Republic
toolbar, click the Insert National Title Insurance Company/
button. ATFS. was previously established in the
Contacts module.

14. Click the blank Refer to the Setting Up chapter in this
Underwriter box and Workbook for a list of contacts already in
select Old Republic DoubleTime. If the underwriter you want is
National Title not listed, create a new contact in the
Insurance Company. Contacts module and select Underwriter in

the Services tab. When you click the blank
Underwriter box, the underwriter name will
be displayed in the list.

m Contact - Richard P. Bruce, Esg.

Other l Address l Phone l Alias l Associates  Services ‘

Types of Semvices
[~ Appraiser [v Attorney [~ Builder v Closing Agent
[ Closing Site [ Condo/HO Assoc [ Credit Report [ Drop Site
[ Insurance Agent [ Insurance Comp. [ Lender [ Misc
[ Notary [ Pest Inspector [ Real Estate Brk [ Recording Dept
[ Surveyar [ Title - Other v Title Agent [ Undenwriter
Underwriter | Agent # -+
Attorneys’ Title Insurance Fund, Inc. ﬂ 5999
Settlement Statement Payee: Attorneys’ Title Insurance Fund, Inc./Richard P. Bruce
Old Republic National Title Insurance Company - =
0Old Republic National Title Insurance Company

Old Republic Mational Title Insurance Company [ ATFS

Security Union Title Insurance Company
Southern Title Insurance Corporation -

Stewart Title Guaranty Company
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What You Do Comments
15. TAB to the Agent #, and This is the agent number given by Old
type 7890. Republic National Title Insurance

Company to Richard P. Bruce, Esq.

16. B Click the Save Changes are saved.
button.

17. & Click Open on the The Select Contact window opens allowing
secondary toolbar. you to select another party.

Adding Notary Expiration Date

What You Do Comments

18. Type (your last name) in
the Last box of the Select
Contact window.

19. Select your name from the The Contact window opens with your name
Individual Name list and on the displayed Individual tab.

click OK.
E Contact - Ima Paralegal
Individual ]Address l Phone lAIias l Spouse l Services l
Name
Prefix First Middle Last Suffic
[ | Jima [ Paralegal [ |
Record Licensing
SSN Marital Status Citizenship lssuing State |FL
| -- | IR =l ALTA Universal D
Date of Birth Date of Death Notary Expiration Date { Commitment Schedule & )
[ooroniooo0 [poioo/oooo [poioniocoo )
State License ID
Status Gender Details (CDPage5)
v Active ™ Male [ Minor EG
Incapacitated
[~ client " Female r p —
[~ identification Verified

20. Type 07/18/2021 in the When your name is selected in the Notary

Notary Expiration Date Block, your  expiration date  will
box. automatically fill in.

10
21. Click Save on the
secondary toolbar.

Page 344 DT Version: 8.1



Contacts Module

What You Do Comments

, The Select Contact window opens.
2. | Click Open on the
secondary toolbar.

Adding A New Contact

In this section you will add a new contact. Your office is now doing business with a
new builder.

What You Do Comments

1. Select Partnership from This will identify the new contact as a
the Contact Type drop partnership.
down list.

2. Type We Build Homes, Thisisthe legal name of the partnership.
LTD in the Name box.

3. Click New. The Contact — We Build Homes LTD
window is displayed with the Partnership
tab open. The cursor is in Legal Entity box.
The Type Description defaults to a
partnership and Status defaults to Active.
NOTE: The Details and Federal EIN
sections can be selected if applicable.

[&2] contact - We Build Homes, LTD
Partnership lAddress l Phone l Alias l Partners l Senices l
Name

Legal Entity
we Build Homes, LTD

Type Description

ja partnership
Federal EIN | -
Status Details Licensing
Issuing State
F Active Current State - g
™ Client Previous State < State License ID |

Documentation Verified ™~ NMLS 1D |
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What You Do
4. TAB to the

Comments

Type

Description field and insert
the words Florida limited

and

between a
partnership.

[E] Contact - We Build Homes, LTD

Name
Legal Entity
[We Build Homes, LTD

Partnership lAddress 1 Phone lAIia.s I Partners l Services l

Type Description

|a Fiorida limited partnership|

FederalEIN | -

Status Details

W Active
[ client

Current State =
Previous State -

Documentation Verified

Licensing
Is=uing State

ALTA Universal ID { Commitment Schedule A )

State License ID (CDPage 5 )
- NMLS 1D |

5. Click the Address tab.

The Address tab is displayed. The Type

defaults to Mailing and the Country defaults
to United States.

[ contact - We Build Homes, LTD

Partnership  Address l Phone l Alias l Partners l Senvices l

Type Street

Detail Address

City State

Postal Code

Street |

Type |Mailing -
|
City | ﬂ County | ﬂ
State | w|  Country |United States ]|
Postal code -
Remarks

6. Click the Street box and The mailing address is displayed at the top of

type P.O. Box 2233.

the Address tab once you press TAB.
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7. In the Postal Code box, The City, State, and County boxes display
type 32820 and press Tab. information associated with the postal code in
Then, click the City down the Detail Address section and the top of
arrow to select Bithlo the Address tab.
from the list.

8. Click the Phone tab. The Phone tab is displayed. Use this tab to
enter telephone and e-mail information.

[Z2] contact - We Build Homes, LTD

l Alias l Partners l Semnices l

Phone

Phone Type Area|Exchange| Ph N0_| Ext. | Remarks | Country | Region |

|(n0ne} -

Electronic Mail

Senice Type | E-Mail Address

| Rd

9. Click the Phone Type This identifies the telephone number type. A
box and select Business. phone type must be selected for each
telephone number.

10. Type 407 423 9185 in the After you type the area code, the cursor
Area, Exchange, and Ph advances to Exchange. After you type the

No.boxes. three digits of the telephone exchange, the
cursor advances to Ph No.  NOTE: Enter
the e-mail address for your contacts to utilize
the Send to E-mail option for all modules.

11. Tab to the Service Type NOTE: Enter the e-mail address for your
box and select Email from contacts to utilize the Send to E-mail option
the pull down choices. for all modules.

12. Tab to the E-Mail Address
box and type:
info@webuildhomes.c
om.
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13. Click the Partners tab. The Partners tab is displayed. No
information is displayed at this time.

[ZZ] contact - We Build Homes, LTD
Partnership l Address ] Phone l Alias Partners l Senices l

Individuals

Prefix | First | Middle | Last | Suffix | Title |Sign?| Inactiue?|

Legal Entities

Legal Entity Name Legal Entity Type

Prefix First Middle | Last | Suffix | Title |Sign?| Inactive?|

14. 1<

On the secondary The Select Partner window is displayed
toolbar, click the Insert with the Contact Type defaulted to
button. Individual.

15.In the Last box, type Ihomas Price was previously entered inthe
Price. Contacts module and is displayed in
Individual Name.
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16. Click OK. The Select Partner window is closed and
Thomas Price is displayed on the Partners
tab.

17. Click the Title box, type g Titles are displayed alphabetically. The Title
to select General listcloses and General Partner is displayed.
Partner.

18. Click the Sign? check This identifies Thomas Price as a signatory
box. for documents.

[2] contact - We Build Homes, LTD

Partnership lAddress l Phone l Alias Paﬂﬂ&'fslSer\n'ces l

Individuals

Prefix First Middle Last Suffix Title Sign?| Inactive?
n General Partneﬂ

Legal Entities

Legal Entity Mame Legal Entity Type

Prefix First Middle | Last | Sufﬁx| Title |Sign?||nactive?|

19 9] on the secondary The Select Partner window is displayed.

toolbar, click the Insert
button.

20.In the Last box, type
Reynolds.

21. TAB to the First box and
type Steven.

22. Click New. The Select Partner window is closed and
Steven Reynolds is displayed on the
Partners tab.
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What You Do Comments
[Z2] contact - We Build Homes, LTD
Partnership lAddress l Phone l!—\lias Partners l Senices ]
Individuals
Prefix | First | Middle Last | Suffix | Title | Sign?| Inacti\re?|

Price

- | General Partner = | [+ -

Legal Entities

Legal Entity Name

Legal Entity Type |

Prefix First Middle

Last | Suffix | Title |Sign?| Inactive?|

23.

24,

25.

26.

217.

28.

Click the Title box, type g
to select General
Partner.

Click the Sign? check
box.

Click in
Entities area.

the Legal

@ on the secondary
toolbar, click the Insert
button.

In the Name box, type
Homes Built For You,
Inc.

Click New.

This will identify Steven Reynolds as a
signatory for the limited partnership.

The Select Partner window is displayed.
The Legal Entity Type defaults to
Corporation.

The Select Partner window is closed and
Homes Built for You, Inc. is displayed on
the Partners tab.
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[ contact - We Build Homes, LTD
Partnership lAddress l Phone l Alias Partners l Senvices l
Individuals
Prefix | First | Middle Last | Suffix | Title | Sign?| Inactive?|
| ~[mhomas Price - | General Partner » | W -
|2 steven Reynalds B3 General Partne g

Legal Entities

Legal Entity Name

Homes Built For You, Inc.

Legal Entity Type

Corporation

Prefix First Middle

Last | Suffix | Title |Sign?||nactive?|

29. Click the lower section of
the Partner’s tab, beneath

Prefix.

30. [@]on  the secondary
toolbar, click the Insert
button.

31.In the Last box,
Rosco.

type
32. TAB to the First box and

type Edwin.

33. TAB to the Middle box
and type Henry.

34. Click New.

35. Click the Title box and
select Vice President.

Training Workbook: August 2018

The Select Signatory window is displayed.
The Legal Entity type defaults to
Individual.

This is the last name of the Signatory.

This is the first name of the Signatory.

This is the middle name of the Signatory.

The Select Signatory window closes and
Edwin Henry Rosco is displayed. The
Sign check box is automatically selected.
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What You Do Comments
[21] Contact - We Build Homes, LTD
Partnership | Address | Phone |Alias Partners |Ser\rices |
Individuals
Prefix | First [ wmidde | Last | suffx | Title | sign?| inactive?|
- homas Price vIGeneraI Partner vI M r
B2 steven Reynolds B3 General Partnejif ™ [ |

Legal Entities

Legal Entity Name

Homes Built For You, Inc.

Legal Entity Type

Corporation

Prefix First Middle

Last

[Edwin Henry

| suffix ] Title |Sign?| Inactive?l
g3 Vice Presidert o L

Rosco

36. Click the Services tab.

37. Click the Builder check
box.

The Services tab is displayed. Use this tab to
indicate the Type of Service(s) provided by
the contact.

This indicates the contact is a builder. We
added the Builder as Types of Services in
the Maintenance (Lists) module.

[Z2i contact - We Build Homes, LTD

Partnership | Address | Phone | Alias

| Partners ~ Services |

Types of Senices
[~ Appraiser [~ Attormey v Builder [~ Closing Agent
[~ Closing Site [~ Condo/HO Assoc [ Credit Report [~ Drop Site
[~ Insurance Agent [~ Insurance Comp. [ Lender I~ Misc
[~ Notary [~ Pest Inspector [~ Real Estate Brk [~ Recording Dept
[~ Surveyor [~ Title - Other [~ Title Agent [~ Underwriter

38. On the  secondary

toolbar, click the Close
button.

39. Click Yes.
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The Save window is displayed.

The changes are saved. The Contacts
module is closed.
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Try This

1. L= Click the Open Closing File button.

2. Click the Closing Agent tab and select yourself as the Closer.

3. Click the Title Agent tab and select yourself as the Signatory and Old
Republic National Title Insurance Company as the Underwriter.

4. Click the Prepared By tab and select yourself as Individual.

5. Close and save the changes.

Tips
1. An alternate way to open the Contacts module is to select Modules >
Contacts from the main toolbar.

2. Use the Remarks box on the Address tab for any miscellaneous
information such as directions, temporary address information, etc.

3. 2] To add address, telephone number, employees, and underwriters, click
the Insert button. Underwriter is activated when Title Agent is selected
as the service type.

4. To change a contact to inactive, click the Active check box on the General
tab to remove the check mark. The contact is no longer included in the
Individual Name listing. If a person is no longer employed by a company,
select the company name, open the Associates tab, and click the Inactive
check box.

5. To delete a contact, from the menu bar select File, then Delete Contact.
NOTE: You cannot delete a contact if it has been used in a closing file.

6. To break the marital relationship between contacts, from the menu bar select
File, then Break Relation.

7. You can scroll by first name when searching for individual contacts in
conjunction with the last name field or by itself.

8. If the Signatory for an entity is unknown you may select Unknown in the
Contacts module. Doing so will generate a blank signature line on
documents where the signature is required.
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9. It is recommended that you only have one occurrence of the contact in the
Contacts module before selecting it from the drop down list. Duplicate
listings for a contact may each have slightly different information. To insure
consistency, once a contact is entered, only edit the existing contact, do not
add a new contact with different information (i.e. spelling).

10. User may export contacts to Excel or any database that accepts “Coma
Delimited files”.

11. When adding a Professional Association contact in the Contacts module,
you must enter it as Contact Type “Other”

Frequently Asked Questions

Question

1. How do | add a new
underwriter?

2. How do | add employees?

3. How do | correct the agent

number?

4. How do 1 change the
contact listed in User
Settings?

5. How do | correct the

spelling of a contact’s
name?
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Answer

You can add a new underwriter as a
corporation contact in the Contacts module.
Select the Underwriter check box on the
Services tab.

Open the Contacts module. Select the firm
or company name and click OK. Click the
Employees or Associates/Partners tab.
Click the Insert button to add or select
employees.

Open the Contacts module. Select the agent
and click OK. Click the Services tab. Type
the correct number. Save your changes.

To use a different contact as your default
office name, title agent, closing agent, or
preparer, select another contact from the list.
To add another contact to the list, add the
contact as a corporation in the Contacts
module. Select the Attorney, Title Agent,
and Closing Agent check boxes, as
appropriate. Save your changes. The next time
you select Preferences/User Settings, the
contact you added will be listed on the menu.

Open the Contacts module. Select the
contact and click OK. Type the name
correctly. Save your changes.
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Question Answer

6. How do I delete a contact? To delete a contact, open the Contacts
module. Select the contact and click OK.
Select File, Delete Contact from the menu
bar. Click Yes to delete the contact. Save your
changes. NOTE: You cannot delete a contact
if it has been used in a closing file. However,
you can de-select the Active check box so the
name is no longer included on the Select
Contact window.

7. Why are my contacts not
populating on the Contact
Information table on
page 5 of the Closing
Disclosure?

1) You need to associate the contact with the file by adding them in the
Closing File module on the Participant tab.

a. Remember that each column on the contact table has 2 entries.

- The first entry is the company. This pulls in the company name,
address and the company license information.

- The second entry is the actual contact for the company. This pulls
in the contact name, contact license information, contact email
and contact phone number.

- MAKE SURE THAT you have selected the correct role type for
your contact using the drop down selection for the second
column name Type. Below are the correct types that should be
used.

* Lender and Loan Officer

» Mortgage Broker Company and a Mortgage
Broker

* Buyer Broker and a Buyer Agent

» Seller Broker and a Seller Agent
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Question Answer

2) The Settlement Agent information is associated with the Contact
Information table from the Closing File module on the Closing
Agent tab.

- The contact for the Settlement Agent is populated from
the CD Settlement Agent Contact drop down field. The
contact card in the Contacts module for this person will pull in

the contact name, contact license information, contact email and
contact phone number.

3) If you have completed steps 1 and 2 above and your contact is still not
visible in the Contact Information table on page 5, you can right click
with your mouse on the dark grey field that populates the company
names. A small window appears and shows the words Add and Delete.
Click on the Add and the Select Contact window opens. It lists
contacts that have been associated with the file but have not yet been
added to the Contact Information table. Highlight the entry that you are
adding and click the OK button. The contact is added to your table.
Repeat step 3 if more than one contact needs to be added.
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Concept

Objective

Preferences

Preferences contains information about your firm and your preferred selections.
Preferred selections can be established for Office Settings, Settlement Statements,
closing file defaults, Account Maintenance, Document Customization and
notary blocks, Security Administration, and escrow accounting. Your firm name
and address are entered as part of the installation process, which will automatically
display as your default office location. All the other preferred selections can be
established as a one-time entry before you create closing files. These are stored as
permanent selections, until changes to them are made again, which can be done at any
time within Preferences. Office settings, account maintenance, and customizing
selections can also be established for use across the office network. DoubleTime also
offers the ability to set up security for users and at least one administrator.
Administrators have full access to and authority throughout DoubleTime. In addition,
Administrators can assign access to users for secured modules such as the Checklist
Template Maintenance, Escrow Accounting, Posting to Escrow Accounting
from the Balance Sheet, Escrow Accounting Reports, and the Check / Deposit Slip
Customization. The administrator can even set security for access authority to
DoubleTime.

The objective of this lesson is to show you how to establish defaults for your closing
files and escrow accounts. You will also learn how to establish security settings, add a
custom variable, customize a document, and establish default settings for your
Settlement Statements.

Office Settings

What You Do Comments

1. Select Preferences > The Office Settings window is displayed
Office Settings from the with the Office tab open. Richard P.
main toolbar. Bruce, Esq. is the company name.

NOTE: The 1099 Transmission
information (i.e. TCC number) must be
obtained from the IRS. It is used in the 1099-
S module for creating a 1099-S file that can
be electronically transmitted electronically to
the IRS.
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What You Do Comments

2 Click on the HuD Thisplaces a check mark to activate showing
Settings Box. the Policy Reissue Discount only on the
GFE HUD Settlement Statement. When
activated, and an Owner’s or Mortgagee
Policy is being issued with a reissue discount,
the Settlement Statement (as applicable) will
include the language “Policy Reissue
Discount” and the difference between the
original rate and the reissue rate will be
disclosed. This option is not available on a 2
page HUD or a Closing Disclosure.

To see what happens when this option is
selected, let’s now assume that a Reissue
Discount was applicable in a transaction
because the Seller had an eligible prior
Owner’s Policy in the amount of $185,000.
Here is what the appropriate lines of page 2 of
the GFE HUD would like, with the Policy
Reissue Discount option activated.
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What You Do Comments
[z Closing Statements GFE - GlennToThomas EI@

General ] Seller Credits ] Adjustments - Paid I Buyer Credits } Adjustments - Unpaid } Brokers Loan Fees ] Prepayments

Reserves Title IRecordmg I Add] Charges ] Totals Summary } GFE - HUD-1 Comparison } Loan Terms

1100. Title charges: '\i) Paid from Paid from
Borrower's Sellers
Funds at Funds at
Settlement Settlement

1101. Title serices and lender's title insurance (from GFE #4) 631.00

1102. Settlement or closing fee $250.00 Richard P. Bruce, Esq.

1103. Owner's title insurance Old Republic Nat. Title/Richard P. Bruce (from GFE #5) 785.00

OF6-785.00
1104. Lender's title insurance  $156.00 Old Republic Nat_ Title/Richard P Bruce

MF6-25.00;5.1-25;8.1-25;F9-81.00
1105. Lender's title policy limit $180,000.00

. Owner's title policy limit $225,000.00 {Paolicy Reissue Discount: $456 50)

1107. Agent's portion of the total title insurance premium $658.70 to Richard P. Bruce, Esq.
1108. Underwriter's portion of the total title insurance premium ~ $282.30 to Old Republic National Title Insurance Con
1109. Abstract or title search $150.00 to ATFS, LLC
1110. to (none)
1. to (none)
1112 to (none)
1113, to (none)

Line #: 1106.

Description: Cwner's title policy limit $225 000.00 LI

3. Click the Notary tab. The default Affidavit and Deeds and
Other Instruments phrases displayed here
are included in those documents that contain a
notary selected in the Documents module.
These are editable.
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Page 360

What You Do
4. Click the Recording tab.

5. Click the Backup tab.

Comments

Several counties have adopted the Document
Number recording method in lieu of Official
Records Book and Page Number method. If
your county adopts the Document Number
method, visit the Maintenance (Lists)
module >County to change the Recording
selection for that county. You can also create
your own wording for the Mortgage
Recording Clause, as long as you include the
Document Number and Recording County
fields.

Be sure to set your desired backup interval.
You will receive a message to perform the
backup at your requested interval. You can
also select Utilities from the menu bar, then
choose Database Backup, to backup the
database at any time. NOTE: The best
practice is to back up to a drive other than
yourharddrive,suchasaportableharddrive.

If the box is checked for Enable
DoubleTime database validation....., at
startup, Doubletime will run a validation
check and will place a copy of the database in
the default directory where your database
resides. If you receive any validation message
call the Help Desk.

m Office Settings

Ofﬁcel Notaryl Recording BHCKUP‘ My Website] F'roxyl Escrow Accounting

Enter the number of days and the number of new closing files after which you will
be reminded to backup the DoubleTime database.

Database Backup Interval 7 Days or 10 MNew Closing Files.

[ Enable DoubleTime database validation and backup automatically.

& Warning: It is necessary to use the Database Backup utility within
DoubleTime even if your system uses other backup software, because:

* Use of this utility can improve DoubleTime performance for all
types of systems.

* For networks, most backup software does not back up the
DoubleTime database.
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What You Do Comments
Please note the warning message on the screen.

Warning: It is necessary to use the Database Backup utility within
DoubleTime even if your system uses other backup software, because it
improves DoubleTime performance for all types of systems. For networks,
most backup software does not back up the DoubleTime database. NOTE:
The best practice is to back up to a physical drive other than your hard
drive. For example, a mass storage device, a portable hard drive, or on the
network of your computer system.

6. Click the Proxy tab. Proxy is for those who access the Internet via
a Proxy server and would like to use
eSolutions features for Fund forms —
electronic delivery and electronic serial
numbers.

7. Click the Escrow
Accounting tab.

E Office Settings

Ofﬁcel Nutaryl Recurdingl Elacl-(upl My Website | Proxy

Check Mumber Sequence

" Office Check Stock
All users are printing from the same sequence of
check numbers.

* Individual Check Stock
Users are printing from different sequences of check
numbers.

Fund Remittance Posting
Default Post Activity

" ePayment
* Post and Print

" Post Only

8. Select the appropriate If all users are printing from the same
option in the Check sequence of check numbers, select Office

Number Sequence area. Check Stock.

If each user has their own starting sequence
number for checks, select Individual Check
Stock.
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What You Do

9. Select the appropriate
option for Default Post

Activity in the Fund
Remittance Posting
area.

10. [ on  the secondary
toolbar, click the Close
button.

11. Click Yes.

Account Maintenance
What You Do

1. Select Preferences >
Account Maintenance
from the main toolbar.

2. On the  secondary

toolbar, click the Insert
button.

Page 362

Comments

To select your Default Post Activity for the
Fund Remittance, select ePayment, Post
and Print, or Post Only.

The Office Settings within Preferences is
closed.

The changes are saved and the Office Settings
window is closed.

Comments

The Account Maintenance window is
displayed with the previously entered escrow
and trust accounts used by Richard P. Bruce,
Esg. Outgoing funds and incoming deposits
will be placed in these accounts when
exporting to  DoubleTime’s Escrow
Accounting module, or other accounting
software.

A blank line is inserted, allowing you to add
another account. The cursor is active in the
Account No. box.
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What You Do

. In the Account No. box,
type 54321.

. TAB to the Account

Description box and type
Prestige Bank.

. TAB to the Bank Name

box and type Prestige
Bank.

. TAB to the ABA Routing
No. box and type
123456789.
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Comments

This is the new trust/escrow bank account
number.

This is the name that will display when this
account is selected for a transaction.

This field must be completed to use the
Positive Pay feature.

The routing number identifies your bank or
financial institution. It is a nine-digit number
that appears at the lower left area of your
check.
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What You Do

7. Select the company name
for your Closing Agent.

8. Click the check box for
ePayment Default.

9. Click the Inactive check
box for account 88765-32,

Southern Bank of
Florida.

10. ®Jon  the secondary
toolbar, click the Close
button.

11. Click Yes.
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Comments

The Closing Agent field is required if using
the  Escrow  Accounting feature in
DoubleTime. NOTE: It is recommended that
you only have one occurrence of the Closing
Agent in the Contacts module before
selecting it from the drop down list. Duplicate
listings for a contact may each have slightly
different information. To insure consistency,
once a contact is entered, only edit the
existing contact, do not add a new contact
with different information (i.e. spelling).

When you select this check box DoubleTime
will use this account to automatically fill in
the required information for ACH payments
every time you make an electronic payment to
The Fund for title insurance remittance.

This indicates that Southern Bank of Florida
IS no longer an active bank for your company.
The bank name will display in Italics from the
drop down lists, where applicable.

The Save window opens.

The changes are saved and the Account
Maintenance window is closed.
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Customizing An Existing Master Document

What You Do Comments
1. Select Preferences > The Master Document Selection window
Document is displayed.
Customization from the
main toolbar.

2. Inthe Master Document The Save As New Master window is
Selection window, select displayed. This document will be used as the
FL Warranty Deed base template for the custom document you
(Statutory Form), and want to create. NOTE: The base template
click OK. document you choose in DoubleTime must be

similar to the type of document being copied,
such as, if an affidavit is created, use an
existing affidavit as your base template. The
variable fields will be placed on the resulting
master document and will be saved as a
custom document.
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What You Do Comments

3. In the Custom This is the name of the custom document you

Document Name box, Willbe creating.

type Custom Deed.
(1) Clauses will be added to the stock
Warranty Deed and saved to create our
customized Warranty Deed for use in similar
future transactions. (2) To change the paper
size from Letter to Legal click the Paper
Size box.

4. Click OK. The Customize- Custom Deed window is
displayed.

5. Highlight Will Call No.; Thetextis deleted.
{will Call Number} and
press the Delete key.
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What You Do Comments

6. Scroll down to {Deed
Clause}, and place the
cursor beneath it.

7. Press the Enter key. The cursor is aligned with the left margin.

[Z Customize - Custom Deed

R I EA N ]|
|Nurma| ﬂlTimesNewRumanﬂhu ﬂ B 7 g.];|
|1|>.......1.......2.......3.......

. Prepared by and retum to:
- {Prepared By Individual Name}
* {Prepared By Individual Title}
_ {Prepared By Company Name}
— {Prepared By Company Address 1} {Prepared By Company Address 1}
- {Prepared By Company Address 3}
{Prepared By Company Phone}
_| File Number. {Closing File Number]

Parcel Identification No. {PIN}

[$pace Above This Line For Fzcording Data]
: Warranty Deed
- (STATUTORY FORM - SECTICON 685.02,F.5.)
(o]

This Indenture made this {Closing Date Day} dav of {Closing Date Month}, {Closing Date Year} between {Grantor}
. whose post office addressis {Seller Address] of the County of {Grantor County}. State of {Grantor State}. srantor®, and
- {Grantee} whose post office address is {Buyer Address] of the County of {Grantee County}. State of {Grantee State}.
" grantee®,

=+ Witnesseth that said grantor, for and in consideration of the sum of TEN AND N0O/100 DOLLARS (510.00) and other
" zood and valuable considerations to said grantor in hand paid by said grantee, the receipt whereof 1s hereby acknowledged,
_ | has granted bargained. and sold to the said grantee, and grantee’s heirs and assigns forever, the following desaibed land,
- | situate, lying and being in {Froperty County}. {Property State}. to-wit:

{Legal Description Closing File}

{Deed Clause}

and said grantor does hereby fully warrant the title to said land. and will defend the same againstlawful claims of all persons
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What You Do Comments

8. On the secondary The Clause Library window is displayed.
toolbar, click the Clause All is the Clause Type and All Clauses is
Library button. selected.

9. Click the Clause Type The display is limited to deed-related clauses.
box and select Deed.

10. In the blank field at the top  The Clause Text is displayed in the bottom
left window, type Taxes.  half of the Clause Library window.

11. Click on the Clause Title
Subject To: Taxes.
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What You Do Comments

12. Click OK. The Clause Library window is closed and
the Documents window is redisplayed with
the clause added to the document.

13. Place the cursor at the end
of the inserted clause and
press ENTER.
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What You Do Comments

E Customize - Custom Deed
B @|o Al 6 [ L]

|Nurma| ﬂ |Timesr-lew Roman ﬂ |1IJ ﬂ B 7 UK |

|g>1234s<-

. Prepared by and retum to:
- {Prepared By Individual Name}
© {Prepared By Individual Title}
~ {Prepared By Company Name}
— {Prepared By Company Address 1} {Prepared By Company Address 2}
- {Prepared By Company Address3}
{Prepared By Company Phone}
_ | File Number: {Closing File Number}

Parcel Identification No. {PIN}

[Space Above This Line For Bzcording Data]
: Warranty Deed
R (3TATUTORY FORM - SECTION 685.02,F.8.)
-

This Indenture made this {Closing Date Day} day of {Closing Date Month}. {Closing Date Year] between {Grantor}
. | whose post office addressis {Seller Address] of the County of {Grantor County}. State of {Grantor State}, grantor®, and
- {Grantee} whose post office address is {Buyer Address] of the County of {Grantee County}. State of {Grantee State}.
| grantee®,

<+ Witnesseth that said grantor, for and in consideration of the sum of TEN AND N(O/100 DOLLARS (510.00) and other
" zood and valuable considerations to said grantor in hand paid by said grantee, the receipt whereof is hereby acknowledged,
. has granted bargained, and sold to the said grantee, and grantee's heirs and assigns forever, the following described land,
- | situate, lying and being in {Property County}. {Property State} to-wit:

{Legal Description Closing File}
{Deed Clause}

_ Subject to taxes for *** and subsequent years; covenants, conditions, restrictions, easements, reservations and limitations of
record, if any.

. and said grantor does hereby fully warrant the title to said land, and will defend the same againstlawful claims of all persons

14. [Eon  the secondary The Customize - Custom Deed save
toolbar, click the Open dialog box is displayed.

button.
15. Click Yes. The custom document Custom Deed is
saved and is available for selection from the
document list. The Document

Customization window is opened.
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Creating A New Custom Master Document

What You Do

1. Inthe Master Document
Selection window, select

Contract Addendum.
2. Click OK.
3. In the Custom

Document Name box,
type Welcome Letter
Buyer.

4. Click OK.
5. On the menu bar select

Edit, and choose Select
All.

6. Press the Delete key on
the keyboard.

Comments

This document will be used as the source
template for the custom document you want to
create.

The Save As New Master window is
displayed.

This is the name of the custom document you
will be creating.

The Customize - Welcome letter buyer
window is displayed.

The entire document is highlighted.

The document content has been removed,
however field variables are still available for
placement as you create a new document.

1] Custornize - Welcome Letter Buyer

N YA ]

|N|:|rmal

ﬂ |Times MNew Roman ﬂ | 12

~IBIUK|EE=ESE|EEE-—=E
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Copying A Word Processing Document Into A Master Document

What You Do Comments
1. Minimize DoubleTime.

2. On your desktop, double The Welcome Letter Buyer document is
click on the Microsoft displayed. NOTE: Any Windows based word
Word® document named processor can be used to copy documents and
Welcome Letter Buyer. paste them within DoubleTime.

3. Hold down the Ctrl button The entire document is selected.

on the keyboard and then
click on the letter A.

4. Using your mouse, right All of the document content is copied to the

click on the document and clipboard.
select Copy.

5. On the Microsoft Word® The Microsoft Word® program closes and
menu bar, click File and the desktop is displayed. NOTE: Some
select Exit. formatting issues may occur when copying

from Microsoft Word® and pasting into
DoubleTime. Pasting the file into Microsoft
WordPad® first will resolve any formatting
issues.
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What You Do Comments

6. Maximize DoubleTime.  The Customize - Welcome Letter Buyer
window is re-displayed.

7. On the  Double The copied Welcome Letter Buyer is
Time® secondary toolbar, displayed.
click the Paste button.

Adding Variable Fields To A Custom Master Document

What You Do Comments
1. Scroll up and highlight
(Date).

E Customize - Welcome Letter Buyer
B E|o (B0 Q o ]

|Nurma| j|TimesNewRumanﬂ|1ﬂ ﬂ B 7 UK ||§§

B>.1 e 2 o 3o N T T .4
Richard P. Bruce, Esq.
5955 T. G. Lee Boulevard Orlando, FL 32862 (407)555-5000

Purchaser Information Sheet

- {Buyer Mame)

- (Buyer Address 1)
" | (Buyer Address2)
e (Buyer Address 3)

" Re: Property Address:
Seller Name(s):
OurFile No.:
Closing Date:

Thank you for selecting us to handle your real estate settlement. As sefflement agent. we are responsible for arranging for a

- title search on the property, as well as scheduling settlem ent with all parties. Title search arrangem ent includes reviewing and
issuing the title insurance binder. maintaining cortact with vour new lender (if applicable), and ordering ‘reviewing the house
location survey (if applicable). Settlement scheduling involves conducting the setdement, recording the new deed and deeds)
. of trust, collecting and disbursing the proceeds, and preparing andissuing the final title insurance policy.

= In orderfor us tofully serve you in this transaction, we will need you to sign and retum this Purchaser Information Sheet
- | fully completed. Please do this as soon as possible, as “time is of the essence.”

. Most of the information requestedis self explanatory, but some elaboration is needed with regard to “title insurance”. Lenders

2. Press the Delete key. This removed the text. A variable field will
now be inserted.
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What You Do Comments

3. (M8 |on the secondary
toolbar, click the Insert
Field button.

The Insert Field window is displayed You
have access to an alphabetized list of

hundreds of  fields for document
customization.

4. In the Field Name box,

The System Date field is selected. This is
type system.

the current date on your computer.

5. Click Insert. The System Date field is displayed.

E Customize - Welcome Letter Buyer
LB @ |o oo | 4|8 6] G 9 [0 -]

|Nurma| ﬂ|Time5NewRumanﬂ|1n j B 7 g_]g”g
|E|>---|---1---|---2---|---

- Richard P. Bruce, Esq.
-1 53955 T. G. Lee Boulevard

I

Orlando, FL. 32862

: Purchaser Information Sheet
‘:_ {Svstem Date}

- {Buyer Name)

- (Buyer Address 1)
| {Buyer Address 2)
o (Buyer Address 3)

“| Re: Property Address:
B Seller Name(s):

- OurFileNo.:
Closing Date:
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What You Do

6. Highlight (Buyer Name)
and press the Delete key.

7. On the  secondary
toolbar, click the Insert
Field button.

8. In the Field Name box,
type buyer name.

9. Select Buyer Name (s)
w/o Status.

10. Click Insert.

11. Highlight (Buyer
Address 1) and press the
Delete key.

12. |88]on  the secondary
toolbar, click the Insert
Field button.

13.In the Field Name box,
type Buyer Address 1.

14. Click Insert.

15. Highlight (Buyer
Address 2) and press the
Delete key.

16. [88]on  the secondary
toolbar, click the Insert
Field button.

17.In the Field Name box,
type Buyer Address 2.
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Comments

The Insert Field window is displayed.

This will insert a field that will populate all of
the Buyers names that are associated with the
file.

The Buyer Name (s) w/o Status field is
displayed.

The Insert Field window is displayed.

The Buyer Address 1 field is selected.

The Buyer Address 1 field is displayed.
This will insert a field that will populate the
buyers street address that is associated with
the file.

The Insert Field window is displayed.

The Buyer Address 2 field is selected.
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What You Do

18. Click Insert.

19. Highlight (Buyer
Address 3) and press the
Delete key.

20. |88]on  the secondary
toolbar, click the Insert
Field button.

21.In the Field Name box,
type Buyer Address 3.

22. Click Insert.

Comments
The Buyer Address 2 field is displayed.
This will insert a field that will populate the
buyers apartment or suite address that is
associated with the file.

The Insert Field window is displayed.

The Buyer Address 3 field is selected.

The Buyer Address 3 field is displayed.
This will insert a field that will populate the
buyers city, state and postal code that is
associated with the file.

E Customize - Welcome Letter Buyer

pE@lo s o6

a7 [[100% ]|

|Nc|rrna|

ﬂ |Tin1e5 Mew Roman ﬂ | 10

B 7 ux|

- Richard P. Bruce, Esq.
- 5955 T. G. Lee Boulevard

—

" {SystemDate}

- {Buyer Name{s) w/o Status}
- {Buyer Address 1}
~ {Buyer Address 2}
. {Buyer Address 3}|

Purchaser Information Sheet

Orlando, FL. 32862 (407)555-5000

" Re: Property Address:
_ Seller Name(s):
Our File No:
Closing Date:
23. Click after  Property

Address: and press TAB.
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24. |B|on  the secondary
toolbar, click the Insert
Field button.

25.In the Field Name box, The Property Address field is selected.
type property address.

26. Click Insert. The Property Address field is displayed.
This will insert a field that will populate the
entire property address that is associated with
the file. The address will appear on 1 line.

27. Press the DOWN ARROW This places the cursor in the correct section
key on the keyboard and Where the next align field will be inserted.
press the TAB key.

FIELD

28. ¥ |On the secondary The Insert Field window is displayed.
toolbar, click the Insert
Field button.

29. In the Field Name box,
type seller name.

30. Select Seller Name (s) This will insert a field that will populate all of

w/o Status. the sellers names that are associated with the
file.
31. Click Insert. The Seller Name (s) w/o Status field is
displayed.

32. Press the DOWN ARROW This places the cursor in the correct section
key on the keyboard. Where the nextalign field will be inserted.
Ensure the cursor is lined
up correctly on the next
row.

FIELD)

33. [B|On the secondary The Insert Field window is displayed.
toolbar, click the Insert
Field button.

34. In the F|e|d Name bOX, The CIOS|ng Flle Number f|e|d |S Selected
type closing file.

35. Click Insert. The Closing File Number field is
displayed.
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36. Press the DOWN ARROW This places the cursor in the correct section
key on the keyboard and Where the next align field will be inserted.
press the TAB key.

37. On the secondary The Insert Field window is displayed.
toolbar, click the Insert
Field button.

type closing date.

39. Click Insert. The Closing Date field is displayed.

E Customize - Welcome Letter Buyer
%E$E||F“|M|%Eﬂmﬂ|1uu%v|
|Nurma| ﬂ |Tim&3 New Roman ﬂ |1D ﬂ B 7 UX ||§§

|E|>...|...1...|...2...| 3 T
- Richard P. Bruce, Esq.
5955 T. G. Lee Boulevard Orlando, FL 32862 (407)555-5000

Purchaser Information Sheet

" {SystemDate}

- {Buyer Name(s) w/o Status}
- {Buyer Address 1}
"~ {Buyer Address 2}
o {Buver Address 3}

* Re: Property Address: {Property Address}

B Seller Name(s): {Seller Name(s) w/o Status}
QurFile No.: {Closmg File Number}
Closing Date: {Closmng Date}

40. Place the cursor after
Richard P. Bruce, Esg. in
the signature line.

41.0n the menu bar, click This will automatically add a page break
Insert and select Break > When the document is created.
Page.

42. IEjon  the secondary The Save window displays.
toolbar, click the Close
button.
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43. Click Yes.

Try This

What You Do

1. In the Master Document
Selection window, select
Agency Selection
Form (aka Anti-
Coercion Form).

2. Click OK.

3. In the Custom
Document Name box,
type Assumption
Request.

4. Click OK.

5. On the menu bar select
Edit, and choose Select
All.

6. Press the Delete key on
the keyboard.

Training Workbook: August 2018

Comments

The Welcome Letter Buyer custom
document is saved for future use and the
Master Document Selection window is
closed.

Comments

This document will be used as the source
template for the custom document you want to
create.

The Save As New Master window is
displayed.

This is the name of the custom document you
will be creating.

The Customize - Assumption Request
window is displayed.

The entire document is highlighted.

The document content has been removed,
however field variables are still available for
placement as you create a new document.

Page 379



Preferences

Page 380

What You Do Comments
m Customize - Assurmnption Request
vE@o o # D @ o [ -
|N|:Irmal ﬂ |TimesN&w Rumﬂnﬂlﬁ ﬂ B 7 UX ||§§ = E| == iE ==
..... I T -

7. Minimize DoubleTime.

8. On your desktop, double
click on the Microsoft
Word® document named
Assumption Request.

9. Hold down the Ctrl button
on the keyboard and then
click on the letter A.

The Assumption Request document is
displayed. NOTE: Any Windows based word
processor can be used to copy documents and
place them within DoubleTime.

The entire document is selected.
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10. Using your mouse, right All of the document content is copied to the

click on the document and clipboard.
select Copy.

11. On the Microsoft Word® The Microsoft Word® program closes and
menu bar, click File and the desktop is displayed. NOTE: Some
select Exit. formatting issues may occur when copying

from Microsoft Word® to other word
processor programs. Copying the file into
Microsoft WordPad® first will resolve any
formatting issues.

12. Maximize DoubleTime. The Customize - Assumption Request
window is re-displayed.

13.[.2/On  the Double The copied Assumption Request is
Time® secondary toolbar, displayed.
click the Paste button.

14. Scroll up and highlight
(Date).
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m Customnize - Assumnption Request
$E||F“|aﬁ|%fﬂf;|ﬂ|1uu%v|
|N|:|rmal ﬂ |Time& Mew Roman ﬂ | 10 j B J7 UK ||§

|E|>-------1------2 o 3
: Richard P. Bruce, Esq.

[
111
111
[T
Ul
e
L[
*
1]

RN RN

s

- (To)
=

- Re: Name(s):

- OurFileNo.:

i LoanNo.:

. Property Address:
™ Closing Date:

“lAs Closing Agent for the above referenced person(s), this is a formal request to submit an assumption package
- referenced loan. The assumption package needs to include the pnncipal balance. percentage rate on the loan. g
- | per diem. along with any documentation to be completed for the loan transfer.

This removed the text. A variable field will

15. Press the Delete key.
now be inserted.

16. [88|On the secondary The Insert Field window is displayed You
toolbar, click the Insert have access to approximately 460 fields for
Field button. any document you customize.
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17. In the Field Name box, The System Date field is selected. This is
type system. the current date on your computer.
18. Click Insert. The System Date field is displayed.

E Customize - Assumption Request

el =N | e N e A O 8 T

|Normal x||Tmestewroman »[f10 -] B F UK|E=E==S|(EiEE==
E>---|---1---|---2---|---3---|---4---|---E.---| - g
: Richard P. Bruce, Esq.

- {System Date}l

- (To)

- | Re: Name(s):

- OurFile No.:

i Loan No.:

- Property Address:
™ Closing Date:

~ | As Closing Agent for the above referenced person(s), this is a formal request to submit an assumption packag
referenced loan. The assumption package needs to include the principal balance, percentage rate on the loan

19. Highlight (To) and press
the Delete key.

20. Blon  the secondary The Insert Field window is displayed.
toolbar, click the Insert
Field button.

21.In the Field Name box, The Lender Name field is selected.
type lender name.

22. Click Insert. The Lender Name field is displayed.

23. Press Enter. This will position the cursor on the line
beneath the Lender Name.

FIELL

24. 88|0n the secondary The Insert Field window is displayed.
toolbar, click the Insert
Field button.
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25.In the Field Name box, The Lender Address field is selected.
type lender.
26. Click Insert. The Lender Address field is displayed.

27. Point to Lender Address
field and click the right
mouse button.

'ﬁ Customize - Assumption Request
@l Ao

|Nc|rma| ﬂ|Time5New Roman ﬂ |1IJ ﬂ B 7 UK ”%g = =

Richard P. Bruce, Esq.

Cut {System Date}
- Copy
- {LenderN Paste
* {Lender A

Field Value

Field Attributes I}

- Re: Name(s):

- OQur File No:

: Loan Na.:

. Property Address:
Ll Closing Date:

CPas Closing Agent for the above referenced person(s). this is a formal request to subsmit 2

wof g A Vmman Tlnm me ety mam anmmlem ey ammmd e #m dummlya A s $lnm amagam mdam ol ol oumm e anmae m e

28. Click Field Attributes. The Attributes window is displayed.

29.In the Name box, select This will designate which lender information
Assumption First from todisplay in the Lender Address field.

the down arrow and press
the Tab key.

30. In the Format box, select This allows the Lender Address to appear

Multi Line Address in proper correspondence format.
Sep. by AND, w/New
Line.

31. Click OK. The Lender Address field is displayed with
the appropriate lender address designation.
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E Customize - Assumption Request
BB o |8 B @ [ <
|Nurmal ﬂlTimesNew Rumanﬂ|1ﬂ ﬂ B 7 UX ||§
|E|>---|---1---|---2---|--- P IR
- Richard P. Bruce, Esq.

3

S

{System Date}

- {Lender Name}
BRI cnder Address

@A ssumption Firstj

- Re: WName(s):

- OurFile No.:

. Loan No.:

- Property Address:
e Closing Date:

T As Closing Agent for the above referenced person(s), this is a formal request to submit aj

) 1 1 l 1 A, I | R I |

32. Click after Name(s): and Click the Show/Hide button on the

press TAB twice. formatting toolbar to display non-printing
characters such as spaces, tabs, and returns.
This will help when positioning variable
fields in your custom document.

33. |#&|On the secondary
toolbar, click the Insert
Field button.

34.In the Field Name box, The Seller Name field is selected.
type seller name.

35. Click on Seller Name(s) The Seller Name(s) w/o Status field is
w/o Status. displayed.

36. Click Insert. The Seller Name field is displayed.

37. Press the DOWN ARROW This places the cursor in the correct section
key on the keyboard. where the next align field will be inserted.
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FIELD

38. [&#|On the secondary
toolbar, click the Insert
Field button.

39. In the Field Name box,
type closing file.

40. Click Insert.

41. Press the DOWN ARROW
key on the keyboard.

FIELD)

42. |5#|On the secondary
toolbar, click the Insert
Field button.

43.In the Field Name box,
type loan number.

44. Click Insert.

Comments

The Insert Field window is displayed.

The Closing File Number field is selected.

The Closing File Number field is
displayed.
This places the cursor in the correct section

where the next align field will be inserted.

The Insert Field window is displayed.

The Loan Number field is displayed.

E Customize - Assumption Request

VB o | #h B il @ oo <

|Nurma|

ﬂ |Times New Roman ﬂ | 10

- {Lender Name}

- Re: WName(s):

- Our File No.:

. Loan No.:

- Property Address:
™ Closing Date:

] R R

~ {Lender Address @Assumption First}

CAsClo sing Agent for the above referenced person(s), this is a formal request to submit af

roferanrad lnan The scomntion nacksgs nesds tn inehids the nrineinal halanes naresn

MEFS S
LI T T - S

Richard P. Bruce, Esq.

4 00

{System Date}

{Seller Name(s) w/o Status}
{Closing File Number}
{Loan Number}

45. Press the DOWN ARROW
key on the keyboard.

This places the cursor in the correct section
where the next align field will be inserted.
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FIELD

46. 220n the secondary
toolbar, click the Insert
Field button.

47. In the Field Name box,
type property.

48. Click Insert.

49. Press the DOWN ARROW
key on the keyboard.

50. Click after Closing Date:
and press TAB twice.

FIELD)

51. [B@|On the secondary
toolbar, click the Insert
Field button.

52.In the Field Name box,
type closing date.

53. Click Insert.

Comments

The Insert Field window is displayed.

The Property Address field is selected.
The Property Address field is displayed.

This places the cursor in the correct section
where the next align field will be inserted.

The Insert Field window is displayed.

The Closing Date field is selected.

The Closing Date field is displayed.

m Customize - Assurmnption Request

SE@lo o | & @[ ]

P

- {Lender Name}

- Re: Name{s):

- Our File No.:

: LoanNo.:

. Property Address:
™ Closing Date:

|N|:|rmal ﬂlTimesN&wRumanﬂlw ﬂ B 7 UK ||§§
|£|>---|---'1---|-- ' o TR R

* {Lender Address @Assumption First}

. AsClo sing Agent for the above referenced person(s), this is a formal request to submitiij

rafarancad lnan Tha scawnntinm saclama naade ta inchida tha swinoingl halanea naraa

- B 3 40 0 e

Richard P. Bruce, Esq.

{System Date}

{Seller Name(s) w/o Status}
{Closing File Number}

{L oan Number}

{Property Address}
{Closing Date}
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54. On the  secondary

toolbar, click the Close
button.

55. Click Yes.

Notary Customization

What You Do

1. Select Preferences >
Notary Customization
from the main toolbar.

2. Select Partner-
Corporate and click OK.

Page 388

Comments

The Save window displays.

The Assumption Request custom
document is saved for future use and the
Master Document Selection window is
closed.

Comments

The Master Document Selection window
is displayed and the Classification defaults
to Notary.

The Save As New Master is displayed.
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3. In the Custom Notary A Custom Notary will be created for Beth

Name, type BCullum Cullum.
Partner-Corporate.

4. Click OK. The Customize window is displayed.

E Customize - BCullum Partner-Corporate
PESE o o8B O o [ <]
|NlJI'ITIﬂ| ﬂ|TimesNewF‘.umanﬂ|12 ﬂ B F UK ||§

(]
il
i

4,
,]
;

d

h ‘The foregoing instrument was {CC_NTRY PHRASE AFFDVT} before me this {DAY OF} day of {MONTH_OF}.

. E{ER OF} by {SIGNER_NM} of{COEP NM 2} {NTRY_ PERTNE_NM]}. of {NTEY CORP_NM} on behalf of the

- | icorporation and the partnership. {NTEY_PLURAL TYPE} {NTRY PERSONALLY KNOWN} {CC_IS_ARE}

- Epsﬂsona]l‘, known to me of {NTRY_PRODUCED_ID} {CC_HAVE_HAS} produced {LEGAL_PROOF_TYPE_DESCR}
: tifi .

CNTCT ATTAS NiY

My Commission Expires: {NTRE EXP DT @mmmm

5. Highlight
{NTRY_ST_NM} field
and press the Delete key.

6. After {NTRY_ST OF} Thiswill be the permanent state.
type Florida.
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7. Highlight
{NTRY_CNTY_NM} field
and press the Delete key.

8. After This will be the permanent county.
{NTRY_CNTY_OF} type
Orange.

9. Highlight
{NTRY_OFFICER_OFFI
CER_NM} and press the
Delete key.

10. Type Notary Public, Thiswill be the permanent notary officer.
State of Florida.

11. Highlight
{CNTCT_ALIAS_NM}
and press the Delete key.

12. Type Beth Cullum. This will be the permanent notary name.

13. Highlight
{NTRY_EXP_DT@mm
mmdyyyy} and press the
Delete key.

14. Type March 27, 2021. This is Beth Cullum’s current commission
expiration date until it renews in 2021.

rm Customize - BCullum Partner-Corporate
LR o o 8B il & [ 00w <
(Normal ~|[Tmestewroman ~[[10  ~|/m 7 U k|E===s|sEE=E

| . The foregoing instrument was {CC_NIRY PHRASE AFFDVT} before me this {DAY OF} day of {MONTH OF}.:
. {{YR_OF} by {SIGNER_NM} of{CORP_NM 2} {NTRY_PRTNR_NM}. of {NTRY_CORP_NM} on behalf of the
- Ecorporanon and the partnership. {NTRY PLURAL TYPE} {NTRY PERSONALLY KNOWN} {CC_IS_ARE}!
- persona]h lmown to me or {NTRY _PRODUCED_ID} {CC HAVE_HAS} produced {LEGAL_PROOF_TYPE DESCR}
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15. [®lon  the secondary The Customize-BCullum save dialog box
toolbar, click the Close is displayed.
button.

16. Click Yes. The Customize-BCullum is saved and is
available for selection from the Notary
Format within the Edit Notary module.

Change User Name

What You Do Comments

1. Select Preferences > The Change User window is displayed.
Change User Name
from the main toolbar.

2. Type (your name) in the This will establish you as the user on your PC.
User Name box. All settings placed within User Settings
will default to your name when it is selected

within User Name.

Training Workbook: August 2018 Page 391



Preferences

What You Do Comments

3. Click New. The Change User window is closed.

Delete User Name

What You Do Comments

1. Select Preferences > The Delete User window is displayed.
Delete User Name from
the main toolbar.
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2. Select the name you wish NOTE: The user name currently in use
to delete. (yours!) cannot be deleted and is not shown as
available for deletion.
3. Click OK. A message is displayed, confirming that you
want to delete the selected user.
4. Click Yes. The user name is deleted and the Delete

User window is closed.
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What you Do

1. Select Preferences >

Security
Administration from the
main toolbar.

Comments

The Security Administration window is
displayed. NOTE: Before using Security
Administration, set up your
Administrator first, and then set up your
Users.

m Security Administration

Security Settings

[ Access to DoubleTime

[ Checklist Template Maintenance

[ Escrow Accounting

- To require all users to log into DoubleTime, select the Access to DoubleTime checkbox below:

- To restrict access to specific users, select one or more of the following modules:

After you have made your selection(s), click the User tab to set up access rights for each DoubleTime user.

2. On the Security tab, click

the Access to
DoubleTime box if you
want to require each user to
log into DoubleTime.

To restrict access to
specific users, select the
modules they are permitted
to access.
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4. Click the Users tab.

m Security Administration
Security {1

Select or type a User Name to establish access rights.

[~ Access to DoubleTime

-
-
Checklist r
[ Checklist Template Maintenance
-
-

User Information

User Name User Access Rights
i
(" User - Allows access to selected modules below.
DoubleTime Application Escrow Accounting
" Escrow Posting Balance Sheet

Escrow Reports

Escrow Templates

Escrow Transactions

[ Escrow Reconciliation

[~ Escrow Unreconcile

Positive Pay Templates

Positive Pay File Generator

5. Click Insert and select a
user to modify access
rights.

6. Click OK.

7. Select specific access
rights for the user.
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E Security Administration
Security Users I
Select or type a User Name to establish access rights.
User Name User Access Rights
" Administrator - Allows access to Security Administration and all other Secure Modules.

(" User - Allows access to selected modules below.
DoubleTime Application Escrow Accounting

. [ Escrow Posting Balance Shest
7 Access to DoubleTime

Escrow Reports

r
[ Escrow Templates
-

Checklist Escrow Transactions

[~ Checklist Template Maintenance B EeawyResmEm

I Escrow Unreconcile

=

Positive Pay Templates

[ Positive Pay File Generator

User Information
Active User? ¥

First Name: ‘

Last Mame: ‘

Password: ‘

Confirm Password: ‘

8. Enter the User Information. You will be asked to enter a Password for each
User added. The User will be prompted to
change the password upon first access.

9. [&] click Save to keep
the changes and select
another user.

10. ] click Close to exit The Security Administration module is
the module. closed.

NOTE: Users may be prompted to log into DoubleTime or to access certain
features. See your DoubleTime Security Administrator for more details.

Page 396 DT Version: 8.1



Preferences

User Settings

What you Do Comments

1. Select Preferences > The General tab of the User Settings
User Settings from the window is displayed. You can select State
main toolbar. and County defaults in the Location box, a

Recording Department Will Call
Number, and establish defaults for displaying
Marital Status on Title Insurance
Commitments and Policies. State and County
defaults are used in Master Property and
Notary defaults. The Will Call Number is
displayed in the recording information section
of documents that need to be recorded. This is
an internal mail slot code assigned to your
office from your local county recorder. The
Will Call Number can also be added or
changed in the Closing File module. The
Title Insurance Include Marital Status
check box is provided for the purpose of
automatically including the marital status for
the named insured buyer on the Commitment
and Owner’s Policy. DoubleTime Broadcast
Messages may be turned on or off by
selecting or deselecting the box for Show
Informational messages.

m User Settings - Ima Paralegal
General l Closing Filel Settlement Statementl Accounting ] Electronic Deli'.rery] ATIDS] Escrow Accounting ] Integrations

Location

State [N County |Orange =
Recording Department Will Call Number

Title Insurance

[ Include marital status for name of insured (Buyer) on Commitment
and Owner's Policy.

DoubleTime Broadcast Messages

[¥ Show Informational messages when DoubleTime is opened.

DoubleTime Save-As Directory

[ Browse

Doubletime Save-As Directory is used to set a default location when saving
documents in the Documents module. By default, this directory will be empty.
To select a default location for your documents, click on the Browse button,
choose your designated path, and then click OK.
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tab.

Comments

2. Click the Closing File The Closing File window is displayed.

Defaults for Closing Agent, Closer, Title
Agent, Signatory, Underwriter,
Prepared By Company and Prepared By
Individual are established in Preferences
> User Settings and can be changed in the
Closing File module.

m User Settings - Ima Paralegal

General Closing File \ Settlement Statem&ntl Accounting I Electronic Del'n.r&r:.rl ATIDS] Escrow Accounting | Integrations

Closing Agent |l

Closer |{None)

Title Agent |Richard P. Bruce, Esq.

Signatory |(Nc|ne}

Underwriter |(Nune}

Prepared By Company |Richard P Bruce, E=q.

Prepared By Individual |(Nc|ne}

4

Buyer Humber of Witnesses |Twc| Witnesses Per Signatory

Seller Number of Witnesses |T\'-'CI Witnesses Per Signatory

Lol Led L Lo Led Le] Lef L

Click the Closer box and
select your name.

Click the Signatory box
and select your name.

Click the Underwriter
box to select a default

underwriter. Select Old
Republic National Title
Insurance  Company/
ATFS.

Click the Prepared By
Individual box and select
Richard P. Bruce.

Your name will be displayed as the default
Closer on your Closing files.

Your name is displayed as the default
Signatory on your Closing files.

Old Republic National Title Insurance
Company/ATFS is displayed as the default
Underwriter on your closing files.

Richard P. Bruce will be displayed as the
default on the Prepared By and Return to
portion of recordable documents.
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NOTE: You can select the number of
witnesses for buyer and sellers to default Per
Signatory or by Signature Block on your
documents. If One Witness Per Signatory
is selected, and your closing file has only one
seller (or buyer), then you will be prompted to
change your selection for that file so that there
are two witnesses for the one signatory.

7. Click the Settlement The Settlement Statement window is
Statement tab. displayed with the defaults used in the
Settlement Statement module.

E User Settings - Ima Paralegal
Generall Closing File  Settlement Statement lAccuunting l Electronic Delivery l ATIDS] Escrow Accounting l Integrations

Closing Disclosure (CD) Preferences

Clo=ing Disclosure Options
Use Regular Cloging Disclosure for Refinance Use Pages 24 and 2B Show "(L)" for Lender Paid tems on Page 2
" ves 1+ No " ves &+ No * ves (" No

[ Show "Confirm Receipt' Signature Block Showe Total Tranzfer Taxes on single line (Section E)

« ves 1 No
(" Show Custom Borrower Name(s)
Show zero amount for Aggregate Adjustment (Section G)
- . . g - -
Show "Applicant/Co-Applicant " Yes (% No
Show Title Insurance charges for Policies & Endorsements on two lines " Yes ©* No

Closing Disclosure Alerts

[~ Do not automatically dizplay Closing Disclosure Alerts.

GSE Fee Type Responze Window
[ Show GSE Fee Type Response Window.

Cloging Statement (HUD/HUD GFE) Preferences

Font
Style Text Background
ST | [vinie =] [Black =l
This is a sample of how section headings will appear in the HUD report.
Options
Show Seller TIN HUD Signatures Show Initial Boxes
™ Yes * Mo [ Separate Page? * vez { No

Clozing Statement Alerts

[~ Do not automaticalty display Closing Statement Alerts.

NOTE: The Settlement Statement tab is divided into two sections. The top half
is used to set default preferences for a Closing Disclosure and the bottom
half is used to set preferences for a HUD/ HUD GFE.
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8. Click the Accounting The default information that displays was
tab. previously selected - and can be changed at
any time - in Preferences > User
Settings.

Export Detail contains default selections for
Quicken®. The Use as Category is
Closing File Number, the Use as Class
is Closer. These selections are displayed in
the check stub section of either Quicken®,
QuickBooks®, QuickBooks (Real Time)®,
Dapix®, or Perfect Practice®, and are used for
the Report sorting. You can change these
defaults, but either Use as Category or
Use as Class must be Closing File
Number.

Use as Export Date is Today’s Date and
can be changed.

NOTE: When using DoubleTime Escrow
Accounting module, it is not necessary to
adjust any settings on this tab.

m User Settings - Ima Paralegal

Genersll Cloging Filel Settlement Statement  Accounting lEIectru:lnic D-eliveryl ATIDS] Ezcrow Accounting | Integrations

Software

Accounting Software  [ZRlIREE - Year Format & ¥yyy ( ¥y

Export Detail

Use as Category | Closing File Number « | Class |Closer _~| ExportDate [Today's Date -
Warning

& Beginning with Quicken 2005 for Windows, accounting import into Quicken (QIF Import) will no longer be available
for checking accounts. Customers using Cuicken 2004 for Windows and earlier versions will be able to continue to use
QUF Import. For more information, visit Intuit's website at www.intuit.com.

Please Note: When using DoubleTime's Ezcrow Accounting module, it is not necessary to adjust any settings on this tab.
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What you Do

9. Click the Electronic

Delivery tab.

Comments

The Electronic Delivery tab is displayed.
This is your first step towards delivering your
Old Republic National Title Insurance
Company/ATFS policies the electronic way,
as well as enabling the ability to obtain policy
serial numbers electronically and remitting
premiums electronically.

m User Settings - Ima Paralegal
Generall Closing File | Settlement Statement | Accounting  Electronic Delivery IATIDSI Escrow Accuuntingl Integratiunsl

1} Click the Default button to complets the HTTP settings.

2} Enter your FundMet User ID and Password.
3} Click the Test Connection button.

[ Enable Electronic Delivery

Default
Test Connection

HTTP Host Name |

HTTP RemoteFort |

HTTP TheFund AF| |

FundNet User ID |

FundMet Passward |

[ Remember my Fundiet Password so that | dont have to type it each time.

[v Secured Socket Layer (55L) On%

10. Click the Enable

Electronic Delivery box.

11. Click the Default button

to complete the HTTP

Access rights for these electronic functions
are established in FundNet at: https://
www.thefund.com

settings, enter your
User ID and

FundNet

Password as established by

your

Administrator.
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What you Do

12. Click the
Connection button.

Test

13. Click the ATIDS tab.

Comments

Once you connect to The Fund successfully,
you can begin using the Electronic
Delivery feature. Electronic will be the
default selection for Commitment and
Policy numbers, and you’ll be ready to start
delivering Forms electronically. NOTE: An
Internet connection is necessary to connect to
The Fund. To find out more, select Help >
Tutorials > DoubleTime from the main
toolbar.

The ATIDS (Automated Title Information
Data System) tab is displayed. This tab sets up
access to the ATIDS Integration feature,
where property and name searches can be
conducted.

m User Settings - Ima Paralegal

General l Cloging File | Settlement Stﬂt&m&ntl Accounting l Electronic Delivery  ATIDS ‘ Escrow Accounting l Integrstiunsl

1} Click the Default button to complete the HTTP zettings.
2) Enter your FundMNet User ID and Password.

3} Click the Test Connection butten.

[~ Enable ATIDS Integration

Default
Test Connection

HTTP ATIDS Host Name |

HTTP ATIDS RemotePort |

HTTP ATIDS AP |

FundNet User ID |

Fundhet Passwurd|

[ Remember my Fundiet Password =o that | don't have to type it each time.

Deliver By |Fﬂx

ey -

[v Secured Socket Layer (55L) On?

14. Click the Escrow

Accounting tab.

Page 402

To access ATIDS Integration after it has
been configured for your use, you do so from
within the Closing File module. Open the
closing file for which you want to run
searches, and select the ATIDS Integration
button on the secondary toolbar.

Available settings for Escrow Accounting
display.
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What you Do Comments

E User Settings - Ima Paralegal

Generall Closing Filel Settlement Statement | Accounting | Electronic Deliveryl ATIDS Escrow Accounting ‘Integrstiuns

General
[¥ Prompt user to post deposit from closing file if deposit is held by the closing agent®

[ Remind me to order new checks? Check No.

Balance Sheet Posting

Default Post Date |Tudﬂ:.r's Date ﬂ

Check Post Preference: | {* Postand Print " Post Only

Deposit Post Preference: | " Depositto Bank {* Deposit Only

15.In the General section, If you select to be reminded to order new
select the preferred  checks, enter the specific check number for
reminders. the reminder. NOTE: Consider the
appropriate choice for Default Post Date,
Check Post Preference and Deposit

Post Preference for your office.

16. Click the Integrations Available settings for Integrations display.
tab.

m User Settings - Ima Paralegal

Generall Closing File | Settlement Statementl Accuuntingl Electronic Del'n.feryl ATIDS] Escrow Accounting  Integrations l

Integraticn Name
| PropLogix |

Default
1} Click the Default button to complete the HTTP settings.
1) Enter your PropLogix User ID and Password Test Conneclion

3} Click the Test Connection butten.

HTTP Host Name |nttps://ww w2 thefund.com

HTTP The Fund AP| PPrupLugi:-:F‘ruxy.l'F‘rupLUgtx.asrrm

PropLogix User ID*

PropLogix Passwurd*l

FundNet User ID®

Fundhet Passwurd*l
[ Remember my PropLogix and FundMet Pazsword so that | don't have to type it each time.

Forgot your Proplogix password? Proplogix Reqgistration
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What you Do Comments

17. Click the Enable DoubleTime is integrated with PropLogix.
Integrations box. Enter Users may order and track Municipal Lien
your User ID’s and Searches, Association Estoppels, Land
Password’s. Surveys and Payoff Tracking. Click the

Proplogix Registration link. If you do not
have a PropLogix account, you must register.
This tab allows users to setup the connection
to PropLogix.

Use the Order PropLogix Product(s)
button on the main toolbar after it has been
configured for your use to place an order.

Use the View PropLogix Orders
button on the main toolbar after it has been
configured for your use to view all orders you
have placed.

NOTE: Located in the DoubleTime Support
Center refer to the comprehensive
“DoubleTime PropLogix Integration User
Guide” for specific instructions on how to use
this module.

18. [IBJon  the secondary The User Settings save dialog box is
toolbar, click the Close displayed.
button.

19. Click Yes. The changes are saved and the User
Settings window is closed.

Tips

1. To file 1099-S documents electronically, you must first complete IRS form
4419 and submit it to the IRS to obtain a transmitter code (TCC Number).
The TCC Number is entered in Office Settings and then used in the 1099-
S module.

2. To change the User Settings, select Preferences on the main menu and
first use Change User Name to switch to the user for whom you wish to
change settings. Type or select a User Name and click OK. Then select
Preferences > User Settings and make the changes.
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Click the Show/Hide button on the formatting toolbar to display non-
printing characters such as spaces, tabs, and returns. This will help when
positioning variable fields in your custom document.

Document Customization is used for customizing Master documents
used in the Documents module. Notary Customization is used for
customizing the format of the Notary block. To modify Notary phrases, use
the Notary tab in Preferences >Office Settings.

. When saving a document and to utilize the Save-As feature, follow these
steps. While in the desired document, click on File > Save-As >
Document Image... A window will appear and the Save-in: location
will default to the location you selected in User Preferences.

Closing File Default variables can be created and edited in
Preferences. The variables can be edited or used in the Documents
module. System-wide Variables are created and modified in Custom
Variable Setup only. These variables are established for data that does not
change from file to file.

On the General tab of User Settings, there are both State and County
drop down boxes. The selections made in these two drop down boxes will
have the effect of being the default selections for State and County for this
User when the User inserts a Property in the Closing File module as
well as when the User is selected as the notary on documents. These
defaults may be changed when necessary.

. When copying a document into DoubleTime from Word, WordPerfect or
other word processing programs it may be necessary to copy the document
to WordPad first. This will eliminate any format differences between word
processing programs. (see below for steps)

What You Do Comments
Minimize DoubleTime.
On your desktop, double NOTE: Any Windows based word processor
click on the Microsoft can be used to copy documents and place

Word® document you them within DoubleTime.
want to copy.

Hold down the Ctrl button The entire document is selected.

on the keyboard and then
click on the letter A.

Using your mouse, right All of the document content is copied to the

click on the document and clipboard.
select Copy.
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10.

11.

12.

13.

14.

15.

16.

On the Microsoft Word®
menu bar, click File and
select Exit.

Click the Windows

Start button.
Place and hold mouse
pointer over All
Programs.

Click Accessories.

Click WordPad.

Using your mouse, right
click on the document and
select Paste.

Hold down the Ctrl button
on the keyboard and then
click on the letter A.

Using your mouse, right
click on the document and
select Copy.

Click the red X Close
button.

Click the Don’t Save
button.

Maximize DoubleTime.

=|on the Double
Time® secondary toolbar,
click the Paste button.

The Microsoft Word® program closes and
the desktop is displayed. NOTE: Some
formatting issues may occur when copying
from Microsoft Word® to other word
processor programs. Copying the file into
Microsoft WordPad® first will resolve any

formatting issues.

Note: You may also type WordPad in the
Search Program and Files field when you

open the Start menu.

A Dblank page
WordPad is displayed.

The entire document is selected.

labeled Document -

The Microsoft WordPad® program closes

and the desktop is displayed.

The copied document is displayed.
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@t | Master Property Module

Concept

You can use the Master Property module to store and maintain property information
such as the legal description, recording information, and title exceptions. This is
particularly useful if you do multiple closings on similarly situated properties, such as
condominiums or within the same subdivision. The information stored in the Master
Property module can be retrieved through the Closing File and Title Insurance
modules. This capability eliminates the need to retype information.

Objective

The objective of this lesson is to show you how to create a master property record for
the first phase a subdivision and copy the property information for the second phase.

Creating A Master Property Record

What you Do Comments

A .
1. On the main toolbar, The Master Property Search Selection

click the Master window is displayed. The state and county
Property button. were established in Preferences >User
Settings.
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What you Do

Comments

2 Click the Subdivision The Master Property - New window is
option button, then click displayed with the General Information tab

New. open.
E Master Property - New
General Information lRecgrding l Exceptions l
Location and Name Type Remarks
State  [FEE - T Acreage

County |Orange -

Name ‘

Legal Description

' Subdivision
" Condominium
T Time Share
" Cooperative

3. In the Name box, type
Bear Run I.

4. Click the Remarks box
and type HOA Thomas
Bradley (407) 628-6899.

5. Click the
Description box.

Legal

Page 408

This is the name of the Subdivision for our

property.

This information

is carried over to the

Remarks tab on the Property tab in the
Closing File module.
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What you Do Comments

6. L—lOn the secondary The Clause Library window is displayed
toolbar, click the Clause and All Clauses is selected. The Clause

Library button. Type is Legal.

7. Double-click Plat. This will select the Plat clause. The Clause
Library window is closed and the Plat clause
text is displayed in the Legal Description
box in the Master Property window.

8. Starting with the third set
of asterisks, (just before the
word according), replace
each following group of
asterisks with the
following text:

Bear Run |

2452

5996

Orange
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What you Do Comments

E Master Property - Bear Run 1

General Information lRecgrding l Exceptions

Location and Name Type Remarks
State FL - " Acreage HOA Thomas Bradley (407) 628-6899
County |Orange - Subdivision

MName  [Bear Run |

&

" Condominium
T Time Share
~

Cooperative

Legal Description

Lot ***, Block ***, Bear Run |, according to the Plat thereof. recorded in Plat Book 2452, Page 5996, of the Public Records of »
Orange County, Florida.

9. Click the Recording tab. ~ The Recording tab is displayed.

E Master Property - Bear Run [

General Information ~ Recording lExceptions l

State FL
Canty [T~

Document Mo. |

Source |(NU”9} j Book Starting Page Mo.

PIN |

Declaration
Description

10. Click the Source box and NOTE: The Document No. box can be used
select Plat. to store a secondary reference such as a
Clerk’s File Number.

11. TAB to the Book box and
type 2452,
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What you Do Comments
12. TAB to the Page box and
type 5996.
13. Click PIN and type This is the tax identification number for the
50-43-35-04-***, subdivision.

NOTE: The Declaration Description box
is completed when mortgage documents are
created that require a PUD rider. When a
Master Property is used in a Closing File,
the Declaration Description is
automatically copied to the PUD rider in the
Documents module.

E Master Property - Bear Run1

General Information ~ Recording lExceptions l

State FL
County Orange -

Document Mo. |

Source |F'Iat j Book |2452 Starting Page Mo. (2996
PIN |5043-35-04-***1

Declaration

Description
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Establishing Title Exceptions For The Master Property File

What you Do Comments
1. Click the Exceptions tab. The Exceptions tab is displayed.

m Master Property - Bear Run 1

General Information l Recording Exceptionsl

Sequence| Description

2. o On the secondary Sequence number 1 is created. The cursor is
toolbar, click the Insert located in the Description box. This is an
button. editable field.

E Master Property - Bear Run 1

General Information l Recording Exceptions l

Sequence| Description
: -

3. =10On the secondary The Clause Library window is displayed
toolbar, click the Clause and All Clauses is selected. The Clause
Library button. Type defaults to Exception.
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What you Do Comments
] Cluse Liay =
Search
[ Reference ID . i ~
¥ Clause Tite " Begins with Clause Type: [Exception | Standard Clauses
{* Contains (" User Defined Clauses

W Clause Text
| {* All Clauses

Reference id Clause Title Clause Type =
E-13.1 Access: Instrument Dedicating Read Right-of-Way Exception
E-13.2 Access: Lack of Access Exception
E-13.4 Access: Private Railread Crossing Agreement of License Exception
E-13.3 Access: Restricted Access Exception
ML-8.10 Assignment of Mortgage Endorsement Exception
E-9.1.2 Bankruptcy Exception
E-34.1.1 Bankruptcy, Condemnation, Construction Liens Exception
E-14.2 Bankruptcy/Deeds In Lieu/Sheriff's Deeds: Proposed Mortgagee(s) Exception
E-14.1 Bankruptcy/Deeds in Lieu/Sheriff's Deeds: Proposed Purchaser(s) Exception
E-19.1.1 Charter and By-Laws Exception =

Clause Text

Road right-of-way owver the [describe location] of the land as dedicated for road purpeses by instrument recorded on
== 0.R. == Page *** and/or Instrument Mo.*™*.

4. In the blank field at the top  NOTE: (1) The clauses are sorted
left window, type alphabetically by Clause Title. To sort by
Municipal. reference identification numbers, click the

Reference Id header. (2) Reference ID
numbers correspond to the Fund’s Standard
Commitment Clauses nomenclature.

5. Click (E-24.1)
Municipal/ County
Liens: For Service
Charges and Waste
Fees.

6. Click OK. The Clause Library window is closed and
the Exceptions tab is displayed. This clause
has been added as exception number 1 and
can be edited.

7. [©lon  the secondary Sequence number 2 is created.
toolbar, click the Insert
button.
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What you Do

8. On the  secondary

toolbar, click the Clause
Library button.

9. In the blank field at the top
left window, type Plat.

10. Click (E-5.1) Plat: All
Matters in Plat.

11. Click OK.

12. Replace the 3 sets of ***
with

Bear Run |

2452

5996

13. Delete the words and/or
Instrument No.***,

Comments

The Clause Library window is closed and
the Exceptions tab is displayed. This clause
has been added as exception number 2 and
can be edited.

E Master Property - Bear Run I

General Information lRecording Exceptions

Sequence|

Description

npaid service charges for services by any water systems, sewer systems or gas systems serving the land described

| 1 ny lien provided by County Ordinance or by Ch. 1569, F.S., in favor of any city, town, village or port authority, for
u
herein; and any lien for waste fees in favor of any county or municipality.

| 2 ,AII matters contained on the Plat of Bear Run |, as recorded in Plat Book 2452, Page 5996.
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What you Do Comments

14. L On the secondary The Master Property — Bear Run | save
toolbar, click the Open dialog box is displayed.

button.
15. Click Yes. Bear Run | is saved as a master property
record.
Copying A Master Property
What you Do Comments

1. Select Subdivision on
the Master Property
Search Selection
window.

2. In the Name box, type All subdivision properties beginning with the
bear and click Browse. letters bear will be displayed on your screen.
Bear Run 1 is highlighted.
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What you Do Comments

3. Click the Copy button. A copy of the Bear Run | master property
has been created, with all information copied

but the name.

E Master Property Maintenance - Copy

General Information lRecgrding l Exceptions

Location and Name Type Remarks
State [FEEE ~ " Acreage HOA Thomas Bradley (407) 628-6899
County |Orange v Subdivision

o)
" Condominium
" Time Share

~

Name ‘

Cooperative

Legal Description

Lot ***, Block ***, Bear Run |, according to the Plat thereof, recorded in Plat Book 2452, Page 5996. of the Public Records of
Orange County, Florida.

4. In the Name box, type
Bear Run Il

5. Inthe Legal Description
box, replace | with Il after
Bear Run.

6. Inthe Legal Description
box, change 5996 after
Page to 6223.
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What you Do Comments
E Master Property - Bear Run I
General Information lRecgrding ] Exceptions
Location and Name Type Remarks
State FL - " Acreage HOA Thomas Bradley (407) 628-6899

Condominium
Bear Run Il

Name Time Share

County |Orange - ' Subdivision
~
~
~

Cooperative

Legal Description

Orange County, Florida.

Lot **, Block ***, Bear Run Il, according to the Plat thereof, recorded in Plat Book 2452, Page 6223, of the Public Records of »

7. Click the Recording tab

E Master Property - Bear Run I

General Information

State FL

Recording lExceptions l

Starting Page MNo. 7996

Comy [T -
Document No. |

Source |F'Iat j Book |2452
PIM |50413-35-[]4-**”

Declaration

Description

8. In the Starting Page No.
box, change 5996 to 6223.

9. Change 04 to 62 in the
PIN box.

Training Workbook: August 2018

Page 417



Master Property Module

What you Do Comments

E Master Property - Bear Run I

General Information ~ Recording lExceptions l

State FL
County Orange -

Document No. |

Source |F'Iat j Book P452 Starting Page Mo. (6223

PIN |50413-35-62-**”

Declaration
Description

10. Click the Exceptions tab.  The exceptions are copied to the new master
property. Exceptions can be added or deleted
on this tab.

11. In Exception 2 replace |
with |l after Bear Run.

12. In Exception 2 change the
Page number from 5996 to
6223.

E Master Property - Bear Run I

General Information lRecording Exceptions

Sequence| Description

npaid service charges for services by any water systems, sewer systems or gas systems serving the land described

| 1 ny lien provided by County Ordinance or by Ch. 159, F.5., in favor of any city, town, village or port authority, for
u
herein; and any lien for waste fees in favor of any county or municipality.

| 2 ,AII matters contained on the Plat of Bear Run II, as recorded in Plat Book 2452, Page 6223.
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13.

14.

Try This

S.
6.

What you Do Comments

o The Master Property - Bear Run, Phase
On the secondary |isave dialog box is displayed.

toolbar, click the Close

button.

Click Yes. Bear Run, Phase Il is saved as a master

property record.

& Open the Master Property module and create a master property for
the condominium Grand Floridian, located in Palm Beach County, Florida.

Remember to change the County, and to select the Condominium radial
button.

On the General Information tab, type Grand Floridian in the Name
box.

In the Legal Description box, open Clause Library and find the
Condominium clause title.

Insert the clause.

Starting with the third set of asterisks, replace the *** with the following
text:

Grand Floridian
3211

9876

Palm Beach

7.
8.

9.
10.

Click the Recording tab.

Select Official Records as the Source and type 3211 in the Book box.
Type 9876 in the Starting Page No. box.

The PIN is 20-20-15-***,

Click the Exceptions tab and insert the following two clauses:

E-7.1 Condominiums: Declaration of Condominium
E-12.3 Water/Submerged Land Rights: Properly Filled Land

11.

Save and close the file.
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Tips

1. An alternate way to open the Master Property module is to select
Modules from the menu bar and choose Master Property.

2. When you add a new property, be sure to specify the type of property in the
Master Property Search Selection window.

3. If you are setting up several property phases, locate the first phase in the
Master Property Search Selection window, then click Copy to
duplicate the master property. Type the new name (e.g., Grand Floridian
Condominium, Phase Il) in the Name box on the General Information
tab and be sure to change the book and page numbers in the legal description
and also on the Recording tab.

4. ¥ Use the Spell Check button to check the spelling of the legal
description, remarks, declaration description, and exceptions.

5. When you edit exceptions on the Exceptions tab, you can use the right
mouse button to cut, copy, and paste or place the cursor where you want to
add information and type it in.

6. Use the Insert Degree Symbol to add a degree (°) symbol for metes
and bounds legal descriptions.You can also use the keystroke of
CTRL+SHIFT+O.

7. The Declaration Description section is used when mortgage documents
are created that require a PUD rider. When a Master Property is used in a
Closing File, the Declaration Description is automatically copied to the PUD
rider in the Documents module.

8. The Multiple Clause Import feature allows you to bring in multiple
clauses from a word processor and enter them as exceptions in the Master
Property module. From the Edit menu, select either Paste Clauses from
Clipboard or Import Clauses from Text File.

9. Users can create a Master Property within the Closing File module
using the ®& Create Master Property button on the secondary toolbar.

Exception clauses added in the Commitment or Policy modules can also
be exported into a Master Property, eliminating the need to copy and paste
text or re-enter information.

10. Use the Clause Library button 1| on the secondary toolbar to pull in a
standard legal description on the Property tab in the Closing File module.
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11. Use the Remark’s field to enter information about the property such as a
homeowner’s association name, phone numbers, etc.

12. You may import exceptions from Word, Word Perfect or other word
processing software into the Master Property. You may also import
exceptions from other Branch products.
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Closing File Module - Miscellaneous

=& | Switch Active Closing File

=] Open Closing File

Concept

Switch Active Closing File allows you to switch to a different closing file. You can
search for a closing file with information previously entered into DoubleTime for that
transaction, including: the Closing File Number, Seller Name, Buyer Name,
Subdivision Name, Lot, Unit, Block, Building or Street Address. Simply
type the known information into one of these fields and browse DoubleTime for the
desired file. You can also browse all closing files that have been created in
DoubleTime. Once a Closing File has been selected, use Open Closing File to
open the Closing File module for that file.

Objective

The objective of this lesson is to switch to another closing file and to open that closing
file in order to add and edit information to it. Other miscellaneous features contained
within the Closing File module are also demonstrated.

Switching The Active Closing File

What you Do Comments

1. On the main toolbar, The Closing File Selection window is
click the Switch Active displayed. This window allows you to switch
Closing File button. the active file to a different closing file

established within DoubleTime.
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What you Do

2. In the Seller Name box,
type Town.

3. Click Browse.

4. Click OK.

5. L= ]On the main toolbar,

click Open Closing File.

Comments

Since the file was partially completed by a
coworker, searching by the seller’s name will
locate the file.

File number 04-0044 displays.

The Closing File window is displayed.
Information previously entered on this file is
displayed.

[Z2] Closing File - 04-0044

General lEIuyer l Seller l Property ] Deposit l Loan l Participant l Closing Agent l Title Agent l Prepared By ]

Details

Closing File Mo. Date Opened  Status Type Sales Price Will Call Mo
|04-0044 | 08/19/04 |Open v| |sale | | §2,500.000.00 | 12345
Account Dates

MNo. Closing Disbursement Proration Taxes Paid Thru  Contract
|(none) | | 090209 || 09/02/09 w|| 09/02/09 w|| 1231108 w|| 06/04/03 |

Source File: Branch: {(none)

ﬂ Import File Number: |

Voucher Reference: |

=

Rating Type: |Elasic:
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What you Do Comments

6. Click the Account No. This is the account number added in
box and select 54321 Preferences/Account Maintenance. It
Prestige Bank. will be the trust account used for this file.

7. Type 0902(current year) NOTE: The Disbursement, Proration,
in the Closing date box. and Taxes Paid Thru dates are changed by
this entry, but may be edited.

8. Type 0604(current year)
in the Contract date box.

[ELf Closing File - 04-0044

General ‘Buyer l Seller ] Property ] Deposit l Loan l Participant l Clo=ing Agent ] Title Agent l Prepared By
Details
Closing File No. Date Opened  Status Type Sales Price Will Call Mo.
[04-0044 [0sravo4  Jopen =] [Sae = | $2,500,000.00 | 12345
Account Dates
No. Closing Disbursement Proration Taxes Paid Thru  Contract

[54321 | | owozds || osmzre || owo2ns ¥ | 12m117 *| | osinas v

Source File: Branch: [N « | Import File Number: |

“oucher Reference: | Rating Type: |Basic: j

Associating A Buyer - Existing Contact

What you Do Comments

1. Click the Buyer tab. The Update Closing File Dates window
opens due to the date changes made on the
General tab.
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What you Do Comments

2. Click OK The dates are updated throughout the closing
file.

3. [©Jon the secondary The Select Buyer window opens. The
toolbar, click the Insert Contact Type defaults to Individual.
button.
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What you Do Comments

4. Select Partnership from All previously entered partnership contacts
the Contact Type drop are displayed in the Legal Entity Name
down list. box.

5. Select We Build Homes, We Build Homes, LTD is the partnership

LTD we previously created in the Contacts
module.
6. Click OK. The Select Buyer window is closed and We

Build Homes, LTD is displayed on the
Buyer tab with the Mailing Address
displayed on the Address tab. NOTE: The
Street and City are editable fields.
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What you Do Comments
[ Closing File - 04-0044
General  Buyer 1 Seller 1 Property I Deposit 1 Loan 1 Participant 1 Closing Agent IT\HE Agent I Prepared By 1
Name SSN EIN Gender Marital
We Build Homes, LTD
N
Address 1 E— I E— I Name(s) with Status
Strest [PO. Box 2233 - Type [Mailing Address |
cny‘Blthlo ﬂ County |Orange j
State ‘Flanda j Country |Umted States j
Postal Code ’W ,’_
7. I on the secondary The Insert Name Clause window is
toolbar, click the Insert displayed. NOTE: The description entered
Name Clause button. when we created the contact is shown and is

the presumptive Name with Status entry,
which may be edited.
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What you Do Comments

8. Click OK. The Insert Name Clause window closes,
and the Buyer tab is redisplayed. NOTE: The
Name(s) with Status box is now shown
populated with the way this party’s name will
appear and be printed on the documents
generated by DoubleTime. This field remains
editable. NOTE: Sometimes when a business
entity is added as a contact its domiciliary
state and organizational format are not known.
For example, We Build Homes might have
been entered as a partnership, without being
identified as “Florida limited.” In such an
instance, when the Insert Name Clause
window displays, it becomes useful to use the
State drop down box and the Format drop
down box which will insert those qualifiers
into the party’s name for printing purposes
and will also populate the Name(s) with
Status field.
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What you Do Comments

[ Closing File - 04-0044
General Buyer } Seller ] Property 1 Deposit ] Loan ] Participant ] Clesing Agent ] Title Agent ] Prepared By ]

Name S5N EIN Gender Marital

We Build Homes, LTD -

US Treasury OFAC
Sanctions List Search

Name(s) with Status

partnership

Street[P.0. Box 2233 -l Type [Mailng Address v |

City |Bithlo - County | Orange -
State [Florida ~|  Country [United States -
Postal Code (32820 -

Address l Phone l Email l \We Build Homes, LTD, a Florida limited

Changing A Seller Name

What you Do Comments

1. Click the Seller tab. The Seller tab is displayed with Towne &

Country Properties, Inc.

Training Workbook: August 2018
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What you Do

Comments

[ Closing File - 04-0044

Hame
Towne & Country Properties, Inc

General l Buyer Seller lPererty l Deposit l Loan l Participant l Clesing Agent l Title Agent l Prepared By l

SSN EIN Gender

(=]

US Treasury OFAC
Sanctions List Search

Address annne ] Email ]

Street|P.0. Box 1224

j Type |r.|ai|ir|gAddress j

C'rtlerIandu

j Cnunty|0range j

State|Florida

Postal Code 32826 -

d CDuntry|Un'rted States j

Name(s) with Status
owne & Country Properties, Inc., a
Florida corporation

2. Position the
Towne &
Properties,
double-click.

Page 430

cursor over Tl
Country displayed.
Inc. and

The Seller Name Change window is
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What you Do Comments

3. Click the Legal Entity
Name box and remove the
letter “e” from the word

“Towne.”
4. Click OK. The Seller Update window is displayed,
reflecting the proposed change.
5. Click OK. The Seller Update window is closed and the

Seller tab is displayed with the changes.
NOTE: This change is also made in the
Contacts module.

Editing Notary Information - Buyer And Seller

What you Do Comments

1. On the secondary The Signature/Notary window is displayed,

toolbar, click the  with the Seller Signature Block field open.
Signature/Notary
button.

2. Click the + for Buyer in This will display an expand view of the
the Signature Block Buyers Signature Block fields.
section.
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What you Do Comments
3. Click on Steven Number of Witnesses for Steven
Reynolds. Reynolds is displayed and Steven

Reynolds is the designated Signatory.

4. Click the Delete button at The Delete Signatory dialog box is
the bottom of the window.  displayed.

5. Click Yes. Steven Reynolds has been removed as a
signatory for the Seller from this closing file.
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What you Do Comments

6. Click the + for Notary Thomas Price, General Partner is displayed
Block/Buyer. (there is additional text visible if you move
the horizontal scroll bar).
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7. Click Thomas

What you Do

General Partner.

o7 PR

- Signature Block

- Buyer
El- We Build Homes, LTD
El Signatory
: E| Themas Price
: H- Witnesses
- Homes Buitt For Yaou, Inc.
E| Signatory
El Edwin Henry Rosci
-- Witnesses

- Seller
E| Town & Country Properties, Inc
. E| Signatory
: .. Eric B. Wilson
-- Witnesses

Price,

Motary Format |Partn er - Corporate ﬂ
Signatory Mame |Thumas Price, General Partner and Edwin Henry Rosco j
PluraliGender m Order I'I_

Proof of identification |a driver's license j
State of |State of »| |Floriga JEd|

County of |Cc|unty of ﬂ |Drange ﬂ

Motary Seal |[Nl:|tary Seall j

Notary Title | Motary Public |

Notary Name |(None) -

Comments

The Signature and Notary Block for
Thomas Price is displayed. NOTE: The
Notary Format defaults to Partner-
Corporate.

[+ Produced ID [ Perscnally Known

Expiration Date |00/00/0000

= N_otary Block
E‘ B:uyer Day End Month |September ear EI:I'IB
HIES Thomas Price, General Partner|
- Seller 1st Entity IWE: Build Homes, LTD, a Florida limited partnership
2nd Entity |Homes Built For You, Inc.
Pl m | 3 3rd Entity |
‘ oK | Cancel | Preview
8. Click Preview.
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What you Do

9. Click Preview Off.

10. Click the + for Notary
Block/Seller.

11. Click Eric B. Wilson.
12. Click the Signatory
Name drop down box and

select Eric B. Wilson,
President.

13. Click the Notary Name
box and select your
name.

14. Click OK.

Training Workbook: August 2018

Comments

Eric B. Wilson, President is displayed.

The Notary Format for Eric B. Wilson is
displayed.

This updates the entity name in the
Signature Block. NOTE: You may also
select the signatory’s gender at this time so
that the documents are properly customized.

This is the name of the person notarizing the
documents. Your name is displayed on the
printed name line in the notary box. The
Expiration Date automatically defaults to
the notary date added in Contacts module.

The Closing File module is redisplayed with
the Seller tab open.
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Pulling Master Property Data Into A Closing File

What you Do Comments
1. Click the Property tab. The Property tab is displayed.

2. <2on  the secondary The Master Property Search Selection
toolbar, click the Insert window is displayed. The default county and
button. state were established in Preferences/User

Settings and can be changed.

3. Click the Subdivision All subdivisions previously established for

option button, then click Orange county are displayed.
Browse.

4. Select Bear Run I.

5. Click OK. The Property tab is redisplayed with data
from the Master Property module for Bear
Run I.
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What you Do Comments

[24] Closing File - 04-0044
General l Buyer \ Seller Property WDestit l Loan I Participant I Closing Agent lTitIe Agent I Prepared By \

PIM | Property type Property Name State County
Fo433504 Subdivision g Bear Run | FL  Orange - &

Address lDetalIs } Legal } Usage l Remarks l Declaration } Recording

Street | j
|
City| ﬂ County |Orange ﬂ
State |F\Urida Country |United States

Postal Code -

6. Replace the *** in the PIN This completes the PIN number for this
box with 131. property.

7. In the Address tab, click
the Street box and type
100-300 Alligator
Crossing.

8. Click the Postal Code, The first city in the alphabetical listing
box, type 32820, and press associated with the postal code is displayed.
the Tab key. Use the down This city and postal code were established in
arrow to select Bithlo the Maintenance (Lists) module.
from the list.
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What you Do Comments

[} Closing File - 04-0044

General l Buyer l Seller Property lDEstit } Loan l Participant l Closing Agent lT\tIe Agent } Prepared By I

PIN ‘ Property type Property Name State County
50-43-35-04-131| Subdivision [ Bear Run | Orange '~ ]

Address lDeta\IS l Legal l Usage l Remarks } Declaration I Recording

Street |1[][]-3[]l] Alligator Crossing ﬂ
C\ty|B\thIo ﬂ County |Orange ﬂ
State |Florida Country |United States

Postal Code 32820 u

9. Click the Details tab. The Details tab is displayed.

10. In the Lot box, type 13-
65.

11. In the BIOCk bOX, type 1. NOTE: The information in the Lot and
Block boxes will appear on the Closing File

Worksheet.
Address Details l Legal l Usage l Remarks l Declaration l Recording l
Lot details
Lot Block |1
Unit Building Week No.

Acreage

Section Township Range

12. Click the Legal tab. The Legal tab is displayed with the legal
description of the property.

13. Type s after Lot.
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What you Do Comments

14. Replace the first set of
asterisks after Lots with
13-65.

15. Replace the second set of
asterisks after Block with

1.
Address l Details Legal |Usage l Remarks l Declaration | Recording
Legal Description
Lots 13-65, Block 1, Bear Run |, according to the Plat thereof, recorded in
Plat Book 2452, Page 5996, of the Public Records of Orange County,
Florida.
16. Click the Remarks tab. The remarks entered in Master Property are

displayed, allowing you to easily contact the
HOA for information.

Pulling A Second Master Property’s Data Into A Closing File

What you Do Comments

1. Click anywhere in the top The Insert button is enabled.
half of the window.

2. On the secondary The Master Property Search Selection
toolbar, click the Insert window is displayed.

button.
3. In the Name box, type be All properties that begin with be are
and click Browse. displayed.
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Page 440

What you Do

Select Bear Run Il and
click OK.

Replace the *** in the PIN
box with 231.

. Click the Address tab,

and type 201-299
Manatee Harbor Drive
in the Street box.

. Click the Postal Code

box, type 32820, and press
the Tab key. Use the down
arrow to select Bithlo
from the list.

Comments

The Property tab is redisplayed and Bear

Run 11, is displayed.

This completes the PIN number for this

property.
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What you Do Comments

== - -
[Z2] Closing File - 04-0044
General I Buyer l Seller Property lDeposit I Loan l Participant | Closing Agent | Title Agent l Prepared By l

PIM | Property type | Property Name |State| County |
50-43-35-04-131 Subdivision  w |E|ear Run FL

Subdivision n Bear Run Il

50-43-35-62-231

Address } Details l Legal l Usage l Remarks l Declaration \ Recording

Street |201-299 Manatee Harbor Drive ﬂ

|
cry (ST ~| Couny [Orange ~]

State |Flurida Country |Uniied States

Postal Code (32820 -

The Details tab is displayed. Verify that the

8. Click the Details tab.
correct property is selected.

9. Inthe Lot box, type 1-65.
10. In the Block box, type 2.

Address DEIﬂ"SILegaI l Usage ] Remarks l Declaration l Recording l

Lot details

Lot ’T Block |§
Unit Building Week No.

Acreage

Section Township Range
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What you Do
11. Click the Legal tab.

description of the property.

12. Type s next to Lot.

13. Replace the asterisks with
the following text:

1-65

2

Comments
The Legal tab is displayed with the legal

[] Closing File - 04-0044

PIN | Property type |

Property Name

General ] Buyer } Seller Property lDeposit ] Loan ] Participant | Closing Agent | Title Agent I Prepared By I

| Slate|

County

50-43-35-04-131
50-43-35-62-231]

Subdivision |Elear Run |

FL

Subdivision n Bear Run I

P

Address | Details Legal }Usage I Remarks I Declaration | Recording

Legal Description

Lots 1-65, Block 2, Bear Run Il according to the Plat thereof, recorded in -

Plat Book 2452, Page 6223, of the Public Records of Orange County.
Florida.
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Adding A Loan To A Closing File

What you Do
1. Click the Loan tab.

2. With Palm
Banque selected, click the

Street

Address tab and select
6060 Highway 1.

Click the Terms tab.
4. In the Loan No. box, type

8675309.

5. Click the Rate box and

type 7.5.

Training Workbook: August 2018

Comments

The Loan tab is displayed with the lender
information previously entered. NOTE: (1)
The Settlement Statement drop down list is
always available on the Loan tab. You may
select between a Closing Disclosure, a 3-page
GFE HUD or a 2-page HUD-1. (2) This
transaction is not subject to CFPB or RESPA,
so it does not require the Closing Disclosure or
GFE HUD (3) Changing the Settlement
Statement selection will result in the loss of
previously entered Settlement Statement data.

These addresses were added in the Contacts
module for Palm Beach Banque.

This is the loan number for the assumed loan.

This is the interest rate for the assumed loan.
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What you Do

Comments

Address l Phone l Email l Signatories ~ Terms |

Loan ID's Interest and Payments
Loan No. [B675309 interestRate [ 750 %
Mtg. Ins. Case No. | Payment Interval hd
Mtg. Inz. Sched. Termination Date I—ﬂ # of Payments i,'
Mortgage ID No. | Prop. Val Method | =]
Purpose | j Prop. Val. Amount IUIII—
Product | Daysfvear | 360 ( 385

Loan Approval Due Date: _*| Loan Approved? [ | Exempt From Intangible Tax

[~ Reverse Mortgage

10.

Click anywhere in the top
half of the Loan tab
window.

“lon the secondary
toolbar, click the Insert
button.

Click the Contact Type
box and select Individual.

Click the Service
Provided box and select
None.

Type w in the Last Name
box and select Eric B.
Wilson.

The Insert button is enabled.

The Select Lender window opens allowing
you to add another lender to this file.

Previously  entered individual  names
designated as Lenders in the Contact
module will be displayed.

A list of individual names previously entered
in the Contact module will be displayed.
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11.

12.

13.

14.

15.

What you Do

Click OK.

Select New from the
Status drop down list.

Select Second from the
Priority drop down list.

Select Other from the
Type drop down list.

Type 500000.00 in the
Original Loan Amount
box.

Training Workbook: August 2018

Comments

The Loan tab is redisplayed with Palm
Beach Banque and Eric B. Wilson listed
as lenders.

This identifies the loan as a second mortgage.

Eric B. Wilson is personally holding the
second mortgage. Loan documents will be
created for this file in the Loans module.

The amount of the second mortgage is
$500,000.00.
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What you Do Comments

16. Type 177 Clarendon This is the mailing address for Eric B. Wilson.

Ave. in the Street box on
the Address tab in the
bottom half of the screen.
17. Type 33480 in the Postal This mailing address will also be saved in the
Code box. Press the Tab Contacts module for Eric B. Wilson.
key.

18. Click the Terms tab.

19. In the Interest Method
section click 365.

Address l Phone I Email l Signatories Terms |
Lean D'z Intere=st and Payments
Loan No. | Interest Rate li o
Wtg. Inz. Case No. | Payment Interval l—Ll
Mtg. Ing. Sched. Termination Date I—ﬂ # of Payments j‘
Mortgage ID No. | Prop. Val. Methed [ =]
Purpose | j Prop. Val. Amount IIIIU—
Product | Daysfvear { 350 (¥ 385
Loan Approval Due Date: l—ﬂ Loan Approved? [ [ Exempt From Intangible Tax
[~ Reverse Mortgage

20. Click the Closing Agent

tab
21. Click the Closer box and Your name will be available as entered in the
select your name Contacts module.

22. L On the secondary The Closing File save dialog box is
toolbar, click the Close displayed.
button.
23. Click Yes. The information you entered in the Closing
File module is saved and the Closing File
window is closed.
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Updating The Commitment Module & Adding A Policy

What you Do Comments
T The Commitment module opens.
1. |s=m Click the
Commitment button on
the main toolbar.

2. Select Commitment The Commitment Type field defaulted to
(CF6R) from the Commitment (CF6) since the
dropdown arrow in the Commitment module was initially accessed
Commitment Type field. before the commitment was changed to

Commitment (CF6R).

3. Change the Effective NOTE: The Issue Date field is editable and
Date to 07/30/18. can be changed to current date.

E Title Insurance Commitment - 04-0044

|‘ Dwn&rl Mortgagee l Endorse Policy l Requirements l Exceptions l Endorse Commitment
Commitment Type | Commitment (CFGR) =]
Template | Fund Commitment (CF&R) || Standard
signatory [Richard P. Bruce |

Underwriter | Old Republic National Title Insurance Company { ATFS j

Effective Dﬂte| 07/30M18 ﬂt| 11:00 PM lssue Date | 03/02/10

Type of Estate | Fee Simple - Rewvision Number |

4. Click the Owner tab. Since the Commitment module was initially
accessed before the buyer was added to the
file, the Name of Insured box is blank.

m Title Insurance Commitment - 04-0044

General Owner I Mortgagee l Endorse Policy l Requirements ] Exceptions l Endorse Commitment l
Policy Required
Policy Type [Owner Policy (OF6) |
TEI'I'ID|313|FUND 06 Owners Policy (OF8) ﬂ | Standard

Underwr'rter|0ld Republic Mational Title Insurance Company / ATFS ﬂ

Amount of Insurance 52,500,000.00

Name of Insured
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What you Do Comments

5. [Tclick the Rebuild The Rebuild Defaults button updates the
Defaults button. Commitment module with changes or
additions that have been made in the Closing

File module.

E Title Insurance Commitment - 04-0044
General OWHETI Mortgagee l Endorse Pnlicyl Requirements l Exceptionsl Endorse Commitment
[¥] Policy Required
Policy Type [Owner Policy (OF6) ~|
Template |FUND 06 Owner's Palicy (OF6) ﬂ Standard

Underwriter|0|d Republic National Title Insurance Company / ATFS ﬂ

Amount 0f|nsurance| $2,500,000.00

MName of Insured We Build Homes, LTD -

6. Click the Mortgagee tab.

7. Select the 2nd mortgage The lender holding the first mortgage will not
where Eric B. Wilson is require a policy because the mortgage is being

the lender. assumed.
8. Click the Policy No endorsements will be issued for the
Required check box. Mortgagee Policy.

m Title Insurance Commitment - 04-0044

General l Owner MDﬁQaQEEI Endorse Policy l Requirements l Exceptions l Endorse Commitment

Lender | Priarity | Loan Amount |
Palm Beach Bangue 1st $0.00
Eric B. Wilson 2nd $500,000.00

[¥] Policy Required

Palicy Type [Mortgagee Policy (MF6) |
Template |FUND 06 Martgagee Palicy (MFE) ﬂ| Standard
Underwriter |Old Republic National Title Insurance Company / ATFS ﬂ
Amount of Insurance | $500,000.00

Name of Insured |Eric B. Wilsan
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What you Do

9. L On the secondary
toolbar, click the Close
button.

10. Click Yes.

Rating The Added Policy

What you Do
1. Click the Premium
Calculation (Rating)

button on the mail tool bar.

2. Click OK.

3. Click Yes.
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Comments

The Commitment save dialog box is
displayed.

The information you entered in the
Commitment module is saved and the
Commitment window is closed.

Comments

A warning message displays letting the user
know to seek assistance with rating files with
multiple legal descriptions.

A prompt is displayed with a message letting
the user know a 1-4 Residential check box
will default on all policies that total more than
$20K or less than $1 million; otherwise the
check box is checked off. NOTE:
Underwriter approval or a pro forma
commitment to issue a $1 million or higher
value policy is required.
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What you Do Comments

4. Select the Policies tab. The mortgagee policy added in the
Commitment module has been

automatically rated.

[Z23 Premium Calculation (Rating) - Closing File No. 04-0044
General Information  Policies IEndUrsemenls l Worksheet }
Owner & Mortgagee Policies
DFS-2146
Policy Type Policy No. Insurance Calculated Charged | FL Prem. Payor
Owner Palicy (OF6) 2,500,000.00 8,825 00 X7 Seller E3
Mortgagee Policy (MFE) 500,000.00 2500 25.00
Prior [
Policy Type Policy Amount Amount Used
00 00 Policy No_
ﬂ Policy Date
™ New Home Purchase Discount
Total calculated and charged amounts: ‘ $8.850.00 | $8.,850.00
5. Click Print The Print Options window opens
6. Click OK The Policy Rating Worksheet prints.

7. L On the secondary The Premium Calculation (Rating) save

toolbar, click the Close dialog box is displayed.
button.

8. Click Yes. The information you entered in the Premium
Calculation (Rating) module is saved and
the Premium Calculation (Rating)
window is closed.

Tips
1. An alternate way to open the Closing File module is to select Modules

from the menu bar and choose Closing File. You can also use the shortcut,
Ctrl+O from any window.

2. %] To access another existing closing file, click the Switch Active
Closing File button on the main toolbar and click Browse to display the
listing of files. Select the file and click OK. The selected file number is
displayed in the title bar and is now available for any of the DoubleTime
modules.
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3. On the Closing File Selection window, you can use the buyer and seller
name boxes and/or the property boxes when browsing to locate an existing
closing file.

4. To search for your file by lot, block, unit, or building number, click the
Property tab, then the Details tab and add this information when you first
create the closing file.

5. =] To open the Closing File module for the active file, click the Open
Closing File button on the main toolbar.

6. From the Closing File module, click the & Open button on the
secondary toolbar to display the Closing File Selection window. To view
all existing file numbers, click Browse. To open an existing closing file,
select the closing file and click OK, or you can type in the search criteria in
the boxes and click Browse to find the file, then OK.

7. To add escrow accounts to the Account No. box on the General tab,
select Preferences on the menu bar, and then choose Account
Maintenance. Click the Insert button on the secondary toolbar and key in
the necessary information. Click the Close button and click Yes to saving
the changes to display in the General tab in the Closing File module.
Click the Refresh button to bring the change into the Account No.
selection box and choose the account number.

8 Spouse...

To add a spouse in the Buyer or Seller tabs, click the Spouse
button. Enter the mailing address only if it differs from the partner’s address.

9. If you insert buyer or seller names on the Buyer or Seller tabs and do not
include the tenancy in the Name(s) with Status box, a reminder message
is displayed when you select another tab. Click Yes to display the Insert
Name Clause window and select the tenancy phrase.

10. To change the spelling of a buyer or seller name, double-click the name,
make changes in the Name Change window, and click OK. The Update
window displays the New Name(s) and Proposed Revisions. The names will
be updated automatically throughout the Closing File and Contacts
modules.
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11. To change the spelling of a lender name, select Modules on the menu bar
and choose Contacts. The Select Contact window is displayed. Select
the name you want to change and click OK. The Contact window for the
selected name is displayed. Make the change(s) being sure to use capital
letters where necessary, and click the Save button on the secondary toolbar.
The Update window is displayed with the New Name(s) and the Current
Name(s). Click OK to make the change(s). The Contact window is
displayed with the change(s). Click the Close button on the secondary
toolbar to return to the Closing File module. Click the Refresh button to
bring the change(s) into the closing file. The Name(s) with Status box
tenancy phrase is automatically updated.

12. The Signature/Notary button can be selected from any tab after the
Buyer and Seller tabs have been completed. You can select the number of
witnesses for each signatory or signature block on documents, as well as the
witness names. Notary format can also be established and previewed.
Access to Signature/Notary can also be made from the Documents
module.

13. If the Property Selection for Closing File does not contain an existing
property you will be using for multiple files, click the Master Property
button to add the property as a permanent selection.

14. [¥ |70 insert a degree symbol (°) in a legal description on the Property
tab, click the Insert Degree Symbol button. You can also use the
keystroke of Control+Shift+the letter “0”.

15. X To delete a field and the associated information, click the Delete
button.

16. To check the spelling of a legal description on the Legal tab, click the
Spell Check button on the secondary toolbar. The Spell Check button is
also available for the Usage, Remarks, and Declaration tabs.

17. If the lists in the Closing Agent, Title Agent, and Prepared By tabs do
not include the names you want, exit the Closing File module and use the
Contacts module to add them.
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18. If changes are made to the sales price and/or loan amount in the Closing
File module after the commitment has been prepared, the Update Sales
Price (and/or Update Loan Amount) window is displayed. Modules that
are affected are displayed, showing the item, and the old and new amounts.
A check mark is displayed in the modules that have previously been
accessed. Unchecked boxes with an exclamation (!) will not change to the
new amount unless you place a check mark in the box.

19. You can scroll by first name when searching for individual contacts in
conjunction with the last name field or by itself.

Frequently Asked Questions

Question

1. How do | add buyer and
seller names to a closing
file?

2. How do | add an “also
known as” to a buyer and
seller name?

3. How do | delete an

address?

4. How do I correct a wrong
spouse listed for a buyer or
seller?

Training Workbook: August 2018

Answer

Add buyer and seller names to a closing file
on the Buyer and Seller tabs in the Closing
File module. Or you can add buyer and seller
names in the Contacts module and select
them to be included in the Closing File
module.

Open the Closing File module and select the
Buyer or Seller tab. Go to the Name(s)
with Status box and type “also known as”
followed by the alias. NOTE: If you include
an alias in the Name(s) with Status box,
the alias will appear on the Settlement
Statement, the commitment, and most other
documents.

Open the Contacts module and select the
appropriate contact. Click the Address tab
and select the address you want to delete.
Click the Delete button on the secondary
toolbar. Save the change.

Open the Contacts module and select the
husband or wife. Select File, then Break
Relation. Click Yes. Return to the Closing
File module and delete the wrong spouse.
Then click the spouse button to add the
correct spouse.
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Page 454

10.

Question

How do | print a list of the
parties involved in my
transaction?

How do |
lender?

change the

How do I find a closing file
with only a legal
description?

How do I change a closing
file number, when I’ve
already entered it in a file?

What if the closer isn’t
listed?

Where can | view the
service providers involved
in a closing transaction?

Answer

Click the Print button in the Closing File
module to print a worksheet listing the key
contact information for your closing file.
NOTE: You can enter additional parties on
the Participants tab in the Closing File
module. Click on the Insert button to add a
new participant and set the Type to a
selection other than Third Party. (Third
parties will not print on the worksheet.)

In the Closing File module, click the Loan
tab, select the correct loan, and either double-
click the Lender name or click the Update
Lender button. Add or choose a different
lender from the Search Contact window.

On the Closing File Selection window,
type the subdivision or condominium name
and click Browse. Or, if you have previously
entered the lot, block, or building numbers on
the Property/Details tab in the Closing
File menu, you can search those numbers.

Simply type over the existing number and
save the file. This step cannot be done if you
have already received jackets from The Fund.

Open the Contacts module and select the
closing firm. Add the closer as an employee of
the firm. Save the changes. When you return
to the Closing File module, click the
Refresh button.

Go to the Participants tab of the Closing
File module to view all the service providers
involved in a closing transaction. Click the
Insert button to add attorneys, law firms, real
estate agents, brokers, mortgage brokers and
their companies, loan officers, and third
parties to the closing file. Associate a
company with an individual by adding an
individual to the file.
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Question Answer

11. Why doesn’t my signatory Although you added signatories in the
display on the Seller tab? ~ Contacts module (to a corporation or other

legal entity) after you designated the
corporation as the seller, the signatories will
not be displayed automatically. One solution
is to delete the seller from the Seller tab and
then add it again after the signatories have
been added to the contact in the Contacts
module. Another solution is to access the
Signature/Notary button, then insert the
signatories. NOTE: If the seller is a
partnership with a corporate partner, you can
add the partnership within Signature/
Notary or in the Contacts module. For a
partnership with a corporate partner, go to
Contacts and select Partnership. On the
Partners tab, click the Legal Entities
section and insert the corporate partner. Then
click below to select the individual from the
corporation on the Select Signatory
window. To establish the Partnership in
Signature/Notary, highlight the seller’s
name, previously created as a partnership, and
click the Add button. The Contacts module
is displayed. Change the contact type to
Corporation and select or add the corporate
partner. Click OK, and the Signature/
Notary window is re-displayed with the
Corporate Partner.
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Clause Library Maintenance Module

Concept

Standard and user defined clauses are available from the Clause Library for use in
Title Insurance >Commitment, Title Insurance > Policy, Master Property,
Conveyance, Documents, and other DoubleTime modules. Standard Clauses,
including clauses from The Fund’s Standard Commitment Clauses Handbook, are
included in the DoubleTime database. Using the Clause Library Maintenance
module, you can create new clauses, called User Defined Clauses. Both standard
and user defined clauses are retrieved by accessing the Clause Library that is
available throughout DoubleTime. User defined clauses, unlike standard clauses, can
be modified or deleted.

Objective

The objective of this lesson is to show you how to create a User Defined Clause
from a Standard Clause, create a new User Defined Clause, and modify and
delete a User Defined Clause using the Clause Library Maintenance module.

Creating A User-defined Clause From A Standard Clause

What you Do Comments

1. On the menu bar, select The Clause Library window is displayed
Modules > Clause with the list of available clauses. The Clause
Library Maintenance.  Type defaults to (ALL) with All Clauses

selected.
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What you Do Comments

2. Click the Clause Type Thiswill display all Mortgage clauses only.
box, scroll and select
Mortgage.
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What you Do Comments
3. In Clause Title, select the This is the standard clause you want to
2nd Mortgage clause. modify. The Clause Text is displayed in the

bottom half of the window.

T Couse by

Search
[ Reference ID Sa— ~  Standard CI
: ; ause Type: |Mortgage - andard Clauses
¥ Clause Title £ Begins with i 248
{* Contains " User Defined Clauses
[v Clause Text
| {* All Clauses
Reference Id | Clause Title | Clause Type |

1st Mortgage Mortgage

2nd Mortgage Mortgage

Balloon/Fixed Mortgage

Balloonariable Mortgage

Not Azsumable Mortgage

Proceeds Used to Purchase Mortgage

Taxes & Insurance Reguirements Mortgage

Clause Text

Thiz is a second mortgage and is subject to a first mortgage in favor of **. A breach of the first mortgage shall
constitute a breach of this mortgage and entitle the Mortgagee to make the payment on the first mortgage and bring a
foreclosure proceeding for =aid breach.

ok | Cancel | MNew |

Clauses are displayed in alphabetical order by
Clause Title. NOTE: Click Reference ID
to sort numerically for those clauses found in
the Fund’s Standard Commitment Clauses
Handbook. Only standard Exceptions and
Requirements have these numbers.
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What you Do Comments

4. Place the cursor at the The clause text is highlighted. NOTE: An
beginning of the clause alternate method to highlight is to hold the left
text, and click the right mouse button down while dragging across the
mouse  button.  Click text you want to select.

Select All.
—Search
[~ Reference ID
P — " Begins with Clause Type: [Mortgage | " Standard Clauses
{* Contains " User Defined Clauses
|7 Clause Text
| % All Clauses
Reference id | Clause Title | Clause Type |
1st Mortgage Mortgage
2nd Mortgage Mortgage
Balloon/Fixed Mortgage
Balloonariable Mortgage
Mot Assumable Mortgage
Proceeds Used to Purchase Mortgage
Taxes & Insurance Reguirements Mortgage

Clause Text

iz iz a secend mortgage and is subject to a first mortgage in favor of ***. A breach of the first morigage shall
constitute a breach of this mertgage and entitle the Mortgagee to make the payment on the first mortgage and bring
a foreclesure proceeding for said breach.

5. Click the right mouse The Windows copy function is activated.
button, and click Copy. Note: You can also copy text using CTRL + C.

6. Click the New button. The Clause Library Maintenance window
is displayed with Mortgage in the Clause
Type box.
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What you Do Comments

E Clause Library Maintenance

Reference Id l— (Optional)

Clause Title|

Clause Type |M0rtgage ﬂ
Clause

7. Click the Clause Title Thiswill identify the clause as a User-Defined
box and type 2nd PMM. Clause. NOTE: The Reference ID box is
optional. If you are assigning numbers to your
User-Defined Clauses, type the number in

Reference ID.

8. Click the Clause box, The Windows paste function is activated. The
then click the right mouse clause text copied from the previous window
button, and select Paste. is displayed in the Clause box. NOTE: You

can also paste text using Ctrl + V.

9. Place the cursor before the
word second and type
purchase money.

E Clause Library Maintenance

Reference id (Optional)
Clause Title [2nd PRI
Clause Type | Mortgage =]

Clause [This iz a purchase money second mortgage and is subject to a first mortgage in favor of ***. A breach
of the first mortgage shall constitute a breach of this mortgage and entitle the Mortgagee to make the
payment on the first mortgage and bring a foreclosure proceeding for said breach.

10. Click the Save The 2nd PMM is saved as a User-Defined
button. Clause and is available for selection.
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Creating A New User-Defined Clause

What you Do

1. 1 On the secondary
toolbar, click the Open
button.

2. Click the New button.

3. Click the Clause Title
box and type Delete
Standard Exceptions.

4. Click the Clause Type
box and select Exception.

5. TAB to the Clause box
and type  Standard
exceptions ***  are
hereby deleted.

Comments

The Clause Library window is displayed.

The Clause Library Maintenance window
is displayed.

This is the name you are giving to the User-
Defined Clause.

This is the clause text for the User-Defined
Clause, Delete Standard Exceptions.

E Clause Library Maintenance
Reference Id (Optional)
Clause TitIe|DeIete Standard Exceptions
Clause Type [Exception |
Clause [Standard exceptions *** are hereby deleted |
Lu] . .
6. [B|on the secondary The Clause Library Maintenance save
toolbar, click the Open dialog box is displayed.
button.
7. Click Yes. The Clause Library window is redisplayed
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Modifying A User-Defined Clause

What you Do Comments
1. Click the User Defined This restricts the display to User-Defined
Clauses button. Clauses.

2 Select the Taxes clause The Clause Text is displayed in the bottom
from the Clause Title list. half of the window.

3. Click OK. The Clause Library Maintenance window
opens with the selected clause displayed.
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What you Do Comments

E Clause Library Maintenance

Reference Id| (Optional)

Clause Title ITaxes

Clause Type |Deed ﬂ

Clause [Subject to taxes for 2003 and subsequent years; covenants, conditions, restrictions, easements, reservations
and limitations of record, if any.

4. Inthe Clause box, replace
the 03 with ** and insert a
comma (,) after the word
any and type the words
without reimposing
same.

E Clause Library Maintenance

Reference Id (Optional)
Clause Title I'I'axes
Clause Type |Deed ﬂ

Clause [Subject to taxes for 20" and subsequent years; covenants, conditions, restrictions, easements, reservations .
and limitations of record, if any, without reimposing same.

5. |Bijon the secondary The Clause Library Maintenance save
toolbar, click the Open dialog box is displayed.
button.

6. Click Yes. The Clause Library window, with the list of
available clauses, is redisplayed.
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Deleting A User-Defined Clause

What you Do Comments
1. Click the User Defined The display is limited to User-Defined
Clauses button. Clauses.

2. In Clause Title, select the The Clause Text is displayed in the bottom
Assumption of half of the window.
Property clause.

3. Click OK. The Clause Library Maintenance window
is displayed with the Assumption of
Property clause.
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What you Do Comments

m Clause Library Maintenance

Reference Id| (Optional)

Clause Title |Assumpti0n of Property

Clause Type |Deed ﬂ

Clause [This Mortgage has been assumed by ** on the Warranty Deed dated ** and filed in Palm Beach County,
Florida, and applies to the following described property: (legal description)

4. [Qon the secondary The Clause Library Maintenance delete
toolbar, click the Delete dialog box is displayed.

button.

5. Click Yes. The Assumption of Property clause is deleted
and the Clause Library Maintenance
window is closed. The Clause Library
window is redisplayed with the list of all
available clauses.

6. Click Cancel. The Clause Library Maintenance module

is closed.
Tips

1. Standard Clauses cannot be changed or deleted.

2. To retrieve User-Defined Clauses, click the Clause Library button in the
following modules: Conveyance, Documents, Loan Details, Master
Property, Title Insurance > Commitment, and Title Insurance >
Policy.
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3 |V

Clause.

Use the Spell Check button to check the spelling of the User-Defined

4. Information can be copied and pasted from a Windows-based word
processor into the Clause Library Maintenance window. Press Alt + Tab
to switch between DoubleTime and the word processing program, or you
can copy the information in the word processing program, minimize it, and
then paste the information into DoubleTime.

Frequently Asked Questions

Question

1. How do | add exceptions
that were created in a word
processor?

Page 466

Answer

In the Clause Library Maintenance
module, select User Defined Clauses and
select Exception from the Clause Type
list. Click New. Type the clause name and
click in the Clause box. Minimize
DoubleTime and open the word processor.
Select and copy the exception clause. Return
to DoubleTime and press CTRL + V to paste
the clause into DoubleTime. Save your clause.
Repeat the above steps for each exception
clause you want to keep in DoubleTime.
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Loans Module

Loans

Concept

The Loans module contains loan-related information for a closing file. It is primarily
used to store and maintain the loan terms in order to generate mortgage documents in
the Documents module. Additionally, an amortization schedule can be displayed
and/or printed by selecting Modules> Loans > Amortization Calculator from
the main toolbar.

Objective

The objective of this lesson is to show you how to enter the loan information for the
purchase money mortgage for this closing file in order to generate a purchase money
note and mortgage in the Documents module. You will also use the Amortization
Calculator to calculate the principal and interest amounts for the purchase money
mortgage and promissory note.

Adding New Loan Information

What you Do Comments

1. On the main toolbar, The Select Loan window opens displaying
click the Loans button. the loans associated with this closing file.
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What you Do

Comments

2 With Eric B. Wilson The New Loan for Eric B. Wilson is

highlighted, click OK.

displayed, with the Classification tab open.

E MNew Loan for Eric B. Wilson - 04-0044

Classification l Lender l Property l Features l Terms l

Loan

status. |
Type |Other -
Priority |Second -

l Ridersl Clausesl Loan Disclosures l l Loan Calc. l Other Disclosures

Security Instrument |

Purpose |

Loan ID

Loan Mo. l—
Mtg. Ins. Case No. l—
Mtg. Ins. Sched. Termination Date ’ﬁ
App/Broker No. l—
Mortgage ID No. l—

Lef Lol

Loan Options.

[ Adjustable Rate

™ Adjustable Payments

[~ Exempt From Intangible Tax

NOTE: For Credit Union loans, users can select the Exempt

From

Intangible Tax box. When selecting this feature

DoubleTime will not automatically populate the Intangible Tax
on the Settlement Statement.

3. Click the Lender tab.

NOTE: On the Lender tab, the name and
address information for Eric B. Wilson are
displayed. If the loan is to be assigned to a
different lender, click the Assignment check
box. The assigning lender information can be
added.

E MNew Loan for Eric B. Wilson - 04-0044

State |FL Postal Code

Classification Lenderl Property l Features l Terms I l Riders l Clauses I Loan Disclosures Loan Calc. | Other Disclosures
[v Lender
Lender |Er||: B Wilson Browse._. |
‘1?7 Clarendon Ave. LI
|
City |Pa|m Beach
P [

Assignee |

4 Effective Date 00/00/00
Execution Date 00/00/00

MNew Loan #
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What you Do Comments

4. Click the Property tab. The Property tab is displayed containing no
information. It is not necessary to insert the
properties. All properties are automatically
associated with the loans in the related
Closing File module.

E MNew Loan for Eric B. Wilson - 04-0044

Classification | Lender Property l Features I Terms } ] Riders I Clausesl Loan Disclosures ] ] Loan Calc. | Other Disclosures

5. Click the Features tab. NOTE: If this were a balloon mortgage, this
is where the mortgage would be identified as
such and the required statutory language
would be inserted.

[521 New Loan for Eric B. Wilson - 04-0044
Classification } Lender ] Property Features herms I ] Riders ] Clausesl Loan Disclosures } Loan Calc. | Other Disclosures
i i

Due Date |00/00/0000 Amount 00

Clause

[ Construction

LIP Account Balance .00 # Construction Loan Months: Term Months

Contractor |
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10.

What you Do
Click the Terms tab.

Type 9 in the Interest
Rate box.

Select Monthly from the
Payment Interval drop
down list.

Type 180 in the #

Payments box.

Type 11/01/(current
year) in the 1st Payment
box in the Dates section.

Comments

The Terms tab is displayed and contains the
loan amount and closing date information
entered previously in the Closing File
module.

This is the interest rate for this loan.

This is the frequency of payments.

The mortgage is 15 years for this property,
which is 180 monthly payments.

This is the date the 1st payment is due.

[EXl New Loan for Eric B. Wilson - 04-0044

Classification l Lenderl Property l Features Termsl

Loan Amount | 500,000.00  Value: |

00 " Appraisal { Estimated

Interest Rate 9.00 % Product:

[ Buydown Funding

Final Buydown Interest Rate 0.0000
Weighted Average .oooo
Interest Rate

Per Diem .oooo

Default Rate .oooo

Days/vear

" 360 {+ 385

Accrual

@+ Arrears  { Advance

Payment

Interval Monthhy -
# Payments 180
P&l .00
Est. Taxes & Insurance .00
Total P 0.00
[ Adjustable Payment

Future Assumption
Type Allowed | ﬂ
Interest Rate Cap .oooo

Dates
Documents IWM
Rescission IWM
Interest Begins IWM

0902118 |

10118 |

Disbursement

1=t Payment

Maturity [ ooomo |
Approval

Confirmation

Rate Lock IWM

Late Payment
Grace Period (# days) I—D
Late Charge ’700 or
Percent ’70000

[~ Home Equity Loan

[ Subordinate Financing Allowed

Future Advance Limit .00
.00

Escrow Cushion

l Ridersl Clausesl Loan Disclosures l

l Loan Calc. l Other Disclosures

Loan Approval Period

Approval Due Date oo/oodon j

Approved? -

[ Penalty Assessed

Penalty Amount .00

Penalty Text

Prepayment Penalty

Expiration in Months

Prepayment Penalty
Expiration Date

00/00/00 ﬂ

[ Adjustable Interest Rates

Fully Indexed Interest Rate .oooo
on Adj. Rate Migs.

Principal and Interest oo
Payment

[ Negative Amortization

Max. Loan Amt. .00
from Neg. Amortization

# Neg. Amortization o

Limit in Months
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Using The Amortization Calculator

What you Do Comments
1 On the secondary The Mortgage Calculator window is
toolbar, ~  click the  displayed with information copied from the
Amortization Calculator Terms tab.
button.

NOTE: The Balloon check box enables the
Pmt # box for a Balloon mortgage.

2. Click the Calculate button, DoubleTime calculates the Amortization
Schedule. The monthly payment amount,
including the principal and interest, is
displayed in Total Payment field. NOTE:
The screen page count is not the same as
printed pages. Five screen pages are
equivalent to one printed page.
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What you Do Comments
] Morigage Calcula
Loan Amount 500,000.00 [ Balloon Calculate
Ptk
Interest Rate 9.0000
Dat Print
Payment Interval Manthhy - a e.s
{% First Payment YT
# of Payments 180 " Loan Close
Amortization Schedule =
(o
Payment # Date Beg Balance Principal Interest Total Payment Balance
11012018 500,000.00 3,750.00 5,071.33 498 67367
2 120102018 458 87367 1,331.24 3,740.09 5,071.33 407 347 42
Payment Summary for 2018 265258 7.450.05 10,142 67
3 0140142019 497 347.42 1,341.23 3,730.11 5,071.33 455,006.20
4 02012019 455 006.20 1,351.29 3,720.05 5071.33 494 554.91
5 0012019 494 55491 1,361.42 3,709.91 5071.33 493,293.49
3 040172019 483 29345 1,371.83 3,699.70 5,071.33 481 5921.88
7 05/01/2019 491 921 .88 1,381.92 368041 5,071.33 450 53004
2 08/01/2019 450 539.94 139228 3,670.05 5,071.33 480 14768
] 070142019 489 147.66 1,402.73 3,668.61 5,071.33 487 74493
10 020142019 487 74493 1,413.25 3,658.09 5,071.33 4856,331.68
1 0012019 486,331.68 1,423.85 3,647.49 5,071.33 434 907.54
Page 1 0f 17 TI31M8 450 pm -

3. Click the Print button.

4. Click the Close button.

5. Type (the six - digit date)

[example 100133] from the
Amortization Schedule in
the Maturity box.

6. Click the P&I box and type

5071.33.

The Amortization Schedule is printed.
You will need this printout to complete the
information on the Terms tab.

The Mortgage Calculator window is
closed and the Terms tab is redisplayed.

This is the due date for the final payment.

This is the amount of the Total Payment
from your printout.
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What you Do Comments

7. Click the Riders tab. Use the Riders tab to select rider(s)
associated with the mortgage. The appropriate
box(es) will automatically be checked on the
mortgage when it is printed in the
Documents module.

E MNew Loan for Eric B. Wilson - 04-0044

Classification l Lender l Property l Features } Terms l Riders l C\ausesl Loan Disclosures } Loan Calc. | Other Disclosures

Adjustable Rate

Graduated payment

Balloon

VA

Condominium

Planned Unit Development

1to 4 Family

Biweekly Payment

Second Home

Rate Improvement Rider

[ AR DR R R DR R RRE RRN R AR

Growing Equity Rider

8. Click the Clauses tab. Clauses incorporated on this tab will display
on the Note and/or selected Mortgage when
accessed in the Documents module.

E New Loan for Eric B. Wilson - 04-0044

Classification l Lender l Property l Features \ Terms l l Riders C|3U595| Loan Disclosures \ l Loan Cale. l Other Disclosures

Note

Mortgage / Deed of Trust

9. Click in the Mortgage/ The2nd PMM clause needs to be added.
Deed of Trust box.
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10.

11.

12.

13.

What you Do

— 1 Click the Clause
Library button on the
secondary toolbar.

Select User Defined

Clauses.

Select 2nd PMM and click
OK.

Replace the asterisks (***)
in the clause with Palm
Beach Banque.

Comments

The Clause Library window opens. The
Clause Type defaults to Mortgage with All
Clauses selected. NOTE: You can also press
Ctrl + L to access the Clause Library.

The 2nd PMM displays along with any other
user defined clauses created in Clause
Library Maintenance.

The Clause Library window is closed and
the Clauses tab is redisplayed. The 2nd
PMM clause has been added for this loan.

The completed clause will be incorporated
into the purchase money mortgage in the
Documents module.

E New Loan for Eric B. Wilson - 04-0044

Classification } Lender l Property l Features l Terms }

Note

l Riders Clauses } Loan Disclosures Loan Calc. | Other Disclosures

Mortgage / Deed of Trust

his is a second purchase money mortgage and is subject to a first mortgage in favor of Palm Beach Bangue.
breach of the first mortgage shall constitute a breach of this mortgage and entitle the Mortgagee to make the
payment on the first mortgage and bring a foreclosure proceeding for said breach.

14.

On the secondary
toolbar, click the Open
button.

15. Click Yes.

The New Loan for Eric B. Wilson save
dialog box is displayed.

The loan information is saved and the Select
Loan window displays again.
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What you Do Comments

16. Select Palm Beach
Banque.

17. Click OK. The Select Loan window closes and the
Loan Assumption for Palm Beach
Banque information displays.

18. Click the Estoppel tab.

E Loan Assumption for Palm Beach Bangue - 04-0044

Classification l Lender l Property l Features l Estoppel l Loan Disclosures l l Loan Calc. | Other Disclosures
Current Balance Criginal Mortgage
Date 00/00/0000
Amount .00

Interest

Rate 7.5000 Escrow Disclosure
Per Diem .00o0 1st Payment 00/00/0000
Paid Thru 00/00/0000 P& .00

Days/Year i 360 ® 365 Escrow Cushion 00

19. Type 1,500,000 in the
Current Balance box.
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What you Do Comments

E Loan Assumption for Palm Beach Banque - 04-0044
Classification l Lender] F‘ropertyl Featuresl E51°PP9|| Loan Disclosures l l Loan Cale. l Other Disclosures

Criginal Mortgage

Date 00/00/0000
Amount .00

Interest

Rate 7.5000 Escrow Disclosure

Per Diem 0000 1st Payment 00/00/0000
Paid Thru 00/00/0000 P& .00
Days/Year (O 360 ® 365 Escrow Cushion 00

_ The Loan Assumption for Palm Beach
20. & Click the Close button  Banque save dialog box is displayed.

on the secondary toolbar.

21. Click Yes to save changes. ~ Changes are saved and the Loans module
closes.

Tips

1. Analternate way to open Loan Details or Amortization Calculator is to
select Modules on the menu bar, then Loans, and then Loan Details or
Amortization Calculator.

2. Select the Property tab in the Loan Details module if there is more than
one property associated with a closing file, but not all of the properties are
encumbered by a loan. Here you can identify which of the properties are
encumbered by a loan.

3. When there is an assignment of mortgage, select the Lender tab to indicate
the name of the assignee and other assignment information.

4. When preparing a balloon loan, ensure the proper language for balloon
mortgages appear on the documents as follows:

*For fixed rate balloon mortgages, select the Balloon check box on the
Features tab of the Loans module.

For adjustable rate balloon mortgages, select the Balloon check box as
noted above, as well as the Adjustable Rate check box on the
Classification tab of the Loans module

*When the documents, such as a FL Mortgage or FL Mortgage (Seller) are
printed from the Documents module, the appropriate balloon language
will be included.
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5. Use the Riders tab to select rider(s) associated with the loan. This will
check the appropriate box(es) on the mortgage.

6. |~ To check the spelling in the Clauses tab, click Spell Check on the
secondary toolbar.

7. This module is used when the seller or a private lender is holding a purchase
money mortgage and you need to create the mortgage and note documents
for the seller or the lender. Use the FL Mortgage (Seller) or FL
Mortgage and Promissory Note (Seller) or Promissory Note
documents in the Documents module.
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I Settlement Statements For Non-RESPA/Non-CFPB
Transactions

Concept

Settlement Statements for Non-RESPA and Non-CFPB transactions are two pages
long. If a transaction has no loan connected with it, there will be no lender involved.
Commercial transactions are not subject to RESPA or CFPB regulations even when a
loan is involved. The Settlement Statements module can be used to complete the
two-page HUD, as well as a variety of other types of Settlement Statements. Just as
with the CFPB closing file we created earlier in training, DoubleTime will automate
much of the preparation.

Objective

The objective of this lesson is to show you how to use the Settlement Statements
module to complete a two-page HUD Settlement Statement for a Non-RESPA/Non-
CFPB transaction and how to print the completed statement.

Verifying Amounts Due To And Paid By Seller

What you Do Comments

1. = On the main toolbar, The Update Recording Charges dialog
click the Settlement box is displayed listing the calculated values
Statements button. for the documentary stamps on the deed and

note, and the intangible tax on the mortgage.
DoubleTime uses the appropriate charges
based on the county in which the property is
located and the purchase price and loan
amount. This dialog box is used to update the
Old Amount with the New Amount.
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What you Do Comments

2. Click Yes. The Update Recording Charges dialog
box is closed and the Settlement
Statements window is displayed with the
General tab open. The title bar indicates the
file name. In the General tab, you can view
the top portion of page 1 of the HUD
Settlement Statement, sections A through I.
These sections contain loan information, the
names of the parties, and property and
settlement information. Use the Closing File
module to change or make additions to the
information.
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What you Do Comments

[51f Closing Statements - 04-0044

l Seller Credits l Adjustments - Paid ] Buyer Credits l Adjustments - Unpaid
U.S. Department of Housing
A. Settlement Statement and Urban Development OMB No. 2502-0265
B. Type of Loan
O 1 FHA O 2 FrHA O 3. Cony. Unin 6. File Number 7. Loan Number |8&. Mortg. Ins. Case Hum.
04-0044 3575309
s va )5 Conv. s, o

C. NOTE: This form is furnished to give you a statement of actual settlement costs. Amounts paid to and by the settlement
agent are shown. tems marked "(p.o.c.}” were paid outside the closing; they are shown here for
informational purposes and are not included in the totals.

D. HAME OF BORROWER: We Build Homes, LTD, a Florida limited partnership

Address of Borrower: P.O. Box 2233, Bithlo, Florida 32820

E. HAME OF SELLER: Town & Country Properties, Inc., a Florida corporation
Address of Seller: P.O. Box 1224, Orlando, Florida 32828
F. NAME OF LENDER: Palm Beach Bangue
Address of Lender: 6060 Highway 1, West Palm Beach, Florida 33404
G. PROPERTY LOCATION: 100-300 Alligater Crossing, Bithlo, Florida 32820 and 201-255 Manatee Harbor Drive, Bithlo, Florida 3
H. SETTLEMENT AGENT: Richard P. Bruce, E=sg.
Place of Settlement: 3855 T. G. Lee Bivd., Orlando, Florida 32828
l. SETTLEMENT DATE: Q218 DISBURSEMENT DATE: %/2M8

{ This space intentionally left blank. }

3. Click the Seller Credits

tab.
[Z1i Closing Staterents - 04-0044
General Seller Credits ‘ Adjustments - Paid Buyer Credits Adjustments - Unpaid
J. Summary of borrower's transaction K. Summary of seller's transaction
100. Gross amount due from borrower: 400. Gross amount due to seller:
401. Contract sales price 2,500,000.00
102. Personal property 402. Personal property
103. Settlement charges to borrower (Line 14C 8,000.00|403.
104 404
105. 405.
Line number: 101
Description: Contract gales price LI Total Amount:
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Calculating Adjustments For Items Paid By Seller

What you Do

1. Click the Adjustments -

Paid tab.

Comments

The Adjustments - Paid tab displays lines

106/406 through 112/412,

[El] Closing Statements - 04-0044

General l Seller Credits

Adjustments - Paid l Buyer Credits ] Adjustments - Unpaid

Adjustments for items paid by zeller in advance:

Adjustments for items= paid by zeller in advance:

108. City/town taxes 406, Citytown taxes
107. County taxes 407. County taxes

108. Assessments 408. Assessments

109. 409.

110. 410.

111. 411

112, 412

Pro- Total
Line # rate Description Amount
106 | 406 |:| |C'rty.|'tuwn taxes LI

Viewing Buyer Credits And Loan Amounts/Payoffs

What you Do

Comments

1. Click the Buyer Credits The Buyer Credits tab displays showing the
buyer’s deposit amount (line 201), the loan
assumption balance (line 203/503), and the
new second mortgage amount (line 204).

tab.

[l Closing Statements - 04-0044

General ] Seller Credits

] Adjustments - Paid

Buyer Credits l Adjustments - Unpaid

Reductions in amount due to seller:

200. Amounts paid for or in behalf of borrower: 500,
201. Deposit or earnest money 500,000.00 Ex8

Excess deposit (see ingtructions)

202. Principal amount of new loan(s) 502. Settlement charges to seller (line 1400) 17,500.00
203. Existing loan(s) taken subject to 1,500,000.00(503. Existing loan(s) taken subject to 1,500,000.00
204. Principal amount of second mortgage 500,000.00)504. Payoff of first mortgage loan

205. 505. Payoff of second mortgage loan

206. 506. Deposits held by seller

207. Principal amt of mertgage held by seller 507. Principal amt of mortgage held by seller

208. 508.

209. 509.

Line number: 201

Description: Deposit or earnest money LI

Total Amount: $500,000.00
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Calculating Adjustments For Items Unpaid By Seller

Page 482

6.

What you Do

Click the Adjustments -
Unpaid tab.

Select line 211/511.

Click the Pro-rate check
box in the work area.

Click the Gross Amount
box and type 225,500.00.

Type 4 in the Discount
percent box

Press the Tab key.

Comments

The Adjustments - Unpaid tab is displayed
with lines 210/510 through 219/519.
Selecting this line allows you to calculate the
unpaid county taxes.

Additional fields open for Line # 211/511.
The Date from defaults to the beginning of
the year. The Date to defaults to the date of
closing.

This is the amount of the property taxes for
both parcels for the entire year.

This is the maximum allowable discount
which is determined by the Tax Collector’s
office.

DoubleTime calculates the prorated taxes.

[E1] Closing Statements - 04-0044

General ] Seller Credits ] Adjustments - Paid ] Buyer Credits Adjustments - Unpaid
Adjustments for items unpaid by seller: Adjustments for items unpaid by seller:
210. Cityftown taxes 510. City/town taxes
211 County taxes 1M1M8  toQ2M8 144 715.40 511. County taxes 1M1/18  to 9218 144, 715.40
212. Assessments 512. Assessments
213 513.
214 514
215. 515.
216. 516.
217, 517.
218 518.
219. 519.
Pro- Per Diem Total Total
Line # rate Description Amount Days Amount
21151 [County taxes -1 $593.0859 X 244 =
Gross amount: §225,500.0000
Discount percent: 4.0000, Date from: 01/01118
Met amount: £216,420.0000 Date to: 00218
Period: Count lastday: [ |
Per Diem Amount: S503.0959 Total days: 244
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Calculating Loan Fees

What you Do Comments

1. Clickthe Loan Feestab. The Loan Fees tab is displayed with lines
800 through 811.

2. Click line 807. The lender is charging an assumption fee of
1% of the unpaid loan balance for a total of
$15,000.00. The fee will be charged to the
borrower.

3. Type 15,000.00 in the The fee is charged to the Borrower, but can be
Paid from funds box for changed if needed. NOTE: (1) The default
the Borrower and press the descriptions for lines 801 through 807 can be

Tab key. changed or added to as needed.
[l Closing Statements - 04-0044
General I Seller Credits I Adjustments - Paid I Buyer Credits I Adjustments - Unpaid
800. ltems payable in connection with loan: Paid from Paid from
Borrower's Seller's
Funds at Funds at
Settlement Settlement
801. Loan origination fee % to
802. Loan discount % to
803. Appraizal fee to
804. Credit report to
805. Lender's inspection fee to
806. Mortgage insurance application fee to
B07. A=zsumption Fee to Palm Beach Bangue 15,000.00
208 to
2809 to
a10. to
B11. to
Line #: 807. Borrower: Seller:
Description: |F~.55umptic|n Fee LI Paid from funds: | 51 E-,EIIJIJ.EID” S.IJD|
P.0.C. amount: | 500 5.00]
Payea: |Pa|m Beach Banque LI Amount withheld:
Loan statement: First -

Adding Title Charges

What you Do Comments

1. Click the Title tab. The Title tab is displayed with lines 1101
through 1113. Line 1101 is selected. The
Payee defaults to Richard P. Bruce, Esq.
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Page 484

What you Do

Comments

[E1f Closing Statements - 04-0044

General ] Seller Credits

I Adjustments - Paid

I Buyer Credits

] Adjustments - Unpaid

1100. Title charges:

1102. Abstract or title search

1101. Settlement or closing fee to

to

Paid from Paid from
Borrower's Sellers

Funds at Funds at
Settlement Settlement

1103. Title examination

to

1104. Title insurance binder

to

1105. Document preparation

to

1106. Notary fees

to

1107. Attorney’s Fees

to

(includes above item numbers:

1108. Title Insurance to Old Republic Mat. Title/Richard P. Bruce 25.00 8,825.00
(includes above item numbers: )

1109. Lender's coverage (Premium). $500,000.00 ($25.00)

1110. Owners coverage (Premium); $2,500,000.00 ($2,825.00)

1111. Endorse:

1112, to

1113. to
Line #: 1101. Borrower: Seller:
Description: |S&t‘tlement or closing fee LI Paid from funds: | S.IIIEI|| S.EIIJ|

P.O.C. amount: [ s.00] 5.00]

Payee: [Richard P. Bruce, Esq. | Amount withheld:

2. Type 1000 in the Paid
from funds box for the
Borrower and press the
Tab key.

3. Double click line 1108.

The $1000 Settlement or closing fee is

charged to the borrower.

The Title

Insurance Calculator for

Orange County window opens. NOTE: (1)
The county name defaults to the county in
which the property resides. (2) The borrower
is charged $25 for the mortgagee policy. The
owner policy, in the amount of $8,825 is

charged to the seller.
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What you Do Comments

4. Select Seller from the NOTE: Based on provisions in the contract,
Payor drop down list in the Payor for the title policies must be

the Mortgagee column. changed.

5. Click OK. The Title Insurance Calculator for
Orange County window closes.
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What you Do Comments
[l Closing Statements - 04-0044
General l Seller Credits l Adjustments - Paid ] Buyer Creditz ] Adjustments - Unpaid
1100. Title charges: Paid from Paid from
Borrowers Seller's
Funds at Funds at
Settlement Settlement
1101. Settlement or closing fee to Richard P. Bruce, Ezqg. 1,000.00
1102. Abstract or title search to
1103. Title examination to
1104. Title insurance binder to
1105. Document preparation to
1106. Notary fees to
1107. Attorney’s Fees to
{includes above itern numbers:
0 tle Insurance o Old Repub H d 0.00
(includes above item numbers:

1109. Lenders coverage (Premium). $500,000.00 ($25.00)
1110. Owners coverage (Premium): 52,500 000.00 ($8,825.00)
1111. Endorse:
1112 to
1113 to

Line #: 1108. Borrower: Seller:

Description: [Title Insurance | Paid from funds: [ 5.00] 38,850.00]

P.O.C. amount: [ 5.0 3.00]
Payee: [0ld Republic Nat. Tile/Richard P. Bruce +| Amount withheld:

6. Select line 1107.

7. Type 500 in the Paid
from funds box for the
Seller.

8. Click the Search
Contacts button on the
secondary toolbar.

Page 486

The Seller’s attorney asked to collect and pay
the Attorney’s Fee as part of the closing
process and to show it on the Settlement

Statement

The Search Contact window opens.
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What you Do Comments

9. Select Smith & Foster,
PA from the Legal Entity
Name list.

10. Click OK. The payee name for line 1107 changes as
indicated.
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What you Do Comments

[Zl] Closing Statements - 04-0044

General l Seller Credits Adjustments - Paid I Buyer Credits ] Adjustments - Unpaid
1100. Title charges: Paid from Paid from
Borrower's Seller's
Funds at Funds at
Settlement Settlement
1101. Settlement or closing fee to Richard P. Bruce, E=q. 1,000.00
1102. Abstract or title search to
1103. Title examination to
1104. Title insurance binder to
1105. Document preparation to
1106. Notary fees to
07. Attorne 2es o th & Foster, PA 00.00
(includes above item numbers: }
1108. Title Insurance to Old Republic Mat. Title/Richard P. Bruce 8,850.00
(includes above item numbers: )
1109. Lenders coverage (Premium).  $500,000.00 ($25.00)
1110, Owners coverage (Premium);  $2,500,000.00 ($8,825.00)
1111. Endorse:
112 to
1113. to
Line #: 1107. Borrower: Seller:
Description: [Attorney’s Fees | Paid from funds: [ .00 5$500.00]
P.0.C. amount: [ 500 gJon]
Payee: [Smith & Foster, PA. »| Amount withheld:

Calculating Recording And Transfer Charges

What you Do Comments

1. Click the Recordingtab. The Recording tab is displayed with lines
1201 through 1205. Line 1201 is selected.

2. Double click line 1201. The Recording Calculator window is
displayed.
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What you Do Comments

The calculations will be automatically made
for recording a 2 page deed. The payors
default to the typical payor, but can be
changed as needed.

This is the charge for recording a 10 page
second mortgage.

3. Type 2 in the # of Pages
box in the Deed column.

4. Type 10 in the # of Pages
box in the Add’l
Mortgage(s) column.

The Recording Calculator window closes
and the calculated amounts display.

5. Click OK.

m Closing Staternents - 04-0044
General ] Seller Credits ] Adjustments - Paid l Buyer Credits l Adjustments - Unpaid
4200. Government recording and transfer charges: Paid from Paid from
Borrowers Seler's
Funds at Funds at
Settlement Settlement
1201. Recording fees Deed $18.50 Mortgage(s) $86.50 Releases 50.00 $105.00
1202, City/county tax/stamps Deed 20.00 Mortgage(z) &1,000.00 S1,000.00
1203. State tax/stamps Deed 17,500.00 Mortgage(s) £7,000.00 £7,000.00 £17,500.00
1204. to
1205. to
Line #: 1201, Borrower: Seller:
Description: |Recording fees = Paid from funds: $105.00| £.00
Deed: £18.50)
Mortgage(=):. 285.50)
Releases: 5.00
Payee: (none) ;l
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What you Do Comments

6. Click the Search The Search Contact window opens. The
Contact button on the Contact Type is Other and the Service
secondary toolbar. Provided is Recording Dept.

7. Select Orange County The Search Contact window closes and the
Comptroller and click Recording tab redisplays. Orange County
OK. Comptroller is listed in the Payee box.

NOTE: This information is not displayed on
the Settlement Statement, but reflects the
payee for the Balance Sheet.

8. Double click line 1202. The Recording Calculator for Orange
County dialog box displays, with the Tab for
Line 1202 open. NOTE: Take a moment and
click on the various tabs to become familiar
with them. Values from the Update
Recording Charges dialog box are copied
to lines 1202 and 1203. The dollar amount of
the intangible tax on line 1202 and the note
documentary stamps on line 1203 are charged
to the borrower. The deed documentary
stamps on line 1203 are charged to the seller.
The payee for all line items in the 1200 series
will default to the payee selected on line
1201.
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What you Do
9. Click OK.

Comments

The Recorded Calculator For Orange
County dialog box is dismissed.

Viewing Closing Statement Alerts

What you Do

1. Click the Closing

Statement Alerts button
on the secondary toolbar.

2. Click the Do not
automatically display
Closing Statement

Alerts check box.

3. Click Close.

Training Workbook: August 2018

Comments

The Closing Statement Alerts window
opens. It provides helpful information on
specific line items for the current transaction
that may have been inadvertently overlooked.
NOTE: (1) The Alerts can be viewed on any
tab within the Settlement Statement
module by clicking this button. (2) The No
broker commission alert displays.

Alerts will no longer display automatically
when exiting the Settlement Statements
module for this file.

The Alert window closes. NOTE: No action
is required since there are no brokers
associated with this transaction.
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Printing The HUD-1 Settlement Statement

What you Do Comments
1. Click Format > HUD Due to the number of signatories for the
Signatures-Separate buyer, we will choose to have all signatures on

Page from the main menu. 3 separate page. NOTE: No window opens or
message displays after this action. The
separate signature page will print with the rest
of the HUD.

The Print Options window opens. The

2. Click the Print Print Range defaults to All, Copies to 1,
button on the secondary Print What to HUD-1 and Print to Print all
toolbar. pages. NOTE: To print a different

statement, worksheet, or report, click the
Print What box and make your selection.
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What you Do

3. Click the Preview button.

Comments

A preview of the HUD statement displays.
Use the Next and Back buttons on the
secondary toolbar to check each page of the
document.

IE Closing Statements - 04-0044 - Print Preview

HUD-1
A. Settlement Statement

U.S. Department of Housing

and Urkan Development OMB Ne. 2502-0285

B. Type of Loan

(3 1.FHA
Crava

(2. FmHA
O 5. Conv. Ins.

O 3. Conv. Unins.

6. File Number
04-0044

7. Loan Number
8575309

&. Mortg. Ins. Case Num.

D

C. NOTE: This form iz furnished to give you a statement of actual settlement costs. Amounts paid to and by the settlement agent are shown. kems
marked "(p.o.c.}" were paid outside the closing; they are shown here for informational purposes and are not included in the totals.

D. NAME OF BORROVVER:
Address of Borrower:

E. NAME OF SELLER:
Address of Seller:

F. HAME OF LENDER:
Address of Lender:

G. PROPERTY LOCATION:

H. SETTLEMENT AGENT:
Place of Settlement:

I. SETTLEMENT DATE:

Palm Beach Bangue

Richard P. Bruce, Esq.

w2Ms

J. Summarv of borrower's transaction

100. Gross amount due from borrower:

We Build Homes, LTD, a Florida limited partnership
P.0. Box 2233, Bithlo, Florida 32820

Town & Country Properties, Inc., a Florida corporation
P.O. Box 1224, Orlando, Florida 32826 TIN:

5060 Highway 1, West Palm Beach, Florida 33404
100-300 Alligator Crossing, Bithlo, Florida 32820 and 201-299 Manatee Harbor Drive, Bithlo, F

SBEE T G. Lee Bivd., Orlando, Florida 32828

TIN: 59-2248736
Phone: 407-555-5000
DISBURSEMENT DATE: /218

K. Summarv of seller's transaction
400. Gross amount due to seller:

4, Click the Close

button on the secondary
toolbar.

Click the Print
button on the secondary
toolbar.

5 |=

6. Click OK.

7. Click the Close

button on the secondary
toolbar.

Tips

101. Contract sales orice 2.500.000.00{401. Contract sales orice 2.500.000.00
102. Personal orooertv 402. Personal oropertv
103. Settlement charoes to borrower (Line 14001 27.705.34| 403
104, 404,
105. 405.
The HUD preview closes and the

Settlement Statements module redisplays.

The Print Options window opens again.

The HUD including a separate signature page
prints.

The HUD preview closes and the
Settlement Statements module redisplays.

1. An alternate way to open the Settlement Statements module is to select
Modules from the menu bar and choose Settlement Statements.
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2. ol Use the Double Click! feature on line 201 - Deposit or earnest

money to open the Deposit Summary dialog box. It can also be used to
open the Payoff Calculator on line 504 and the Recording Calculator
on line 1202.

3. ® Use the Deposit Summary button, located in the Settlement
Statements toolbar, to open the Deposit Summary dialog box.

=
4. ==l Another way to access the Payoff Calculator is to select line 504 and

click the Payoff Calculator button on the Settlement Statements
secondary toolbar.

=
5. =lUse the Recording Calculator to automatically calculate recording

fees for lines 1202 through 1205 on the Recording tab.

6. In the Print Options window, use the Page Range area to print
individual pages of the HUD.

7. To display the entire HUD, click the Print button on the secondary
toolbar and select the Preview button.

8. You can display any one report selected in the Print What box by clicking
the Preview button. You can also select a report to view by selecting
Reports from the main menu.

9. To print multiple reports at one time, click the More button on the Print
Options window and select as many different reports as needed. Click the
Less button to return to the previous window. You can also select other
reports by clicking the Reports button on the main toolbar.

10. A HUD Signatories-Separate Page Settlement Statement should be
used if all signatures cannot be disclosed on the two page Settlement
Statement. This can be selected from Format on the menu toolbar.

11. E Click the Calculator button to use the calculator. You can type the
number on the keyboard or use the mouse to click the numbers on the
displayed calculator.

12. To obtain a copy of the figures in the Payoff Calculator, leave the Payoff
Calculator window open after the figures have been calculated. Press the
Print button.
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13. A You can choose to display the Closing Statement Alerts at any time
by clicking the Closing Statement Alerts button to check for any
missing items within your Settlement Statement.

14. To fax a HUD from your PC, click the Print button on the secondary
toolbar, select the Printing to fax machine check box, and click the
Properties button. Select your fax in the Printer Setup window and click
OK. This ensures that all the pages of the HUD are faxed as one “print job”,
instead of treating each page as a separate fax.

15. To email a Settlement Statement from your PC, select eSolutions while in
Print Preview, and click Email. In order to perform this function, you
must be in preview mode of all Settlement Statements, including the HUD,
and you can only use Outlook or Outlook Express to e-mail from the
Settlement Statement module. A list of participants in reference to your
file are displayed with the opportunity to select their e-mail addresses. Email
addresses need to be established in either the Contacts or Closing File
module on the Phone tab.

16. Use the Settlement Statement Template Maintenance module to set
up HUD defaults for specific lenders. The initial setup of a template is done
under Modules/Settlement Statement Template Maintenance. See the
Settlement Statement Template Maintenance lesson in Additional
Features for more information.

17. To email the Settlement Statement using an email program besides
Microsoft Outlook, first save the statement to your computer as follows:
* Select File > Save as... from the menu bar
* DoubleTime converts the image to a PDF file
* The Save Document Image window opens
* Type a name for the document in the File Name box
» Select a location on your computer to save the file from the Save in drop
down list
* Click Save
* The file is saved and available for attachment to an email.

Frequently Asked Questions

Question Answer

1. How do I add more lines?  Click the Add’l Charges tab, then click the
Insert button. An addendum is automatically
generated, and the addendum total is
maintained on Line 1309.
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Question

How do | add more lines to

the 800 Series of the HUD

for lender fees?

How do | enter a LIP or
Construction Loan
account?

How do | put tax re-
proration language on the
HUD?

How do | delete an amount
from Line 402 (Personal
Property)?

How do I print the HUD?

How do | add a contact on

the HUD?

How do | type a negative
number?

Answer

Additional lines cannot be added to the 800
series. However, you can change the
description of the lines in the 800 series. If
you have additional lender fees, you can enter
them in the 1300 section, which can be added
to, if needed.

DoubleTime allows you to enter the LIP
(Loan in Progress) or Construction amount on
Line 104 or 105 of the HUD. Type the
Description in Line 104 or 105 of the
HUD, type the amount of the LIP account in
Total Amount. Double-click Amount
Withheld. Finally, set your Loan Statement
to the appropriate loan (for example, First).

You cannot add Tax Re-Proration language
directly to the HUD, however, you can print
the Closing Statement Addendum
document from the Documents module. The
Closing Statement Addendum document
includes the Tax Re-Proration language, as
well as other information, such as the
Disbursement Authorization language.

Delete the amount on Line 102 and press
Tab or Enter. Line 402 will be changed to
zero (0).

In the Settlement Statements module,
select Format and verify that HUD-1 is
selected. Then click Print button. The Print
What box will display the default of HUD-1,
or you can select a different settlement
statement. Select Print Preview if desired,
and then click Print button to print the
settlement statement.

Click Search Contact button on the
secondary toolbar to open the Search
Contact window. Select the contact.

Type a dash (-), and then type the amount.
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Question Answer

9. How do I deduct a deposit Let’s say a Borrower pays a deposit to the
credit from the loan fees Lender that needs to be credited to the

check being remitted by Borrower on the HUD. The Lender remits a
the Closing Agent to the check for the exact loan amount (no
Lender? withhelds). The deposit credit must be
deducted from the loan fees check being
remitted by the Closing Agent to the Lender.
NOTE: This situation is similar to an
Aggregate Accounting Adjustment, which is
typically a Borrower credit reflected as a
negative number. Go to the Loan Fees tab in
the Settlement Statements module. On an
available 800 section line, enter the following
information:
» Description: Enter language acceptable to
the Lender, (such as “Application Fee
Refund” or “Loan Deposit Credit”).
» Payee: Select the lender.
* Paid from Funds/Borrower: Enter the
deposit credit amount here as a negative
number, (such as
$-500.00).
* Amount withheld: Leave this blank.
* Loan statement: Select the appropriate
loan.

The Balance Sheet (Balance Sheet
module) should now reflect a negative
number for a disbursement item. Combine this
negative item with the items being disbursed
to the Lender to create a net check for the
Lender. NOTE: You cannot access the
accounting export function until this negative
disbursement item has been combined.

10. Why aren’t the doc stamps ~ You did not select a property on the Property
on the deed automatically tab of the Closing File module.

calculated on the HUD?
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Question Answer

11. Why doesn’t the payoff Payoff loans must be added in the Closing
amount or lender disp|ay? File module/Loans tab. The lender will be
displayed on the HUD. The payoff amount is
entered directly in the Settlement
Statements module. To add the payoff
amount, type the amount or double-click the
payoff line in the HUD to bring up the payoff
calculator. Type the mortgage balance, per
diem interest, and other miscellaneous fees
associated with the payoff. Click OK. The
amount will be displayed in the proper box.
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&| Documents Module

Concept

The Documents module is used to prepare and print documents such as Title
Commitments, Title Policies, Deeds, Mortgages, Notes, Affidavits, and Bills of Sale.
You can select documents from the Master Document Selection list for each
closing file and, if necessary, edit them before printing. Documents can also be
emailed using Outlook or Outlook Express and faxed from your computer.
Customized documents can be created, and then related to a closing file.

Objective

The objective of this lesson is to show you how to select, edit documents, and print the
loan documents.

Associating Documents With Your File

What you Do Comments
1. & Click the The Closing Document Selection
Documents button on the  window is displayed.
main toolbar.
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What you Do Comments

2. Click New. The Master Document Selection opens.
The Classification drop down list and the
Type area selection both default to All.

3. Scroll down and select This is one of the documents you want to

Custom Deed from the bring into your file.
Name list.

4. Press and hold the ctrl The Ctrl key allows you to select more than
key, and scroll down and ©one document at the same time.
select Non-Foreign
Certification by Entity
Transferor.

5. Release the Ctrl key and The Closing Document Selection
click OK. window is redisplayed with the additional
documents you selected.
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What you Do Comments

6. Click New. The Master Document Selection window
is displayed. The Classification box
defaults to All and the Type defaults to All.

7. Click the Classification This will restrict the display to all loan

box and select Loans - documents.
All.

8. Scroll to and select FL
Mortgage.

9. Press and hold the Ctrl key
and select Promissory
Note.
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What you Do Comments
10. Release the Ctrl key and The Select Loan window is displayed with
click OK. the lenders associated with this file.

11. With Eric B. Wilson The selected documents are displayed in the
selected, click OK. Closing Document Selection with Eric

B. Wilson listed in the Document

Information column. This indicates these

documents are associated with the loan to

Eric B. Wilson.
Editing A Custom Document
What you Do Comments
1. Double click Custom The Custom Deed is displayed.

Deed.
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What you Do Comments

E Document - 04-0044 - Custom Deed

C}g@gg|nn|ﬁ|%fﬂmq|wu% v|ﬂ:5

|Nurma| ﬂ|Time5NewRumanﬂ|1D ﬂ B _,{E_KHE
|£|>...|...-1...|...2...|... T

3

. Prepared by and retum to:
- Beth Cullum
* Paralegal
_ Richard P. Bruce, Esq.
— 5955T. G. Lee Blvd.
- Orlando, FL 32828
407-555-5000
File Number: 04-0044

Parcel [dentification No. 50-43-3504.131

[#pace Abowve This Line For Recording Data]
: Warranty Deed
- (STATUTORY FORM - SECTION 68502, F.8.)
=

This Indenture made this 2nd day of September, 2018 between Town & Country Properties, Inc., a Florida
. corporation whose post office addressis P.O. Box 1224, Orlando, FL 32826 of the County of Orange. State of Florida.
- grantor*, and We Build Homes, LTD, a Florida limited parmership whose post office addressis P.O. Box 2233, Bithlo,
© FL 32820 of the County of Orange. State of Florida. srantee®,

=+ Witnesseth that said grantor, for and in consideration of the sum of TEN AND NO/100 DOLLARS (510.00) and other
" good and valuable considerations to said grantor in hand paid by said grantee, the receipt whereof is hereby acknowledged,
. has granted bargained, and sold to the said grantee, and grantee’s heirs and assigns forever, the following desaibed land,
- situate, lving and being in Orange County, Florida, to-wit:

) Lots 13-65, Block 1, Bear REun I, according to the Plat thereof, recorded in Plat Book 2452, Page
0 5994, of the Public Records of Orange County, Florida.

and

Lots 1-65, Block 2, Bear Run II, according to the Plat thereof, recorded in Plat Book 2452, Page
6223, of the Public Records of Orange County, Florida.

Subject to taxes for *** and subsequent vears; covenants, conditions, restrictions, easements, reservations and limitations of
record, if any.

2. Place your cursor above
the Subject to taxes
language.

— The Clause Library window opens.
3. =1 Click the Clause
Library button on the

secondary toolbar.
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What you Do

4. Select Deed from the
Clause Type drop down.

5. Select Subject To:
Mortgage  Assuption
and click OK.

6. In the first subject to
paragraph, replace the
asterisks with the
following text:

Palm Beach Banque

3421

4599

20010004599

Orange

1,550,000.00

7. Place your cursor at the
end of the inserted clause
and press ENTER twice.

8. =1 Click the Clause
Library button on the
secondary toolbar.

9. Click Deed from the
Clause Type drop down.

10. Select Subject To: PMM
and click OK. Press
ENTER.

11. In the second subject to
paragraph  perform the
following steps:

* Delete First/

* Highlight “Grantor” and

type Eric B. Wilson

* Replace the asterisks with

500,000.00

Comments

This information is specific to this closing

file.

The Clause Library window opens.
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What you Do Comments

E Document - 04-0044 - Customn Deed
Es @ |o o | 4| @ Q69 ([0 ]|
|Nurrnal ﬂ |TimesNew Roman ﬂ |1D ﬂ E_{ U KX |
B

@---E--w---u---z---u- '4"""'5"'""5"'<]"'I
. Prepared by and retum to:

- Beth Cullum

~ Paralegal

_ Richard P. Bruce, Esq.
— 5955T. G. Lee Blvd.
- Orlando, FL: 32828
407-555-5000
File Number: 04-0044

Parcel Identification No. 50433504131

[Space Above Thiz Line For Recording Data]
: Warranty Deed
- (STATUTORY FORM - SECTICN 63%.02,F5.)
L]

This Indenture made this 2nd day of September, 2018 between Town & Country Properties. Inc., a Florida
. | corporation whose post office addressis P.O. Box 1224, Orlando, FL 32826 of the County of Orange, State of Florida.
- grantor*, and We Build Homes, LTD, a Florida limited partmership whose post office addressis P.O. Box 2233, Bithlo,
- | FL 32820 of the County of Orange, State of Florida, grantee®,

= Witnesseth that said grantor, for and in consideration of the sum of TEN AND NO/100 DOLLARS (510.00) and other
" good and valuable considerations to said grantor in hand paid by said grantee, the receipt whereof 1s hereby acknowledged,
. has granted bargained, and sold to the said grantee, and grantee's heirs and assigns forever, the following described land,
- situate, lying and being in Orange County. Florida, to-wit:

A Lots 13-65, Block 1, Bear Run I, according to the Plat thereof, recorded in Plat Book 2452, Page
] 5996, of the Public Records of Orange County, Florida.

and

Lots 1-65, Block 2, Bear Run II, according to the Plat thereof, recorded in Plat Book 2452, Page
6223, of the Public Records of Orange County, Florida.

SUBJECT TO a First Mortgage in favor of Palm Beach Banque, recorded in O.R. 3421, Page 4599,
and/or Instrument No.20010004599, of the Public Records of Orange County, Florida, securing the
B original principal sum of $1,550,000.00, which mortgage Grantee herein expressly assumes and
agreesto pay.
. SUBJECT TO a Purchase Money Second Mortgage, given by Grantee to Eric B. Wilson, securing the
-

original principal sum of $500,000.00.

Subject to taxes for *** and subsequent years; covenants, conditions, restrictions, easements, reservations and limitations of
record, if any.

and said grantor does hereby fully warrant the title to said land, and will defend the same againstlawful claims of all persons
© whomsoever.

The Custom Deed for the active closing file
. On the secondary save dialog box is displayed.

toolbar, click the Open

button.

12

13. Click Yes. The changes to the Custom Deed document
are saved for this file. The Closing
Document Selection window is displayed.
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What you Do Comments

14. Select Custom Deed and 4 document titles are highlighted with
hold the Ctrl key and Documents Selected: 4 displayed in the
select FL Mortgage, bottom right corner.

Non-Foreign
Certification Entity
Transferor and
Promissory Note.

15. Click the Print button. The Print Documents window is displayed
as the selected documents are printed, then
closes automatically and the Closing
Document Selection window s
redisplayed.

16. Click Cancel. The Documents module is closed.
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Tips

1. An alternate way to open the Documents module is to select Modules
from the menu bar and select Documents. You can also use the shortcut,
Ctrl+D from any window.

2. To view a document, select the document from the Closing Document
Selection window and click OK.

3. [¥] Use the Spell Check button on the secondary toolbar to check the
spelling of a displayed document.

4. The Signature/Notary button allows you to select the number of
witnesses for each signatory or signature block on documents, as well as the
ability to select witness names. Notary format can also be established and
previewed.

5. Use the selections available in the Insert menu to insert page breaks and
page numbers.

6. Use the Edit menu to add custom variables, notary information, and headers
and footers.

7. Use the Format menu to format fonts, paragraphs, and tabs.

8. To prevent changes from being made to the open document, select Protect
Document (Read Only) in the Tools menu.

9. An alternate way to select text for editing is to press and hold the Shift key
and use the arrow keys. You can also press and hold the Shift key and press
the End key to select text from the cursor position to the end of the line.

10. Custom documents can be altered and saved when the custom document is
currently opened within the Documents module. To save the changes to the
master custom document, select File > Save As > Existing Master.

11. A single document can be emailed by choosing eSolutions, Email. The
email feature only utilizes Outlook or Outlook Express. Multiple documents
can be selected and emailed on the Closing Document Selection
window by clicking the eMail button.

12. Documents can be faxed by selecting File > Print > Properties, and
selecting the currently installed fax program on your computer.
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E|Reports Module

Concept
DoubleTime enables you to produce the following reports:

o 1099-S

» Branch Product Order Detail

* Branch Product Order Summary

* Checklist - Problem Report

* Checklist - Tasks Completed

* Checklist - Tasks Due

* Clause Library

» Closing File

» Closing File by Closer

» Closing File by Lender

* Closing File by Loan Approval

» Closing File by Prepared By

» Closing File Mortgage ID

» Contact List by Service Type

» Contact List by Service Type (Mailing Labels) - Avery 5161

e Custom Master Document Usage

» Daily Order

* Documents/Templates with Picture Images

e Fund Policy Premium Invoices

» Fund Policy Premium Invoices Paid Electronically

* Fund Policy Premium Invoices Unpaid Electronically

» Loan Closing Statistics

* Master Document

» Master Property List

* Notary Format

» Policies -All Open

» Policies in Progress

* Productivity Summary Report

* Referral

» Referral by Company Employees

» Serialized Forms

» Serialized Forms Electronic Delivery
Objective

The objective of this lesson is to show you how to generate Mailing Labels for a
Contact List by Service Type and a Referral Report.
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Creating A Contact List By Service Type Report

What you Do Comments

) The Report Selection window is displayed.
1. |&] click the Reports e gefault Closing Agent for the

button on the main toolbar.  pigpjighted 1099-S report is Richard P.
Bruce, Esq. NOTE: The information on
the bottom half of the screen will change
when a different document is selected.

2. In the Report Name box, The information on the bottom half of the
scroll to and select window changes to a Select Provider Type
Contact List By drop down list. NOTE: You can print a list
Service Type. of Contacts, including name, address and

phone number, by Service Provider type. The
Service Provider types available are those
listed on the Services tab in the Contacts
module.

3. Select Lender from the
Select Provider Type
drop down list.
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What you Do

4. Click OK.

Comments

The Contact List By Service Report

displayed.

m Contact List By Service Type

[}j DOUBLETIME®

Contact List by Service Report

Service Provided Lender

Name

Address Phone

07/07/16 04:27 PM

Ext Type

Attorneys’ Mortgage Senvices, Inc.

B & L Incorporated

Bank of Florida

Countrywide Funding Corporation

Countrywide Home Loans, Inc.

First Eastern Bank

6545 Corporate Centre Boulevard
Orlando, Florida 32822

28 Orange Blossom Trail
Orlando, Florida 32828

155 Morth Lake Avenue
Pasadena, California 91109

4500 Park Granada
Calabasas, California 91302

4987 N_ Mills Street

Training Workbook: August 2018
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What you Do

=J|On the secondary

toolbar, click the Print

button.

6. Click OK.

Comments
The Print Options window is displayed.

The Contact List By Service Report is
printed.

Generating Mailing Labels For Contact List By Service Type

Page 512

What you Do

B | On the secondary
toolbar, click the Open
button.

In the Report Name box,
scroll to and select
Contact List by Service
Type (Mailing Labels) -
Avery 5161.

. Click the Select

Provider Type box and
select Lender.

. Click OK.

Comments

The Report Selection window is re-
displayed.

The Select Provider Type defaults to
Appraiser.

The Contact List By Service Type
(Mailing Labels) is displayed. This report is
designed for use with Avery 5161 labels,
which contain 20 labels (2 across and 10
down).
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What you Do

Comments

E Contact List By Service Type (Mailing Labels)

Attorneys' Mortgage Services, Inc
6545 Corporate Centre Boulevard
Orlando, Florida 32822

B & L Incorporated

Bank of Florida
28 Orange Blossom Trail
Orlando, Florida 32828

Countrywide Funding Corporation
155 North Lake Avenue
Pasadena, California 91109

Countrywide Home Loans, Inc
4500 Park Granada
Calabasas, California 91302

First Eastern Bank
4987 N. Mills Street
Orlando, Florida 32820

First Florida Bank
One Flagler Drive
Cottondale, Florida 32431

Fleet Mortgage Corporation
1333 Main Street

Suite 700

Columbia, South Carolina 29201

=JJOn the secondary
toolbar, click the Print
button.

6. Click OK.

Training Workbook: August 2018

The Print Options window is displayed.

The Contact List By Service Type

(Mailing Labels) is printed.
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Creating A Referral Report

Page 514

What you Do

Comments

’
B |On the secondary The Report Selection window is re-

toolbar, click the Open displayed.

button.

In the Report Name box,

select Referral.

. Type 0101 and the last two

digits of the previous year
in the Closing Date
From box.

. Click OK.

=J|On the secondary
toolbar, click the Print
button.

. Click OK.

The default Title Agent is Richard P.
Bruce.

This is the beginning date of the information
you want to display. The To box defaults to
the current day.

The Referral Report is displayed with the
data you requested.

The Print Options window is displayed.

The Referral Report is printed.
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What you Do Comments

7. ] click the Close The Report Selection module is closed.
button on the secondary
toolbar.

Tips

1. To delete serialized forms that are no longer valid in your inventory, select
Modules from the toolbar, then Serialized Forms, then choose Delete
Forms Inventory.

2. To see a listing of referrals by a specific individual or entity, click the
Referral button for the Referral Report Name and select the appropriate
information.

3. The Fund Policy Premium Invoices report allows you to view, print
and/or reprint invoices for underwriter remittance generated from the
Electronic Delivery wizard. You can select a particular invoice number,
all invoices generated between a particular invoice date range, or all
invoices generated for a particular Closing File number.

4. Policies in Progress is a handy report that can assist you with
determining which closing files have final policies that have not yet been
prepared, as well as those files where the final policies have been prepared,
but have not yet been sent to the underwriter.

5. The Serialized Forms Electronic Delivery report is similar to the
existing Serialized Forms Report, but it lists all serialized forms that
have been sent to The Fund electronically.

6. Reports can be emailed by selecting eSolutions > email.
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Concept

Objective

Utilities

Utilities consists of four parts; Database Backup, Closing File Copy, Closing
File Delete and Closing Documents Delete. Using the Database Backup
utility will create a back-up copy of your DoubleTime database and increase the
efficiency of DoubleTime. You will receive a message to back up your files upon
opening DoubleTime according to the number of days or number of files specified in
Preferences > Office Settings. The Closing File Copy utility allows you to
copy all or part of an existing file to a new closing file. This is very helpful when you
are conducting multiple closings in the same subdivision or condominium. By creating
a master closing file, you can include information such as buyers, sellers, conveyance
clauses, title insurance commitment and policies, documents, properties, Settlement
Statement fees, and other typically required information. You would then use the
master closing file to copy information to new closing files. Use the Closing File
Delete utility to permanently delete files from your database.The Closing
Documents Delete utility deletes the Closing Documents for each closing file
selected, which allows you to reuse space in your database for other files. This may
improve system performance and save space on your hard drive.

The objective of this lesson is to familiarize you with the database backup utility. You
will also create a master closing file, copy the master closing file, and delete closing
files from your database.

Database Backup Utility

Page 516

What you Do Comments

1. On the main menu, select The DoubleTime Database Backup
Utilities, then Database window is displayed. The DoubleTime
Backup. directory is located in drive c:\. It will be

automatically selected to be backed-up, once
the path has been selected.
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What you Do Comments

2. Click the Browse button.  The Path will change to the selected drive.
Once this selection has been designated, it
will remain as the default.

3. Select the appropriate
drive.

4. Click OK. (DO _NOT The database backup process begins. Once
CLICK OK WHILE IN complete, the DoubleTime window is

TRAINING) redisplayed.
5. Click Cancel.

Warning: It is necessary to use the Database Backup utility within
DoubleTime even if your system uses other backup software, because it
improves DoubleTime performance for all types of systems. For networks, most
backup software does not back up the DoubleTime database. NOTE: The best
practice is to back up to a physical drive other than your hard drive. For
example, a mass storage device, a portable hard drive, or on the network of your
computer system.
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Creating A Master Closing File

You will be the closing agent for Town & Country Properties, Inc. in the Bear Run |
subdivision for other lots it did not sell to We Build Homes, LTD. These other lots
were encumbered by a different loan from Palm Beach Banque that was not assumed
by We Build Homes, LTD. You will create a master closing file to be copied later for
each closing as they take place.

What you Do Comments

_ The Closing File window is displayed with
L On the main toolbar, the General tab open. The Status defaults to

Open, and the Type to Sale. These can be
changed to Status - Closed, and Type -
Refinance.

click the New Closing
File button.

2. In the Closing File No. Thiswill set up a master closing file for Bear
box, type Bear Run | Run | subdivision closings.

3. Click the Account No. This is the closing agent’s trust/escrow
box and select 54321 account used for all closings in Bear Run I.
Prestige Bank.

'ﬁ Closing File - Bear Run I
General ‘Buyer l Seller ] Property l Deposit ] Loan l Participant l Clo=ing Agent ] Title Agent l Prepared By
Details
Clozing File No. Date Opened  Status Type Sales Price Will Call Mo.
|Bear Run | | oaro118 |open x| [sae x| | s.00 |
Account Dates
No. Closing Disbursement Proration Taxes Paid Thru Contract
54321 x| | owooroo || ooooioo || ocomoroo || oomowoe *|| owoomo ¥
Source File: Branch: |(nune} j Import File Number: |
Voucher Reference: | Rating Type: |Basic |
4. Click the Seller tab. The Seller tab is displayed. No information is

shown at this time. NOTE: We are skipping
the Buyer tab, as we are setting up the master
closing file for use with different buyers.

5. |<on the secondary The Select Seller window is displayed. The
toolbar, click the Insert Contact Type defaults to Individual.
button.

6. Click the Contact Type
box and select
Corporation.

Page 518 DT Version: 8.1



Utilities

What you Do

7. Type town in the Name
box

8. Select Town & Country
Properties, Inc. in the
Name box and click OK.

9. Click the Insert
Name Clause button.

10. Click OK.

Comments

Town & Country Properties, Inc. will be
the seller/builder for Bear Run I.

The Name(s) with Status window for
Town & Country Properties, Inc. is
displayed with the previously selected
description of a Florida corporation
displayed in the Description box.

The Name(s) with Status window closes
and the Seller tab displays with Town &
Country Properties, Inc., a Florida
corporation in the Name(s) with Status
window. This is an editable field.

[51] Closing File - Bear Run1

Name SSN EN
[Town & Country Properties, Inc.

General l Buyer Seller lPrnperty l Deposit I Loan l Participant l Closing Agent l Title Agent l Prepared By l

Gender Marital

[ |

US Treasury OFAC
Sanctions List Search

Address lPhnne l Email l

Name(s) with Status

[Town & Country Properties, Inc., a
Florida corporation
Street|P.0. Box 1224 | Type |Mailng Address
c‘rty|0rlandu j County |0range ﬂ
State|FIurida j Country |Un'rted States ﬂ
Postal Code 32826 5

11. Click the Property tab.
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Page 519



Utilities

What you Do Comments

12.0n the  secondary

toolbar, click the Insert
button.

13. Type bear in the Name
box

14. Select the Subdivision
option button and click
Browse.

15.Select Bear Run | The information from the Master Property
subdivision and click OK. module for Bear Run | is copied to the
master closing file.

E Closing File - Bear Run I
General l Buyer l Seller Property lDeposit l Loan l Participant l Closing Agent lTitIe Agent l Prepared By l

PIM | Property type Property Name State County
F0-43-35-04-7 Subdivision  [§g Bear Run | FL  Orange - |

Address l Details l Legal l Usage l Remarks l Declaration l Recording

Street | ﬂ
|
City| ﬂ County |Orange ﬂ
State |FIOrida Country |United States
Postal Code -

16. ’E‘On the  secondary
toolbar, click the Save
button.
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What you Do Comments

The closing file information for the master file
17. On the secondary for Bear Run I is completed.
toolbar, click the Close

button.
= _ _ The Commitment module is displayed. This
18. [com| Click Commitment selection will automatically be associated

on the main toolbar. with the master closing file and will be copied
along with the closing file information.

E Title Insurance Commitment - Bear Run 1

General IDwner l Mortgagee l Regquirements l Exceptions l Enderze Commitment
Commitment Type | Commitment (CFER) =]
Template |Fund Commitment (CFGR) ]| Standard
Signatory |Ima Paralegal |

Underwr'rt&r|0ld Republic National Title Insurance Company / ATFS ﬂ

Effective Dﬂte| 00/00/00 ﬂt| 11:00 PM Issue Date 5&1'013'18

Type of Estate |Fee Simple - Rewvision Number |

19. Click the Requirements A requirement appearing on all the
tab. commitments for Bear Run | needs to be

added.

20. © Click the Insert A blank line for another requirement is added.
button on the secondary
toolbar.

21. =1 Click the Clause The Clause Library window opens.
Library button on the
secondary toolbar.

22. Type satisfaction in the
Search box, scroll down
to GR-3.2, and select it.
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Page 522

What you Do

Comments

—Search
I_ Reference ID
- 3 Clause Type: |Reguirement - " Standard Clauses
¥ Clause Title (" Begins with ype: [Req i
% Contains " User Defined Clauses
¥ Clause Text
E @ Al Clauses
atisfaction
Reference id Clause Title | Clause Type =

GR-3.7.3

GR-3.4

GR-3.7.4

GR-3.7.2

GR-3.6.2

Satisfaction, Subordination and/or Release of Mortgages and Other Consensual
Liens or Interests: Affidavit

Satisfaction, Subordination and/or Release of Mortgages and Other Consensual
Liens or Interests: Assignment of Rents, Leases, Profits and Contracts
Satisfaction, Subordination and/or Release of Mortgages and Other Consensual
Liens ar Interests: Cover Letter

Satisfaction, Subordination and/or Release of Mortgages and Other Consensual
Liens ar Interests: Motice

Satisfaction, Subordination and/or Releaze of Mortgages and Other Consensual

Liens or Interests: Partial Releasze
Satisfaction, Subordination and/or Release of Mortgages and Other Consensual

Requirement
Requirement
Requirement
Requirement

Requirement

Requirement

o]

Clause Text

Record partial Release of the lien of the mortgage from *** to *** recorded in O.R. ***, Page *** and/or Instrument No. ***
, 88 to the subject property.

23. Click OK. The clause is inserted in the

requirements box.

blank

General I Owner | Mortgagee
Recording Requirements

E Title Insurance Commitment - Bear Run [

Requirements | Exceptions I Endorse Commitment |

No.

Text

I 4 A Warranty Deed from Town & Country Properties, Inc., a Florida corporation, to .

Reauirements

Text

T8

Record partial Release of the lien of the mortgage from *** to *** recorded in O.R. ***, Page *** andlor
Instrument No. *** | as to the subject perert:.'.|
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What you Do Comments

24. Replace the *** appearing
in the Text box with the
following

Town & Country

Properties, Inc.

Palm Beach Banque

3429

1011

20010001011

1)) Title Insurance Commitment - Bear Run 1

General l Owner ] Mortgagee l Requirements ‘ Exceptions Endorse Commitment
Recording Requirements
Mo. Text

4 |A. Warranty Deed from Town & Country Properties, Inc., a Florida corporation, to .

Reouirements

Text

Other

Mo

5 {Record partial Release of the lien of the mortgage from Town & Country Propertieg, Inc. to Palm Beach Bangue -
recorded in O.R. 3429 Page 1011, and/or Instrument Mo. 20010001011 |, as to the subject property.

25. Click the Save button The Commitment information you added to
on the secondary toolbar. the master file is saved.

26. ik Click the Close The Commitment module is closed. The

button. common information is completed for this
master file.

217. it Click the The Documents module is displayed. This
Documents button on the selection is used to add the documents that
main toolbar. will be automatically added to each closing

file for Bear Run I.

28. Click the New button. The Master Document Selection window

opens.
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29. Select Basic-Sale from
the Classification drop
down list.

30. Select Closing Affidavit
(Seller).

31. Hold the Ctrl key and
select the FL Warranty
Deed (Statutory Form)
and the Non-Foreign
Certification by Entity
Transferor

32. Click OK.

Page 524

Comments

These documents will be associated with the
master closing file.

The documents are saved in the master
closing file and the Closing Document
Selection window is redisplayed.
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What you Do Comments

33. Click the Cancel button.  The Documents module is closed.
NOTE: Any custom documents need to be

opened in the Closing Document selection
before copying the master file.

Copying A Master Closing File

What you Do Comments
1. Select Utilities > The Closing File Selection window is
Closing File Copy from displayed. Closing File Number defaults to
the menu bar. the active closing file.
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What you Do Comments

2. Press the Enter key. Pressing Enter activates the Browse button.
Your current file is displayed and highlighted.

3. Press the Enter key again. Pl’eSSing Enter aCtlveS the OK bUttOI‘l. The
Closing File Copy window opens. The
Existing File is the file you are copying

from.
== - .
E Closing File Copy - Bear Run1
l Sellers l l Policies l Documents Properties
Closing File Number ltems to be Copied

Title Agent

Existing File |Bear Fun Closing Agent

Prepared By

Deposits

New File Settlement Statement

ooogoo

Clauses

4. Click the New File box Thisis the new file you are creating.
and type 04-2333

5. i Click the Select All All the information from the existing file is
Tabs button on the selected across all tabs.
secondary toolbar.

6. 2] Click the Copy File All the information in the existing file is
button on the secondary copied and saved under the new file name.
toolbar. The Closing File Copy window is closed. A

message is displayed asking if you want to
switch to closing file 04-2333.
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What you Do Comments
7. Click Yes. 04-2333 is the active closing file.

8. =] click the Open The Closing File window is displayed for
Closing File button on file number 04-2333. All data from your

the main toolbar. closing file has been copied to 04-2333.
[l Closing File - 04-2333
General lEIuyer l Seller l Property l Deposit ] Loan l Participant ] Closing Agent l Title Agent ] Prepared By
Detail=
Closing File Mo. Date Opened  Status Type Sales Price Will Call Mo.
[04-2333 | oaro1r1e |open =] |[salke x| | so0 |
Account Dates
No. Clo=ing Disburzement Proration Taxes Paid Thru Contract
54321 | | oomomoe || oomoroo || ooowoo || oowooro || oooonmo ¥
Source File: |Bear Run | Branch: |(nc|ne} ﬂ Impert File Number: |
Voucher Reference: | Rating Type: |E|asic ﬂ

Q. Click the Close The Closing File module is closed.

button on the secondary
toolbar.

Guidelines For Copying Information From Tabs

Tab Comments

Closing File To copy only selected items, be sure to enter
the closing file number for the New File on
this tab before you initiate the copy function.

Policies If you select the Mortgagee Policy to copy, be
sure you also copy the insured loan on the
Loans tab.

Documents If you select Policy documents to copy, be
sure you select the policies on the Policies
tab.

Properties If you select a property, the information from
the Property tab in the Closing File
module will be copied to the new closing file.

Training Workbook: August 2018 Page 527



Utilities

Tab Comments

NOTE: Itis important to be consistent in the choices you make when you select
items to copy. If you are copying a loan, then copy the mortgagee policy and
mortgage documents. If you select commitments, policies, or endorsements on
the Policies tab, then select them on the Documents tab, too. If you copy
some items but not other related items in a file, such inconsistencies can carry
over into later copies of files, where missing information may cause problems
with the file.

Deleting A Closing File

What you Do Comments
1. Select Utilities > The Closing File Delete Selection
Closing File Delete window is displayed. The active file is
from the menu bar. displayed in the Closing File Number box.

2. Press the Delete key on This will delete the file number from the field.
your keyboard

3. Click the Browse button.  The listing of all the closing files in your
DoubleTime database are displayed.
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What you Do Comments

4. Scroll down and select file

99-0999.

5. Hold the Ctrl key and The two files you want to delete are
select file 99-0997. highlighted.

6. Click OK. The Warning window is displayed.
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What you Do
7. Click Yes.

8. Click OK.

Deleting Closing Documents

What you Do
1. Select Utilities >
Closing Documents

Delete from the menu bar.

Page 530

Comments

The deletion process begins. NOTE: To stop
the deletion process, click the Stop button.
The deletion process will stop after the file
currently being deleted is completed. When
completed, the Closing File Delete Status
dialog box is displayed with the total number
of files deleted.

The Closing File Delete window is closed.

Comments

The Closing Documents Delete
Selection window is displayed. The active
file is displayed in the Closing File
Number box.

DT Version: 8.1



Utilities

What you Do Comments

2. Press the Delete key on This will delete the file number from the field.
your keyboard.

3. Click the Browse button.  The listing of all the closing files in your
DoubleTime database are displayed.
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What you Do Comments

4. Click on the first file you
created (Example: Johnl)

5. Click OK. The Warning window is displayed.

6. Click Yes. The deletion process begins. NOTE: To stop
the deletion process, click the Stop button.
The deletion process will stop after the file
currently being deleted is completed. When
completed, the Closing Documents
Delete Status dialog box is displayed with
the total number of files deleted.

7. Click OK. The Closing Documents Delete window
is closed.
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Tips

" |on any of the Closing File Copy tabs, you can select
individual items to copy by clicking each check box. Or, you
can click the Select Current Tab button to copy all the data
on the tab. You can copy one or more buyers, sellers, loans,
policies, or documents.

@ |Use the Clear Current Tab button in Closing File
Copy to deselect all of the check boxes on the open tab.

Use the Select All Tabs button to select all the check
boxes on all the tabs.

@Use the Copy File button to initiate the copy function
after making your copy selections.

. You can create Master Files for different closing scenarios like

Cash HUD, Financing CD, Seller Docs Only file.

. You must open custom documents in order for the copy feature

to work.

Frequently Asked Questions

1.

2.

Question Answer
Why should | create To both guard against data loss and improve
backup files? system performance, it is important to create

backups for your files.

Why would | use the Most network software does not back up the
Database Backup if my DoubleTime database. Additionally, using this
network’s backed up every utility can improve DoubleTime performance

night? for all types of systems
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Question Answer
3. How do | create backup Using Windows Explorer, create a separate
files? directory for the backup files on a different or

separate physical drive (for example,
DTBackup) with folders for each day of the
week (for example, Monday—Friday). In
DoubleTime, click Utilities and Database
Backup. Specify the drive and path for the

backup files.
4. When should 1 create Asarule, you should back up your files at the
backup files? end of each day or week. Be careful not to

overwrite old backup files in case you
discover the need to restore a file from an
older backup

5. What if | forget to create DoubleTime can remind you to create
backup files? backups. Go to Preferences, click Office
Settings and then Backup. Type the
number of days or number of new closing
files after which you’d like DoubleTime to

prompt you to create a backup.
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Additional Features And Modules

Additional Features And Modules

Introduction

The following additional modules and features are covered in this section of the
DoubleTime Workbook:

» Advanced Rating

» Settlement Statements For RESPA Transactions

* Import Fund Data File

» eSolutions Electronic Payment

» Serialized Forms module/Create Forms Inventory
» Forms Tracking module

* Run Tutorial

» Checklist module

» Schedule Closing module/Closing Meeting.
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Advanced Rating

Concept

Use the Premium Calculation (Rating) module to calculate the rates and charged
amounts for title insurance policies/endorsements. The amount to be submitted to the
underwriter is also calculated. Advanced Rating is composed of the following:

* Mortgage Modification Rate
» Substitution Loan Rate

Objective

The objective of this lesson is to show you how to calculate a Mortgage Modification
Rates and/ or Substitution Loan Rates.

Mortgage Modification

Transaction Information

A loan policy is issued on June 15, 2008 insuring a mortgage in the amount of
$400,000.00, which matures in 2039. On March 10, 2012, when the unpaid principal
balance is $300,000.00, the mortgagor and mortgagee execute a mortgage
modification agreement which:

» Shortens the maturity date on the note from 2039 to 2036.
* Amends the release price formula to require a larger principal payment for
releases of portions of the secured property.

Creating A New Closing File

You will create a new closing file establishing the parties involved, along with the
property and loan information.

What You Do Comments
¥ _ The General tab of the Closing File
1 On the main toolbar, \yindow is displayed. The Status box

click the New Closing gefaults to Open. You can change this value

File button. to Cancelled or Closed. The Type box
defaults to Sale. You can change this value to
Refinance. In the Dates section, the
Opened box defaults to today’s date and
cannot be changed.
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What You Do Comments

2. In the Closing File No. You assign a number to the new file. You can
box, type Mortgage Mod. type up to 15 characters, letters, numbers, and
some symbols. NOTE: The closing file
number allows you to search for a file by the

number or name you assign.

3. Click the Type box and Must be selected in order for the Rating
select Refinance. Type field to be enabled. When Refinance
is selected DoubleTime will grey out tabs that
are not necessary to a refinance transaction,
like the Seller tab.

4. Click the Account No. This is the closing agent’s trust/escrow
box and select 123456-78 account. Account numbers are entered in
Friendly Bankers, Inc.  Preferences/Account Maintenance.

Selecting the trust/escrow account allows you
to export the deposits and disbursements to
Quicken®, QuickBooks®, Dapix®, and Perfect
Practice®. Selecting the trust/escrow account
will also allow you to post or post and print
your checks through the DoubleTime Escrow
Accounting feature.
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What You Do

5. In the Dates section, click
the down arrow to the

right of the Closing box.

6. Click the appropriate
arrow at the top of the

calendar to display March.

7. Click on day 10 in the

calendar.

8. Click the Rating Type
field and select Mortgage

Modification.

9. Click the Borrower tab.

10. [£] on the secondary
toolbar, click the Insert

button.

11. In the Last box,
Booker.

12. Click OK

Training Workbook: August 2018

type

Comments

The monthly calendar is displayed with
today’s date selected. Click the right arrow
to display the next month. Click the left
arrow to display the previous month.

Transaction closing will take place in March.

The selected date is displayed in the Closing,
Disbursement, and Proration boxes.
These dates are editable. Taxes Paid Thru
date defaults to 12/31 of the previous year,
except during the month of December, when it
defaults to 12/31 of the closing date year.
This  will enable  the Mortgage
Modification Rating Worksheet in the
Policy Module and Premium
Calculation (Rating) Module

The Borrower tab is displayed. No
information is shown at this time.

The Select Buyer window is displayed. The
Contact Type defaults to Individual.

Frederick Booker is highlighted in the
Individual Name list. Names are listed in
alphabetical order.

NOTE: Names that were previously entered
are displayed in the Individual Name box.

NOTE: Gender and Marital status is
populated for you.
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What You Do Comments

13. ™ on the secondary The Name Clause window for Frederick
Booker is displayed. It is necessary to
complete the Name(s) with Status box for
Frederick Booker for his name to display
on other modules and on documents.

toolbar, click the Insert
Name Clause button.

NOTE: If the Name(s) with Status box is
not completed, a message will display a
reminder to complete this information when a
save is initiated.

14. Click the Format box, and The tenancy phrase, Frederick Booker, a
select single man. single man is displayed in the Name(s)
with Status box. This is an editable field.
NOTE: This tenancy phrase is used in other
modules and on your documents. It can be

edited.

15. Click OK. The Name Clause window closes and the
Buyer tab is displayed with the tenancy
clause in the Name(s) with Status box.
This is an editable field.

16. Click the Property tab. The Property tab is displayed. No
information is shown at this time.
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What You Do Comments

== . -
m Closing File - Mortgage Mod
General l Borrower l Property lDepoSit l Loan l Participant | Closing Agent | Title Agent l Prepared By l

PIN | Property type | Property Name |State| County

17. €2 lon  the secondary The Master Property Search Selection
window is displayed. The State and County
default to Florida and Orange. NOTE: The
county default can be changed in
Preferences > User Settings > General
tab.

toolbar, click the Insert
button.

18. In the Required section, This selection will reference subdivisions
click Subdivision. only.
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What You Do Comments

19. Click Browse. This will display all previously entered
subdivisions in the Master Property
module. To display specific subdivisions,
click the Name box and type the name, or a
portion of the name, of the subdivision desired
and click Browse.

20. Select Bermuda Bay and The Master Property Search Selection

click OK. window is closed and the Property tab is
redisplayed  with  previously  entered
information.

21. Replace the asterisks in the  This will complete the Property Identification
PIN box with 00040. Number for the property. This number is
assigned to the property by the property

appraiser’s office.

22. Click the Address tab and
in the Street box type
1234 Anywhere Street
from the drop down list.

23. Tab to the Postal Code Clty, County and State fields will

field and type 32820 autopopulate when most postal codes are
entered.
24. Click the Details tab. The Details tab is displayed.
25. In the Lot box, type 4. Type information on this tab to allow

searching for an existing closing file by lot,
block, unit, and/or building number in the
Closing File Selection window next time
you need to access this file.

26. Click the Legal tab. The Legal tab is displayed with the
previously entered legal for Bermuda Bay
Subdivision.

27. Replace the asterisks in the This is the lot number for the property.
Legal Description box
with 4.

28. Click the Usage tab. The Usage tab is displayed. NOTE: The
Improvement Description box is used to
identify any improvements to the property,
such as a building being constructed on vacant
land. It is an informational field only.
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What You Do Comments

Address l Details } Legal Usage |Remark5 l Declaration l Recording }

Ussoe R |

Improvement
Description

29. Click the Usage arrow NOTE: For Miami-Dade County: Selecting
and select Single Family Single Family Dwelling in the Usage tab
Dwelling. eliminates any calculations on the Settlement

Statement regarding documentary stamp
surtax.

Address l Details l Legal Usage lRemarks l Declaration } Recording l

Usage <

Improvement  |RS Residential -
Hlestapie Single Family  Single Family Dwel\ingb
Timeshare Timeshare

Undeveloped Undeveloped

1 [m

Vacant Vacant

30. Click the Remarks tab. The Remarks tab is displayed with
previously entered information from the
Master Property module, such as HOA
contact information. This is an editable field.
NOTE: Use the Declaration tab when
preparing loan documents to enter the
Declaration information for the PUD Rider.

31. Click the Recording tab. The property, Bermuda Bay, is recorded in a
plat. This information also flows to the
Closing File Worksheet. This is an
editable field.

32. Click the Loan tab. The Loan tab is displayed. No information is
shown at this time
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What You Do Comments

33 |6 on the secondary The Select Lender window is displayed.
The  Contact Type  defaults to
Corporation. Service Provided defaults
to Lender.

toolbar, click the Insert
button.

34. Select Bank of Florida The Select Lender window is closed and
and click OK. the Loans tab is redisplayed with Bank of
Florida added to the closing file.

35. Click the Status box and This will denote a modification loan.
select Modification.

36. Click the Priority box and ~ This will denote a first mortgage.
select First.

37. Click the Type box and This will denote a conventional uninsured
select Conv. Unins. mortgage.
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What You Do

38. Click the Terms tab.

39. Type 14583 in the Loan
No. box.

40. Type 8.375 in the Rate
box.

41. Click the Title Agent tab
and verify Richard P.
Bruce as the Signatory.

42. Verify Old Republic

National Title
Insurance  Company/
ATES as the

Underwriter.
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Comments

The Terms tab is displayed. The Interest
Method defaults to 360.

This is the loan number given by the lender
for this mortgage.

The Title Agent tab is displayed. The
Company defaults to Richard P. Bruce,
Esq. This identifies the person to sign the
documents.

To use the Electronic Delivery process with
Advanced Rating, the underwriter for both the
Mortgage Modification and the Original Loan
must be Old Republic National Title
Insurance Company/ATFS, if it is not, a
new rating worksheet must be faxed to the
Finance Customer Department with the new
underwriter. Fax No.:(407)241-8685
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What You Do

43. Click the Prepared by
tab and verify Richard P.
Bruce as the Individual.

44, Ik On the secondary
toolbar, click the Close
button. Click Yes to save
changes.

Comments

The Prepared by tab is displayed. The
Company defaults to Richard P. Bruce,
Esq. This identifies the person preparing the
documents. The information will appear on
recordable documents in the Prepared by
and Return to sections. NOTE: If you are
not changing the selections previously made
in Preferences/User Settings, accessing
the Closing Agent, Title Agent, and
Prepared by tabs is not required.

The Closing File module is closed.
NOTE: A save is initiated each time a move is
made to another tab. When closing a module,
if a save has not been made, a message is
displayed asking to save changes.

Preparing A Mortgage Modification Endorsement

What you Do

1. & On the main toolbar,

click the Policy button.

Page 546

Comments

Mortgage Modification Worksheet is
displayed.
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m Title Insurance Policy - Mortgage Mod

l l I
Lender Priority Loan Amount

I Endorse Mig

Bank of Florida

Mortgage Modification Worksheet

Endoersing Policy Type:| ﬂ Criginal Effective Date: | 00/00/00 ﬂat| 00:00 AM
Endorsing Policy #t| Original Amount of Insurance: $.00

MName of Insured: |Bank of Florida

[~ 1. MODIFICATION WHICH CHANGES THE TERMS, CONDITIONS, PRIORITY, OR SECURITY, OTHER THAN THOSE PERMITTED UNDER
RULE 690-186.005(13). THIS SECTION INCLUDES THOSE MODIFICATIONS SPREADING LIENS WHICH ARE NOT CONSTRUCTION LOANS
SECURED BY REVOLVING NOTES AND MORTGAGES TO ADD PROPERTY.

Unpaid Principal of Loan: New Effective Date: ﬂ

I 11. MODIFICATION TO INSURE A FUTURE ADVANCE

Unpaid Principal Balance: Future Advance:

I 1I1. MODIFICATION TO SPREAD THE LIEN OF A CONSTRUCTION LOAN SECURED BY REVOLVING NOTE AND MORTGAGE PURSUANT TO
RULE 690-186.003 (8)

Amount allocated to additional property: Amount allocated to original property:

™ IV. MODIFICATION THAT DOES NOT REQUIRE A PREMIUM '{) $0.00

Please check here for modification that does not require premium.

2. In the Endorsing Policy You may also select Mortgagee Short

Type field select Form Policy (SF6)
Mortgage Policy (MF6).

3. Tab to the Original
Effective Date field and
type 061508.

4. Tab to the at field and type
0415p.

5. Tab to the Endorsing
Policy # field and type
2004545.

6. Tab to the Original
Amount Of Insurance
field and type 400000.
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10.

11.

12.

13.

14.

15.

Click option I
Modification Which
Changes The Terms,
Conditions, Priority, Or
Securities Other Than
The Ones Permitted
Under Rule 690-
186.005(13).

In the Unpaid Principal
Balance of Loan type
300000.

Tab to the New Effective
Date field and type
031112.

Select the Endorse Mtg
tab.

&/ | on the secondary

toolbar, click the Insert
button.

In the Policy
Endorsements Type
select General
Endorsement.

Place the curser in the

Text field and Click
the Clause Library
button on the secondary
toolbar.

=

Select the 06 ALTA 11
Mortgage Modification
clause and click OK.

Replace the asterisks with
March 10, 2012 and
March 11, 2012.

NOTE: You may select options I, Il and Il
together but not option I, II, Ill, and IV.
Option 1V can only be selected individually.

This will add a drop drown selection menu
allowing you to select the required
endorsement.

This is a required endorsement when working
with  a Mortgage Modification.  This
endorsement must be selected for the
calculations to take place.

The Text field is an editable field.

The Clause Library window is displayed
with clause titles and text. The Clause Type
defaults to Endorsement and All Clauses
are automatically displayed.

When a Clause Title is selected, the clause
text is displayed in the Clause Text box.

This information
example.

is gathered from our
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m Title Insurance Policy - Mortgage Mod

I l } } Mortgagee I ] Endorse Mtg l
Lender Priority|  Loan Amount SrveEmET DEEs
Bank of Florida 1st 50 LS
|FUND Form E Endorsement ﬂ
Policy Endorsements _
- ignatory
T = | d  |Use Master|| d With
ype eq S5ue se hiasier SS[I).I:gmaII |Richard P Bruce ﬂ
General Endorsement ‘ 00/00/00 Endorsement No.
| JE4
Text
1 The invalidity or unenforceability of the lien of the Insured Mortgage upon the Title at Date of Endorsement as a result of the agreement -

dated March 10, 2013, recorded March 11, 2012 ("Modification”); and

2. The lack of priority of the lien of the Insured Mortgage, at Date of Endorsement, over defects in or liens or encumbrances on the Title,
except for those shown in the policy or any prior endorsement and except: **

16. L On the secondary NOTE: A save is initiated each time a move is
toolbar, click the Close made to another tab. When closing a module,
button. Click Yes to save if a save has not been made, a message is
changes. displayed asking to save changes.

Rating A Modification Mortgagee Policy/Endorsement

What you Do Comments

1. Click the Premium Rating Information Type reflects
Calculation  (Rating) Mortgage Modification.
button on the main tool bar.

m Premium Calculation (Rating) - Closing File No. Mortgage Mod
General Information lF'oIicies l Endorsements lWorI-csheet

Agent & Underwriter Information
Underwriter Split  Based On Amount

|Agem Variable (Promulgated)
FF9/MSE (MF) Based on Amount
|Agem Variable (Promulgated)

State: FL  Agent: Richard P. Bruce, Esq.
Undernwriter: Old Republic Mational Title Insurance Company

Agent No.: 8999

Rating Information Rating Remarks

Type: Mortgage Modification

Rating Date: 031515

Remittance Sent: [_]
14 Residential: [¥]
Time Share: O
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2. Select the Worksheet tab. The Mortgage Modification Rating
Worksheet is displayed.

m Premium Calculation (Rating) - Closing File No. Mortgage Mod

General Information 1 Palicies I Endorsements WOTkShEEt}

Mortgage Modification Rating Worksheet

Underwriter: Old Republic National Title Insurance Company Rating Date: 3/15/2015

Agent: Richard P. Bruce, Esq Rating Type: Mortgage Modification
Agent ID No: 8999 Agent's File Ref.: Mortgage Mod
Invoice #:

Endorsing Policy Type:  Mortgagee Policy (MFE)
Endorsing Policy #: 2004545 Original Amount of Insurance:  400,000.00

¥ 1. MODIFICATION WHICH CHANGES THE TERMS, CONDITIONS, PRIORITY, OR SECURITY, OTHER THAN THOSE PERMITTED UNDER
RULE 690-186.005(13). THIS SECTION INCLUDES THOSE MODIFICATIONS SPREADING LIENS WHICH ARE NOT CONSTRUCTION
LOANS SECURED BY REVOLVING NOTES AND MORTGAGES TO ADD PROPERTY.
Unpaid Principal of Loan: 300.000.00 Original Effective Date: 06/15/08
New Effective Date: 0311112

[ Il. MODIFICATION TO INSURE A FUTURE ADVANCE

Unpaid Principal Balance: 00 Future Advance: 00

[ 1ll. MODIFICATION TO SPREAD THE LIEN OF A CONSTRUCTION LOAN SECURED BY REVOLVING NOTE AND MORTGAGE PURSUANT
TO RULE 690-186.003 (8)

Amount allocated to additional property: 00 Amount allocated to original property: .00

[ IV. MODIFICATION THAT DOES NOT REQUIRE A PREMIUM 0.00

Please check here for modification that does not require premium.

Calculated Agent Variable Underwriter
Endorsements: (Promulgated) | (Promulgated) Remittance
1 General Endorsement 630.00 630.00 189.00

3. Click the Print button on The Print Options window opens
the secondary toolbar.

4. Click OK. The Mortgage Modification Rating
Worksheet prints.

5. EIG On the secondary The Premium Calculation (Rating) save
toolbar, click the Close dialog box is displayed.
button.
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Substitution Loan

Transaction Information

On March 17, 2012, a substitution loan policy is being issued for $1,120,000.00. The
original loan has been paid down to $1,084,000.00 and had an effective date of July
15, 2008. (The lender wants an 06 ALTA 9 REM endorsement on the substitution loan

policy.)
» Calculate the premium and Old Republic’s share for the unpaid principal
balance of $1,084,000.00.

Creating A New Closing File

You will create a new closing file establishing the parties involved, along with the
property and loan information.

What You Do Comments
B _ The General tab of the Closing File
1 On the main toolbar, \yindow is displayed. The Status box

click the New Closing gefaults to Open. You can change this value

File button. to Closed and Cancelled. The Type box
defaults to Sale. You can change this value to
Refinance. In the Dates section, the
Opened box defaults to today’s date and
cannot be changed.

2. In the Closing File No. You assign a number to the new file. You can
box, type Sub Loan. type up to 15 characters, letters, numbers, and
some symbols. NOTE: The closing file
number allows you to search for a file by the

number or name you assign.
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What You Do Comments

3. Click the Type box and Must be selected in order for the Rating
select Refinance. Type field to be enabled.

4. Click the Account No. This is the closing agent’s trust/escrow
box and select 123456-78 account. Account numbers are entered in
Friendly Bankers, Inc.  Preferences/Account Maintenance.

Selecting the trust/escrow account allows you
to export the deposits and disbursements to
Quicken®, QuickBooks®, Dapix®, and Perfect
Practice®. Selecting the trust/escrow account
will also allow you to post or post and print
your checks through the DoubleTime Escrow
Accounting feature.

5. In the Dates section, click The monthly calendar is displayed with
the down arrow to the today’s date selected. Click the right arrow
right of the Closing box.  to display the next month. Click the left

arrow to display the previous month.

6. Click the appropriate Transaction closing will take place in March.

arrow at the top of the
calendar to display March.

7. Click on day 17 in the Theselected date is displayed in the Closing,
calendar. Disbursement, and Proration boxes.
These dates are editable. Taxes Paid Thru
date defaults to 12/31 of the previous year,
except during the month of December, when it

defaults to 12/31 of the closing date year.

8. Click the Rating Type This will enable the Substitution Loan
filed and select Rating Worksheet in the Premium
Substitution Loan. Calculation (Rating) Module
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What You Do Comments

9. Click the Borrower tab. The Borrower tab is displayed. No
information is shown at this time.

— The Select Buyer window is displayed. The
10. [¥¢] on the secondary Contact Type defaults to Individual.
toolbar, click the Insert
button.

11.In the Last box, type Frederick Booker is highlighted in the

Booker. Individual Name list. Names are listed in
alphabetical order.
12. Click OK NOTE: Names that were previously entered

are displayed in the Individual Name box.

NOTE: Gender and Marital status is
populated for you.

13. ™1 on the secondary The Name Clause window for Frederick
Booker is displayed. It is necessary to
complete the Name(s) with Status box for
Frederick Booker for his name to display
on other modules and on documents.
NOTE: If the Name(s) with Status box is
not completed, a message will display a
reminder to complete this information when a
save is initiated.

toolbar, click the Insert
Name Clause button.
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What You Do Comments

14. Click the Format box, and The tenancy phrase, Frederick Booker, a
select single man. single man is displayed in the Name(s)
with Status box. This is an editable field.
NOTE: This tenancy phrase is used in other
modules and on your documents. It can be

edited.

15. Click OK. The Name Clause window closes and the
Buyer tab is displayed with the tenancy
clause in the Name(s) with Status box.
This is an editable field.

16. Click the Property tab. ~ The Property tab is displayed. No
information is shown at this time.

m Closing File - Sub Loan
General l Borrower l Property lDeposit l Loan ] Participant | Closing Agent | Title Agent l Prepared By l

PIN | Property type | Property Name |State| County

Address l Details l Legal l Usage l Remarks l Declaration | Recording
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What You Do Comments

17. |&9|on the secondary The Master Property Search Selection
window is displayed. The State and County
default to Florida and Orange. NOTE: The
county default can be changed in
Preferences > User Settings > General
tab.

toolbar, click the Insert
button.

18. In the Required section, This selection will reference subdivisions
click Subdivision. only.

19. Click Browse. This will display all previously entered
subdivisions in the Master Property
module. To display specific subdivisions,
click the Name box and type the name, or a
portion of the name, of the subdivision desired
and click Browse.

20. Select Bermuda Bay and The Master Property SeaI’Ch SeleCtIOI’l

click OK. window is closed and the Property tab is
redisplayed  with  previously  entered
information.

21. Replace the asterisks in the  This will complete the Property Identification
PIN box with 00040. Number for the property. This number is
assigned to the property by the property

appraiser’s office.
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22. Click the Address tab and
in the Street box type
1234 Anywhere Street
from the drop down list.

23. Tab to the Postal Code City, County and State fields will auto

field and type 32820 populate when most postal codes are entered.
24. Click the Details tab. The Details tab is displayed.
25. In the Lot box, type 4. Type information on this tab to allow

searching for an existing closing file by lot,
block, unit, and/or building number in the
Closing File Selection window next time
you need to access this file.

26. Click the Legal tab. The Legal tab is displayed with the
previously entered legal for Bermuda Bay
Subdivision.

27. Replace the asterisks in the This is the lot number for the property.
Legal Description box
with 4.

28. Click the Usage tab. The Usage tab is displayed. NOTE: The
Improvement Description box is used to
identify any improvements to the property,
such as a building being constructed on vacant
land. It is an informational field only.

Address l Details l Legal Usage WRemarks I Declaration l Recording l

Usage | j

Improvement
Description

29. Click the Usage arrow NOTE: For Miami-Dade County: Selecting
and select Single Family Single Family Dwelling in the Usage tab
Dwelling. eliminates any calculations on the Settlement

Statement regarding documentary stamp
surtax.
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What You Do

30. Click the Remarks tab.

31. Click the Recording tab.

32. Click the Loan tab.

Training Workbook: August 2018

Comments

Address l Details I Legal Usage |Remarks l Declaration l Recording

Usage Single Family Dwelling =

Improvement
Description

Timeshare Timeshare

Undeveloped Undevelopad

Vacant Vacant

=)
=]
=1
£
4 |1

The Remarks tab is displayed with
previously entered information from the
Master Property module, such as HOA
contact information. This is an editable field.

NOTE: Use the Declaration tab when
preparing loan documents to enter the
Declaration information for the PUD Rider.

The Recording tab is displayed with
previously entered information from the
Master Property module. The property,
Bermuda Bay, is recorded in a plat. This
information also flows to the Closing File
Worksheet. This is an editable field.

The Loan tab is displayed. No information is
shown at this time

Page 557



Advanced Rating

Page 558

33.

34.

35.

36.

37.

38.

39.

What You Do

&/ | on the secondary

toolbar, click the Insert
button.

Select Bank of Florida
and click OK.

Click the Status box and
select New.

Click the Priority box and
select First.

Click the Type box and
select Conv. Unins.

Click the Original Loan
Amount box and type
1120000.

Click the Terms tab.

40. Type 14583 in the Loan

No. box.

Comments

The Select Lender window is displayed.
The  Contact Type  defaults to
Corporation. Service Provided defaults
to Lender.

The Select Lender window is closed and
the Loans tab is redisplayed with Bank of
Florida added to the closing file.
NOTE: Only one New, Assumption, or
Modification, can be added for Substitution
Loan files.

This will denote a Substitution loan.

This will denote a first mortgage.

This will denote a conventional uninsured
mortgage.

This is the principal mortgage amount of the
new substitution loan. The comma and
decimal point are automatically inserted.

The Terms tab is displayed. The Interest
Method defaults to 360.

This is the loan number given by the lender
for this mortgage.
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What You Do

41. Type 8.375 in the Rate
box.

42. Click the Title Agent tab
and verify Richard P.
Bruce as the Signatory.

43. Verify Old Republic
National Title
Insurance  Company/
ATFS as the

Underwriter.

44. Click the Prepared by
tab and verify Richard P.
Bruce as the Individual.

45, ik On the secondary
toolbar, click the Close
button and click Yes to
Save changes.
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Comments

The Title Agent tab is displayed. The
Company defaults to Richard P. Bruce,
Esq. This identifies the person to sign the
documents.

To use the Electronic Delivery process with
Advanced Rating, the underwriter for the
Substitution Loan must be Old Republic
National Title Insurance Company/
ATFS, if it is not, a new rating worksheet
must be faxed to the Finance Customer
Department with the new underwriter. Fax
No.: (407)241-8685

The Prepared by tab is displayed. The
Company defaults to Richard P. Bruce,
Esq. This identifies the person preparing the
documents. The information will appear on
recordable documents in the Prepared by
and Return to sections. NOTE: If you are
not changing the selections previously made
in Preferences/User Settings, accessing
the Closing Agent, Title Agent, and
Prepared by tabs is not required.

The Closing File module is closed.
NOTE: A save is initiated each time a move is
made to another tab. When closing a module,
if a save has not been made, a message is
displayed asking to save changes.
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Adding A Mortgagee Title Insurance Policy

Page 560

In this session, you will enable and prepare the Mortgage Policy for your closing file.

1.

What You Do Comments
o _ The Title Insurance Commitment
Ll Click the  window is displayed. The Template defaults

Commitment button on t  FUND  Commitment  (CF6R);

the main toolbar. Signatory to Richard P. Bruce, and Issue
Date to today’s date. These are editable
fields.

Depending on the underwriter selected, the
Commitment No. box may or may not be
available. For underwriters such as Old
Republic/ATFS, the field will be unavailable
because its commitment jackets are not
serialized. For  underwriters  whose
commitment jackets are serialized, the
Commitment No. box will contain a list of
unused commitment numbers previously
entered in DoubleTime. Scroll down if
necessary to select the correct number.
Selecting a commitment number associates a
paper serialized jacket to this closing file.
NOTE: Form numbers are entered by
selecting Modules > Serialized Forms >
Create Forms Inventory from the main
menu.

E Title Insurance Commitment - Sub Loan

General I ] Mortgagee Requirements l Exceptions ] Enderse Commitment
Commitment Typglﬂummﬂment (CFER) ﬂ
Template |Fund Commitment (CFER) || Standard
Signatory |Richard P. Bruce =l

Underwr'rter|0ld Republic National Tile Insurance Company /ATFS ﬂ

Effective Datel 00/00i00 atl 11:00 PM Issue Date | 07/18M&

Type of Estate |Fee Simple - Revizion Numt:-er|
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What You Do Comments

2. Type 0301(current year) This reflects the date through which title was
in the Effective Date Searched and examined. NOTE: The time
box. defaults to 11:00 PM. You must press the

Tab key to access this field if the time needs
to be changed. The issue date is the date the
commitment was prepared.

3. Click the Mortgagee tab. The Mortgagee tab is displayed. The
Lender defaults to Bank of Florida with a

Priority of 1st and a Loan Amount of
$1,120,000. This information is carried over
from the Closing File module.

4. Click the Policy A check mark is displayed in the box,
Required check box. indicating that a mortgagee policy is required.
The amount of insurance and the lender name
are carried over from the Closing File
module. The Policy Type defaults to
Mortgagee Policy (MF6) and Template
defaults to FUND 06 Mortgagee Policy
(MF6).

m Title Insurance Commitment - Sub Loan

General l Mortgagee l Endorse Policy l Requirements l Exceptions l Endorse Commitment

Lender Priority Loan Amount

Bank of Florida $1,120.000.00

[¥] Policy Required

Palicy Type [Mortgagee Policy (MF6) |
Template |FUND 06 Mortgagee Palicy (MFE) ﬂ| Standard
Underwriter |Old Republic National Title Insurance Company / ATFS ﬂ
Amount of Insurance | $1,120,000.00

Name of Insured |[Bank of Florida
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What You Do

5. In the Name of Insured
box, place the cursor at the
end of Bank of Florida.

6. |[==] Click the Clause
Library button on the
secondary toolbar.

7. With the Conventional

clause highlighted, click
OK.
8. ik On the secondary

toolbar, click the Close
button. Click Yes to Save
changes.

Adding Endorsements

What you Do

1. & On the main toolbar,

click the Policy button.

2. Select the Endorse Mtg

tab.

3. In the Policy
Endorsements Type
field select 06 ALTA 9
REM.

Page 562

Comments

The initial click within this box activates the
cursor. A second click after Bank of Florida is
necessary to activate its proper location. To
include the additional information required by
the lender.

The Clause Library window is displayed
with clause titles and text. The Clause Type
defaults to Lender Name and All Clauses
are automatically selected. NOTE: When a
Clause Title is selected, the clause text is
displayed in the Clause Text box

The Clause Library window is closed and
the Conventional Clause is added to the
Bank of Florida. This information is
editable.

The Commitment module is closed.
NOTE: A save is initiated each time a move is
made to another tab. When closing a module,
if a save has not been made, a message is
displayed asking to save changes.

Comments

The Mortgagee tab is displayed. The
Lender defaults to Bank of Florida with a
Priority of 1st and a Loan Amount of
$1,120,000. This information is carried over
from the Closing File module.

In our example the lender is requesting an 06
ALTA 9 REM. NOTE: Endorsements may
also be selected in the Commitment
Module.
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4. Click the Issued With
Original check box next to
the 06 ALTA 9 REM
endorsement.

When wusing an endorsement that was
previously used in the original policy, make
sure to click the Issued With Original
check box. This will ensure that the correct
amount is calculated.

E Title Insurance Policy - Sub Loan

l \ \

} Mortgagee ] Record Mtg ] Mtg Except Endorse Mtg l

Text

Lender Priority|  Loan Amount EMERITE DR R

Bank of Florida 1st 1,120,000 Template

|FUND 06 ALTA 9 REM -]
Policy Endorsements Signat
- ignatory
T 5 | d  |Use Master | d With
vpe eq S55Ue se Naster SSCl).I:,‘giﬂall ‘Richard P Bruce ﬂ
06 ALTA 9 REM ‘ 07/18/16 Endorsement No.

\ =l

5. On the  secondary

toolbar, click the Close
button. Click Yes to Save
changes.

NOTE: A save is initiated each time a move is
made to another tab. When closing a module,
if a save has not been made, a message is
displayed asking to save changes.

Rating A Substitution Loan Policy/Endorsement

What you Do

%] )
1. [#%&] On the main toolbar,

click the Premium
Calculation (Rating)
button.
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Comments

A Premium Calculation (Rating)
message appears alerting you that your file is
incomplete. Users need to complete the
Original Policy fields on the Policy Tab of
the Policy module.
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2. Click OK.

3. Click No.

Rating Information Type reflects
Substitution Loan. NOTE: Policies over
$1 Million are typically rated as Non 1-4
Residential. Click Yes if you would like
DoubleTime to automatically deselect the 1-4
Residential indicator.

Agent & Underwriter Information

State: FL  Agent: Richard P. Bruce, Esq.

E Premium Calculation (Rating) - Closing File No. Sub Loan

General Information lF‘oIicies l Endorsements | Worksheet

Underwriter Split Based On Amount

lAgent Variable (Promulgated)

Underwriter: Old Republic National Title Insurance Company

Agent No.: 8999

FF9/NSE (MP) Based on Amount

lAgent Variable (Promulgated)

Rating Information Rating Remarks

Type: Substitution Loan

Rating Date: 03/15/15

Remittance Sent: D

14 Residential: ]
Time Share: ]

| received prior Underwriter approval or a pro forma Commitment to issue this 51 million or higher value policy. O

4. Select the Policies tab.

5. Click the Policy Number
field and type 8126598.

6. Click the Effective Date
field and type 0715009.

7. Click the Unpaid
Principal Balance field
and type 1084000.

The Policies tab is displayed.

You must enter the Original Mortgagee Policy
information prior to receiving the calculated
Substitution rate.

You must enter the Original Mortgagee Policy
information prior to receiving the calculated
Substitution rate.

You must enter the Original Mortgagee Policy
information prior to receiving the calculated
Substitution rate.
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E Premium Calculation (Rating) - Closing File No. Sub Loan
General Information Policies l Endorsements \ Worksheet l

Owner & Mortgagee Policies

DFS-2146
Policy Type Policy No. Insurance Calculated Charged | FL Prem. Payor
Martgagee Policy (MFE) 1.120,000.00 3,261.00 3,261.00
Original
Policy Type | Policy Number Effective Date | Unpaid Principal Balance
Wortgagee Policy (MF6] ~ | 8126598 07/15/09 1,084,000.00
Underwriter Name: Old Republic National Title Insurance Company / ATFS ﬂ

8. Select the Worksheet tab. The  Substitution  Loan  Rating
Worksheet is displayed.

E Premium Calculation (Rating) - Closing File No. Sub Loan

General Information l Policies l Endorsements Worksheet]

Substitution Loan Rating Worksheet

Underwriter: Old Republic National Title Insurance Company Rating Date: 07/18/18
Agent: Richard P Bruce. Esq. Rating Type: Substitution Loan
Agent ID No: 8939 Agent Closing File No: Sub Loan
Invoice #:

Loan Information:

Original Mortgagee Policy Mumber: MF8-8128598 Effective Date of Original Policy: 07/15/09
Unpaid Principal Balance of Loan: 1,084,000.00
Form Type Exposure Calculated Agent Variable | Underwriter

{Promulgated) | (Promulgated) | Remittance

Commitment (CFER)

1,120,000.00 0.00 0.00 0.00
Mortgagee Policy (MF6)
Number: 1,120,000.00 3,261.00 3,261.00 582.80
Endorsements
106 ALTA 9 REM (MFS) (ISSUED WITH ORIGINALY 326.10 326.10 §7.83

9. Click the Print button on The Print Options window opens
the secondary toolbar.

10. Click OK. The  Substitution Loan Rating
Worksheet prints.

11. Ly On the secondary The Premium Calculation (Rating) save
toolbar, click the Close dialog box is displayed.
button.

Training Workbook: August 2018 Page 565



Advanced Rating

Tips

1. On a new Substitution Loan where a New Policy is $250k or more, and the
previous Mortgagee Policy is from a different underwriter, that previous
policy must be e-mailed to finance-customer-service@thefund.com or faxed
to (407) 241-8685.

2. In the case where the unpaid principal balance is $250k or more, any lender
can make a substitution loan with the same borrower on the same property
and the special rate shall apply.

3. If the new lenders are different and the unpaid principal balance is less than
$250Kk, the original rates shall apply.
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[E Settlement Statements Using a GFE HUD

Concept

The Settlement Statements module automates and speeds the preparation of the
GFE HUD and other settlement statements including the former two-page HUD-1
which remains available to DoubleTime users. Data entry is minimized because much
of the information necessary for completion has already been entered in other
modules, such as Closing File. The calculations are automatically performed and the
repetitious typing of numbers is eliminated. The Settlement Statements module is
flexible in that information can be entered as you receive it or you can complete the
entire Settlement Statement at one time. You can view the tabs, which are in the same
sequence as GFE HUD sections, and enter information in any order. In addition to the
GFE HUD Settlement Statement, there are a variety of forms that can be printed in the
Settlement Statements module such as Borrower’s Closing Statement,
Seller's Closing Statement, Loan Closing Statement, Proration
Worksheet, and Recording Worksheet. These statements and worksheets can
also be emailed.

Objective

The objective of this lesson is to show you how to use the Settlement Statements
module to complete a GFE HUD Settlement Statement and then how to print the
completed statement.

Verifying Amounts Due To And Paid By Seller

What You Do Comments

1. On the main toolbar, A co-worker started this file. They have added
click the Switch Active the Buyer, Seller, Lender and Property. We are
Closing File button. completing the GFE HUD for them. The

Closing File Selection window is
displayed. This window allows you to switch
the active file to a different closing file
established within DoubleTime.
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What You Do

. Type 04-0045 in the

Closing File Number
box.

Click Browse.

Click OK.

Comments
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What You Do Comments

5. @Click the Settlement The Update Recording Charges dialog
Statements button on the box is displayed listing the calculated values
main toolbar. for the documentary stamps on the deed and

note, and the intangible tax on the mortgage
based on the sales price and purchase price.
DoubleTime uses the appropriate charges
based on the county in which the property is
located.

This dialog box is used to update the Old
Amount with the New Amount.

NOTE: DoubleTime defaults to the three page
GFE HUD if a new loan was entered on the
Loans tab of the Closing File module. To
manually toggle between the GFE HUD,
Closing Disclosure and the former two-page
HUD-1 use the GFE HUD check box on the
Loans tab of the Closing File module. The
appropriate type of settlement statement
should be chosen before any information/data
is entered in the Settlement Statements
module. Switching the settlement statement
type after entering data in the Settlement
Statements module will result in that data
being lost. However the data that carries over
into the Settlement Statements module
from other modules will not be lost.
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What You Do
6. Click Yes.

Comments

The Update Recording Charges dialog
box closes and the Settlement Statements
window displays with the General tab open.
The module’s title bar displays the file name
and indicates when a GFE HUD settlement
statement was selected in the Closing File
module. On the General tab, you can view
the top portion of page 1 of the GFE HUD
settlement statement, sections A through 1.
These sections contain loan information, the
names of the parties, and property and
settlement information. Use the Closing File
module to change the displayed information
or to change the type of settlement statement.

Notice that a Tax ID Number or Social
Security Number is not displayed here for the
Borrower or Seller. This is the standard format
for the GFE-HUD and cannot be changed.

[=21 Closing Statements GFE - 04-0045

[E=RECH ="

Reserves l Title } Recording l Addl Charges l Totals Summary I GFE - HUD-1 Comparison l Loan Terms
GBHEIﬂ|l Seller Credits I Adjustments - Paid l Buyer Credits l Adjustments - Unpaid \ Brokers Loan Fees \ Prepayments
U.S. Department of Housing
A. Settlement Statement i) and Urban Development OMB No. 2502-0265

B. Type of Loan

()1 FHA
Crava

) 2.RHS

O 5. Conv. Ins.

(®) 3. Conv. Unins

6. File Number
04-0045

7. Loan Number
9349499
1D:

8. Mortg. Ins. Case Num.

C. NOTE: This form is furnished to give you a statement of actual settlement costs. Amounts paid to and by the settlement
agent are shown. ltems marked "(p.o.c.)" were paid outside the closing; they are shown here for
informational purposes and are not included in the totals.

D. NAME OF BORROWER:

Address of Borrower:

E. NAME OF SELLER:
Address of Seller:

F. NAME OF LENDER:
Address of Lender:

Grand Bank

G. PROPERTY LOCATION:
H. SETTLEMENT AGENT:
Address:
Place of Settlement:

I. SETTLEMENT DATE: TM7M5

Fred Cowlings, a single man
1 Fouth Avenue, Orlando, Florida 32528

Jean Luc LeBlanc and Francine LeBlanc, husband and wife
154 Santa Monica Avenue, Royal Palm Beach, Florida 33411

43209 Peachtree Street, Atlanta, Georgia 30301
1 Fouth Avenue, Orlando, Florida 32528

Richard P. Bruce, Esq.
5955 T. G. Lee Bhd., Orlando, Florida 32828
5955 T. G. Lee Bhvd., Orlando, Florida 32628

( This space intentionally left blank. )

407-555-5000

DISBURSEMENT DATE: 7/17/158

7. Position the cursor over the
Seller Credits tab.
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A brief description of the series purpose is
displayed.
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What You Do

8. Click the Seller Credits
tab.

Comments

The Seller Credits tab, with the 100/400
line series, displays showing the contract sales
price (line 101/401), and the settlement
charges to borrower (line 103). NOTE: On
each tab of the Settlement Statement
module, the top half of the window is where
you will select the line where you want
information to appear. Once a line is selected,
a work area is provided for the selected line in
the bottom half of the window.

[22] Closing Statements GFE - 04-0045

Reserves

Recording

i

General I Adjustments - Paid

| Adet Chargas
] Buyer Credits

[E=REE =
I GFE - HUD-1 Comparison I Loan Terms I

} Brokers

} Totals Summary

] Adjustments - Unpaid ] Loan Fees I Prepayments I

J. Summary of borrower's transaction

K. Si y of seller's

100. Gross amount due from borrower: j)
101. Contract sales price
102. Personal property

25.000.00‘ Contract sales price

400. Gross amount due to seller: j)

225,000.00

402. Personal property

103. Settlement charges to borrower (Line 1400)

2.565.00)403.

104.

404.

105

405,

Line number: 101

Description:  [Contract sales price =] Total Amount:
9. Double click the An information window specific to the current

information symbol [&3.
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tab opens containing instructions taken from
HUD?’s Final Rule. This option is available on
each tab when the GFE HUD format is
selected.
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What You Do Comments

Seller Credits - Grt

Line 101 is for the contract sales price of the property being sold,
excluding the price of any items of tangible personal property if
Borrower and Seller have agreed to a separate price for such
items.

Line 102 is for the sales price of any items of tangible personal
property excluded from Line 101. Personal property could
include such items as carpets, drapes, stoves, refrigerators, etc.
What constitutes personal property varies from state to state.
Manufactured homes are not considered personal property for
this purpose.

Line 103 is used to record the total charges to Borrower detailed
in Section L and totaled on Line 1400.

Lines 104 and 105 are for additional amounts owed by the
Borrower, such as charges that were not listed on the GFE or
items paid by the Seller prior to settlement but reimbursed by
the Borrower at settlement. For example, the balance in the
Seller's reserve account held in connection with an existing loan,
if assigned to the Borrower in a loan assumption case, will be
entered here. These lines will also be used when a tenant in the
property being sold has not yet paid the rent, which the Borrower
will collect, for a period of time prior to the settlement. The lines
will also be used to indicate the treatment for any tenant security
deposit. The Seller will be credited on Lines 404-405.

Instructions for the use of Lines 101 and 102 and 104-105 above,
apply also to Lines 401-405.

10. Click OK when done. The information window closes.
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Calculating Adjustments For Items Paid By Seller

What You Do

1. Click the Adjustments -
Paid tab.

Comments

The Adjustments - Paid tab, with the 106/
406 line series, is displayed.

[Z1] Closing Statements GFE - 04-0045
| Titte
I Seller Credits

Reserves Recording

General

| Addt Charges
Adjustments - Paid lEluyer Credits I Adjustments - Unpaid

[E=8 Hos ==
I GFE - HUD-1 Comparison 1 Loan Terms

\ Brokers

I Totals Summary

\ Loan Fees l Prepayments

106. Cityftown taxes

107. County taxes

Adjustments for items paid by seller in advance: i)

Adjustments for items paid by seller in advance: \i)
406. City/town taxes
407. County taxes

108. Assessments

408. Assessments

108

409.

110,

410.

1.

411,

12,

412.

Pro-

Line # rate Description

Total
Amount

106 /406 [ ] |C|ty.fluwn taxes

=]

2. Select line 109/4009.

3. Click the Pro-rate check
box in the work area.

4, Select Association
Maintenance from the
Description drop down
list.

5. Type 250 in the Gross
amount box and press the
Tab key.

6. Select Quarterly from the
Period drop down list.

7. Type 09/30/(current
year) in the Date to box
and press the Tab key.
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Selecting this line allows you to add a paid
adjustment.

Additional fields open for Line 109/409. The
Date from defaults to the closing date. The
Count last day box is automatically
selected, crediting the day of the closing to the
seller.

This is the description of the payment by the

seller that was paid in advance. This is an
editable field.

This is the amount paid by the seller for
Homeowner Association dues.

This will identify the amount as a quarterly
payment. NOTE: TAB out of the Gross
Amount box to activate the Period box.

Quarterly dues are prorated and displayed on
lines 109/409. NOTE: The Count last day
is automatically selected, crediting the day of
the closing to the seller.
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Viewing Buyer’s Credits & Calculating Seller’s Loan Payoff

What You Do Comments
1. Click the Buyer Credits The Buyer Credits tab, with the 200/500
tab. line series, displays showing the buyer’s

deposit amount (line 201), and the new loan
amount (line 202). NOTE: Additional lines
can be inserted in this series from 209b
through 2099 by selecting the Insert button
on the secondary toolbar.

[E1i Closing Statements GFE - 04-0045 = EEE =
Resenes I Title 1 Recording I Add| Charges ] Totals Summary l GFE - HUD-1 Comparison I Loan Terms
General l Seller Credits I Adjustments - Paid Buyer Credits IAdjustmems - Unpaid l Brokers I Loan Fees 1 Prepayments

200. Amounts paid for or in behalf of borrower: jJ 500. Reductions in amount due to seller: \i)

201 Deposit or eamest money | . Excess deposit (see instructions)

202. Principal amount of new loan(s) 180,000.00|502. Settlement charges to seller (line 1400)
203. Existing loan(s) taken subject to 503. Existing loan(s) taken subject to

204. Principal amount of second mortgage 504. Payoff of first mortgage loan

205. 505. Payoff of second mortgage loan

206. 506

207, 507.

208. Principal amt of mortgage held by seller 508. Principal amt of mortgage held by seller
209. 509

209a. 509a.

Line number: 201.

Description: \DEstit or eamest money j Total Amount: $10,000 00|

#| NOTE: Click the Deposit Summary
button to view details of the deposit(s), or you
may also double click on line 201 to view this
information.

2. wble POSition the cursor The Payoff Calculator opens. The
Click? . . . .
information entered here is supplied by the

over line 504 and double- payoff lender.

click.
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What You Do Comments

3. Type 0701(current year)
in the From Date box.

4. Type 0720(current year) The payoff calculation includes several days
in the To Date box. of per diem interest after the closing date to
allow for transmittal to and posting of funds

by the payoff lender.

5. Type 43.32 in the Per DoubleTime automatically calculates the
Diem Amount box. Total Days. The Per Diem amount is
supplied by the lender holding the mortgage.

6. Type 175675.66 in the The Mortgage Balance amount is supplied
Mortgage Balance box by the lender holding the mortgage. When you

and press the Tab key. press the TAB key, the Total Payoff
Amount is calculated.
7. Click Print. The Print Options window is displayed with
All selected and number of copies defaults to
1.
8. Click OK. The Payoff figures are printed and the Payoff

Calculator is re-displayed.
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What You Do
9. Click OK.

Comments

The Settlement Statements - your file
name - Payoff Calculator window closes
and the Borrower Credits tab is redisplayed
with the payoff balance on line 504 totaling
176,542.06. NOTE:(1) The Description
box is editable so you can show the payoff
lender’s name. (2) The description for line
507 defaults to “Deposit is being disbursed
as proceeds” when the Closing Agent has
been identified as the party holding the
deposit in the Closing File module.

E Closing Statements GFE - 04-0045 E@
Resenves l Title I Recording I Addl Charges l Totals Summary \ GFE - HUD-1 Comparison l Loan Terms
General l Seller Credits l Adjustments - Paid Buyer Credits lAdjuslmems - Unpaid l Brokers l Loan Fees I Prepayments

200. Amounts paid for or in behalf of borrower: \i) 500. Reductions in amount due to seller: \i)
201. Deposit or earnest money 10.000.00 [501. Excess deposit (see instructions)
202. Principal amount of new loan(s) 180,000.00 |502. Settlement charges to seller (line 1400)
203. Existing loan(s) taken subject to 503. Existing loan(s) taken subject to
204. Principal amount of second mortgage
205. 505. Payoff of second mortgage loan
206. 506.
207. 507,
208. Principal amt of mortgage held by seller 508. Principal amt of mortgage held by seller
209. 509
209a. 509a.
Line number: 504.
Description: |Paynﬁ of first mortgage loan ﬂ Total Amount:
Lender: |(n0ne) j

Calculating Adjustments For Items Unpaid By Seller

What You Do

1. Click the Adjustments -

Unpaid tab.

Page 576

Comments

The Adjustments - Unpaid tab, showing
line series 210/510, displays.
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210. City/town taxes

211. County taxes

[E] Closing Statements GFE - 04-0045 o2
Resenves l Title I Recording I Addl Charges Totals Summary l GFE - HUD-1 Comparison I Loan Terms l
General l Seller Credits l Adjustments - Paid I Buyer Credits Adjustments - Unpaid IBrnkers Loan Fees I Prepayments l

Adjustments for items unpaid by seller: "E) Adjustments for items unpaid by seller: "\i)

510. City/town taxes
511. County taxes

212. Assessments

512. Assessments

213,

513

214,

514,

215,

5156,

216.

516.

217.

517.

218,

518,

219

519

Pro-

Line # rate Description

Total
Amount

207510 [ ‘Cnyftuwn taxes

=

2. Select line 211/511.

3. Click the Pro-rate check
box in the work area.

4. Type 3733.30 in
Gross Amount.

the

5. Type 4 in the Discount
percent box.

6. Press the Tab key.

Training Workbook: August 2018

Selecting this line allows you to calculate the
unpaid county taxes.

Additional fields open for Line 211/511. The
Date from defaults to the first day of the
current year. The Date to defaults to the
closing date. The Period defaults to
Annually, and can be changed if needed.

This is the amount of the property taxes for
the entire year.

This is the maximum allowable discount
which is determined by the Tax Collector’s
office according to the month in which it is
paid.

DoubleTime calculates the prorated taxes.
NOTE: The default setting for the Count
last day box is unselected.
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'ﬁ Closing Statements GFE - 04-0045 Iil\ﬂ/\é‘
Resenves l Title I Recording l Add| Charges Totals Summary } GFE - HUD-1 Comparison l Loan Terms
General 1 Seller Credits l Adjustments - Paid l Buyer Credits Adjustments - Unpaid IElrokers Loan Fees I Prepayments

Adjustments for items unpaid by seller: _é) Adjustments for items unpaid by seller: j)
210. City/town taxes 510. City/town taxes
A5  to7/A7/15 | 1,934.36 511. County taxes 115 to T1T/15
212. Assessments 512. Assessments
213 513
214 514
215, 515,
216. 516.
217. 517,
218. 518.
219 519
Pro- Per Diem Total Total
Line # rate Description Amount Days Amount
2117511 ] [County taxes ~] $9.8191 X 197 =
Gross amount: $3.733.3000]
Discount percent: 4.0000 Date from:
et amount: §3.583.968() Date to:
Period: m Count last day:  []
Per Diem Amount: $9.8191 Total days: 197

Calculating Items Payable In Connection With A Loan

What You Do

1. Review the GFE issued to
Fred Cowlings. (In your
office you will use the
lenders closing instructions
to prepare loan fees)

2. Click the Loan Fees tab.

Page 578

Comments

The workspace for all sections of page two of
the GFE HUD includes a GFE Tolerance
drop down list. Depending upon the
tolerances allowed to a line, various selections
may be available. Selecting Charge that is
not associated with GFE, when available,
enables dollar amounts to be entered inside
the column for certain lines. DoubleTime
determines where to place items in the tables
on page 3 of the GFE HUD based on the GFE
Tolerance selected for each item as it is
entered on page 2 of the GFE HUD.

The Loan Fees tab showing the 800 line
series displays. NOTE: In the 800 series the
GFE Tolerance for lines 801, 802 and 803
have been predefined by the Final Rule and
cannot be changed.
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What You Do Comments
'E Closing Statements GFE - 04-0045 \i"ﬂ"ﬂ
Reserves I Title 1 Recording 1 Addl Charges I Totals Summary l GFE - HUD-1 Comparison 1 Loan Terms
General I Seller Credits I Adjustments - Paid 1 Buyer Credits l Adjustments - Unpaid I Brokers Loan Fees lPrepaymems
800. Items Payable in Connection with Loan: Li) Paid from FPaid from
Borrower's Seller's
Funds at Funds at
Settlement Settlement
802. Your credit or charge (points) for the specific interest rate chosen (from GFE #2)
803. Your adjusted origination charges (from GFE #A)
804. Appraisal fee to (from GFE #3)
805. Credit report to (from GFE #3)
806. Tax senice to (from GFE #3)
807. Flood cerification to (from GFE #3)
808. to
809. to
810. to
811 to
812 to
813 to
Line # a01. Borrower: Seller:
Description: |Our origination charge LI Paid from funds: | !E.UU” !E.UU‘
Percent: P.O.C. amount: | $.00|| $.00‘
Points: |
GFE Tolerance: |Charge that cannot increase LI
Outside Clmn Amt:

3. Confirm line 801 is Thislineis for the lender’s origination charge.
selected. The descriptions for line 801 through 803
cannot be changed. The description for lines

804 through 813 may be edited.

NOTE: (1) The Veteran’s Administration has required that any VA Mortgages
have the details of the origination charges noted. It is possible that other lenders
may impose similar requirements. To accommodate this requirement,
DoubleTime includes an Itemized Origination Fees and Charges
Calculator accessible by double clicking on Line 801. The Tips section at the
end of this chapter includes information about, and instructions on how to enter
information into, the Itemized Origination Fees and Charges
Calculator. (2) The Itemized Origination Fees and Charges Calculator
window contains a Print button. Clicking that button will generate the 801
Origination Statement (which contains signature lines for the borrower).
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What You Do Comments

4. Type 6000.00 in the The charge displays on line 801 outside the
Outside Clmn Amt box column and on line 803 inside the column.
of the work area and press Line 803 is a roll up line (i.e. the sum of lines
the Tab key. 801 and 802) and the amount is listed inside

the column. The net amount may be a positive
number as low as zero, or in the case of a “No
Cost Loan,” it may be a negative number.

5. Select line 802. This line is used to record the credit or charge
(points) for the specific interest rate chosen.

6. Type -3000.00 in the This amount is listed outside the column on

Outside Clmn Amt box line 802 and automatically rolls up into line

in the work area and press 803.
the Tab key.
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What You Do Comments
'E Closing Statements GFE - 04-0045 \i/\ﬂ"ﬁ
Resenves l Title 1 Recording I Addl Charges l Totals Summary l GFE - HUD-1 Comparison I Loan Terms
General l Seller Credits l Adjustments - Paid I Buyer Credits l Adjustments - Unpaid l Brokers LoanFeesl Prepayments
800. Items Payable in Connection with Loan: i) Paid from Paid from
Borrower's Sellers
Funds at Funds at
Settlement Settlement
801. Our origination charge $6.000.00 (from GFE #1)
803. Your adjusted origination charges {from GFE #A) 3.000.00
804. Appraisal fee to (from GFE #3)
805 Credit report to (from GFE #3)
806. Tax senice to (from GFE #3)
807. Flood certification to (from GFE #3)
808. to
809. to
810 to
811, to
812. to
813 to
Line #: 802. Barrower: Seller:
Description: |Y0ur credit or charge (points) for the specific interest rate cl’Ll Paid from funds: | $.00|| $.UU|
Percent: P.O.C. amount: | $,[]U|| $,[][]|
POC: [ |
GFE Tolerance: |Charge that cannot increase Ll
Outside Clmn Amt:

7. Select line 803. This is the difference between the original
origination charge and the credit for the
specific interest rate chosen. NOTE: The
Payee for line 803 may be changed to a
Mortgage Broker, the Lender, or left blank.

8. | Double click the The Your Adjusted Origination Charge
Amount withheld box Of $3,000.00 is displayed in the Amount
for the borrower. withheld box. This charge will be withheld

from the loan proceeds by the lender. The
adjustment will be displayed on the Balance

Sheet.
Line # 803. Borrower: Seller:
Description: ‘Your adjusted origination charges LI Paid from funds: | $3.UUU.UU|| $.UU‘
Payee: ‘Grand Bank LI P.O.C. amount: | $.UU|| $.UU‘
POC: \ Amount withheld: [ RN
GFE Tolerance: ‘Charge that cannot increase LI Loan statement: First -
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What You Do Comments

9. Select line 804. Per the Final Rule, lines 804 through 811 are
used for lender required settlement services in
which the lender restricts selection of the
service provider. The amounts on lines 804
through 811 are usually listed inside the
column. NOTE: (1) The default descriptions
for lines 804-807 may be changed on the
Loan Fees tab. They may also be changed
on the GFE-HUD-1 Comparison tab, and
the new description will then be carried over
to the Loan Fees tab. (2) DoubleTime
allows you to change the GFE Tolerance
category for lines 804-811. If Charge that
cannot increase is selected, the amount is
listed outside the column and is rolled up into
line 801. If Charge that in total cannot
increase more than 10% is selected the
amount is listed in the column and may only
be charged to the borrower. If Charge that
IS not associated with the GFE is
selected the amount is listed in the column
and may be charged to the borrower or seller.

The Search Contact window opens. The
10. |¥] Click the Search Contact Type defaults to Corporation and

Contact button on the the Service Provided to Appraiser.
secondary toolbar.

NOTE: The Search Contact button is used
to associate a contact with the Payee drop
down list in the Settlement Statements
module. A new contact can be added or and
existing contact can be chosen.
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What You Do

11. Select Appraisers, Inc.
and click OK.

12. Type 250 in the P.O.C.

amount box for the
borrower and press the Tab
key.

13. Select line 805.

14. |#| On the secondary
toolbar, click the Search
Contact button.

15. Select Credit Bureau,
Inc. and click OK.

16. Type 50 in the P.O.C.
amount Dbox for the
borrower and press the Tab
key.

Training Workbook: August 2018

Comments

The Search Contact window closes and the
Loan Fees tab is redisplayed. Appraisers,
Inc. displays as the payee.

This charge was paid outside of closing
(P.O.C.) and will be shown on the settlement
statement when it is printed. NOTE: P.O.C.
amounts are also shown in the Preview
mode.

The Search Contact window is displayed.
The Contact Type is Corporation and the
Service Provided is Credit Report.

The Search Contact window closes and the
Loan Fees tab is redisplayed. Credit
Bureau, Inc. displays as the payee.
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What You Do Comments
m Closing Statements GFE - 04-0045 \i"ﬂ"ﬁ

Reserves I Title l Recording I Add'l Charges l Totals Summary \ GFE - HUD-1 Comparison 1 Loan Terms

General \ Seller Credits I Adjustments - Paid I Buyer Credits I Adjustments - Unpaid l Brokers Loan Fees lPrepaymems

800. ltems Payable in Connection with Loan: L1 Paid from Paid from
Borrower's Sellers

Funds at Funds at

Settlement Settlement

801. Our origination charge $6,000.00 (from GFE #1)

802. Your credit or charge (points) for the specific interest rate chosen $-3.000.00 (from GFE #2)

803. Your adjusted origination charges (from GFE #A) 3.000.00

804. Appraisal fee to Appraisers, Inc. (from GFE #3)

805. Credit report to Credit Bureau, Inc. {from GFE #3)

806. Tax service to (from GFE #3)

807. Flood certification to (from GFE #3)

808. to

809. to

810. to

a1 to

812, to

813, to

Line #: 805. Borrower: Seller:

Description: ‘Cred\t report LI Paid from funds: | $.00|| $.00|

Payee: ‘Credit Bureau, Inc. LI P.0.C. amount: | $50.00|| $.00|

POC: Poc @y Amount withheld:

GFE Tolerance: ‘Charge that in total cannot increase more than 10% Ll Loan statement: First -

Outside Clmn Amt:

Calculating Items Required By The Lender To Be Prepaid

What You Do Comments

1. Click the Prepayments The Prepayments tab showing the 900 line
tab. series displays.

2. Confirm line 901 is NOTE: For some of the lines in the 900 series
selected. the GFE Tolerance Category has been
predefined by the Final Rule and cannot be
changed. The GFE Tolerance level is

“Charge that can change”.
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What You Do Comments
[E4 Closing Statements GFE - 04-0045 o[ ]
Resenves l Title I Recording l Addl Charges 1 Totals Summary 1 GFE - HUD-1 Comparison l Loan Terms
General \ Seller Credits l Adjustments - Paid l Buyer Credits \ Adjustments - Unpaid \ Brokers Loan Fees Prepayments
900. Items Required by Lender to Be Paid in Advance: 'j) Paid from Paid from +
Borrower's Sellers
Funds at Funds at
Settlement Settlement

901. Daily interest charges from THMTA5to 8M1/15 @41.3014 [ day {from GFE #10) $619.52 E
902. Mortgage insurance premium for months to (from GFE #3)
903. Homeowner's insurance premium for years to (from GFE #11)
904. Flood insurance premium for years to

Line #: 901. Borrower: Seller:

Description: Daily interest charges from LI Paid from funds: $619.52| $U.UU|

From date: 07715 To date:  |08/01/15 P.O.C. amount: $.00| $.00|

Days/year: () 350 @) 385 | Days: Amount withheld: 5.00)

Per diem: 41.3014 Loan statement: First -

Payee: Grand Bank Ll

POC: |

GFE Tolerance: |Charge that can change LI

3. Type 41.30 in the Per
diem box and press the

Tab key.

4. Select line 903.

5. Type 1 inthe Years box.

Training Workbook: August 2018

When the interest rate supplied by the lender
was entered on the Loan tab of the Closing
File module, DoubleTime automatically
calculated the per diem rate as well as the total
interest due from the closing date to the first
day of the following month. The total amount
of interest is displayed on line 901 inside the
column, and the daily interest amount is
displayed in the Per diem box.

NOTE:The amount in the Per diem box can
be edited if necessary. For example, in our
scenario the lender provided an amount
different than the amount that DoubleTime
calculated, so it must be edited.

The Payee defaults to the lender, the From
date defaults to the closing date, and the To
date defaults to the first day of the following
month. The dates can be changed if needed.

This line allows you to add homeowner’s
insurance as required by the lender.
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Page 586

10.
11.

12.

What You Do

= Click the Search
Contact button on the
secondary toolbar.

Select Home Insurance,
Inc. and click OK.

Type 750 in the P.O.C.
amount box for the
borrower and press the Tab
key.

Select line 904.

Type 1 in the Years box.

Select Home Insurance,
Inc. from the Payee drop
down list.

Type 325 in the P.O.C.
amount box for the
borrower and press the Tab
key.

Comments

The Search Contact window is displayed.
The Contact Type is Corporation and the
Service Provided is Insurance Comp.

The Search Contact window closes. Home
Insurance, Inc. is now displayed as the
Payee.

NOTE: The Policy no and Face amt boxes
are not a part of the calculations for the
insurance premiums and are not required.

This line allows you to add flood insurance as
required by the lender.

Home Insurance, Inc. was previously
associated with this closing file when we
selected it as the payee for the homeowner’s
insurance. NOTE: This illustrates how the
Search Contact button associates contacts
with a closing file, making a contact available
for selection in the drop down list.

The payee displays on line 904, and
POC(B*) is automatically displayed in the
POC box to indicate the Borrower paid this
fee outside of closing.
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What You Do Comments

[ == -

[21] Closing Statements GFE - 04-0045 o |
Resenes l Title I Recording l Add| Charges \ Totals Summary \ GFE - HUD-1 Comparison l Loan Terms
General 1 Seller Credits l Adjustments - Paid l Buyer Credits 1 Adjustments - Unpaid 1 Brokers Loan Fees Prepayments
900. Items Required by Lender to Be Paid in Advance: "E) Paid from Paid from »

Borrower's Sellers
Funds at Funds at
Settlement Settlement
901 Daily interest charges fram TM7M15t0 8115 @41.3000 /day (from GFE #10) $619.50 =
902. Mortgage insurance premium for months to (from GFE #3)
903. Homeowner's insurance premium for 1 years to Home Insurance, Inc. (from GFE #11)
904. Flood insurance premium for 1 yearsto Home Insurance, Inc.
Line #: 904. Borrower: Seller:
Description: Flood insurance premium for Ll Paid from funds: $.00| $0.00|
Years: 1 POC amount: $325 00 5.00]
Policy no: ‘ Amount withheld: 500
Face amt: $.00| F‘rem\um:‘ $325.00) Loan statement: (none) -
Payee: Home Insurance, Inc. -
POC: POC (B)*
GFE Tolerance: |Charge that can change LI

Calculating Reserves Deposited With The Lender

What You Do Comments

1. Click the Reserves tab. The Reserves tab showing the 1000 line
series displays. NOTE: (1) The GFE
Tolerance category for the 1000 series has
been predefined by the Final Rule as “Charge
that can change.” You cannot select another
tolerance category for any line in this series.
(2) Line 1001 is a roll up line (i.e. the sum of
lines 1002 through 1009) and is listed inside
the column. This line is not editable. The
charges on line 1002 through 1009 are listed
outside the column.
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What You Do Comments
[ Closing Statements GFE - 04-0045 =
General 1 Seller Credits I Adjustments - Paid I Buyer Credits I Adjustments - Unpaid l Brokers I Loan Fees \ Prepayments
Reserves }Tltle l Recording I Add'l Charges l Totals Summary \ GFE - HUD-1 Comparison \ Loan Terms
1000. Reserves Deposited with Lender: i) Paid from Paid from
Borrower's Sellers
Funds at Funds at
Settlement Settlement
1002. Homeowner's insurance months @ $0.00 per month
1003. Mortgage insurance months @ $0.00 per manth
1004. Property taxes months @ 50.00 per month
1005. Flood insurance months @ $0.00 per month
1006. months @ $0.00 per manth
1007. months @ 50.00 per month
1008. months @ $0.00 per month
1009. Aggregate accounting adjustment
Line #: 1001. Borrower: Seller:
Description: Mnitia\ deposit for your escrow account Ll Paid from funds: | $.00|| $.00|
Payee: ‘Grand Bank Ll P.0.C. amount: | $.00|| $.00|
POC: \ Amount withheld:
GFE Tolerance: ‘Charge that can change LI Loan statement: First hd
2 Select line 1002. This opens the work area allowing the

homeowner’s insurance reserve to be entered.

3. Type 2 inthe No. Months The Month Due defaults to the closing
box and press the Tab key. month of July. The amount is calculated based
on the yearly figure entered on the
Prepayments tab, and is charged to the
borrower outside the column. NOTE: If you
select another line or press Enter instead of
pressing Tab, the calculated amount will also
display on the appropriate line.

4. Select line 1004. This opens the work area allowing the county
property tax reserves to be entered.
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What You Do Comments

5. Type 3 inthe No. Months The monthly county tax amount is calculated
box and press the Tab key. and displayed in the Monthly $ box, with the
total taxes paid by the borrower displayed
outside the column on line 1004. This amount
is displayed if you have entered the gross
amount of county taxes for the proration on
lines 211/511 or lines 107/407. If the
monthly amount is not displayed, you can
enter this information on the Adjustments -
Unpaid or Adjustments - Paid tabs, as
applicable, or type it in the work area for line
1004. NOTE: The tax reserve is charged to
the borrower. The taxes Month due defaults
to November. This can be changed.

[ Click the Calculator button on the
secondary toolbar to figure the monthly
amount when needed.

6. Select line 1005. This opens up the work area to enter the flood
insurance reserve.

7. Type 2 in the No. Months  The flood insurance reserve is calculated and
box and press the Tab key.  charged to the borrower outside the column on
line 1005.

8. Select line 1009.

9. Type -427.11 in the The Aggregate accounting adjustment
Outside Clmn Amt box figure is supplied by the lender. The amount is
and press the Tab key. entered as a negative number because it is a

credit used to reduce the reserves collected
from the borrower.
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What You Do Comments
m Closing Statements GFE - 04-0045 \i"ﬂ"ﬁ
General 1 Seller Credits I Adjustments - Paid I Buyer Credits I Adjustments - Unpaid l Brokers Loan Fees \ Prepayments
Reserves }Tltle l Recording I Add'l Charges l Totals Summary \ GFE - HUD-1 Comparison \ Loan Terms
1000. Reserves Deposited with Lender: i) Paid from Paid from
Borrower's Sellers
Funds at Funds at
Settlement Settlement
1001. Initial deposit for your escrow account (from GFE #8) 685.38
1002. Homeowner's insurance 2 months @ $62.50 per month $125.00
1003. Mortgage insurance months @ $0.00 per manth
1004. Property taxes 3 months @ 531111 per month $933.33
1005. Flood insurance 2 months @ $27.08 per month $54.16
1006. months @ $0.00 per manth
1007. months @ 50.00 per month
1008. months @ $0.00 per month
Line #: 1009. Borrower: Seller:
Description: ‘Aggregate accounting adjustment Ll Paid from funds: | $.00|| $.00|
Payee: ‘Grand Bank Ll P.0.C. amount: | $.00|| $.00|
GFE Tolerance: ‘Charge that can change Ll Amount withheld:
Outside Clmn Amt: Loan statement: First hd

Adding Title Charges

What You Do Comments

1. Click the Title tab. The Title tab showing the 1100 line series is
displayed. The Payee defaults to Richard P.
Bruce, Esq. Line 1101 is a roll up line for
borrower charges disclosed on the GFE for
Title services and lender’s title
insurance. It must always be greater than or
equal to the sum of charges to the borrower
shown outside of the columns on lines 1102,
1104, and applicable lines 1109-1113.
NOTE: In the 1100 series the GFE
Tolerance Category has not been
predefined by the Final Rule and can be
changed as a function of whether or not the
provider of this service was identified by the
lender to the borrower.
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What You Do Comments
[z Closing Statements GFE - 04-0045 E@
General I Seller Credits ] Adjustments - Paid ] Buyer Credits ] Adjustments - Unpaid } Brokers Loan Fees I Prepayments I
Reserves Title lRecording ] Add'l Charges } Totals Summary I GFE - HUD-1 Comparison I Loan Terms
1100. Title charges: é) Paid from Paid from
Borrower's Seller's
Funds at Funds at
Settlement Settlement
1101. Title senices and lender's title insurance {from GFE #4) 197.50
1102. Settlement or closing fee Richard P. Bruce, Esq.
1103. Qwner's title insurance Old Republic Nat. Title/Richard P. Bruce (from GFE #5) 1,200.00
OF6-1200.00
1104. Lender's title insurance  $197.50 Old Republic Nat. Title/Richard P. Bruce
MF6-256.00;5.1-25;8.1-25;F9-122.50
1105. Lender's title policy limit $180,000.00
1106. Owner's title policy limit $225.000.00
1107. Agent's partion of the total title insurance premium $978.25 to Richard P. Bruce, Esq.
1108. Underwriter's portion of the total title insurance premium  $419.25 to Old Republic National Title Insurance Con
1109. Abstract or title search to Richard P. Bruce, Esq.
1110. to (none)
M. to (none)
mz2. to (none)
1113. to (none)
Line #: 1101. Borrower: Seller:
Description: |T\t|e senvices and lender's title insurance LI Paid from funds: | MQ?,SU” $,[]U|
Payee: |R\|:har|:| P Bruce, Esqg. LI P.O.C. amount: | $,[]U|| $,[]U|
POC: [ |
GFE Tolerance: |Charge that in total cannat increase more than 10% LI
Outside Clmn Amt:

2. Select line 1102.

3. Type 250 in the Outside
Clmn Amt box and press
the Tab key.

Training Workbook: August 2018

Mr. Bruce is charging a $250 settlement fee to
the borrower. This fee will always be entered
outside the column. This line should not be
used for Attorney’s fees for services
unconnected with conducting the settlement.
NOTE: A Settlement Agent may charge a
settlement fee on line 1102 to a borrower, a
seller or both. Any charge to the seller will be
entered inside the seller’s column only. Any
charge to the borrower will be entered outside
the column only. Charges to both the borrower
and the seller will be entered individually,
outside the column and inside the seller’s
column respectively.

The settlement fee is listed outside the column
on line 1102, and is rolled into the total on
line 1101 in the column.
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Page 592

What You Do
Select line 1109.

. Type 150 in the Outside

Clmn Amt box and press
the Tab key.

= Click the Search
Contacts button.

Select LLC from the
Contact Type drop down
list.

Select ATFS, LLC and
click OK.

Comments

The description field defaults to Abstract or
title search. The Florida Department of
Financial Services requires title agents to
itemize the abstract or title search fee charged.
HUD requires the amount be charged to the
borrower, shown outside the column and roll
up into line 1101.

Title Search fees should be shown outside the
columns on line 1109 and must roll up into
the total entered on line 1101. This
transaction requires the seller to pay for the
Title Search. Later in this workbook an
adjusting entry will be made on page 1 of the
GFE HUD.

The Search Contacts window opens with
Corporation as the default Contact Type.

ATFES, LLC is listed as the payee for 1109.
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What You Do

Comments

(5 Closing Statements GFE - 04-0045 = G s
General I Seller Credits ] Adjustments - Paid ] Buyer Credits ] Adjustments - Unpaid } Brokers Loan Fees I Prepayments
Reserves Title lRecording l Add'| Charges 1 Totals Summary I GFE - HUD-1 Comparison I Loan Terms I

1100. Title charges: ‘é) Paid from Paid from
Borrower's Seller's
Funds at Funds at
Settlement Settlement
1101. Title senices and lender's title insurance (from GFE #4) 597 50
1102. Settlement or closing fee $250.00 Richard P. Bruce, Esq.
1103. Owner's title insurance Old Republic Nat. Title/Richard P. Bruce (from GFE #5) 1,200.00
OF6-1200.00
1104. Lender's title insurance  $197.50 Old Republic Nat. Title/Richard P. Bruce
MF6-25.00:5.1-25:8.1-25;F9-122 50
1105. Lender's title paolicy limit $180,000.00
1106. Qwner's title policy limit $225,000.00
1107. Agent's portion of the total title insurance premium $978.25 to Richard P Bruce, Esq.
1108. Underwriter's portion of the total title insurance premium  $419.25 to Old Republic National Title Insurance Con
1109. Abstract or title search $150.00 to ATFS, LLC
1110, to (none)
M1 to (none)
1112, to (none)
1113, to (none)
Line #: 1109. Borrower: Seller:
Description: |Abstracl or title search LI Paid from funds: | $.00|| $.00|
Payee: [ATFS. LLC ~] P.O.C. amount: | 5.00] 5.00]
POC: [ |
GFE Tolerance: |Charge that in total cannat increase more than 10% Ll
Outside Clmn Amt:

9. Double click line 1101.
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The 1101 Title Services Calculator
opens. The details and dollar amounts
previously entered on lines 1102, 1104, and
1109 display on the first three lines. Other
title charges can be added here, and will roll
up into the total shown inside the column on
line 1101.
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10.

11.

12.

13.

14.

What You Do

Click Insert three times.

Type Federal Express in
the  first line  under
Additional Fee
Description and press the
Tab key.

Type 30 in the first line
under Additional Fee
Amt and press the Tab
key.

Type eRecording in the
second line under
Additional Fee
Description and press the
Tab key.

Type 20 in the second line
under Additional Fee
Amt and press the Tab
key.

Comments

Three blank lines display allowing for
additional charges to be added.

The $30 fee is added to the Sub-total for
Additional Fees as well as the Line 1101
amount.

The $20 fee is added to the Sub-total for
Additional Fees as well as the Line 1101
amount.
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What You Do Comments

15. Type Incoming Bank
Wire in the third line under

Additional Fee
Description and press the
Tab key.

16. Type 25 in the third line The $25 fee is added to the Sub-total for
under Additional Fee Additional Fees as well as the Line 1101
Amt and press the Tab amount.
key.

17. Click OK. The 1101 Title Services Calculator
window closes and the additional fees are
added to the total displayed inside the column
on line 1101.
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What You Do Comments

NOTE: (1) HUD requires the borrower to be charged for the title search,
documentary stamps on the deed, and owner’s title insurance even if the
contract between the buyer and seller specifies otherwise. Page one GFE HUD
adjustments will be made to conform the buyer/seller provisions of this
transaction with HUD’s requirements later in the workbook. (2) Since the bank
has identified Richard P. Bruce as a service provider for the borrower, the GFE
Tolerance should be Charge that in total cannot increase more than
10%. If the bank had not identified Mr. Bruce as a service provider, the
tolerance would be Charge that can change. (3) The 1101 Title Services
Calculator window contains a Print button. Clicking that button will generate
the 1101 Itemization Report (which contains signature lines for the
borrower).

[ Closing Statements GFE - 04-0045 =R
General ] Seller Credits I Adjustments - Paid ] Buyer Credits } Adjustments - Unpaid ] Brokers Loan Fees ] Prepayments
Reserves Title \ Recording ] Add'l Charges ] Totals Summary ] GFE - HUD-1 Comparison I Loan Terms

1100. Title charges: i Paid from Paid from  +
Borrower's Seller's
Funds at Funds at
Settlement Settlement
1101. Title services and lender's title insurance ifrom GFE #4) 672.50
1102. Settlement or closing fee $250.00 Richard P. Bruce, Esq.
1103. Owner's title insurance Old Republic Nat. Title/Richard P. Bruce (from GFE #5) 1,200.00
OF6-1200.00 £
1104. Lender's title insurance  $197.50 Old Republic Nat. Title/Richard P. Bruce

MF6-25.00:5.1-25:8.1-25;F9-122 50
1105. Lender's title policy limit $180,000.00
1106. Cwner's title policy limit $225,000.00

1107. Agent's portion of the total title insurance premium $978.25 to Richard P. Bruce, Esqg.

1108. Underwriter's portion of the total title insurance premium  $419.25 to Old Republic National Title Insurance Con

1109. Abstract or title search 5150.00 to ATFS, LLC

1110, to (none) i
Line #: 1101, Borrower: Seller:
Description: |T\t|e senvices and lender's title insurance LI Paid from funds: | $ETE,SU|| $,[]U|
Payee: |R\|:har|:| P Bruce, Esqg. LI P.O.C. amount: | $,[]U|| $,[]U|
POC: [ |

GFE Tolerance: |Charge that in total cannat increase more than 10% LI

Outside Clmn Amt:

DT Version: 8.1



Settlement Statements Using a GFE HUD

What You Do Comments

18. Select line 1103. Regardless of the GFE Tolerance selected,
the Final Rule requires the Borrower to be
charged for the premium on the Owner’s
Policy — even in counties in which the Seller
customarily pays this charge. The contract for
this transaction requires the Seller to pay for
the Owner’s Title insurance policy, even
though the Borrower has been charged
according to the GFE. Later in this workbook,
we will enter the adjusting entry on page one
of the GFE HUD for this charge. NOTE: (1)
If the charge for the Owner’s Policy is not
included on the GFE, change the GFE
Tolerance category to “Charge that is not
associated with the GFE” and the dollar
amount will automatically be moved to the
Seller’s column. (2) DoubleTime itemizes and
combines the premiums for endorsements
with the premium for the appropriate policy.

19. Select line 1104. Regardless of the GFE Tolerance selected,
the Final Rule requires the borrower to be
charged for the premium for the mortgagee
policy. This amount is shown outside of the
column and rolls up into line 1101.
NOTE: DoubleTime itemizes and combines
the premiums for endorsements with the
premium for the appropriate policy.

20. Select line 1105 and then Lines 1105 and 1106 display the policies
line 1106. amounts and are not editable in the
Settlement Statements module. NOTE: A
preference in Office Settings is available to
display Policy Reissue Discount on the
HUD-1 for all applicable transactions. When
this preference is selected, lines 1105 or 1106
(as applicable) will include the language
Policy Reissue Discount and the
difference between the original rate and the
reissue rate will be shown.
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What You Do

21. Select line 1107 and then
line 1108.

Comments

Lines 1107 and 1108 display the premium
split between the agent and the underwriter
and are not editable in the Settlement
Statements module. NOTE: The Final Rule
requires that the title insurance premium split
be shown on RESPA transactions.

[22] Closing Statements GFE - 04-0045

[E=NECE =<~

General \ Seller Credits I Adjustments - Paid l Buyer Credits l Adjustments - Unpaid \ Brokers l Loan Fees l Prepayments

Reserves Title } Recording ] Addl Charges I Totals Summary I GFE - HUD-1 Comparison } Loan Terms

1100. Title charges: j) Paid from Paid from
Borrower's Seller's
Funds at Funds at
Settlement Settlement

1101. Title senices and lender's title insurance (from GFE #4) 672.50

1102. Settlement or closing fee $250.00 Richard P. Bruce, Esq.

1103. Owner's title insurance Old Republic Nat. Title/Richard P. Bruce (from GFE #5) 1,200.00

OF6-1200.00

1104. Lender's title insurance  $197.50
MF6-25.00;5.1-25;8.1-25:F9-122.50

Old Republic Nat. Title/Richard P. Bruce

1105. Lender's title policy limit $160,000.00

1106. Owner's title policy limit $225,000.00

1107. Agent's portion of the total title insurance premium

1109. Abstract or title search

1108. Undenwriter's portion of the total title insurance premium  $419.25

$150.00

$978.25 to Richard P. Bruce, Esq.
to Old Republic National Title Insurance Con

to ATFS, LLC

1110. to (none)

1111 to (none)

1112 to (none)

1113, to (none)
Line #: 108.
Description: ‘Underwriler‘s portion of the total title insurance premium LI
Payee: ‘O\d Republic National Title Insurance Company LI
Outside Clmn Amt: $419.25)

22. Select any line between
1110 through 1113.

Page 598

Imagine that Mr. and Mrs. Leblanc’s lawyer
wants Mr. Bruce to include her legal fee as a
charge to the seller to be paid at closing from
the proceeds. In order to open the seller’s
column for this charge, it is necessary to first
select the GFE Tolerance of Charge that is
not associated with the GFE.
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Calculating Government Recording & Transfer Charges

What You Do Comments

1. Click the Recordingtab. The Recording tab showing the 1200 series
displays. NOTE: (1) Line 1201 is a roll up
line for the borrower’s recording charges. The
amount on line 1201 must be listed inside the
column. Line 1201 rolls up charges to the
borrower associated with the GFE that are
always entered at lines 1202, plus borrower
charges that occasionally get entered outside
the column at lines 1205 - 1208 for
recording miscellaneous loan documents (e.g.
power of attorney). (2) Regardless of the GFE
Tolerance selected, the Final Rule requires
the borrower to be charged for Government
recording charges that roll up into line
1201 as well as the Transfer taxes that roll
up into line 1203. However, the contract for
this transaction requires the seller to pay for
these charges even though the borrower has
been charged according to the GFE. Later in
this workbook we will enter the adjusting
entry on page one of the GFE HUD for this
charge. (3) If the charge for the Transfer
taxes associated with the Deed are not
included on the GFE, even though you cannot
change the GFE Tolerance category, you may
move the charge from the Borrower’s column
to the Seller’s column as shown below. (4) In
the 1200 series the GFE Tolerance has been
preassigned by the Final Rule for the
borrower charges on line 1201-1205 and
cannot be changed. GFE Tolerance selections
are available for Lines 1206-1208. (5) At
lines 1202, 1204 and 1205 DoubleTime will
print a subtotal of the borrower charges on
each line outside of the columns in
compliance with the Final Rule. These are
viewable in the Print Preview mode.

2. Double click line 1202. The Recording Calculator window opens.
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What You Do Comments

NOTE: (1) When the borrower is selected as
the payor for a recording fee, the amount will
automatically roll up into the figure on line
1201. Any recording charges paid by the
seller will be totaled and placed in the seller’s
column on line 1202. (2) The GFE
Tolerance for the borrower recording
charges are preset by the Final Rule as
Charge that in total cannot increase
more than 10%.

3. Type 2 in the # of Pages The calculations will be automatically made
box in the Deed column, for recording a 2 page deed. The default
and press the Tab key. Payor in this series are set by custom and can

be changed.

4. Type 24 in the # of Pages The charge for recording a 24 page mortgage
box in the 1st Mortgage Is automatically calculated.
column, and press the Tab
key.

5. Type 1 in the # of Pages The charge for recording a 1 page satisfaction
box in the 1st Release Of mortgage is automatically calculated.
column, and press the Tab NOTE: County specific charges for additional
key. names can be added to the Add’l Charges

field(s).
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What You Do Comments

6. Click OK. The Recording Calculator window closes

and the calculated amounts are displayed.

E Closing Statements GFE - 04-0045 = X
General 1 Seller Credits Adjustments - Paid l Buyer Credits I Adjustments - Unpaid l Brokers Loan Fees l Prepayments 1
Resenves } Title Recording IAdd‘I Charges l Totals Summary } GFE - HUD-1 Comparison } Loan Terms }
1200. Govemment Recording and Transfer Charges: Li) Paid from Paid from

Borrower's Sellers
Funds at Funds at
Settlement Settlement
1201. Government recording charges (from GFE #7) $224.00
1202. Deed $18.50 Mortgage(s) $205.50 Releases $10.00 $10.00
1203. Transfer taxes (from GFE #8) $2,565.00
1204. City/County tax/stamps Deed 5000 Mortgage(s) $360.00
1205. State tax/stamps Deed  $1,575.00 Mortgage(s) $630.00
1206.
1207.
1208.
Line # 1202 Borrower: Seller:
Paid from funds: [ 5.00]] 510.00]
Deed: $18.50
Mortgage(s): $205.50)
Releases: 510.00
Payes: (none) LI
GFE Tolerance: Charge that in total cannot increase more than 10% LI
Qutside Clmn Amt:
7. ® On the secondary The Search Contact window is displayed.

toolbar, click the Search
Contact button.

8. Select Orange County
Comptroller and click
OK.

9. Select line 1203

Training Workbook: August 2018

The Contact Type is Other and the
Service Provided is Recording Dept.

The Search Contact window closes and the
Recording tab redisplays. Orange County
Comptroller now displays in the Payee box
for line 1202 and lines 1204 - 1208.
NOTE: This information is not displayed on
the settlement statement, but determines the
payee on the Balance Sheet.

Line 1203 is a roll up line. The amount on
line 1203 must be listed inside the column for
the borrower and is the sum of borrower
charges on lines 1204 and 1205.
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10.

11.

12.

13.

14.

15.
16.

What You Do

Select line 1206.

Click the Description
box and type Continuous
Marriage Affidavit.

Double click line 1206.

Type 2 in the Number of
Pages box.

Select Seller from the
Payor drop down list.

Click OK.

Select Charge that is
not associated with the
GFE from the GFE
Tolerance drop down list.

Comments

Values from the Update Recording Charges
dialog box are copied to lines 1204 and 1205.
The total of the amounts for the intangible tax,
and the documentary stamps on the deed and
mortgage are charged to the borrower as the
default. The Final Rule requires the borrower
to be charged for all transfer taxes associated
with recording the deed and the mortgage and
assigns the GFE Tolerance category of
Charge that cannot increase to them. If
the contract between borrower and seller
requires the seller to pay for any of the
transfer taxes (i.e. documentary stamps on the
deed) an adjusting entry on page one of the
GFE HUD for this charge is needed. Later in
this workbook we will make such an entry.

Additional lines are available for other
recording fees to be added.

The Recording Calculator window is
displayed with 1206 as the active line.

The calculation will be automatically made
for a 2 page document. The Payor can be
changed.

The Recording Calculator window closes.

This is a seller expense, there was no estimate
on the GFE for this charge. It will not be
included on the GFE-HUD-1 Comparison
tab.
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What You Do

Comments

[EZ] Closing Statements GFE - 04-0045 =N BaR =
General 1 Seller Credits I Adjustments - Paid 1 Buyer Credits l Adjustments - Unpaid 1 Brokers l Loan Fees 1 Prepayments I
Reserves I Title Recording lAdd'I Charges } Totals Summary I GFE - HUD-1 Comparison I Loan Terms I
1200. Government Recording and Transfer Charges: L3 Paid iﬂﬂ; P;;?sm

Funds at Funds at
Settlement Settlement

1201. Government recording charges (from GFE #7) $224.00

1202 Deed $18.50 Mortgage(s) $205.50 Releases $10.00 $10.00
1203. Transfer taxes (fram GFE #8) $2,565.00
1204. City/County tax/stamps Deed $0.00 Mortgage(s) $360.00
1205. State tax/stamps Deed  $1,575.00 Mortgage(s) $630.00
1206. Continuous Marriage Affidavit to Orange County Comptroller
1207.
1208.

Line #: 1206. Borrower: Seller:
Description: [Continuous Marriage Affidavit -] Paid fram funds: I 5.00] $18.50]
Payee: Orange County Comptroller - |

GFE Tolerance. -

Outside Clmn Amt:

Cure Amount:

Training Workbook: August 2018
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Adding Additional Settlement Charges

What You Do Comments
1. Click the Add’l Charges The Add’l Charges tab showing the 1300
tab. line series is displayed. NOTE: (1) Line 1301

is selected and is a roll up line for required
services for which the borrower can shop and
which were disclosed on the GFE. The Final
Rule requires the settlement agent to organize
the settlement charges that will appear in the
1300 series in such a way that those expenses
listed on the GFE will be entered above any
expenses not listed on the GFE. Those
settlement charges appearing on the GFE are
required by the Final Rule to be shown with
amounts outside of the column. All other
settlement charges in the 1300 series are
placed inside the column. (2) In the 1300
series, except for the roll up line 1301, the
GFE HUD includes a drop down selection list
for GFE Tolerance. Depending upon the
additional settlement charge, you must select
the appropriate GFE Tolerance from the
drop down list. Selection of the choice
Charge that is not associated with the
GFE is available on all lines in the series
(other than the roll up line) and is required to
enable amounts to be entered inside the
column (including the seller’s column). When
Charge that is not associated with the
GFE is selected for any settlement charge,
that amount will not appear outside of the
column and will not be rolled up by
DoubleTime and totaled at line 1301. It is not
possible to place any charges in the seller’s
column if any other GFE Tolerance is
selected.

2. Select line 1302.
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What You Do Comments
[ Closing Statements GFE - 04-0045 e

General 1 Seller Credits I Adjustments - Paid Buyer Credits l Adjustments - Unpaid 1 Brokers Loan Fees l Prepayments

Resenves I Title } Recording Add’l Charges leaIs Summary I GFE - HUD-1 Comparison I Loan Terms

| 1300. Additional Settlement Charges L Paid from Paid from =
Borrower's Seller's

Funds at Funds at

Settlement Settlement

1301. Required services that you can shop for (from GFE #6)

1302, to (none)

1303. to (none) 3

1304. to (none)

1305. (none)

1306. (none)

1307. (none)

Line #: 1302 Borrower: Seller:

Description: [ -] Paid from funds: | 5.00] 5.00]

Payee: |(nune) LI PO.C. amount: | $,EIU” $,[]U‘

POC: [ Amount withheld:

GFE Tolerance: |Charge that in total cannot increase more than 10% LI Loan statement: |First -

Outside Clmn Amt:

3. Type Survey in the
Description box in the
work area.

4. Z| on the secondary
toolbar, click the Search
Contact button.

5. Select Property
Surveyors, Inc. and click
OK.

Training Workbook: August 2018

The Search Contact window is displayed.
The Contact Type is Corporation and the
Service Provided is Surveyor.

The Search Contact window is closed and
the Add’l Charges tab is redisplayed.
Property Surveyors, Inc. is now displayed
in the Payee box. NOTE: The GFE
Tolerance defaults to Charge that in total
cannot increase more than 10%, but can
be changed. The default setting is appropriate
whenever the borrower has used the services
of a provider identified by the lender and
which was disclosed on the GFE.
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What You Do Comments

6. Type 350 in the Outside The $350 survey fee is displayed outside the
Clmn Amt box and press column on line 1302 and rolls up into the

the Tab key. total listed inside column on line 1301.

m Closing Statements GFE - 04-0045 EI@
General I Seller Credits l Adjustments - Paid Buyer Credits 1 Adjustments - Unpaid I Brokers Loan Fees 1 Prepayments
Reserves l Title I Recording Add’l Charges }Tota\s Summary l GFE - HUD-1 Comparison l Loan Terms I
‘ 1300. Additional Settlement Charges i ;’:’\:,:::; F’;:TI ::_;m i

Funds at Funds at

Settlement Settlement
1301. Required semvices that you can shop for (from GFE #6) 350.00
1302. Survey to Property Surveyors, Inc. $350.00
1303, to (none) 3
1304. to (none)
1305. to (none)
1306. to (none)
1307. to (none)
Line # 1302. Borrower: Seller:
Description: [Survey ~] Paid fiom funds: | 5.00] 5.00]
Payee: ‘Prnpeny Surveyors, Inc. LI P.O.C. amount: ‘ $,DDH $,D[]|
POC: I | Amount withheld:
GFE Tolerance: ‘Charge that in total cannot increase more than 10% LI Loan statement: |First -
Outside Clmn Amt:

7. Select line 1303. Selecting this line allows you to add another
additional charge.

8. Type Pest Inspection in
the Description box.

9. = On the secondary The Search Contact window is displayed.
toolbar, click the Search The Contact Type is Corporation and the
Contact button. Service Provided is Pest Inspector.

10. Select Pest Inspectors, The Search Contact window is closed and
Inc. and click OK. the Add’l Charges tab is redisplayed. Pest
Inspectors, Inc. is now displayed in the
Payee box. NOTE: The GFE Tolerance
defaults to Charge that in total cannot
increase more than 10%, but can be

changed.

11. Type 75 in the Outside The $75 pest inspection fee is charged to the
Clmn Amt box and press borrower and rolls up into line 1301.
the Tab key.
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What You Do Comments
[2 Closing Statements GFE - 04-0045 [ 3]
General I Seller Credits I Adjustments - Paid Buyer Credits l Adjustments - Unpaid } Brokers Loan Fees } Prepayments
Reserves I Title I Recording Add’l Charges ITDIaIs Summary I GFE - HUD-1 Comparison I Loan Terms
‘ 1300. Additional Settlement Charges i Paid from Paid from +
Borrower's Seller's
Funds at Funds at
Settlement Settlement
1301. Required senices that you can shop for (from GFE #6) 425.00
1302. Survey to Property Surveyars. Inc. $350.00
1303. Pest Inspection to Pest Inspectors, Inc. §75.00 3
1304. to (none)
1305. to (none)
1306. to (none)
1307. to (none)
Line #: 1303. Borrower: Seller:
Description: |F’ESI Inspection LI Paid from funds: | $,[]DH $,UD‘
Payee: |F‘est Inspectors, Inc. LI P.0.C. amount: | $.00H $.00‘
POC: [ Amount withheld:
GFE Tolerance: |Charge that in total cannot increase more than 10% LI Loan statement:  [First hd
Outside Clmn Amt:

12. Select line 1304.

13. Type Roof Inspection in
the Description box.

14. 2] on the secondary
toolbar, click the Search
Contact button.

The Search Contact window is displayed.
The Contact Type is Corporation and the
Service Provided is Misc.

The Search Contact window is closed and
the Add’l Charges tab is redisplayed. Roof
Inspectors, Inc. is now displayed in the
Payee box.

Once Charge that is not associated with
the GFE is selected the charge can be entered
inside the column for the seller or borrower.

15. Select Roof Inspectors,
Inc. and click OK.

16. Select Charge that is
not associated with the
GFE from the GFE
Tolerance drop down list.
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What You Do

17. Type 125 in the Paid
from funds box for the
borrower and press the Tab

Comments

The $125 roof inspection fee is charged to the
borrower and is displayed inside the column
since it is a charge not associated with the

key.

GFE. Notice also that the charge does not roll
up into the total on line 1301. NOTE: This
example also illustrates grouping the
additional settlement charges that roll up
above the one that does not.

Page 608

[ Closing Statements GFE - 04-0045 = Bl
General I Seller Credits ] Adjustments - Paid Buyer Cradits } Adjustments - Unpaid I Brokers } Loan Fees I Prepayments
Resenves l Title I Recording Add’l Charges Totals Summary l GFE - HUD-1 Comparison \ Loan Terms
| 1300. Additional Settlement Charges it Paid from Paid fram =

Borrower's Seller's
Funds at Funds at
Settlement Settlement
1301. Required senvices that you can shop for (from GFE #6) 42500
1302. Survey to Property Sunveyors, Inc. 5350.00
1303. Pest Inspection to Pest Inspectors, Inc. $75.00 3

1304. Roof Inspection to Roof Inspectors, Inc. 125.00
1305. to (none)

1306. to (none)

1307. to (none)

Line # 1304. Borrower: Seller:
Description: ‘Rnuf Inspection LI Paid from funds: | $125,U[]|| $LUU|
Payes: ‘Roof Inspectors, Inc. LI P.O.C. amount: | $.00|| $.00|
POC: ‘ Amount withheld:
GFE Tolerance: ‘Charge that is not associated with the GFE LI Loan statement: |First -
Outside Clmn Amt:

NOTE: There is one more additional

settlement charge to be entered that will be
paid by the seller. It could have been entered
at line 1305 using the procedures illustrated
above. However, we will use this additional
settlement charge to illustrate the creation of a
HUD-1 Settlement Statement Addendum.
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Creating A HUD-1 Addendum

What You Do

Comments
Line 1309, Additional Expenses (See

1. &1 on ‘the secondary  aAttached Addendum) and line 1310 are
toolbar, click the INSert creqted after line 1308. NOTE: Each time

button.

you click the Insert button, a new numbered
line is generated. You can insert up to 99
additional lines. Line 1309 maintains the total
for expenses identified on lines 1310 through
1409.

[32] Closing Statements GFE - 04-0045 =
General } Seller Credits } Adjustments - Paid Buyer Credits l Adjustments - Unpaid } Brokers Loan Fees } Prepayments }
Reserves l Title I Recording Add'l Charges hmals Summary I GFE - HUD-1 Comparison I Loan Terms
| 1300. Additional Settlement Charges ‘é) Paid from Paid from -+

Borrower's Seller's
Funds at Funds at
Settlement Settlement
1302. Survey to Property Surveyors, Inc. $350.00
1303. Pest Inspection to Pest Inspectors, Inc. $75.00
1304. Roof Inspection to Roof Inspectors, Inc. 125.00
1305. to (nonej
1306. to (none) =
1307 to (nonej
1308. to (nonej
1909 Addtional expenses(See Altached Addendum) X

1310. to (none)

Line #: 1310. Borrower: Seller:
Description: [ ~] Paid from funds: | 5.00] 5.00
Payee: [(none) ~] P.O.C.amount: | 5.00] 5.00
POC: [ Amount withheld:

GFE Tolerance: |Charge that in total cannot increase more than 10% LI Loan statement: |(none) -

Outside Clmn Amt:

2. Select line 1310.

3. Type Home Warranty in
the Description box.

4. 2| on the secondary
toolbar, click the Search
Contact button.

5. Select Home Warranty,
Inc. and click OK.

Training Workbook: August 2018

The Search Contact window is displayed.
The Contact Type is Corporation and the
Service Provided is Misc.

The Search Contact window is closed and
the Add’l Charges tab is re-displayed.
Home Warranty, Inc. is now displayed in
the Payee box.
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What You Do Comments

6. Select Charge that is
not associated with the
GFE from the GFE
Tolerance drop down list.

7. Type 300 in the Paid The $300 home warranty fee is charged to the
from funds box for the seller. The Addendum will be generated
seller and press the Tab automatically when the settlement statement
key. is printed. NOTE: The display appears to add

the additional lines to the page two of the GFE
HUD. However, when printed the additional
lines will be shown on a separate addendum.
The addendum can be viewed in Print

Preview.

[l Closing Statements GFE - 04-0045 =n =R
General l Seller Credits l Adjustments - Paid Buyer Credits l Adjustments - Unpaid l Brokers Loan Fees } Prepayments. l
Reserves l Title l Recording Add'l Charges Totals Summary l GFE - HUD-1 Comparison l Loan Terms l I
[ 1300. Additional Settiement Charges %) e

Funds at Funds at
1301. Reguired services that you can shop for (from GFE #5) 425.00
1302. Survey to Property Surveyors, Inc. 5$350.00
1303. Pest Inspection to Pest Inspectors, Inc. $75.00
1304. Roof Inspection to Roof Inspectors, Inc. 125.00
1305. to (none)
1306. to (none)
1307. to (none)
1308. to (none)
1205 Additional expenses  (See Attached Addendun . s 300.00
1310. Home Warranty to Home Warranty, Inc. 300.00
Line #: 1310. Borrower: Seller:
Description: |Hume Warranty Ll Paid from funds: | S.DD" SBDD.DD|
Payee: |Hume Warranty, Inc. Ll P.O.C. amount: | S.DD" S.DD|
POC: [ Amount withheid:[ .00
GFE Tolerance:  [Charge that is not associated with the GFE ~] Loan statement: |(nonej hd
Outside Clmn Amt:
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Settlement Statements Using a GFE HUD

Page 1 Adjustments For Page 2 Borrower Charges

Training Workbook: August 2018

What You Do Comments
1. PressCtrl+G. The Go To Line window opens.

2. Type 200 in the Line The Buyer Credits tab displays. This
Number box and click demonstrates using the Go to Line feature to
OK. quickly  navigate through the GFE

Settlement Statement module. NOTE: An
alternate method to accomplish the same task
would be to select Navigation > Go to Line
from the menu bar.

NOTE: (1) We needed to navigate to page one of the GFE HUD because the
seller is contractually paying for a closing item that was on the GFE. The Final
Rule requires that all GFE disclosed charges appear on page two of the GFE
HUD as a charge to the borrower notwithstanding the contract between the
borrower and seller. Therefore a credit from the seller to the borrower to offset
such charges should be listed on the first page of the GFE HUD on lines 209b -
209g and lines 509b - 5094 respectively, as needed. (Common examples will
include documentary stamps on the deed, title search expenses and owner’s title
insurance premiums.) (2) Functionality in this series for the GFE HUD allows
the insertion of additional lines (209b - 209g and lines 509b - 509¢g) to
accommodate this Final Rule requirement. These additional lines can be used
for seller credits to the buyer or can allow access to the buyer or seller side as
individual entries. To access these lines simply highlight the adjacent 200 series
line, deselect copy, then click over to the adjacent 500 line which will now be
enabled for the user to enter additional information and charges. (3) Line 209a
is reserved for proceeds from an additional closing statement, when one is used.

3. Click the Insert button on Line 209b/509b is added.
the secondary toolbar.

4. Type Seller Credit -
Owner’s Title Policy in
the Description box.
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What You Do

5. In the Total Amount box
type 1200 and press the

Tab key.

Comments

The premium amount for the Owner’s Title
Policy displays on 209b and 509b as a
credit to the borrower and charged to the seller
respectively.

[l Closing Statements GFE - 04-0045 =n =<
Reserves l Title l Recording l Add'| Charges l Totals Summary l GFE - HUD-1 Comparison l Loan Terms. l
General l Seller Credits l Adjustments - Paid Buyer Credits lAdjustments— Unpaid l Brokers l Loan Fees l Prepayments. l
200. Amounts paid for or in behalf of borrower: i) 500. Reductions in amount due to seller: .1
201. Deposit or earnest money 10,000.00 (501. Excess deposit (see instructions)

202. Principal amount of new loan(s) 180,000.00 |502. Settlement charges to seller (line 1400) 328.50
203. Existing loan(s) taken subject to 503. Existing loan(s) taken subject to
204. Principal amount of second mortgage 504. Payoff of first mortgage loan 176,542.06
205. E05. Payoff of second mortgage loan
206, 506.
207. 507.
208. Principal amt of mortgage held by seller 508. Principal amt of mortgage held by seller
209, 509.
205a. 50%a.
ém.mm- Owner's Title Policy AR 509 Seller credit - Owner's Title Policy 1,200.00
Line number: 209b.
Description:  [Seller credit - Owner's Title Policy ~] Total Amount: Copy

6. Click Insert the

secondary toolbar.

on

Type Seller Credit
Deed Doc Stamps in the
Description box.

In the Total Amount box
type 1575 and press the
Tab key.

Page 612

Line 209¢/509c is added.

The documentary stamps on the deed are now
a credit to the borrower and charged to the
seller respectively.
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Settlement Statements Using a GFE HUD

What You Do Comments

[E1i Closing Statements GFE - 04-0045 =N Foh )

Reserves l Title l Recording l Add'| Charges l Totals Summary l GFE - HUD-1 Comparison l Loan Terms. l
General l Seler Credits l Adjustments - Paid Buyer Credits l Adjustments - Unpaid l Brokers } Loan Fees l Prepayments l
200. Amounts paid for or in behalf of borrower: i) 500. Reductions in amount due to seller: .1}

201. Deposit or earnest money 10,000.00 (501. Excess deposit (see instructions)

202. Principal amount of new loan(s) 180,000.00 |502. Settlement charges to seller (line 1400) 328.50

203. Existing loan(s) taken subject to 503. Existing loan(s) taken subject to

204. Principal amount of second mortgage 504. Payoff of first mortgage loan 176,542.06

205. 505. Payoff of second mortgage loan

[206. 506

207. 507.

208. Principal amt of mortgage held by seller 508. Principal amt of mortgage held by seller

209, 509.

205a. S0%a.

209b.Seller credit - Owner's Title Policy 1,200.00 [509b.Seller credit - Owner's Title Policy 1,200.00

509c.Seller Credit - Deed Doc Stamps. 1,575.00

Line number: 209c.

Description: |Seller Credit - Deed Doc Stamps. LI Total Amount: $1,575.00| Copy

9. Click Insert on the Line209d/509d is added.
secondary toolbar.

10. Type Seller Credit - Title
Search in the
Description box.

11. In the Total Amount box The title search fee is now a credit to the
type 150 and press the Tab borrower and charged to the seller
key. respectively.

Training Workbook: August 2018 Page 613
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What You Do Comments
[E Closing Statements GFE - 04-0045 =] =[]
Reserves l Title l Recording l Add'l Charges l Totals Summary l GFE - HUD-1 Comparison l Loan Terms l
General l Seller Credits l Adjustments - Paid Buyer Credits l Adjustments - Unpaid l Brokers l Loan Fees l Prepayments. l
200. Amounts paid for or in behalf of borrower: 1) 500. Reductions in amount due to seller: i)
201. Deposit or earnest money 10,000.00 (501. Excess deposit (see instructions)
202. Principal amount of new loan(s) 180,000.00 (502. Settlement charges to seller (line 1400) 328.50
203. Existing loan(s) taken subject to 503. Existing loan(s) taken subject to
204. Principal amount of second mortgage 504. Payoff of first mortgage loan 176,542.06
205. E05. Payoff of second mortgage loan
206, 506.
207. 507.
208. Principal amt of mortgage held by seller 508. Principal amt of mortgage held by seller
209, 509.
205a. 509a.
209b.Seller credit - Owner's Title Policy 1,200.00 [509b.Seller credit - Owner's Title Policy 1,200.00
2059c.Seller Credit - Deed Doc Stamps 1,575.00 | 509c.Seller Credit - Deed Doc Stamps 1,575.00
m.ﬁhm-m Search g N 509d. Seller Credit - Title Search 150.00
Line number: 209d.
Description: |Seller Credit - Title Search LI Total Amount: Copy

Completing Page 3 Of The GFE HUD

Page 614

What You Do

1. Click the GFE - HUD-1
Comparison tab.

Comments

Information must be supplied
regarding the completion of page 3 of the
GFE HUD, including the figures to be entered
into the Good Faith Estimate column for
comparison to the actual GFE settlement
statement charges.

by the lender
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Training Workbook: August 2018

What You Do Comments
[l Closing Statements GFE - 04-0045 = ==
General l Seller Credits. l Adjustments - Paid 1 Buyer Credits. l Adjustments - Unpaid ] Brokers ] Loan Fees l Prepayments l
Reserves l Title: l Recording l Add'l Charges l Totals Summary GFE - HUD-1 Comparison Loan Terms l
I Show Print View M
Comparison of Good Faith Esti (GFE) and HUD-1 Charges i)
Charges That Cannot Increase HUD-1 Line Number Good Faith Estimate HUD-1
Our origination charge #3801 SlUU $5,000.00 &
“four credit or charge (points) for the specific interest rate chosen #2802 5.00 $-3,000.00
“four adjusted origination charges #3803 5.00 $3,000.00 &
Transfer taxes #1203 5.00 §2,565.00 &
Charges That in Total Cannot Increase More Than 10% Good Faith Estimate HUD-1 =
Gowvernment recording charges #1201 5.00 5224.00
Appraisal fee #3804 5.00 $250.00
Credit report #8205 5.00 £50.00
Tax service # 806 5.00 5.00
Flood certification #8807 5.00 5.00
#3808 5.00 5.00
# 809 5.00 5.00
#3810 5.00 5.00
#81 5.00 5.00
#8512 5.00 5.00
#3813 5.00 5.00
Mortgage insurance premium for #5902 5.00 5.00
Title services and lender's title insurance #1101 5.00 S672.50
Owner's title insurance #1103 5.00 §1,200.00
Survey #1302 5.00 $350.00
Pest Inspection #1303 5.00 575.00
#1305 5.00 5.00
#1306 5.00 5.00
#1307 5.00 5.00
4 n 3

NOTE: (1) Per the Final Rule, the third page of the GFE HUD contains 3 GFE
HUD comparison charts and a loan terms table. DoubleTime splits page 3 of the
GFE HUD into two parts. The three comparison charts appear on the GFE -
HUD-1 Comparison tab and the loan terms table appears on the Loan Terms
tab. The display shows all possible page 2 lines as they potentially could have
been used, including blank lines. When printed the blank lines will be omitted.
This feature allows you to enter a page two line description from the comparison
charts. To see how the charts will appear when printed click the Show Print
View box. (2) Each Tolerance Category receives its own comparison chart.
The top chart is for the tolerance category of Charges That Cannot
Increase. The middle chart is for the tolerance category of Charges That In
Total Cannot Increase More Than 10%. The bottom chart is for the
tolerance category Charges That Can Change. (3) When you completed
page two of the GFE HUD each entry charged to the borrower was associated
with one of these tolerance categories if the charge was GFE related.
DoubleTime has used that information to populate the charge descriptions and
the HUD-1 column amounts.
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What You Do Comments

2 Select the Show Print The blank lines are removed from view.

View check box.
NOTE: There are Closing Statement

Alerts next to some of the lines. This is
because no amounts have yet been entered for
the Good Faith Estimate column. We will
look at alerts later in this workbook.

[ Closing Statements GFE - 04-0045 =n =R
General l Seller Credits l Adjustments - Paid l Buyer Credits l Adjustments - Unpaid l Brokers l Loan Fees l Prepayments l
Reserves l Title l Recording l Add Charges l Totals Summary GFE - HUD-1 Comparison l Loan Terms l
v Show Print View

Comparison of Good Faith Esti (GFE} and HUD-1 Charges i)

Charges That Cannot Increase HUD-1 Line Humber Good Faith Estimate HUD-1

Our erigination charge # 801 SlUU $5,000.00 &
“vour credit or charge (points) for the specific interest rate chosen  # 802 £.00 5-3,000.00
“four adjusted origination charges #3803 £.00 $3,000.00 &
Transfer taxes #1203 5.00 $2,565.00 &
Charges That in Total Cannot Increase More Than 10% Good Faith Estimate HUD-1

Government recording charges #1201 5.00 5224.00
Appraisal fee # 804 £.00 5250.00
Credit report # 805 £.00 $50.00

Title services and lender's title insurance #1101 5.00 S672.50
Owner's title insurance #1103 5.00 51,200.00
Survey #1302 5.00 $350.00

Pest Inspection #1303 £.00 575.00
T BT

Increase between GFE and HUD-1 Charges $2,821.50 or 0.00%

Charges That Can Change Good Faith Estimate HUD-1

Initial deposit for your escrow account #1001 £.00 $685.38
Daily interest charges from #5901 £.00 5619.50
Homeowner's insurance premium for #903 £.00 5750.00
Flood insurance premium for #5904 £.00 $325.00

4 L 3

First, complete each line in the Charges That Cannot Increase section with
the information from the GFE issued to Fred Cowlings. All amounts are entered
in the Good Faith Estimate column. NOTE: The amounts in the HUD-1
column cannot be edited on this tab. Changes must be made on the
corresponding line numbers on page two of the GFE HUD.

3. Type 6000 on the Our NOTE The CIOS|ng Statement Alel‘t
Origination Charge line disappears once you have entered the amount.
and press the Tab key.
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What You Do

4. Type -3000 on the Your
credit or charge
(points)... line and press
the Tab key.

5 Type 2600 on the
Transfer taxes line and
press the Tab key.

Comments

The amount on the Your adjusted
origination charges line is calculated
automatically.

NOTE: The Closing Statement Alert
disappears once you have entered the amount.

[Z1] Closing Statements GFE - 04-0045 =N EcR==
General l Seller Credits 1 Adjustments - Paid l Buyer Credits. l Adjustments - Unpaid Brokers Loan Fees l Prepayments l
Reserves l Title l Recording l Add'| Charges l Totals Summary GFE - HUD-1 Comparison Loan Terms l
v Show Print View

Comparison of Good Faith Esti (GFE) and HUD-1 Charges i)

Charges That Cannot Increase HUD-1 Line Number Good Faith Estimate HUD-1

Our erigination charge #3801 £5,000.00 56,000.00
“four credit or charge (points) for the specific interest rate chosen #2802 £-3,000.00 5-3,000.00
“four adjusted crigination charges #3803 £3,000.00 $3,000.00
Transfer taxes #1203 52,600.00 52,565.00

Next complete the Charges That in Total Cannot Increase More Than
10% section with the lender provided figures for each line. All amounts are
entered in the Good Faith Estimate column. NOTE: (1) Tabbing after entry
of each amount will move the cursor from field to field. (2) A Closing
Statement Alert appears at the line Increase between GFE and HUD-1
Charges as you begin entering figures in this section.

6. Type 200 on the
Government recording
charges line.

7. Type 250 on the

Appraisal fee line.

8. Type 50 on the Credit
report line.

9. Type 600 on the Title
services and lender’s
title insurance line.

10. Type 1200 on the
Owner'’s title insurance

line.

11. Type 275 on the Survey

line.

Training Workbook: August 2018
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Page 618

What You Do

12. Type 50 on the Pest

Inspection line and press
the Tab key.

Comments

NOTE: (1) DoubleTime completes the last
two rows of the chart by calculating the total

of each column and the Increase between
GFE and HUD-1 Charges amount and

percentage, if any. (2) Because there is no

tolerance violation for this chart, the Closing

Statement Alert is now gone.

[Ei Closing Statements GFE - 04-0045 =n e =
General l Seller Credits l Adjustments - Paid l Buyer Credits l Adjustments - Unpaid ] Brokers ] Loan Fees ] Prepayments l
Reserves l Title l Add’| Charges l Totals Summary GFE - HUD-1 Comparison Loan Terms
v Show Print View

Comparison of Good Faith Estimate (GFE) and HUD-1 Charges i)

Charges That Cannot Increase HUD-1 Line Humber Good Faith Estimate HUD-1

Our origination charge #3801 %5,000.00 £5,000.00
“our credit or charge (points} for the specific interest rate chosen  # 802 £-3,000.00 £-3,000.00
“our adjusted origination charges #3803 £3,000.00 £3,000.00
[Transfer taxes #1203 || 52,600.00] 52,565.00 |
| Charges That in Total Cannot Increase More Than 10% | | Good Faith Estimate | HUD-1 |
|Gnvernment recording charges #1201 | | 5200.00 | 5224.00 |
Appraisal fee # 004 $250.00 $250.00
Credit report #805 550.00 350.00
Title services and lender's title insurance #1101 $600.00 S672.50
Owner's title insurance #1103 $1,200.00 £1,200.00
Survey #1302 5275.00 $350.00
Pest Inspection #1303 £50.00 575.00

Increase between GFE and HUD-1 Charges $155.50 or 7.45%

Charges That Can Change Good Faith Estimate HUD-1

Initial deposit for your escrow account #1001 Sl 0o $685.38
Daily interest charges from #901 | | 5.00 | 2619.50
Homeowner's insurance premium for #5903 5.00 5730.00
Flood insurance premium for #5904 5.00 $325.00

T

Next, complete the Charges That Can Change section with the lender.
provided figures for each line.

13. Type 2000 on the Initial
deposit for you escrow

account line.

14. Type 413 on the Daily
interest charges from

line.
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Settlement Statements Using a GFE HUD

What You Do Comments
15. Type 1000 on the
Homeowner’s
insurance premium for

line.

16. Type 300 on the Flood The GFE - HUD-1 Comparison tab is
insurance premium for completed.

line.
[El] Closing Statements GFE - 04-0045 [ = =2a]
General l Seller Credits l Adjustments - Paid l Buyer Credits l Adjustments - Unpaid ] Brokers Loan Fees ] Prepayments l
Reserves l Title l Recording l Add’| Charges l Totals Summary : GFE - HUD-1 Comparison ‘| Loan Terms l

v Show Print View

Comparison of Good Faith Estimate (GFE) and HUD-1 Charges 5.

Charges That Cannot Increase HUD-1 Line Number Good Faith Estimate HUD-1

Our origination charge #3801 £5,000.00 56,000.00
“our credit or charge (points) for the specific interest rate chosen #3802 £-3,000.00 5-3,000.00
“our adjusted origination charges #3803 £3,000.00 £3,000.00
Transfer taxes #1203 52,800.00 £2,585.00
Charges That in Total Cannot Increase More Than 10% Good Faith Estimate HUD-1
Government recording charges #1201 £200.00 £224.00
Appraizsal fee #o04 £250.00 £250.00
Credit report #3805 $50.00 $50.00
Title services and lender’s title insurance #11 3500.00 $672.50
Owner's title insurance #1103 $1,200.00 51,200.00
Survey #1302 5275.00 $350.00
Pest Inspection #1303 £50.00 575.00

Increase between GFE and HUD-1 Charges $155.50 or 7.45%

Charges That Can Change Good Faith Estimate HUD-1

Initial deposit for your escrow account #1001 £2,000.00 $685.38
Daily interest charges from #901 || $413.00 $619.50
Homeowner's insurance premium for #5903 51,000.00 5730.00
Flood insurance premium for #5904 $300.00 $325.00

4 n 3

The final section of page 3 of the GFE HUD is for the loan terms. This
information is provided by the lender. The content of the Loan Terms chart is
defined by the Final Rule. Lenders should provide settlement agents with the
information needed to complete the Loan Terms chart. DoubleTime does not
allow you to enter information directly into two areas of the Loan Terms chart:
(1) The Your initial loan amount is line, and (2) The Your initial interest
rate is line. The values for these two fields were entered in the Closing File
module, and may only be edited in that module.
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What You Do Comments
17. Click the Loan Terms NOTE: Amounts are already listed in the
tab. Your initial loan amount is line and the
Your initial interest rate is line.
[l Closing Statements GFE - 04-0045 [ro| = 3]
General l Seller Credits. lAdjustments-Paid l Buyer Credits lAdjustments-Unpaid l Brokers l Loan Fees ] Prepayments ]
Reszerves l Title l Recording l Add Charges l Totals Summary l GFE - HUD-1 Comparison Loan Terms

Loan Terms &)

our initial loan amount is S|1 80,000.00

four loan term is 30.00 years

our initial interest rate is 8.375 %

"our initial menthly amount owed for principal, interest, S|_UD includes

D [ Principal [ Interest [ Mortgage Insurance

Can your interest rate rise? * No { ‘es  itcan rise to a maximum of 0 %. The first change wil be
and can change again every after

. Every change date, your interest rate can increase or decrease

by 0 %. Over the life of the loan, your interest rate is guaranteed to never be

lowser than .00 % or higher than .00 %.

Even if you make payments on time, can your loan @ No 1 *es  itcan rise to a maximum of /.00 .
balance rise?
Even if you make payments on time, can your monthly @ No 1 es the firstincrease can be on and the monthly amount

amount owed for principal, interest, and mortgage owed can rize to 500
insurance rise?

m

The maximum it can ever rise to is 5|.00

Does your loan have a prepayment penalty? & No { Yes , your maximum prepayment penalty is S|.DD

Does your loan have a balloon payment? * No ( *es  you have a ballbon payment of S|.DD due in
years on | 00/00/0000 ¥

Total monthly amount owed including escrow {+ You do not hawve a monthly escrow payment for items, such as property

account payments taxes and homeowner's insurance. You must pay these items directly yourself.

(" *You have an additional monthly escrow payment of $[.00

that results in a total initial monthly amount owed of .00 . This includes
principal, interest, any mortgage insurance and any items checked below:

[ Property taxes [~ Homeowners insurance
[~ Fiood insurance I~
- -

NOTE: A Reverse Mortgage checkbox has been added to the Closing File
module > Loans tab > Terms tab. It is used when the loan is a reverse
mortgage. The appropriate compliance items will be reflected on page 3 of the
GFE HUD.

18. Type 30 on the Your loan
term is line.

19. Type 1079.19 on the Your
initial monthly
amount... line.

20. Select the check boxes for This indicates the initial monthly amount also
Principal and Interest. includes these charges. NOTE: There is no
mortgage insurance on this loan.
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What You Do Comments
Loan Terms i)
""our inttial loan amount is $[180,000.00
“rour loan term is 30.00 years
""our inttial interest rate is 8.375 %
“rour intial monthly amount owed for principal, interest, S|1 ,079.19 includes
andanvinoiane eI v Principal t [~ Mortgage Insurance

The next five lines contain questions whose default answer is No. For this
transaction, there are no changes to be made on these lines.

Can your interest rate rise?

* No { Yes it can rise to @ maximum uf| .00 %. The first change will be

on and can change again every after
. Every change date, your interest rate can increase or decrease

by .00 %. Over the life of the loan, your interest rate is guaranteed to never be

lower than .00 % or higher than (00 %

Even if you make payments on time, can your loan
balance rise?

@ No " Yes it can rise to a maximum of 500

Even if you make payments on time, can your menthhy
amount owed for principal, interest, and mortgage
insurance rise?

 No (" Yes, the firstincrease can be on and the menthly amount
owed can rise to 5|00 .
The maximum it can ever rise to is 5[.00

Does your lean have a prepayment penalty?

% No (" Yes , your maximum prepayment penalty is S|.UD

Does your lean have a balloon payment?

@ No " Yes , you have a balloon payment of §/.00 due in

years on | 00/00/0000 ¥,

21. Select You have an
additional monthly
escrow payment of
option in the last section of

the Loan Terms table.

22. Type 400.69 in the first $

box for the selected option.

23. Type 1479.88 in
second $ box for

selected option.

the
the

24. Select the check boxes for This indicates the payments for these items
Property taxes, are included in the total initial monthly
Homeowner’s amount owed. The Loan Terms tab is
insurance and Flood complete.
insurance.

Total monthly amount owed including escrow {” ou do not have a monthly escrow payment for items, such as property
account payments taxes and homeowner's ingurance. “ou must pay these items directly yourself.
{* “You have an additional monthly escrow payment of § |400.89
that results in a total initial menthhy amount owed of 3|1, 479,88 . Thiz includes
principal, interest, any mortgage insurance and any items checked below:
[+ Homeowner's insurance
-
-
Training Workbook: August 2018
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What You Do Comments

[l Closing Statements GFE - 04-0045 = E=R[5

General l Seller Credits l Adjustments - Paid l Buyer Credits l Adjustments - Unpaid ] Brokers Loan Fees l Prepayments l
Reserves l Title l Recording l Addl Charges l Totals Summary l GFE - HUD-1 Comparigon Loan Terms

Loan Terms '&J

rour initial loan amount is S|1BD,DDD.DD

"four loan term iz 30.00 years

vour initial interest rate is 8.375 %

"rour initial monthly amount owed for principal, interest, S|1,DT9_1 g includes

ST LR R e [+ Principal [ Interest [ Mortgage Inzurance

Can your interest rate rise? * No  Yes it can rise to a maximum of I—.DD%. The first change will be

on and can change again every after
. Every change date, your interest rate can increase or decrease
by .00 %. Over the life of the loan, your interest rate iz guaranteed to never be

lower than .00 % or higher than .00 %.

Even if you make payments on time, can your loan * No ( *es,itcan rise to a maximum of S|.DD
balance rise?

Even if you make payments on time, can your monthhy * No ( ‘vesthe first increase can be on and the monthhy amount
amount owed for principal, interest, and mortgage owed can rize to £/.00
insurance rise?

m

The maximum it can ever rise to is 5|.00

Does your loan have a prepayment penalty? * No  es  your maximum prepayment penalty is S|.DD
Does your loan have a balloon payment? * No  Yes , you have a balloon payment of S|.E|0 due in
years on | 00/00/0000 ¥).

Total monthly amount owed including escrow {” *ou do not have a monthly escrow payment for tems, such as property

account payments taxes and homeowner's insurance. You must pay these items directly yourself.
{* *You have an additional monthly escrow payment of § |400.69
that results in a total initial monthly amount owed of 5|1, 479.88 . Thiz includes
principal, interest, any mortgage insurance and any items checked belows:
v [v Homeowners insurance
v : [
I -

What You Do Comments

A The Closing Statement Alerts window
On the secondary gpens. DoubleTime provides transaction
toolbar, click the Closing  gnecific information on line items that may
Statement Alerts button. have been inadvertently overlooked or which
may be logically inconsistent with other data
in this closing file. There is one reminder
provided: No broker commission.
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What You Do Comments

2. Select the No broker
commission reminder.

3. Click the Go to Line This action displays the tab of the settlement
button. statement where the information giving rise to
the selected alert can be edited.

A Closing Statement Alert also displays when a RESPA defined tolerance limit
has been exceeded. This alert may be triggered by a violation of any single item
in the Charges That Cannot Increase chart, or the totals of the Charges
That in Total Cannot Increase More Than 10% chart. To address this
violation, select the alert and click Go to Line. Check that all figures are
entered correctly for the specific line item as well as on the GFE HUD-1
Comparison tab. After confirming there is no data entry error, contact the
lender for information on how the violation will be cured. NOTE: Depending
on the manner in which the lender decides to cure the tolerance violation, the
alert may continue to display when exiting the Settlement Statement
module.
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What You Do Comments
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Entering Broker’s Commission

What You Do

Comments

The Brokers tab is displayed showing the
700 line series. The purchase price of
$225,000.00 is displayed in the Basis
Amount box of the work area.

[E1] Closing Statements GFE - 04-0045

General ‘ Seller Credits ‘ Adjustments - Paid

‘ Buyer Credits l Adjustments - Unpaid Brokers I Loan Fees

L. Settiement charges i
700. Total Real Estate Broker Fees $0.00 Paid from

Paid from

Division of commizsion (line 700) as follows: Borrowers Sellers
Funds at Funds at
1. o (none) Settlement | Settement

702.

to (none)

T03. Commission paid at seftlement

704.

705.

to (none)

7085.

to (none)

Line

# Description Bagis Amount

T00. Total Real Estate Broker Fees |

522500000 @ |

0000% = | 5.00)

4. Type 6 in the % box of the
work area and press the
Tab key.

Training Workbook: August 2018

The commission of $13,500.00 is displayed
on lines 700, 701, and in the seller’s column
on line 703. NOTE: The broker fees can be
added to the settlement statement by typing a
percentage amount, or by typing the total
dollar amount on this tab.
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What You Do Comments

NOTE: The Final Rule has changed the way the 700 series is completed on the
GFE HUD in important ways. (1) Broker fees no longer appear as percentages
of the sales price. (2) The total amount of fees paid to the brokers, both
commissions plus processing fees, must be totaled and appear at line 700. (3)
Line 704 is reserved for use in the special case circumstance when a real estate
broker is paid some portion of the broker fees by anyone other than the
settlement agent (e.g. withholding from the deposit).

To accommodate the special use of line 704, any incidental broker fees are now
combined with the commission payable at lines 701 — 703. DoubleTime
defaults to the seller paying all broker fees including incidental fees. In the event
the borrower is responsible for any portion of the broker fees, use line 703 and
enter the amount paid by the borrower in the Paid from funds box for the
Borrower. DoubleTime will subtract that amount from the seller’s column.
Alternatively, DoubleTime has added lines 705 and 706, which can be used to
reflect incidental fees.

5. Select line 701. Selecting this line allows you to add the payee
information and split the fee if there is more
than one broker involved.

6. Type 3 to replace the 6 in The commission amount will be split between
the % box of the work area. two brokers. NOTE: A dollar amount may
also be entered in the Commission box,
including any additional fees owed to the
broker. DoubleTime will calculate the
difference and display the typed amount on
line 701, and the remaining amount on line
702.

7. Select Realty Company, Realty Company, Inc., the buyer’s broker,
Inc. from the Broker drop is listed as the payee on line 701. NOTE: The

down list. payee list includes all the contacts previously
selected for this closing file.
8. Select line 702. The split is calculated and 3% is displayed in

the Rate box.
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What You Do Comments
[0 Closing Statements GFE - 04-0045 = Eeh
Reszerves l Title l Recording l Add'l Charges l Totals Summary GFE - HUD-1 Comparison l Loan Terms
General l Seller Credits. l Adjustments - Paid l Buyer Credits l Adjustments - Unpaid Brokers ] Loan Fees l Prepayments l
L. Settlement charges i)
700. Total Real Estate Broker Fees $13,500.00 Paid frem Paid from
Division of commission (line 700) as follows: Borrower's Selers
Funds at Funds at
701.56,750.00 to Realty Company, Inc. Settlement Settlement
T03. Commission paid at settlement 513,500.00
T04.
705. to (none)
T06. to (none)
Line #: 702 Borrower: Seller:
Commission:
Rate: [ 3.0000% P.0.C. amount: [ s.00] 5.00]
Broker: |(nune} LI Amount withheld:
POC: [ | Deposit Held by: [ ~1

0. [®

Click Search

Contact on the secondary
toolbar.

10. Select Better Homes,

Inc. and click OK.

11. Select Seller’s Broker
and click OK.

Training Workbook: August 2018

Another broker is to be added. The Search
Contact window opened with Corporation
as the Contact Type and Real Estate Brk
as the Service Provided.

This is the seller’s broker. The Search
Contact window is closed and the Role
Selection window opens.

This identifies the payee as the seller’s broker.
The Role Selection window closes, and
Better Homes, Inc. is listed as the payee on
line 702.

NOTE: If the wrong role is selected for the
broker, it can be changed on the Participants
tab of the Closing File module.

Page 627




Settlement Statements Using a GFE HUD

What You Do Comments
[l Closing Statements GFE - 04-0045 [r| =[]
Reserves l Title l Recording ] Addl Charges l Totals Summary l GFE - HUD-1 Comparison l Loan Terms l
General ] Seller Credits l Adjustments - Paid l Buyer Credits l Adjustments - Unpaid Brokers l Loan Fees l Prepayments l
L. Settlement charges i)
700. Total Real Estate Broker Fees $13,500.00 Paid frem Paid frem
Division of commission (line 700) as follows: Borrower's Sellers
Funds at Funds at
701. $8,750.00 to Realty Company, Inc. Settlement Settlement
703. Commisgion paid at settlement £13,500.00
704.
705. to (none)
706. to (nonej
Line #: 702 Borrower: Seller:
Commision:
Rate: [ 3.00000% P.O.C. amount: [ s.00 5.00]
Broker: |Beﬂer Homes, Inc. LI Amount withheld:
POC: | | Deposit Held by: [ ~]
12. Select line 705. NOTE: Lines 705 and 706 are additional

lines provided by DoubleTime for any other
broker charges, such as listing a third broker’s
co-brokerage fee and identifying the payee
and amount.

Viewing Totals Summary & Printing The GFE HUD

What You Do Comments
1. Click the Totals The Totals Summary tab is displayed. In
Summary tab. the upper portion of the window is line 1400

from page two of the GFE HUD. In the lower
portion of the window are lines 300/600
through 303/603 from page one.
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What You Do Comments

[ Closing Statements GFE - 04-0045 = e =T

General l Seller Credits. l Adjustments - Paid l Buyer Credits Adjustments - Unpaid l Brokers ] Loan Fees l Prepayments
Reserves l Title l Recording l Add'| Charges Totals Summary l GFE - HUD-1 Comparizon l Loan Terms
1400. Total settlement charges: &) Paid from Paid from
Borrowers Seller's
({ Enter on lines 103, Section J and 502, Section K ) Funds at Funds at
Settlement
9,516.38 13,828.50
300. Cash at settlement fromito borrower: L 600. Cash at settlement tolffrom seller: L
301. Gross amount due from borrower 234, 722.90(601. Gross amount due to seller 225,206.52
(line 120} (line 420}
302. Less amount paid by/for the borrower (194 259 35)|602. Less total reductions in amount due =eller (195,229 .92)
(line 220 (line 520}
303. Cash ( From[_] To ) Borrower: 39,863.54|603. Cash ( To[] From ) Seler: 29,976.60

2. = On the secondary The Print Options window is displayed.
toolbar, click the Print The Print Range defaults to All, Copies to
button. 1, Print What to HUD-1 and Print to Print

all pages. NOTE: To print a different
statement, worksheet, or report, click the
Print What drop down box and make your
selection.
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What You Do Comments
3. Click More. A variety of Settlement Statements,
worksheets, and reports can be printed by
clicking the desired check boxes.

NOTE: It is a good idea to print out an example copy of these reports for use in
your office. Not all of them are covered in the training class. These reports may
also be accessed from Reports on the Menu Bar, while you are in the
Settlement Statements module.

4. Click Less. The Print Options window is re-displayed.
5. Click Preview. A Print Preview of the GFE HUD is
displayed.
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What You Do

Comments

E Closing Staternents GFE - 04-0045 - Print Preview

HUD-1

i ||||||
= Ml

A. Settlement Statement (HUD-1)

OMB Approval No. 2502-0265

B. Type of Loan

(31, FHA () 2. RHS () 3. Conv. Unins.
(4 va () 5. Conv. Ins.

6. File Number 7. Loan Humber &. Mortg. Ins. Case Hum.
04-0045 9349489
1D:

C. NOTE: This form is furnished to give you a statement of actual settlement costs. Amounts paid to and by the settiement agent are shown. ftems.
marked "(p.0.c.)” were paid outside the closing; they are shown here for informational purposes and are not included in the totals.

J. Summary of borrower's transaction
100. Gross amount due from borrower:
101. Contract sales orice

D. NAME OF BORROWER: Fred Cowlings, a single man
Address of Borrower: 1 Fouth Avenue, Orlande, Florida 328228
E. NAME OF SELLER: Jean Luc LeBlanc and Francine LeBlanc, husband and wife
Address of Seller: 154 Santa Monica Avenue, Royal Palm Beach, Florida 33411
F. NAME OF LENDER: Grand Bank
Address of Lender: 43209 Peachtree Street, Atlanta, Georgia 30301
G. PROPERTY LOCATION: 1 Fouth Avenue, Orlando, Florida 32828
H. SETTLEMENT AGENT: Richard P. Bruce, Esq.
Address: 5855 T. G. Lee Bhvd,, Orlando, Florida 32828
Place of Settlement: 5855 T. G. Lee Bhvd,, Orlando, Florida 32828
I. SETTLEMENT DATE: THTNS DISBURSEMENT DATE: 7/11715

K. Summary of seller's transaction
400. Gross amount due to seller:
225.000.00)401. Contract sales orice 225.000.00

102. Personal oropertv

402. Personal orooertv

103. Settlement charaes to borrower iLing 1400}

5.516.38]403.

104

404,

105.

Adiustments for items paid bv seller in advance:
106. Citvitown taxes

405.
Adiustments for items paid bv seller in advance:
406. Citvftown taxes

107. Countv taxes

407. Countv taxes

108. Assessments

408. Assessments

200. Amounts paid or in behalf of borrower:
201. Deposit or earnest monev

108. Association Maintenance from 07/17/15 to 08/30/15 208.52| 408. Association Maintenance from 07/17/15 to 08/30/15 208.52
110 410.

111, 411.

M2 412,

120. Gross amount due from borrower:

234 722.50) 420. Gross amount due to seller: 225 206.52
500. Reductions in amount due to seller:
10.000.00| 501. Excess deposit (see instructions)

202 Principal amount of new loanis) 180.000.00| 502. Settlement charaes to seller (ling 1400} 13.828.50
203. Existing loanis) taken subiect to 503. Existing loan(s) taken subiect to

204. Principal amount of second mortoaoe 504. Pavoff of first mortaaoe loan 176.542.06
205. 505. Pavoff of second mortoace loan

2086, S06.

207. 507.

208. Principal amt of mortoace held by seller 508. Princical amt of mortaaae held bv seller

208, 508.

20%a. S0%a.

208b. Seller credit - Owner's Title Policy 1.200.00{508b. Seller credit - Owner's Title Policv 1.200.00
208c. Seller Credit - Deed Doc Stamos 1.575.00{508c. Seller Credit - Deed Doc Stamos 1.575.00

205d. Seller Credit - Title Search

A i -

150.00]508d. Seller Credit - Title Search 150.00

Note the GFE - HUD comparison on page 3.

Use the |[=l <1 [ [0

arrow buttons on the
secondary toolbar to view
all pages of the GFE HUD.
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Page 632

What You

Do

Comments

m Closing Staternents GFE - 04-0045 - Print Preview

SETTLEMENT CHARGES AND LOAN TERMS
Page 3
Settlement Charges
Charges That Cannot Increase HUD-1 Line Number Good Faith Estimate HUD-1
Our erigination charge #2M £5,000.00 £5,000.00
“four credit or charge (points) for the specific interest rate chosen #3202 £-3,000.00 £-3,000.00
“four adjusted origination charges #8203 £3,000.00 £3,000.00
Transfer taxes #1203 32,600.00 $2,565.00
Charges That in Total Cannot Increase More Than 10% Good Faith Estimate HUD-1
Government recording charges #1201 £200.00 £224.00
Appraizal fee #204 £250.00 £250.00
Credit report #3805 $50.00 $50.00
Title services and lender’s title insurance #1101 $600.00 $672.50
Owvner's title insurance #1103 51,200.00 51,200.00
Survey #1302 5275.00 $350.00
Pest Inzpection #1303 £50.00 £75.00
Total 52,625.00 52,821.50
Increase between GFE and HUD-1 Charges $196.50 or 7.49%
Charges That Can Change Good Faith Estimate HUD-1
Initial deposit for your escrow account #1001 £2,000.00 $685.38
Daily interest charges from #5 5413.00 $619.50
Homeowner's insurance premium for #5903 £1,000.00 £750.00
Flood insurance premium for #1904 I $300.00 $325.00
Loan Terms
"our initial loan amount is §180,000.00
“four loan term is. 30.0000 years
rour initial interest rate is 8.375 %
four initial monthly amount owed for principal, interest, $1,079.19 includes
and any mortgage insurance is [+ Principal [V Interest [ Mortgage Insurance
Can your interest rate rise? * No " Yes | it can rise to a maximum of .00 %. The first change will be
on and can change again every after
. Every change date, your interest rate can increase or decrease
by .00 %. Over the life of the loan, your interest rate is guaranteed to never be
lower than .00 % or higher than .00 %.

7 (]

toolbar, click
button again.

8. Click OK.

the Print

On the secondary The Print Options window is re-displayed.

The Print Options window closes and the
GFE HUD prints.
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Emailing The Closing Statement

What You Do Comments

1. When the settlement The Settlement Statements—Print
statement is in Preview Preview window converts the file to an
mode, select eSolutions image file. A list of participants in reference
> Email from the main g your file is displayed with the opportunity
menu. to select their email addresses. NOTE: The

email addresses are established in the
Contacts or Closing File module.

The EMail Properties window opens.

The Address Book opens in MS Outlook. If

2. Click the - necessary, scroll to find your instructor’s
button. name.

3. Type (the name of your
instructor) in the Type
Name box or select the
name from the list.
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What You Do Comments

4. Select your instructor’s Your instructor’s name is displayed in the To -
name and click To ->. > box.

5. Click OK. The Address Book window closes and the
Email Properties window is re-displayed.
The instructor’s name you selected is
displayed at the top of the Participant list.
NOTE: You may add a message by typing in
the Message box.
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What You Do Comments

6. Click Send. The email is sent. NOTE: A copy of the email
is also placed in your Sent file.

7. L Click the Close The Print Preview is closed.
button.

8. ™| cClick the Close The Settlement Statements module is
button. closed.

Preparing A 1031 Exchange Closing Statement

What You Do Comments

1. Within the Maintenance
(Lists) module, select
Title, then click OK.

2. Click Insert and type
Intermediary to Title.
Click Close.
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Page 636

What You Do

3. Copy the completed file by

selecting  Utilities >
Closing File Copy on
the main menu. Name the
file using the same file
number, but with the letter
“A” added to the end.

. Within the Closing File

module, delete either the
Buyer or Seller,
depending on who is
associated with the 1031
Exchange.

Insert the name of the
party who will be the
Intermediary in either the
Buyer or Seller tab. In
the Name(s) with Status
box, select the name and
add the verbiage
Intermediary.

Comments

The entire file is copied, but only the
Settlement Statement will be printed from this
file. All other instruments should be printed
from the original file.

Example: 123456A.

If the Closing Agent wants to add additional
language, such as “Intermediary for LSL Title
Company, Inc.,” you can add it to the Title
line in the Signature Block and Notary
Block.
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Tips

1. An alternate way to open the Settlement Statements module is to select
Modules from the menu bar and choose Settlement Statements.

l'Eﬂe

2. " Use the Double Click! feature on line 201 - Deposit or earnest
money to open the Deposit Summary dialog box. NOTE: The Double
Click! feature can also be used to open the Payoff Calculator on line
504, the Itemized Origination Fees and Charges Calculator on line
801, the Title Services Calculator on line 1101 and the Recording
Calculator on line 1202.

3. To itemize origination charges for VA Mortgages, double-click line 801 to
access the Itemized Origination Fees and Charges Calculator, then
click the Insert button to add a blank line where a description and dollar
amount can be typed. A new line should be inserted for each individual
charge. The calculator will automatically add up the charges as they are
entered, and display a total at the bottom of the Amount column. Total
charges in the calculator should not exceed the origination charges entered
outside the column on line 801; if they do DoubleTime automatically adds
the excess amount to the total origination charges listed on line 801. NOTE:
(1) You can display and print a report of the itemized charges by selecting
Reports > Origination Statement from the Menu bar. (2) The
Itemized Origination Fees and Charges Calculator is not available
when you have manually entered detail outside the column in any of lines
804-813.

4. Use the Deposit Summary button, located in the Settlement
Statements toolbar, to open the Deposit Summary dialog box.

5. %= Another way to access the Payoff Calculator is to select line 504 and

click the Payoff Calculator button on the Settlement Statements
secondary toolbar.

6. = Use the Recording Calculator to calculate recording fees for lines

1202 through 1208 on the Recording tab.

7. If you are preparing an Initial Escrow Account Disclosure
Statement, be sure to enter the monthly payment information on the
Reserves tab.

8. In the Print Options window, use the Page Range area to print
individual pages of the GFE HUD.
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9. |&=J] To display the entire GFE HUD, click the Print button on the
secondary toolbar and select the Preview button.

10. You can display any one report selected in the Print What box by clicking
the Preview button. You can also select a report to view by selecting
Reports from the main menu.

11. To print multiple reports at one time, click the More button on the Print
Options window and select as many different reports as needed.

12. IE Click the Calculator button to use the calculator. You can type the
number on the keyboard or use the mouse to click the numbers on the
displayed calculator.

13. If you are printing a HUD-1A for a closing file type of Refinance, click
Format and select HUD-1A. Click Reports or the Print button and select
HUD1-A.

14. If you are printing a Buyer’s Closing Statement, Seller’s Closing
Statement and/or Buyer’s/Seller’s Combined Closing Statement,
in the print preview mode clicking Tools in the menu bar will allow you to
select Page Size (letter or legal) and Page Border (on or off).

15. To obtain a copy of the figures in the Payoff Calculator, leave the Payoff
Calculator window open after the figures have been calculated. Click the
Print button.

16. | &\ | You can choose to display the Closing Statement Alerts at any time

by clicking the Closing Statement Alerts button to check for any
missing items within your closing statement.

17. To fax a GFE HUD from your PC, click the Print button on the secondary
toolbar, select the Printing to fax machine check box, and click the
Properties button. Select your fax in the Printer Setup window and click
OK. This ensures that all the pages of the GFE HUD are faxed as one “print
job”, instead of treating each page as a separate fax.

18. To email a GFE HUD from your PC, select eSolutions while in Print
Preview, and click Email. In order to perform this function, you must be in
preview mode of all Settlement Statements, including the GFE HUD, and
you can only use Outlook or Outlook Express to e-mail from the
Settlement Statement module. A list of participants in reference to your
file are displayed with the opportunity to select their e-mail addresses. Email
addresses need to be established in either the Contacts or Closing File
module on the Phone tab.
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19. In the Settlement Statements module there is a new option available
under the Format menu called GFE Comparison Show Negative
Percentage. This is an option that can be selected on a per file basis when
the lender requests page 3 of the HUD to show a negative percentage in the
Increase Between GFE and HUD-1 Charges column when the total is
a negative number.

20. A Reverse Mortgage checkbox has been added to the Closing File
module > Loans tab > Terms tab. It is used when the loan is a reverse
mortgage. The appropriate compliance items will be reflected on page 3 of
the GFE HUD.

Frequently Asked Questions

Question Answer

1. Why aren’t the doc. stamps You did not insert a property or purchase price
on the deed automatically on the Property tab of the Closing File
calculated on the GFE module.

HUD?

2. Why dont the payoff Payoff loans must be added in the Closing
amount and/or the lender File module > Loans tab. Then the lender
display? will be shown as payee on line 504 in the

work area on the GFE HUD and the payee on
the Balance Sheet. The payoff amount is
entered directly in the Settlement
Statements module. To add the payoff
amount, type the amount or double-click the
payoff line in the GFE HUD to bring up the
payoff calculator. Type the mortgage balance,
per diem interest, and other miscellaneous
fees associated with the payoff. Click OK.
The amount will be displayed in the proper
box.

3. Why can’t | enter data on Certain lines had to be reserved for particular
certain lines (i.e. 506, Verbiage or values required on the GFE HUD.
704)? For example line 704 is reserved for use in

the special circumstance when a real estate
broker is paid some portion of the broker fee
by anyone other than the settlement agent
(e.g. withholding from the deposit).
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Page 640

Question

. What if | have a

transaction that requires
mortgage insurance?

How do I add more lines

to the 1300 series?

How do | add more lines to

the 800 Series of the GFE

HUD for lender fees?

How do | enter a LIP or
Construction Loan
account?

How do | put tax re-
proration language on the
GFE HUD?

How do | enter an
Aggregate Accounting
Adjustment if it is a
negative number?

Answer

When adding the mortgage on the Loans tab
of the Closing File module, select Conv
Ins from the Type drop-down list. In the
Settlement Statements module, enter the
amount of the mortgage insurance premium
on line 902 of the Prepayments tab; then
enter the number of months to be paid in
reserve on line 1003 of the Reserves tab.

Click the Add’l Charges tab, then click the
Insert button. An addendum is automatically
generated, and the addendum total is
maintained on line 1309.

Additional lines cannot be added to the 800
series. However, you can change the
description on lines 806-811. If you have
additional lender fees, you can enter them in
the 1300 series, which permits insertion of
additional lines, if needed. Exercise caution
when doing so, especially when preparing the
GFE HUD comparison charts on page 3.

DoubleTime allows you to enter the LIP
(Loan in Progress) or Construction amount on
Line 104 or 105 of the GFE HUD. Type the
Description in Line 104 or 105 of the GFE
HUD, type the amount of the LIP account in
the Total Amount box. Double-click
Amount Withheld.

You cannot add tax re-proration language
directly to the GFE HUD. However, you can
print the Closing Statement Addendum
document from the Documents module. The
Closing Statement Addendum document
includes the tax re-proration language, as well
as other information, such as the
Disbursement Authorization language.

Type a dash (-), and then type the amount. If
the lender is withholding this amount (to add
it to their net proceeds check) double click the
Amount withheld field.
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Question Answer

10. How do 1 add a payee in Click the Search Contact button on the
the Settlement secondary toolbar to open the Search
Statements module? Contact window. Select or add the contact.

11. How do | type a negative Type adash (-), and then type the amount.
number?

12. How do | show a tolerance Most cures can be shown using lines 205 and
violation that has been 206 on the Buyer Credits tab in the
cured by the lender on the Settlement Statements module. These
GFE HUD? lines allow you to enter or select various

information in the Description, Payor,
GFE Tolerance, and Total Amount boxes.
When the GFE Tolerance “Charge that
cannot increase™ is selected, the description
and dollar amount entered will display on the
GFE-HUD-1 Comparison tab in the first
table titled Charges that cannot increase. All
information will print on page 3 of the GFE
HUD, and the credit for the cure will display
on Page 1 of the GFE HUD along with the
description entered. When the GFE Tolerance
“Charge that in total cannot increase more
than 10%” is selected, the information
displays in the second table titled Charges
that in total cannot increase more than 10%
on the GFE-HUD-1 Comparison tab. The
dollar amount will be included on the Total
line and the Increase between GFE &
HUD-1 Charges line of the table, and all
information will print on page 3 of the GFE
HUD.
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Question Answer

13.How do | change the Oneway toaccomplish thisis in the Closing

holder of the deposit from File module by following these steps:

someone else to our firm ¢ Click on the Deposit tab.

prior to closing? » Click on the Insert button.
 Choose your firm in the drop down field for
Deposit Held By.
* In the Amount field enter the dollar
amount of monies moved to your firm’s trust
account.
* In the Received Date field enter the date
on which the funds were transferred to your
firm’s trust account.
» Select the Amount field on the line of the
former deposit holder.
 Change that amount to 0.00
* Save your work and exit the module.
Note: Sometimes the escrow agent holding
the deposit changes between the time the
information has been entered in DoubleTime
and the date of closing. For example, closing
agents are sometimes required to have all
deposit monies flow through their escrow
account as collected funds as part of the clos-
ing process.

| GFE/HUD-1 700 Series FAQs |

Note: Per the Final Rule, the 700 series itemizes:

* Total of the real estate broker’s commission on line 700

* Split of commission to two or more real estate brokers on lines 701 and 702

» Amount of brokerage commission disbursed at settlement on line 703

* Amount the real estate broker retains from the deposit on line 704

» Any additional charges from the real estate broker (such as an administrative
fee) on lines 705 and 706.

14. How do | enter Broker’s To enter figures for this scenario see below.

commission for  two
Brokers when the Buyer’s
Broker withholds
commission and additional
fees from the deposit?
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Question Answer
» The Closing File module shows Deposit Held By the Buyer’s Broker.

[l Closing File - 700 Series FAQ
General ] Buyer l Seller l Property Deposit l Loan l Participant ] Closing Agent lT'rtIe Agent ] Prepared By l

Deposit Held By | Name | Armount | Received Date |
Buyer's Broker LI Realty Company, Inc. 25,000.00 02M14Ms

* Line 700: Type the total amount of the commission plus any additional fees in
the Total Real Estate Broker Fees box in the work area.

* Line 701: Edit the commission box to show only what the first broker will
receive.

* Select the first Broker’s name from the drop down list.

* Type the amount being withheld from the deposit in the Amount Withheld:
box.

[1i Closing Statements GFE - 700 Series FAQ
General ] Seller Credits l Adjustments - Paid Buyer Credits Adjustments - Unpaid Brokers Loan Fees Pryg

L. Settlement charges i)

700. Total Real Estate Broker Fees $30,250.00 Paid from Paid from

Division of commizsion (line 700) as follows: Borrower's Selers

Funds at Funds at
701. $15,250.00 to Reatty Company, Inc. Settlement Settlement

702. §15,000.00 to (nons)
703. Commisgion paid at =ettlement $15,000.00
704. Amount retained from deposit held $15,250.00 Realty Company, Inc.
T05. to (none)
T06. to (none)
Line #: 701. Borrower: Seller:
Commission:
Rate: [ .ooon% P.O.C. amount: [ .00 5.0q]
Broker: [Reatty Company, Inc. -] Amount withheld: £15,250.0]
POC: [ | Deposit Held by: -

* Line 702: Select the second Broker’s name from the drop down list or click
Search Contacts to select or add a name not shown in the drop down list.

» The commission for line 702 was automatically calculated when the amount
on line 701 was edited.
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Question Answer

* Note: Information automatically displays on line 704 because according to the
Final Rule a real estate agent who is holding the borrower’s deposit and with-
holding commission or fees from that deposit must be identified by name on line
704.

* Line 703: Type the processing fee in the Paid from funds: box for the bor-
rower. Note: The amount of the commission disbursed at settlement (shown on
line 703) is further reduced by the $250 processing fee.

m Closing Statements GFE - 700 Series FAQ

General l Seller Credits l Adjustments - Paid l Buyer Credits l Adjustments - Unpaid Brokers l Loan Fees P
L. Settlement charges 1)
700. Total Real Estate Broker Fees $30,250.00 Paid from Paid from
Division of commission (line 700) as follows: Borrower's Seller's
Funds at Funds at
701, $15,250.00 to Realty Company, Inc. Zettlement Settlement
702. $15,000.00 to (none)
703. Commizsion paid at settlement $250.00 514,750.00
T04. Amount retained from deposit held $15,250.00 Realty Company, Inc.
T05. to (none)
T06. to (none)
Line #: T03. Borrower: Seller:
Description:  |Commission paid at settlement ] Paid from funds: [ 5250.00] 514,750.00]

P.O.C. amount: [ 50.00] 50.00]

Amount withheld: 515,250.00,

* Line 704: DoubleTime automatically displays the description *“Amount
retained from deposit...”

* Edit the POC: box to indicate the party (borrower or seller) who made pay-
ment outside of closing (i.e. POC (B*) $15,250.00).

m Closing Statements GFE - 700 Series FAQ

General ] Seller Credits l Adjustments - Paid l Buyer Credits l Adjustments - Unpaid Brokers Loan Fees
L. Settlement charges i)
700. Total Real Estate Broker Fees $30,250.00 Paid from Paid from
Division of commission (line 700} as follows: Borrowers Seller's
Funds at Funds at

701.515,250.00 to Realty Company, Inc. Settlement Settlement
702. §15,000.00 to (none)
T03. Commission paid at settlement $250.00 514,750.00
T05. to (none)
T06. to (none)

Line #: T04.

Description: |Amuunt retained from deposit held $15,250.00 Realty Co mpanyll

POC: pocC (5% $15,250.00] |
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Question Answer

15. How do | enter Broker’s To enter figures for this scenario see below.
commission for two Brokers

when the Closing Agent holds

the deposit?

* Line 705 and 706: These lines may be used to separate administrative fees
from brokerage commission and to show additional parties sharing in payment
of brokerage commissions.

» Buyer Credit tab /line 506: DoubleTime calculates the charge to the seller
for the remainder of the commission on line 506 which is withheld from the
deposit by the bro-
ker.

E Closing Statements GFE - 700 Series FAQ

General l Seller Credits Adjustments - Paid Buyer Credits l Adjustments - Unpaid l Brokers ] Loan Fees
200. Amounts paid for or in behalf of borrower: 1) 500. Reductions in amount due to seller: 1)
501. Excess deposit (see instructions)
202. Principal amount of new loanis) 475 000.00 (502. Settlement charges to seller (line 1400} 14,750.00
203. Existing loan(=) taken subject to 503. Existing loan(s) taken subject to
204. Principal amount of second mortgage 504. Payoff of first mortgage loan
205. 505. Payoff of second mortgage loan
206. 506. Broker Comm. held from deposit 15,250.00
207. 507.
208. Principal amt of mortgage held by seller 508. Principal amt of mortgage held by seller
209, 509.
209a. 509a.

Line number: 201.

Description: |Depus'rt or earnest meney LI Total Amount: $25,000.00

* To view the additional POC description entered on line 704 as it appears on
the GFE HUD, select Reports > HUD-1 from the menu bar

E Closing Staternents GFE - 700 Series FAQ - Print Preview

HUD-1 U.5. Department of Housing and Urkan Developmeni Page 2
700. Total Real Estate Broker Fees _$30.260.00 Paid from | Paid from
A — - Borrower's Sellers

Divizion of co (line 700) az follows: Funds at Funds at

701. $15.250.00 to Realtv Comoanv. Inc. Se Se

702. 5 15.000.00 to

703. Commission oaid at settlement 250.00 14,750.00

704, Amount retained from deposit held $15.250.00 Realtv Company. Inc. . .. 5.250.00

705, to

705, to

[l Closing File - 700 Series FAQ
General l Buyer I Seller ] Property  Deposit ‘ Lean l Participant ] Closing Agent I Title Agent I Prepared By ]

Deposit Held By | MName | Amount | Received Date |
IClosing Agent - |Richard P. Bruce, Esq. 25,000.00 0214115
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Question Answer

» The Closing File module shows Deposit Held By the Closing Agent.
* Line 700: Type the total amount of the commission plus any additional fees in
the Total Real Estate Broker Fees box in the work area.
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* Line 701: Edit the commission box to show only what the first broker will
receive.
* Select the first Broker’s name from the drop down list.

[1] Closing Statements GFE - 700 Series FAQ
General l Seller Credits. ] Adjustments - Paid l Buyer Credits l Adjustments - Unpaid Brokers Loan Fees

L. Settlement charges i)

700. Total Real Estate Broker Fees $30,000.00 Paid from Paid from

Divizion of commizsion (line 700) as follows: Borrowers Seller's

Funds at Funds. at
701. $15,000.00 to Realty Company, Inc. Settlement Settlement

702, §15,000.00 to (none)
703 $30,000.00
704
705. to (none)
T06. to (none)
Line #: 701 Borrower: Seller:
Commission:
Rate: % P.0.C. amount: [ s.00] .00
Broker: |Rea|ty Company, Inc. Ll Amount withheld:
POC: [ | Deposit Held by: [ -]

 Line 702: Select the second Broker’s name from the drop down list or click
Search Contacts to select or add a name not shown in the drop down list.

» The commission for line 702 was automatically calculated when the amount
on line 701 was edited.

E Closing Statements GFE - 700 Series FAQ

General l Seller Creditz l Adjustments - Paid Buyer Credits Adjustments - Unpaid Brokers l Loan Fees
L. Settlement charges i)
700. Total Real Estate Broker Fees $30,000.00 Paid from Paid from
Divizion of commigsion (line 700) as follows: Borrowers Sellers
Funds at Funds at
701. $15,000.00 to Realty Company, Inc. Settlement Settlement
T02. $15,000.00 to Sunshine Realty, Inc.
703. $30,000.00
T04.
T05. to (none)
T06. to (none)
Line #: 703. Borrower: Seller:
Description: -1 Paid from funds: | soo]  s30,000.00
P.O.C. amount: [ s0.00] 50.00]

Amount withheld: 50.00]

 Line 703: This line is automatically calculated for this scenario, where the
Closing Agent holds the deposit. If administrative/processing charges are to be
paid in addition to the brokerage commission, enter them in the appropriate
Paid from funds box.

* Line 704: This line is not used when the Closing Agent holds the deposit.

* Line 705 and 706: These lines may be used to separate administrative fees
from brokerage commission and to show additional parties sharing in payment
of brokerage commissions.
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16. How do | enter Broker’s To enter figures for this scenario see below.
commission for two Brokers

when the Closing Agent holds

the deposit and one Broker has

additional fees?

» The Closing File module shows Deposit Held By the Closing Agent.
* Line 700: Type the total amount of the commission plus any additional fees in
the Total Real Estate Broker Fees box in the work area.

E Closing Statements GFE - 700 Series FAQ

General l Seller Credits l Adjustments - Paid l Buyer Credits l Adjustments - Unpaid l Loan Fees

L. Settlement charges i)

700. Total Real Estate Broker Fees $30,250.00 Paid from Paid from

Division of commission (line 700} as follows: Borrower's Sellers

Funds at Funds at

701.530,250.00 to Realty Company, Inc. Settlement Settlement

702 to Sunshine Realty, Inc.

703, $30,250.00

T04.

705. to (none)

706. to (none)

Line

# Description Basis Amount
700. Total Real Estate Broker Fees ssoo,000.00 @ [ .0000)% = | §30,250.00

* Line 701: Edit the Commission: box to show only what the first broker will
receive.

* Line 702: Select the second Broker’s name from the drop down list or click
Search Contacts to select or add a name not shown in the drop down list.

» The commission for line 702 was automatically calculated when the amount
on line 701 was edited.Line

» 703: Type the additional fee in the Paid from funds: box for the borrower.
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» The amount of the commission paid by the seller is reduced by the amount of
the additional fee.

E Closing Statements GFE - 700 Series FAQ

General l Seller Credits l Adjustments - Paid l Buyer Credits l Adjustments - Unpaid Brokers l Loan Fees
L. Settlement charges i)
700. Total Real Estate Broker Fees $30,250.00 Paid from Paid from
Divizion of commission (line 700) as follows: Borrower's Seller's
Funds at Funds at
T01. §15,250.00 to Realty Company, Inc. Settlement Settlement
T02. 515,000.00 to Sunshine Realty, Inc.
T03. $250.00 $30,000.00
T04.
T05. to (nonej
T06. to (nonej
Line #: 703, Borrower: Seller:
Description: | | Paid from funds: [ 250,00 <f0,000.00]
P.0.C. amount: [ 50.00] s0.00]

Amount withheld:
* Line 704: This line is not used when the Closing Agent holds the deposit.
* Line 705 and 706: These lines may be used to separate administrative fees
from brokerage commission and to show additional parties sharing in payment
of brokerage commissions.
17. How do | enter Broker’s To enter figures for this scenario see below.
commission for two Brokers
when the Buyer’s Broker
withholds commission from
the deposit?
 The Closing File module shows Deposit Held By the Buyer’s Broker.

[Z1i Closing File - 700 Series FAQ
General ] Buyer l Seller ] Property ~ Deposit l Loan l Participant ] Clo=ing Agent lT'rtIe Agent ] Prepared By l

Deposit Held By | Name | Amount | Received Date |
| Buyer's Broker LI Realty Company, Inc. 2,500.00 02141 E{

* Line 700: Type the total amount of the commission (no additional fees) in the
Total Real Estate Broker Fees box in the work area.

* Line 701: Edit the Commission: box to show only what the first broker will
receive.
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* Type the amount being withheld from the deposit in the Amount withheld:
box.

E Closing Statements GFE - 700 Series FAQ

General l Seller Credits Adjustments - Paid Buyer Credits Adjustments - Unpaid Brokers l Loan Fees

L. Settlement charges .1}

700. Total Real Estate Broker Fees $30,000.00 Paid from Paid frem
Division of commission (line 700) as follows: Borrower's Seller's
Funds. at Funds at
Smn | L
702. $15,000.00 to (none)
703. $27,500.00
704. Amount retained from deposit held $2,500.00 Realty Company, Inc.
705, to (none)
T06. to (none)
Line #: 701. Borrower: Seller:
Commission:
Rate: % P.0.C. amount: [ .00 5.00]
Broker: [Reatty Company, Inc. -] Amount withheld:

POC: | Deposit Held by: |Rea|ty Company, Inc. Ll

* Line 702: Select the second Broker’s name from the drop down list or click
Search Contacts to select or add a name not shown in the drop down list.

» The commission for line 702 was automatically calculated when the amount
on line 701 was edited.

* Note: Information automatically displays on line 704 because according to the
Final Rule a real estate agent who is holding the borrower’s deposit and with-
holding commission or fees from that deposit must be identified by name on line
704.

¢ Line 703: Only the amount of the commission actually disbursed at settlement
is displayed in the column on this line.

 Note: An additional charge for the remainder of the commission is automati-
cally charged to the Seller on line 506.

e Line 704: DoubleTime automatically displays the description ““Amount
retained from deposit...”

Page 650 DT Version: 8.1



Settlement Statements Using a GFE HUD

Question Answer

* Edit the POC: box in the work area to indicate the party (borrower or seller)
who made payment outside of closing (i.e. POC (B*) $2,500.00).

m Closing Statements GFE - 700 Series FAQ

General l Seller Credits l Adjustments - Paid l Buyer Creditz l Adjustments - Unpaid Brokers l Loan Fees
L. Settlement charges i)
700. Total Real Estate Broker Fees $30,000.00 Paid from Paid from
Divigion of commission (line 700) as follows: Borrower's Sellers
Funds at Funds at

701. §15,000.00 to Realty Company, Inc. Settlement Settlement
T02. 515,000.00 to Sunshine Realty, Inc.
703. 527,500.00
T05. to (none)
T06. to (none)

Line #: T04.

Description: |Amuunt retained from deposit held $2 500.00 Realty Company, LI

POC: poc (8% £2,500.00 |

Training Workbook: August 2018

* Line 705 and 706: These lines may be used to separate administrative fees
from brokerage commission and to show additional parties sharing in payment
of brokerage commissions.

» Buyers Credit tab /line 506: DoubleTime calculates the charge to the seller
for the remainder of the commission on line 506 which is withheld from the
deposit by the broker.

E Closing Statements GFE - 700 Series FAQ

General ] Seller Credits l Adjustments - Paid Buyer Credits Adjustments - Unpaid Brokers Loan Fees

200. Amounts paid for or in behalf of borrower: i) 500. Reductions in amount due to seller: i)

201. Depoesit or earnest money 501. Excess deposit (see instructions)

202. Principal amount of new loan(s) 475,000.00 (502. Settlement charges to seller (line 1400} 27,500.00
203. Existing loan(s) taken subject to S03. Existing loan(s) taken =subject to

204. Principal amount of second mortgage 504. Payoff of first mortgage loan

205. 505. Payoff of second mortgage loan

206. S06. Broker Comm. held from deposit 2 500.00
207. 507.

208. Principal amt of mortgage held by =eller S08. Principal amt of mortgage held by =zeller

209. 509.

209a. S0%a.

Line number: 201.

Description: |I}epus'rt or earnest money LI Total Amount: £2,500.00)

* To view the additional POC description as it appears on the GFE-HUD, select
Reports > HUD-1 from the menu bar.
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GFE/HUD-1 800 Series FAQs

Per the Final Rule, lines 801 through 803 detail the lender’s adjusted
origination charges.

» The GFE Tolerance for lines 801 - 803 is predetermined by the Final Rule
as “Charge that cannot increase,” and cannot be changed.

* Line 801 lists the lender’s origination charge, except the credit or charge for
the specific interest rate chosen (points). The lender’s origination charge encom-
passes all the lender’s charges for the transaction including all fees for the
administration, processing and underwriting of the loan. This amount is listed
outside the column and rolls up into line 803.

* Line 802 is used to credit or charge (points) for the specific interest rate cho-
sen. It no longer contains the mortgage broker name or direct reference to Yield
Spread Premium (YSP). This amount is listed outside the column and rolls up
into line 803.

* Line 803 is a roll up line (the sum of lines 801 and 802) and is listed inside
the column. This amount can be zero or a positive number. In the case of a “no
cost” loan, the amount may be a negative number. DoubleTime automatically
calculates the sum of lines 801 and 802 and displays the total inside the column

at line 803.
1. How Do | enter a rate To enter figures for this scenario see below.
based payment in

DoubleTime, such as YSP,
using the GFE HUD?

* Line 801: Type the origination charge, not including the YSP charge, in the
Outside CImn Amt: box of the work area.

* For loans originated by mortgage brokers, the amount on line 801 must also
include all charges to be paid by the borrower for the loan origination and
include any payments (including YSP) from the lender to the mortgage broker
for the loan origination.

* Line 802: Type the amount of the charge or credit (as a negative number) in
the Outside CImn Amt: box of the work area.
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Question Answer
* Line 803: DoubleTime calculates the total and displays it inside the column.
m Closing Statements GFE - 800 Series FAQ
General l Seller Credits. ] Adjustments - Paid l Buyer Credits l Adjustments - Unpaid ] Brokers Loan Fees
800. ltems Payable in Connection with Loan: i) Paid from Paid from
Borrowers Seller's
Funds at Funds at
Settlement Settlement
801. Our origination charge 26,000.00 (from GFE #1)
802. Your credit or charge (peints) for the specific interest rate chosen 5-3,000.00 (from GFE #2)
803, Your adjusted origination charges (from GFE #A) 3,000.00
804. Appraizal fee to (from GFE #3)
805. Credit report to (from GFE #3)
206. Tax service to (from GFE #3)
807. Flood certification to (from GFE #3)
808. to
809, to
a10. to
a11. to
812, to
813. to
Line #: 203, Borrower: Seller:
Description: |Yc|ur adjusted origination charges LI Paid from funds: | SS,DUU.UU” S.UU|
Payee: |Bank of Florida LI P.O.C. amount: | S.UU” S.UU|
POC: | Amount withheld:
GFE Tolerance:  [Charge that cannot increase -] Loan statement: First hd

2. How do I enter a “No Cost  To enter figures for this scenario see below.

Loan” in DoubleTime
using the GFE HUD?

* Line 801: Type the amount of the origination charge in the Outside Clmn
Amt: box of the work area.

* Line 802: Type the total amount (as a negative number) of the origination
charge plus all of the third party fees.
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Question

Answer

* Line 803: Select line 803 and DoubleTime automatically calculates the sum
of lines 801 and 802 and displays it inside the column.

E Closing Statements GFE - 800 Series FAQ

General l Seller Credits l Adjustments - Paid l Buyer Creditz l Adjustments - Unpaid Brokers LO&HFEBS
800. itemns Payable in Connection with Loan: i) Paid from Paid from
Borrower's Seller's
Funds at Funds at
Settlement Setftlement
201. Our origination charge 25,000.00 (from GFE #1})
203. Your adjusted origination charges (from GFE #A) (540.00)
204, Appraisal fee to (from GFE #3)
805. Credit report to (from GFE #3)
806. Tax service to (from GFE #3)
807. Flood certification to (from GFE #3)
208, to
209. to
a10. to
a11. to
212 to
&13. to
Line #: 802 Borrower: Seller:
Description: |Yuur credit or charge (points) for the specific interest ratll Paid from funds: | S.UD" S.UU|
Percent: P.O.C. amount: | S.UD" S.UU|
POC: [
GFE Tolerance: |Chargethat cannot increase LI
Outside Clmn Amt: 5-6,540.00)
3. What if the lender To enter figures for this scenario see below.

withholds a portion or all
of the origination charge
(line 803)?

* Subtract the amount of the YSP from the
portion that the lender is withholding from the
Adjusted Origination Charges on line
803, typically resulting in a negative number.
* Type that number in the Amount withheld

box for line 803

* Select Reports > Loan Closing State-
ment from the menu bar
* You may save or print the report if needed.

* In the Balance Sheet module, the dis-
bursement amount for line 803 will be the
total amount payable to the mortgage broker.

* \erify the payee for the line 803 disburse-
ment, select the mortgage broker’s name if

necessary
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4. What if the lender does not  TO enter figures for this scenario see below.
withhold the origination * Type the YSP as a negative number in the
charge (Line 803)? Amount withheld box for line 803

* Select Reports > Loan Closing State-
ment from the menu bar

* You may save or print the report if needed

* In the Balance Sheet module, split the
disbursement amount for line 803 between
the lender and the mortgage broker.
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Import Fund Data File

Concept

If you order Commitments from a Fund branch, you can also request a Fund Data
File. With a Fund Data File, you can import the data from the product into a new or
existing DoubleTime Closing File. In addition to the exceptions and requirements,
you can import other transaction information directly into DoubleTime data fields,
such as Buyer and Seller Name(s) with Status, Lender Name, and Legal
Description.

Objective

The objective of this lesson is to show you how to import a Fund Data File and
establish a new Closing File in DoubleTime from the information in the data file.

Importing a Fund Data File

What You Do Comments

1. Select File > Import The Select Import File window is

Fund Data File From > displayed.
File from the main menu
bar.

2. Select the Fund branch Forexample: 04-2011-1181FPX.FPX

product you have
downloaded from email or
Propel.
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What You Do Comments

3. Click Open. The Closing File Selection window is
displayed. You can import this information
into either a New Closing File or Existing
Closing File. The New Closing File and
Sale are the defaults, and can be changed.

4. In the New Closing File
Name box, type
PoeToPanasevich.
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What You Do

Comments

5. Click OK. Scroll Down The Fund Data File Import window is
and look at the various data  displayed.

fields that are ready to

import.

m Fund Data File Import - PoeToPanasevich

ool el

Import Data ltems
.= General Information
Branch File Number
Sales Price
Tax Unpaid Year
= Seller Names With Status
L= Closing Location
- Borrowers
L= Contact
= Contact Address
L= Contact Phone
= Contact Email
L= Borrower Signatories
(= Sellers
L= Contact
L= Contact Address
L= Contact Phone
= Contact Email
= Seller Signatories
.= Properties
L= Property
£ Long Legal Description
L= Recording Information
= Deposits
L= Contact
= Contact Address
L= Contact Phone
|= Contact Email
.= Loans
L= Loan
L= Contact

m

Import? Fund File Data

Current File Data

04-2011-1181

685000.00

{2011

= = =

ohn A Poe and Marva L. Poe

[0 |Cot 34, Black "F", and that part of strip marked "
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What You Do Comments

6. Select or deselect check This indicates what information will be

boxes in the Import imported from the file.
column.

Import? Fund File Data Current File Data

04-2011-1181
Bd |685000.00
BT o

Hohn A. Poe and Marva L. Poe

The Fund Data File Save window opens,
7. [Jon the secondary asking if you want to save the Fund Data

toolbar, click Close. File.
8. Click Yes. A message displays stating “Congratulations
on the successful import of the Fund Data
File.”
9. Click OK. A message displays stating “Do you want to
switch to the active Closing File to [new file
name].”
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What You Do

10. Click Yes.

11. On the main toolbar,
click Open Closing File.

Comments

The message window closes and the new file
becomes the Active File in DoubleTime.

The Closing File module opens for the new
file. All imported information displays. Each
tab can now be completed with any additional
information necessary to complete the file.
NOTE: Use the tabs in this module and go to
the Property > Legal tab and see that the
lengthy legal description has been imported!

m Closing File - PoeToPanasevich

General lEluyer l Seller ] Property l Deposit l Loan l Participant l Closing Agent lTitIe Agent l Prepared By l

=N BN x5

M| »

Details

Closing File No. Date Opened  Status Type Sales Price Will Call No
[PoeToPanasevich [ 07119116  [Open | [Sale ~| | $685,000.00 |

Account Dates

No. Closing Disbursement Proration Taxes Paid Thru  Contract
|(nane) ~| | ooio/00 || oo0/00/00 w|| 00/00/00 w|[ 00/00/00 w|| 00/00/00 |

Source File: Branch: |(n0ne}

| Import File Number: [04-2011-1181

Voucher Reference:|

Rating Type: |Basic |

4 (1]

12. [¢jon  the secondary
toolbar, click Close.
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The Closing File module is closed.
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Tips

1. Filter On — is activated when importing a file. It displays only boxes
that include data from the Import file.

2. Filter Off — displays all boxes on the window, whether or not they
contain data.
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BleSolutions Electronic Payment

Concept

Electronic Payment is available as part of the Electronic Delivery wizard within
the Premium Calculation (Rating) module. There is also a separate Electronic
Payment feature available on the main toolbar and on the eSolutions menu of
DoubleTime. The Electronic Delivery wizard within the Premium Calculation
(Rating) module only processes the transmission of the policy premium for an active
closing file that was just completed. In the eSolutions Electronic Payment
option, you can pay for multiple invoices across closing files, as well as for individual
files. This is very useful when only some users are authorized to make payments, such
as bookkeepers.

Objective

The objective of this lesson is to show you how to make an electronic payment to The
Fund for multiple closing files.

Making Electronic Payments For Multiple Files

What You Do Comments

1. H Click the Electronic The Electronic Payment-Invoice
Payment button on the Selection window is displayed. You can
main toolbar. select invoices by Title Agent, Branch,

Closing Date or Invoice Date range, and
Closing File Number. The default is by
Invoice Date. NOTE: You may also select
eSolutions > Electronic Payment from
the main menu bar to access the multiple
electronic payment function.
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eSolutions Electronic Payment

What You Do

2. Select Closing Date in
the Date  Selection
Criteria area.

3. Type 0101CY (CY =
current year) in the To date
box.

4. Click OK.

5. Click the Select ALL
Invoices for Payment
button.

%

k5]

6. L Click the Submit
Selected Invoices for
Payment button.
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Comments

The To date defaults to the current date.

NOTE: You can also click down arrow in the
To date box to use the calendar option, if

desired.

[ =

22 3 2-: 25 2 IS-. 27 28
&» 2 3 4 5 6§ 7
8 9 1w 1 12 13 14
15 16 17 18 19 20 21
22 23 24 2% 26 27 28
29 30 AN 1 2 3 4
2 Today: 7/19/2016

The Electronic Payment - Invoice
Selection for Payment window is
displayed. All invoices within the specified

time frame are displayed.

Check marks are displayed in the Select
column for the all listed closing files.

The eSolutions Electronic Payment
window is displayed.
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What You Do Comments

7. Click Next. The Login window displays requiring your
FundNet User 1D and Password. NOTE: Your
Administrator will authorize which users will
have access to the electronic payment
function. If you are authorized, you may
establish access in DoubleTime for your user
ID by selecting Preferences > User
Settings from the main menu bar, and then
accessing the Electronic Delivery tab.

8. Enter your User ID and You may click the Remember User ID

Password. and Password box, to avoid re-typing it
each time.
9. Click Next. The Electronic Payment wizard is

displayed, connecting to The Fund for
electronic payment. If previously selected in
the Closing File module, the Account No.
and Bank number will display. Click the Get
Accounts button to select a bank account
from those that are set up in Preferences >
Account Maintenance.

10. Enter the Routing No for This is a nine-digit number. Routing and
the selected account. Account numbers can be added as defaults
under Preferences > Account

Maintenance.

11. Click Submit Payment.  The Electronic Payment wizard is
displayed. Upon completion, the Invoice
Payment Confirmation can be printed for
your records. You can also print the invoice(s)
with the Payment Confirmation Number from
Fund Policy Premium Invoices in the
Reports module.

12. Click Print. The ePayment Confirmation window is
displayed. Confirm the transfer of the
confirmation into Escrow accounting.

13. Click Finish. The eSolutions Electronic Payment
window is closed and the Invoice Selection
window is displayed. This window will
indicate that all selected invoices meeting the
Search criteria have been paid.
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What You Do Comments
14. Click OK. The Invoice Selection window is displayed
for you to make another selection.
15. Click Cancel. The Electronic Payment - Invoice

Selection window is closed.
Tips

1. Once electronic payments are made, you will be prompted to bring in the
confirmation number(s) when going into the Escrow Accounting
module.
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Serialized Forms Module

Concept

The Serialized Forms module contains three components: Create Forms
Inventory, Delete Forms Inventory, and Forms Tracking. Create Forms
Inventory is used to add form numbers supplied by the underwriter to your inventory.
This includes all owner and mortgagee policies, and serialized endorsements. The
forms are selected and printed in the Documents module with information entered in
the Closing File, Commitment and Policy modules. Fund serialized form
numbers can be assigned electronically using eSolutions. For more information,
select Help > Tutorials > DoubleTime from the main menu bar.

Objective

The objective of this lesson is to add serialized forms for the Owner and Mortgagee
policies. You will also learn how to delete forms from the inventory.

Creating Forms Inventory

What You Do Comments

1. Select Modules > The Create Forms Inventory window is
Serialized Forms > displayed with Richard P. Bruce, Esq. as
Create Forms the Title Agent.

Inventory from the main
menu bar.

m Create Forms Inventory

Title Agent

|Richard P. Bruce, Esq. j

Underwriter | Form Type | Prefix | Start No End No Revd Date

DO -] os012015
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What You Do

2. Select OIld Republic
National Title
Insurance  Company/
AFTS from the
Underwriter drop down
list.

3. Select Owner Policy
(OF6) from the Form
Type drop down list.

4. Type OF6 in the Prefix
column.,

5. Type 5001 in the Start No
box.

6. Type 5005 in the End No

Comments

OF6 displays in the Prefix column.

This is the beginning number for the owner
policies supplied by the underwriter.

This is the ending number for the owner

box. policies.
E Create Forms Inventory
Title Agent
|Richard P. Bruce, Esqg. j
Underwriter | Form Type | Prefix | Start No End No Revd Date
Old Republic MNational Title Insurﬂ Cwner Policy (OF6) ﬂ OF6 5001 5005 05/01/2015

7. |&]on the secondary
toolbar, click the Insert
button.

8. Click the Form Type box
and select Mortgagee
Policy (MF6).

9. In the Start No box, type
7001.

10. TAB to the End No box,
type 7005.
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A second inventory line is created with Old
Republic National Title Insurance
Company/ATFS as the Underwriter.

MF6 is displayed in the Prefix box.
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What You Do Comments
m Create Forms Inventory
Title Agent
|Richard P. Bruce, Esq. j
Underwriter | Form Type | Prefix | Start No | End Mo | Revd Date
Old Republic National Title Insurﬂ Owner Policy (OF6) j OF6 5001 5005 05/01/2015
Old Republic National Title Insurﬂ Mortgagee Policy (MFE) ﬂ MF6& 7001 7004 05/01/2015

11. On the secondary The Create Forms Inventory save dialog
toolbar, click the Close boxis displayed.
button.

12. Click Yes. The forms are saved in the inventory and the
window is closed.

Deleting Forms Inventory

What You Do Comments

1. Select Modules > The Delete Forms Inventory window is
Serialized Forms > displayed with Richard P. Bruce, Esq. as

Delete Forms the Title Agent.
Inventory from the main
menu bar.
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What You Do Comments
E Delete Forms Inventory
Title Agent
Richard P. Bruce, Esq. j
Underwriter Name | Form Type | Prefix Start No End No
| S -

2. Select OIld Republic
National Title
Insurance  Company/
ATFS from the
Underwriter Name drop
down list.

3. Select Mortgagee Policy
(MF6) from the Form
Type drop down list.

4. Type 7004 in the Start No
box.

5. Type 7005 in the End No
box.

This selection will allow you to delete
mortgagee policy forms from the inventory
for Old Republic National Title
Insurance Company/ATFS.

This is the beginning number of the forms you
want to delete.

This is the ending number of the forms you
want to delete.

m Delete Forms Inventory

Title Agent

Richard P. Bruce, Esq.

-]

Underwriter Name |

Form Type | Prefix Start No | End No |
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Old Republic National Title Insurance ﬂ Mortgagee Policy (MFE) 7004 7005

j MF6

6. || Click the Close The Delete Forms Inventory window is
button on the secondary displayed.
toolbar.
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What You Do

7. Click Yes.

8. Click Yes.

9. Click Yes.

Page 670

Comments

The Warning Deleting Forms dialog box
is displayed.

The Final Warning dialog box is displayed.

The Delete Forms Statistics dialog box is
displayed showing the total number of forms
selected and deleted.
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What You Do Comments

10. Click OK. The forms are deleted and the Delete Forms
Inventory window is closed.

Tips

1. If the Underwriter or Agent Name lists do not include the names you
need, use the Contacts module to add them.

2. When a form is added to the Forms Inventory, the initial status is
Received.

3. When a form is selected in the Title Insurance module, the status is
changed to Used.

4. To review the inventory of all forms for the agent, select Modules from the
menu bar, select Serialized Forms, and then choose Forms Tracking. In
the Select Serialized Forms window, identify the Underwriter and
Agent and select All for the Form Type.

5. Use the Form Comments tab if a Form Status is changed to
Transferred or Canceled.

6. To generate a report for a form type, select Reports from the menu bar,
then choose Serialized Forms.

7. You may delete a Serialized Form from DoubleTimes Forms
Inventory, however, this action does not alert ATFS that a jacket has been
deleted. Users must also contact The Funds HelpDesk.
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=
=
3

Forms Tracking Module

Concept

The Forms Tracking module contains the status, comments, and history of each
form created in Create Forms Inventory and eSolutions delivery of serialized
forms. The final status of each form can be displayed in a report format, using
Serialized Forms and/or Serialized Forms Electronic Delivery reports in the
Reports module.

Objective

The objective of this lesson is to show you how to change the status of the owner’s and
mortgagee policies from Used to Sent to Underwriter.

Assigning A Form To A Closing File & A Form Status

What You Do Comments

1. |&]On the main toolbar, The Select Serialized Forms window is
click the Forms (displayed.

Tracking button.
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What You Do

2. Select OIld Republic
National Title
Insurance  Company/
ATFS from the
Underwriter drop down
list.

3. Click OK.

Comments

The Forms Tracking window is displayed.
The forms that match the search criteria are
displayed in the Inventory Status tab.

[ Forms Tracking - MF6 - 7001

Inventory Status l Form Comments l Form History l

Form Number

MF6 - 7001

Form Type
Mortgagee Policy (MFE)

MF6 - 7002 Martgagee Policy (MF6)

Closing File Number Serial # Type |~

Paper

Paper

MF6 - 7003 Martgagee Policy (MFG

Paper

MF6 - 901283 Mortgagee Policy (MF6

Glenn To Thomas Electronic

(
(
MF6 - 8011163 (

)
)
Mortgagee Policy (MFE)

2011-034 Electronic

Underwriter / Agent

Underwriter |Old Republic National Title Insuranc:

Agent |Richard P. Bruce, Esq.

Agent # (8999

Assignment

Form Status Assigned To

Recoed KAl

4. Scroll to OF6-5005, one
of the jackets you placed
into inventory.

| Click the Close

button on the secondary
toolbar.

&

Active
Button.

Click the Switch
Closing File
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Displayed in the lower portion of the window
are the Underwriter, Agent, and Agent #
associated with the selected form.

NOTE: The Closing File Number column
is blank next to OF6-5005.
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What You Do Comments

7. The Closing File
Selection window is
displayed.

8. Type Poe in the Closing The PoeToPanasevich file is retrieved,

File Number box and then displayed, and highlighted.
click Browse.

9. Click OK. The active Closing File switches to
PoeToPanasevich.

10. Press CTRL+ALT+P to The Title Insurance Policy window for the

open the Title Insurance active Closing File displays.
> Policy module.

11. Select Richard P. Bruce
from the Signatory drop
down list.

12. Select OIld Republic
National Title
Insurance  Company/
ATFS from the
Underwriter drop down
list.
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What You Do Comments

m Title Insurance Policy - PoeToPanasevich

OWI'IETIRecord Deed l Owner Except ] Endorse Owner | Mortgagee l Record Mtg l Mtg Except l Endorse Mtg

[#] Policy Required

Policy Type [Owner Policy (OF6) |
Template |FUND 06 Owner's Policy (OF6) ﬂ [ Standard
Signatory|Richard P Bruce ﬂ
WA O Repubic Nicna Tife suiance Company /ATFS ]
Paolicy N0_| ﬂ
Amount 0f|nsurance| $665,000.00 Date of Policy | 00/00/00 at |UU:UU AM  Issue Date| 07/19/16

Name of Insured [Michael R. Panasevich and Sharon A. Panasevich

13. Click on the drop down
arrow for the Policy No.
box.

E Title Insurance Policy - PoeToPanasevich
Owner lRecord Deed l Owner Except l Endorse Owner | Mortgagee | Record Mtg l Mtg Except l Endorse Mtg

[#] Palicy Required

Policy Type [Owner Policy (OF6) |
Template |FUND 06 Owner's Policy (OF6) ~| | Standard
Signatory |Richard P. Bruce |
Underwriter|0|d Republic Mational Title Insurance Company / ATFS ﬂ
Palicy Mo. -
Amount of Insurance | OF6-5001 Date of Palicy | 00/00/00 at [00:00 AM  Issue Date| 07/19/16
OF6-5002
MName of Insured nd Sharon A. Panasevich
OF6-5003
OF6-5004
OF6-5005
14. Select OF6-5001. This associates this policy jacket with the

closing file.

15. || cClick the Close Youare prompted to save changes.
button on the secondary
toolbar.
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Page 676

What You Do
16. Click Yes.

17. On the main toolbar,

click the Forms
Tracking button.

18. Select Old Republic

National Title
Insurance  Company/
ATFS from the
Underwriter drop down
list.

19. Click OK.

20. Scroll down and select
OF6-5001.

21. Select Sent to
Underwriter from the
Form Status drop down
list.

Comments

Your changes are saved.

This takes you back to the Forms Tracking
module.

The Forms Tracking window is displayed.
The forms that match the search criteria are
displayed in the Inventory Status tab.

The Closing File Number column reflects
that this jacket is now associated with the
PoeToPanasevich file. The Form Status
box reflects the jacket’s current status as
Used.

NOTE: If the policy is sent to The Fund
electronically, even if it is a paper form,
DoubleTime will automatically give the
Form Status of Sent to Underwriter.

E Forms Tracking - OF6 - 5001

Inventory Status l Form Comments l Form History l

Agent # 3999

Form Number Form Type Closing File Number Serial # Type -
OF6 - 5001 Owner Policy (OF6) PoeToPanasevich Paper
OF6 - 5002 Cwner Policy (OF6) Paper
OF6 - 5003 Owner Policy (OF6) Paper
OF6 - 5004 Owner Policy (OF6) Paper ‘E ‘
OF6 - 5005 Cwner Policy (OF6) Paper [
Underwriter / Agent Assignment
Underwriter |Old Republic National Title Insuranc: SR Assigned To
Agent |Richard P Bruce, Esq. | LI
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What You Do

22. B ]on
toolbar,
button.

the secondary
click the Save

Viewing A Form History

What You Do

1. Click the Form History
tab.

Comments

The changes are saved.

Comments

The Form History tab is displayed. This is a
display-only window showing Form Status,

Status Date, Closing File No., and
Assigned To for the selected form.

[z Forms Tracking - OF6 - 5001

Inventory Status | Form Comments ~ Form History l

Form Status Status Date
5/1/2015 00:00:00
71972016 15:47-45

T119/2016 15:51:17

Closing File No. Assigned To

Received
Used

Sent To Underwriter

PoeToPanasevich

2. ] cClick the Close The Forms Tracking module is closed.
button on the secondary
toolbar.

Tips
1. An alternate way to open the Forms Tracking module is to select

Modules > Serialized Forms > Forms Tracking from the menu bar.

2. If the Underwriter or Agent Name lists do not include the names you
need, use the Contacts module to add them.
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3. When a form is added to the Forms Inventory, the initial status is
Received. When a form is prepared in the Policy module, the status is
changed to Used.

4. To review the inventory of all forms for the agent in the Select Serialized
Forms window, identify the Underwriter and Agent and select All for
the Form Type.

5. Use the Form Comments tab if a Form Status is changed to
Transferred or Canceled and type the information pertinent to the form.
You can use the Spell Check icon for this tab.

6. To generate a report for a form type, select the Reports module on the main
toolbar and choose Serialized Forms.

7. Toreturn a Serialized Form to Forms Inventory after associating it to a
file, within Serialized Form/Forms Tracking, change the status to
Received. It is then available for another file.
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Tutorials
Concept

The built-in Help menu within DoubleTime contains access to Tutorials. It consists

of stand alone self paced eLearning programs. These are accessed by choosing Help >
Tutorials > DoubleTime.

Objective
The objective of this lesson is to acquaint you with the built in Tutorials.

Run Tutorial

What You Do Comments

1. Click Help >Tutorials > The eSolutions Overview tutorial will
DoubleTime on the menu begin. This tutorial demonstrates how to use
bar. the eSolutions features for Fund Forms and

Electronic Payment.

2. Click Enable This part of the tutorial begins with
eSolutions Features. instructions on how to set up the Electronic
Delivery features and explains the process to
obtain a commitment number electronically.

Training Workbook: August 2018 Page 679



Tutorials

Page 680

What You Do

3. Continue to follow the

directions in the dialog box
on which buttons to click
throughout the Tutorial to
obtain  instruction  on
requesting  commitment
and policy forms
electronically.

Comments

After requesting commitments and policies
electronically, the Tutorial will instruct you on
how to file your policies and endorsements

electronically.
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What You Do Comments

4. Continue to proceed A message will dlsplay Confirming the
following the directions in Electronic  Delivery Process has been
the dialog box on which completed.
buttons to click throughout
the tutorial on electronic
policy processing.
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What You Do Comments

5. Upon completion of the A window displays stating if there are any
Tutorial, click Exit. additional questions or if you need assistance,
please click the Contact Us button for our
toll free Help Desk number and web site

addresses.

6. Click Exit. The Tutorial ends and DoubleTime is
displayed.
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Checklist Module

Concept

The Checklist module is where you create and manage automated “to-do” lists for
various types of transaction files and the location where you can associate a particular
checklist with a closing file. Checklists display all the actions (tasks) that you want to
track. The actions on a stock checklist can be customized for a particular closing file
without impacting the stock checklist form. There are different standard checklists
available, based on the closing type. In the Checklist >Template Maintenance
module, user-defined checklists can be added.

Objective

The objective of this lesson is to show you how to create and customize a user-defined
checklist template in the Checklist module. Then you will select the new template in
the Checklist module for closing file PoeToPanasevich, track actions, and log a
problem.

Viewing A Checklist

What You Do Comments

1. Select Modules > The Checklist Template Maintenance
Checklist > Template Wwindow is displayed. The default template is
Maintenance from the DoubleTime Training Seminar
menu bar. Checklist Template.

m Checklist Template Maintenance

Template
|D0ubIeTime Training Seminar Checklist Template ﬂ
Action Alert Days Responsible
Category Description Before Party Publishable
+01 RECEIVE CONTRACT/ORDER FOR CLOSING D -

+02 GATHER TITLE INFORMATION
+03 GATHER MON TITLE INFORMATION
+04 ORDER SERVICES
+05 TITLE WORK
+06 SCHEDULE CLOSING
+07 PREPARE FOR CLOSING
+08 PREPARE RECONCILIATION
+09 PREPARE DISBURSEMENTS
+10 POST CLOSING
11 CLOSE FILE

|

X

|

X

X

|

X

jl

(KRN | KN {RN {8 {KE RN {RE{KN
<

|
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What You Do

2. Select Stock Template
For Residential
Purchase and Sale -
New Loan from the
Template drop down list.

w
!

Click the Expand All
button on the secondary
toolbar.

Comments

The Stock Template For Residential
Purchase and Sale — New Loan template
is displayed.

All levels for each category display.
NOTE: To expand one specific category,
click the plus sign (+) by the category number.
To collapse one specific category, click the
minus sign (-) by the category number.

ﬁ Checklist Template Maintenance
Template
|Stock Template For Residential Purchase and Sale - Mew Loan ﬂ
Action ‘ Alert Days Responsible ‘
Category Description Before Party Publishable
01 PREPARE CONTRACT | | | M
02 RECEIVE ORDER FOR CLOSING | | | o
- 03 PROCESS ORDER | | | M
- 03.01 GATHER TITLE INFORMATION | | | o
03.01.01 SELECT TITLE PLANT | | | M
03.01.02 ORDER SEARCH | | | I
03.01.03 DETERMINE BASE POLICY [ [ ] 2
03.01.04 GET PRIOR UNDERWRITER INDEMNITY | | ] 2
03.01.05 CREATE SEARCH ORDER | | =~ ¥
-03.01.06 PERFORM SEARCH | | | I
03.01.06.01 TITLE SEARCH | | | o
03.01.06.02 NAME SEARCH | | | I
03.01.06.03 TAX SEARCH | | | I
03.01.06.04 ASSESSMENT SEARCH | | > ¥
03.01.06.05 SEC. OF STATE SEARCH | | ]| M
03.01.07 COMPILE SEARCH RESULTS | | | M
03.01.08 REVIEW SEARCH RESULTS | | ] 2
03.01.09 ORDER HARD COPY | | | I
03.01.10 REVIEW HARD COPY N -
03.01.11 PREPARE CHAIN OF TITLE [ = 3
03.01.12 PREPARE COMMITMENT [ | ~ ¥

4. Select File > Save As
from the menu bar.

5. Type Richard Bruce
Closing Checklist in the
text box.
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The Save Checklist Template As...
window opens.

The Richard Bruce Closing Checklist
will be created from the stock template and
saved as soon as you click OK.
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What You Do Comments

6. Click OK. The template is saved with the new name.

E Checklist Template Maintenance

Template
|Richard Bruce Closing Checklist

Kl

Action
Description

Alert Days
Before

Responsible
Party Publishable

Category
REPARE CONTRACT
02 RECEIVE ORDER FOR CLOSING
+03 PROCESS ORDER
+ 04 PREPARE FOR CLOSING
+05 CLOSE
+ 06 PREPARE POST CLOSING MATERIALS
07 PERFORM POST CLOSING RECONCILIATION
08 CLOSE FILE

j@

K KN | KK (KN {1

=<

=<

=<

=<

=<

=<

Customizing A Checklist Template

What You Do Comments

1. Click the plus sign (+) The levels below PROCESS ORDER are

before Category 03 displayed.
PROCESS ORDER.
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What You Do Comments
E Checklist Template Maintenance
Template
|Richard Bruce Closing Checklist LI
Action Alert Days Responsible

Category Description Before Party Publishable

01 PREPARE CONTRACT | | =~ ¥

02 RECEIVE ORDER FOR CLOSING | | =~ ¥

S EIPROCESS ORDER

+03.01 GATHER TITLE INFORMATION

+03.02 GATHER NON TITLE INFORMATION

+03.03 ESTABLISH ESCROW ACCOUNT
03.04 REVIEW CONFLICT OF INTEREST

+03.06 SCHEDULE CLOSING EVENTS
+03.07 ORDER SERVICES
+04 PREPARE FOR CLOSING
+05 CLOSE
+06 PREPARE POST CLOSING MATERIALS
07 PERFORM POST CLOSING RECONCILIATION
08 CLOSE FILE

03.05 DETERMINE ATTORNEY/CLIENT REPRESENTATION

|

nRRRnEnnREREE

AN AAIARAAAAA

2. Click the plus sign (+)
before Category 03.01
GATHER TITLE
INFORMATION.

The levels below GATHER TITLE
INFORMATION display.

E Checklist Template Maintenance

Template

|Richard Bruce Closing Checklist LI
Action Alert Days Responsible
Category Description Before Party Publishable
01 PREPARE CONTRACT | | =~ ¥
02 RECEIVE ORDER FOR CLOSING | | =~ ¥
- 03PROCESS ORDER | | =~ ¥

ATHER TITLE INFORMATION

03.01.01 SELECT TITLE PLANT

03.01.02 ORDER SEARCH

03.01.03 DETERMINE BASE POLICY

03.01.04 GET PRIOR. UNDERWRITER INDEMNITY

03.01.05 CREATE SEARCH ORDER
+03.01.06 PERFORM SEARCH

03.01.07 COMPILE SEARCH RESULTS

03.01.08 REVIEW SEARCH RESULTS

03.01.09 ORDER HARD COPY

03.01.10 REVIEW HARD COPY

03.01.11 PREPARE CHAIN OF TITLE

03.01.12 PREPARE COMMITMENT

03.01.13 CALCULATE POLICY PREMIUM

4
E

Ll Lelefleflefledled Ll LefLe L]
AAAAAAQAAQA
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What You Do

3. Select line 03.01.12
PREPARE

COMMITMENT.

Comments

A new line is inserted, and PREPARE

4. & Click the
button.

Insert COMMITMENT has been moved down one

E Checklist Template Maintenance
Template
|Richard Bruce Closing Checklist ﬂ
Action ‘ Alert Days Responsible ‘
Category Description Before Party Publishable
01 PREPARE CONTRACT | | =l W
02 RECEIVE ORDER FOR CLOSING [ | ~ ¥
-03 PROCESS ORDER | | =l W¥
- 03.01 GATHER TITLE INFORMATION [ | =~ ¥
03.01.01 SELECT TITLE PLANT [ | ~ ¥
03.01.02 ORDER SEARCH | | JE
03.01.03 DETERMINE BASE POLICY [ | =~ ¥
03.01.04 GET PRIOR UNDERWRITER INDEMNITY | [ >l ¥
03.01.05 CREATE SEARCH ORDER [ | =~ ¥
+03.01.06 PERFORM SEARCH [ | ~ ¥
03.01.07 COMPILE SEARCH RESULTS [ | =~ ¥
03.01.08 REVIEW SEARCH RESULTS [ | =~ ¥
03.01.09 ORDER HARD COPY | | ~ ¥
03.01.10 REVIEW HARD COPY [ | ~ ¥
03.01.11 PREPARE CHAIN OF TITLE [ | =~ ¥
I I - |
%PRER&RE COMMITMENT [ > I

5. Type Import FPX File
From Branch in the
Action Description
column.
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Mr. Bruce’s office orders Commitments from
the Fund branch and imports the electronic
file into DoubleTime in order to prepare
Commitments.
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What You Do Comments

E Checklist Template Maintenance

Template
|Richard Bruce Closing Checklist LI
Action Alert Days Responsible
Category Description Before Party Publishable

01 PREFARE CONTRACT I
02 RECEIVE ORDER FOR CLOSING I
- 03 PROCESS ORDER I
- 03.01 GATHER TITLE INFORMATION I
03.01.01 SELECT TITLE PLANT I
03.01.02 ORDER SEARCH I
03.01.03 DETERMIME BASE POLICY I
03.01.04 GET PRIOR UNDERWRITER INDEMNITY I
|

|

|

|

|

|

|

03.01.05 CREATE SEARCH ORDER
+03.01.06 PERFORM SEARCH
03.01.07 COMPILE SEARCH RESULTS
03.01.08 REVIEW SEARCH RESULTS
03.01.09 ORDER HARD COPY
03.01.10 REVIEW HARD COPY
03.01.11 PREPARE CHAIN OF TITLE

Import FPX File From Branch|
03.01.13 PREPARE COMMITMENT -

L Ll Ll LefLefLe Lo L« Lo dLed Ll L
YA IIAAIIAAAIIAJ

Ird
6. Select line 03.01.09
ORDER HARD CORPY.
E Checklist Template Maintenance
Template
|Richard Bruce Closing Checklist LI
Action Alert Days Responsible
Category Description Before Party Publishable

01 PREPARE CONTRACT I
02 RECEIVE ORDER FOR CLOSING I
- 03 PROCESS ORDER I
- 03.01 GATHER TITLE INFORMATION I
03.01.01 SELECT TITLE PLANT I
03.01.02 ORDER SEARCH I
03.01.03 DETERMINE BASE POLICY I
|

|

|

|

|

03.01.04 GET PRIOR UNDERWRITER INDEMNITY
03.01.05 CREATE SEARCH ORDER
+03.01.06 PERFORM SEARCH
03.01.07 COMPILE SEARCH RESULTS
03.01.08 REVIEW SEARCH RESULTS
ICEEEEENORDER HARD COPY
03.01.10 REVIEW HARD COPY
03.01.11 PREPARE CHAIN OF TITLE | |
03.01.12 Import FPX File From Branch | |
03.01.13 PREPARE COMMITMENT | |

Ll Lelefleflefledled Ll LefLe L]
AAAAAAQAAQA

|

annE
RN
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What You Do

7. 1€ On the secondary
toolbar, click the Delete
icon.

8. e Click the Close
button on the secondary
toolbar.

9. Click Yes.

Comments

The line is deleted. NOTE: Mr. Bruce’s office
orders Commitments and other Branch
Products from the Fund branch. These orders
automatically are sent with hard copies of
instruments, so Mr. Bruce does not need to
separately order them.

The Checklist Template Maintenance
dialog box opens.

The Checklist Template Maintenance
window is closed. The Richard Bruce
Closing Checklist template is available for
selection for a closing file.

Selecting A User-Defined Checklist & Tracking Activities

What You Do
1. & Click the Switch
Active Closing File
Button.
2. The Closing File
Selection window is
displayed.

Training Workbook: August 2018
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Checklist Module

What You Do Comments

3. Type Poe in the Closing The PoeToPanasevich file is retrieved,

File Number box and then displayed, and highlighted.
click Browse.

4. Click OK. The active Closing File switches to
PoeToPanasevich.
5. Select Modules > The Select Checklist Template window is

Checklist > Closing displayed.
File Checklist from the
menu bar.
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Checklist Module

What You Do

6. Select Richard Bruce
Closing Checklist from
the Checklist Template list.

Comments

7. Click OK The Closing File Checklist window is
displayed.
E Closing File Checklist - PoeToPanasevich
Alert Completed
Category/Action Responsible Days Due Days from
Description Prb|  Start End Ok Party Before Date Due Date
01PREPARE CONTRACT 00/00/00  00/00/00 [] hd ‘ | 00/00/00
02RECEIVE ORDER FOR CLOSING 00/00/00  00/00/00 D - ‘ | 00/00/00
+03PROCESS ORDER 00fa0f00  00/00/00 [ - ‘ 00/00/00
+ 04 PREPARE FOR CLOSING 00/00/00  00/00/00 [] hd ‘ | 00/00/00
+ 05 CLOSE 00/00/00  00/00/00 [ ] ~] | ['00/00/00
+ 06 PREPARE POST CLOSING MATERIALS 00fa0f00  00/00/00 [ - ‘ 00/00/00
07 PERFORM POST CLOSING RECONCILIATION 00/00/00  00/00/00 [] hd ‘ | 00/00/00
08 CLOSE FILE 00/00/00  00/00/00 D - ‘ | 00/00/00

Click the Expand

All levels for each category display. Minus

All  button on the signs precede each expanded category
secondary toolbar. number.
E Closing File Checklist - PoeToPanasevich
Alert Completed
Category/Action Responsible Days Due Days from
Description Prb| Start End Ok Party Before Date Due Date
01 PREPARE CONTRACT 00/00/00  00/00/00 [ ] vl [ [00/00/00
02RECEIVE ORDER FOR CLOSING 00/00/00  00/00/00 [] - | | ’m
- 03PROCESS ORDER 00/00/00  00/00/00 [] vI | | 00/00/00
- 03.01 GATHER TITLE INFORMATION 00/00/00  00/00/00 [ ] vl [ [00/00/00
03.01.01 SELECT TITLE PLANT 00/00/00  00/00/00 [] vI | ’m
03.01.02 ORDER SEARCH 00/00/00  00/00/00 [] vI | | 00/00/00
03.01.03 DETERMINE BASE POLICY 00/00/00  00/00/00 [ ] vl [ [00/00/00
03.01.04 GET PRIOR UNDERWRITER INDEMNITY 00/00/00  00/00/00 [] vI | ’m
03.01.05 CREATE SEARCH ORDER 00/00/00  00/00/00 [] vI | | 00/00/00
- 03.01.06 PERFORM SEARCH 00/00/00  00/00/00 [ ] vl [ [00/00/00
03.01.06.01 TITLE SEARCH 00/00/00  00/00/00 [] vI | ’m
03.01.06.02 NAME SEARCH 00/00/00 _ 00/00/00 [ -1 [00/00/00
9. Scroll down to line
03.01.11 Import FPX

File From Branch.

10. Click the OK box, and
insert today’s date in the
Start and End fields.

Training Workbook: August 2018

We performed these steps on this transaction
file, earlier in the training session.

NOTE: When you type dates, the slashes (/)
are automatically inserted. The start and end
dates are optional.
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Checklist Module

What You Do Comments
30708 REVIEW SEARCH RESULTS 0700700 0OTa0700 1] ~T1 [ 00700700
03.01.09 REVIEW HARD COPY 00/00/00  00/00/00 [] -] | [00/00/00
03.01.10 PREPARE CHAIN OF TITLE 00/00/00  00/00/00 [] ~] | [ 00/00/00°
03.01.11 Import FPX File From Branch 03/0115 0310118 ] v| | [ 00/00/00°
03.01.12 PREPARE COMMITMENT 00/00/00  00/00/00 [ ] -] | [00/00/00

11. Select the user name of the This person is responsible for importing the
person responsible for file into DoubleTime.
completing this action
from the Responsible
Party drop down list.

Logging A Problem
What You Do Comments

1. Click the Originate The Problem Log Maintenance window
Problem button on the js displayed with the cursor in the

secondary toolbar. Description box. Status defaults to In
Process and Date defaults to the current
date.

E Problem Log Maintenance

Description Status Opened
[z - | 03/01/15

Maotification Date | 03/01/15

Reported By |Ima Paralegal

Category |Misce|laneous

L] Ll

Type |Misce|laneous

Resolution

Description |

Resolved By |

Date | 00/00/00
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Checklist Module

What You Do

2. Type Open
Mortgage!!! in
Description box.

3. Select Mortgages
the Category drop
list.

4. Select Lack
Satisfaction from
Type drop down list.

5. Type 0505(current year)

in the Notification
box.

6. Type the name of the

person reporting

problem in the Reported

Comments

2006 NOTE: The FPX file previously imported
the reflects not one, but two open mortgages that
require satisfaction. This is a problem in the
current transaction because Mr. Bruce’s office

did not know about the open, earl

mortgage.

from
down

of
the

Date

Example: 05/05/14.

ier

The Reported By box defaults to the name

the of the user currently logged in to DoubleTime

and can be edited as needed.

By box.
m Problem Log Maintenance
Description
Open 2006 Mortgage!!
Category |Morigages -]
Type |Lac:|-( of satisfaction ﬂ

Resolution

Notification Date | 05/05/15

| Status Opened
In Process JE@ 03/01/15

Reported By |Ima Paralegal

Description |

Resolved By |

Date | 00/00/00

7. Click the Close The save changes dialog box is displayed.
button on the secondary

toolbar.

Training Workbook: August 2018
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Checklist Module

What You Do Comments
8. Click Yes. The changes are saved. The Problem Log
Maintenance window is closed and the
Closing File Checklist window is
redisplayed.
m Closing File Checklist - PoeToPanasevich
Alert Completed
Category/Action Responsible Days Due Days from
Description Prb|  Start End Ok Party Before Date Due Date
01 PREPARE CONTRACT 00fa0f00  00/00/00 [ ~| | 00/00/00
02RECEIVE ORDER FOR CLOSING 00/00/00  00/00/00 [] -] | [‘00/00/00
KIPROC! ORDER ﬁ 00/00/00  00/00/00 [ ] - \ ['00/00/00
|+ 04 PREPARE FOR CLOSING 00fa0f00  00/00/00 [ ~| | 00/00/00
+ 05 CLOSE 00/00/00  00/00/00 [] -] | | 00/00/00
+ 06 PREPARE POST CLOSING MATERIALS 00/00/00  00/00/00 [ ] ~| | [00/00/00
07 PERFORM POST CLOSING RECONCILIATION 00fa0f00  00/00/00 [ ~| | 00/00/00

08CLOSE FILE

00/00/00

00/00/00 [] =

| 00/00/00

9. Click the Expand All
button on the secondary
toolbar.

10. Click
symbol.

the Problem

Page 694

The categories are expanded and the
Problem symbol also displays next to
additional lines.

The Problem Log is displayed with the
information  you  entered  previously.
NOTE: After the problem is resolved, you
can change the Status box to Resolved and
complete the Resolution information.
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Checklist Module

What You Do Comments
[Z1] Problem Log Maintenance - PROCESS ORDER
Description | Status Opened
In Process B 03/01/15
Category |I‘u'10rlgages ﬂ Motification Date | 05/05/15
Type |Lack of satisfaction j Reported By |Ima Paralegal

Resolution

Description |

Resolved By |

Date | 00/00/00

11. [®] click the Close button The Problem Log Maintenance window
on the secondary toolbar.  ¢joses and the Closing File Checklist
window redisplays.

12. Click the Print button The checklist prints. NOTE: It is a “best
on the secondary toolbar. practice” to print the checklist when you
Click OK. update actions.

Solving A Problem

What You Do Comments

1. Click  the Problem ) )
symbol for line 03 The Problem Log Maintenance window

Process Order. displays.
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Checklist Module

What You Do Comments

ﬁ Problem Log Maintenance - PROCESS ORDER

Description | Status Opened
In Process B 03/01/15

Notification Date | 05/05/15

Reported By |Ima Paralegal

Category |M0rtgages

L Ll

Type |Lac|-c of satisfaction

Resolution

Description |

Resolved By |

Date | 00/00/00

2. Select Resolved from the
Status drop down list.

3. Type Satisfaction
obtained from seller in
the Resolution

Description box.

4. Type the name of the
person  resolving  the
problem in the Resolved
By box.

5. Type 0506(current year) Example: 05/06/14.
in the Notification Date
box.
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Checklist Module

What You Do Comments
[221 Problem Log Maintenance - PROCESS ORDER
Description Status Opened
1 Open 2006 Mortgage!l! Resoved B 03/01/15
Category |M0rtgages ﬂ Motification Date | 05/06/15
Type |Lack of satisfaction j Reported By |Ima Paralegal

Resolution

Description |Satisfacti0n obtained from seller

Resolved By |Ima Paralegal

Date | 05/06/15]

Click the Close button
on the secondary toolbar.

Click Yes.

Notice the Problem
Symbol has changed to a

green check mark
indicating that the problem
has been resolved.

Click the Close button
on the secondary toolbar.

10. Click Yes.
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The changes are saved. The Problem Log
Maintenance window is closed and the
Closing File Checklist window is
redisplayed.

The changes are saved. The Closing File

Checklist window is closed.
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Checklist Module

Tips

1. Once you select and save a checklist for a closing file, you cannot choose a
different checklist template for that closing file. However, you can modify
the checklist for that closing file. The changes you make will not affect the
master checklist template.

2. To collapse all categories, click the Collapse All icon.To collapse a
single category, click the minus (-) sign preceding the category number.

3. To expand all categories, click the Expand All icon. To expand a
single category, click the plus (+) sign preceding the category number.

4. To insert a new level within a category, click the Insert New Level
icon.

5. To delete a user-defined checklist, click the Delete Template icon.

An alternate way to open the Checklist > Template Maintenance
module is to click the Template Maintenance icon on the Checklist
toolbar. The selected checklist template is not associated with a closing file.

7. On the secondary toolbar, click the Print icon to print the checklist. It is
a good idea to print the checklist at regular intervals throughout the closing
file process.

8. In the Reports module you can print a Checklist - Problem Report,
Checklist - Tasks Completed Report or Checklist - Tasks Due
Report.
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Schedule Closing Module

Schedule Closing Module

Concept
The Schedule Closing module is used to schedule the closing meeting. The
Schedule Closing module is composed of three sections.
» Closing Meeting tracks the closing date, time, location, and attendees.
» Location Maintenance allows you to enter, delete, or modify the closing
locations.
* Closing Schedule Report generates reports by location, closing agency,
and/or closing agent for a specific date or range of dates.
Objective

The objective of this lesson is to show you how to schedule the closing time, select the
closing location, and select the attendees. In addition, you will learn how to produce a
Closing Schedule Report.

Scheduling A Closing

You will schedule the closing time, location, and attendees for your closing file.

What You Do Comments
1. 5 Click the Switch
Active Closing File
Button.

2. The Closing File
Selection window is
displayed.
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Schedule Closing Module

What You Do Comments

3. Type Glenn in the Seller The Glenn to Thomas file is retrieved,

Name box and then click displayed, and highlighted.
Browse.

4. Click OK. The active Closing File switches to Glenn to
Thomas.

5. Select Modules > The Schedule Closings window opens
Schedule Closing > With the Location tab displayed. The Date
Closing Meeting from and Closer information is carried over from
the menu bar. the Closing File module.

E Schedule Closings - Glenn To Thomas

Closing File No_ | Glenn Te Thomas Meeting Start Time | 00:00 AM
Date ﬁ3.-’1?f15 Meeting Stop Time | 00:00 AM
Closer |Richard P. Bruce ﬂ

Location lAttendees ]

Namel ﬂ

Type |

Addressl

|
City State
Postal Code o

Countryl
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Schedule Closing Module

What You Do

Confirm that the Date
field reflects the
appropriate closing date.

Type 1100 in the Meeting
Start Time box.

Type 1230P in the
Meeting Stop Time box.

Select Richard P. Bruce,
Esq./Conference Room
2 from the Name drop
down list.

Comments

If it does not, enter the correct date.

This is the time the meeting will begin. The
time defaults to AM.

The information is copied from the Location
Maintenance module.

Click the Location Maintenance
button to add, delete, or modify closing
locations.

—
E Schedule Closings - Glenn To Thomas

Closing File Mo. | Glenn To Thomas

Location ‘ Attendees ]

Meeting Start Time | 11:00 AM
Date | 03117115 Meeting Stop Time | 12:30 PM
Closer |Richard P Bruce ﬂ

Richard P. Bruce,

Esg./Conference Hoom 2

Type |Closing Meeting

Address 5955 T.G. Lee Boulevard

Selecting Attendees

City [Orlando State |Florida
Postal Code 32862 -
Country|United States
What You Do Comments

1. Click the Attendees tab.

Training Workbook: August 2018

The attendees associated with this closing file
and their roles in the closing are displayed. A
check mark in the right column indicates that
the person is to attend the closing and was
established in the Closing File and
Settlement Statement modules.
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What You Do

Comments

E Schedule Closings - Glenn To Thomas

Closing File Mo_ | Glenn To Thomas
Date | 03/17/15

Closer |Richard P. Bruce

=]

Location Attendees ‘

Meeting Start Time | 11:00 AM
Meeting Stop Time | 12:30 PM

Attendees | Attendee’s Role |Aﬂend Closing =
Richard P. Bruce, Esq. Closing Agent ]
Richard P. Bruce Closer ]
Richard P. Bruce, Esq. Title Agnt ]
Richard P. Bruce, Esq. UWITA - ]
Richard P. Bruce Paolicy Signer - ]
Old Republic National Title Insurance Company  Underwriter ]
Richard P. Bruce, Esq. Prep by Co ]

| m

2. Select the Attend
Closing check box for

* Richard P. Bruce Esq.,

Closing Agent

* Realty Company, Inc.

e Better Homes, Inc.

Susan S. Thomas

Peter R. Glenn

Linda Glenn

attend the closi

ng.

This indicates that these persons/entities will

E Schedule Closings - Glenn To Thomas

Closing File No. | Glenn To Thomas
Date | 03/17/15

Closer |Richard P Bruce

=]

Location Attendees ‘

Meeting Start Time | 11:00 AM
Meeting Stop Time | 12:30 PM

Thomas Price Lender

Attendees | Attendee’s Role |Attend Closing =
Home Insurance, Inc. |3rd Party j [
Home Warranty, Inc. 3rd Party - [
Roof Inspectors, Inc. 3rd Party - [
Susan 5. Thomas Buyer |
Peter R. Glenn Seller |
.

K

| m

q
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Schedule Closing Module

What You Do Comments

3. |B&]on the secondary The changes are saved.
toolbar, click the Save
button.

Producing A Closing Schedule Report

What You Do Comments

1. Click the Closing The Specify Criteria For Closing
Schedule Report button Schedule Report window is displayed.

on the secondary toolbar.

2. Type 0101(Current year) Examp|e: 010111 ThIS |S the date yOU want

in the From Date box. the report to start.
3. Type 0331(current year) Example: 033111. This is the date you want
in the To Date box. the report to end. NOTE: You can select a

report based on location, Closing Agents,
and/or Closer.
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Schedule Closing Module

What You Do Comments

4. Click OK. The Closing Schedule Report window
opens with information for all closings
between the specified dates.

Use the First Record,

Previous Record, Next
Record, and Last Record buttons on the
secondary toolbar to view each scheduled

closing.
m Closing Schedule Report
Closing Schedule Report Date : 7/19/2016
‘rom Date : 01/01/15 To Date : 03/31/15 Time : 04:35 PM

Closing Agent : (ALL)

Closer : (ALL)
.ocation : (ALL)
Closing Closing Start Stop
File No. Buyer Closer Date Time Time Closing Location
Glenn To Thomas Susan S. Thomas, a single Richard P. Bruce 3M7TME 11:00 AM 12:30 PM Richard P Bruce, Esq./Conference Room 2
woman 5955 T.G. Lee Boulevard

Orlando, Florida 32862

5. On the secondary The report is printed.
toolbar, click the Print
icon.

6. |y Click the Close The Closing Schedule Report module is
button on the secondary closed and the Schedule Closing window
toolbar. is displayed.

7. ™| click the Close The Closing Schedule Report module is
button on the secondary closed.
toolbar.

Tips

1. An alternate way to open the Schedule Closing > Location
Maintenance module is to select Modules from the menu bar, select
Schedule Closing, then choose Location Maintenance.
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Schedule Closing Module

2. An alternate way to open the Schedule Closing > Closing Schedule
Report module is to select Modules from the menu bar, select Schedule
Closing, then choose Closing Schedule Report.

3. %2 To add more attendees for the closing, use the Insert icon. The added
attendees, if not previously entered, will be available for selection in the
Contacts module for future files.

4. Use the Preview icon on the secondary toolbar to view the report as it
will be printed.
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Practice Session 1

Try This

Practice Session 1

print the commitment.

As an employee of Richard P. Bruce, Esq., you will use the information extracted from
a contract for sale and purchase, along with the information in the New Closing File
and Title Insurance Commitment segments, to open a new closing file. This
transaction involves the sale of residential property in Orange County, Florida, with
the buyers obtaining a new mortgage. There is no payoff. You will also prepare and

Practice Session 1 Contract Information
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LABEL

TRANSACTION INFORMATION

Seller:

Seller Address:
Seller Phone:
Seller SS#:
Buyer(s):

Buyer Address:
Buyer Phone:
Buyer(s) SS/TIN No.:
Legal Description:

Street Address of Property:
Property Appraiser TIN:
Sellers’ Homestead:
Mortgage(s) to Payoff:

Purchase Price:

Deposit:

Escrow Agent for Deposit:
Financing Contingency:
Contract Date:

Closing Date:

Personal Property Included:

John R. Davis and Madonna Davis, husband
and wife

1234 Tranquil Terrace, Orlando, FL 32801
407-889-4000
John: 555-33-8888  Madonna: 555-33-6767

Timothy T. Daniels and Jillian Daniels,
husband and wife

5220 Church Street, Orlando, FL 32801
407-889-1234
Timothy:555-22-7777 Jillian:333-77-2222

Lot 5, Block 10, HAPPY ACRES, SECTION
9, according to the plat thereof, as recorded in
Plat Book 33, Page 56, of the Public Records
of Orange County, Florida.

1234 Tranquil Terrace, Orlando, FL 32801
11-22-33-4444-00905-10-05
Yes

No. F&C.

None

$100,000.00

$10,000.00 (paid)
Homefinders Realty Company
Yes

October 18, 20 (CY-1)
February 20, 20 __ (CY)
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Practice Session 1

LABEL TRANSACTION INFORMATION
Brokers: Homes R Us (Listing)
Homefinders Realty Co (Cooperating/
Buyers’)
Brokerage Commission: 6% split equally

| Set Up New Closing File & Enter Information

Use the information taken from the contract for sale and purchase that appears in the
preceding table together with the following additional information to set up a new
closing file in DoubleTime for this transaction.

DoubleTime Field/Tab Information You Use
Closing File No. Your name, PS, and the number 1.
Example: Mary PSL1.
Account No. Friendly Bankers, Inc., 123456-78
Notary Title Notary Public, State of Florida
Notary Name Beth Cullum
Expiration Date March 27, 2021
Note: For Seller & Buyer
Loan New, conventional insured, first mortgage

with First Florida Bank

Loan #: 12345

Loan Amount: 96,500.00

Rate: 4.6

GFE HUD is selected by default.

Participant Referral - Homefinders Realty Company

Print the Closing File Worksheet when you
have finished entering all of the information.

ol

Enter Title Insurance Information

=]
o
3

DoubleTime Field/Tab Information You Use
Commitment Type Commitment (CF6)
Effective Date 01/15/ (current year)
Owner Yes, for purchase price
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DoubleTime Field/Tab Information You Use

Mortgagee Lender’s closing instructions state that the
following language appear after its name as
Named Insured “its successors and/or assigns
as their interests may appear”

Requirements S

Insert to create line #3

=1| Clause Title: Judgments and Other
Non-Consensual Liens: Proof of Non-
Identity (2) (GR 4.4)

Replace asterisks with:
* John R. Davis
» OR 7888/3233 of Orange County, Florida

Exceptions Will display and associate to file from the
Master Property Selection made in
Closing File

Commitment &l Electronically request the commitment
jacket

Endorse Policy No endorsements to Owner Policy.

Lender’s closing instructions state that the
Mortgage Policy must be issued with the fol-
lowing endorsements:

06 ALTA 8.1 Environmental Protection Lien
06 ALTA 9 REM

Print the Commitment Schedules and Jacket.
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Practice Session 2

Practice Session 2

Try This

As an employee of Richard P. Bruce’s law firm, you will prepare the Policy Rating
Worksheet, the HUD Settlement Statement, and the Balance Sheet for a closing file
that has been set up by a coworker. The title insurance commitment for this Orange
County property has been issued, and the closing is scheduled for August 3 (current
year). This is a Non-RESPA transaction, because a private lender is involved. Closing
file number 04-0008 has already been created. You may review the Closing File
module to familiarize yourself with the information.

=
£
=
m

DoubleTime Field/Tab
Policies

Endorsements

Worksheet

% Settlement Statement
DoubleTime Field/Tab

Adjustments - Paid

Buyer Credits

Training Workbook: August 2018

Premium Calculation (Rating)

Information You Use

Verify the Owner Policy insurance amount is
$95,000

Verify the Mortgagee Policy insurance
amount is $85,000

Verify the selection of the following:

06 ALTA 5.1 PUD

06 ALTA 8.1 Environmental Protection Lien
06 ALTA 9 REM

Print the Policy Rating Worksheet.

Information You Use

Homeowners’ Association fee: $125, paid
quarterly. Prorate from 08/03/(current year) to
09/30/(current year)

Verify $5,000 deposit held by Homefinders
Realty Co.

Payoff Calculator

Payoff of seller’s first mortgage loan:

G E Capital Mortgage Corp

From 08/01/(current year) to 08/10/(current
year)

Per Diem: $22.1233

Mortgage balance: $76,568.85

Note: Print payoff calculations
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DoubleTime Field/Tab Information You Use

Adjustments Unpaid County taxes -
Gross amount: $1,124.24 annually
Discount: 4%
Period: Annually
Date from: 01/01(current year)
Date to: 08/03(current year)

Brokers Commission: 7% based on sales price
Split:
4% to Homefinders Realty Company
(buyer’s broker)
3% to Realty Company, Inc. (seller’s broker)
Loan Fees Paid by buyer

Appraisal fee: $250 P.O.C. (buyer) to The
Appraisal Company

Credit report fee: $50 P.O.C. (buyer) to
American Credit, Inc.

Prepayments Interest per diem: $19.7945
From 08/03/ (current year) to 09/01/ (current
year)
Hazard insurance: $285 (1 year) to Home
Insurance, Inc.
Flood insurance: $185 (1 year) to Home
Insurance, Inc.

Title Payable to Richard P. Bruce, Esq.:
Closing fee: $250 (buyer $100, seller $150)
Title search fee: $75 (seller)
Review owner policy premium (seller)
Review mortgagee policy premium (buyer)
Recording Payable to Orange County Comptroller:
Warranty deed, 2 pages (verify buyer)
Mortgage, 15 pages (verify buyer)
Release, 1 page (verify seller)
Continuous marriage affidavit, 2 pages
(seller)

Add’l Charges Survey: $300 to Angle Surveying Company
(buyer)
Pest inspection: $75 to Squash Em, Inc.
(buyer)
Fascia board repairs: $95 to Home Warranty,
Inc. (seller)
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DoubleTime Field/Tab Information You Use

=l Print the HUD Settlement Statement

& |Balance Sheet

Did you balance?

Combine all necessary fees.
Print the balance sheet.
Congratulations!
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Practice Session 3

Try This

Practice Session 3

prepared.

As an employee of Richard P. Bruce, Esq., you are processing a new contract for sale
and purchase with one new mortgage involved. This is a RESPA transaction that
involves the sale of a residential property in Orange County, Florida, that will not be
set up as a master property. The lender has provided a GFE, so a GFE HUD must be

Practice Session 3 Contract Information
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LABEL

TRANSACTION INFORMATION

Seller:
Seller Address:

Seller Phone:

Seller SS#:

Buyer(s):

Buyer Address:
Buyer Phone:
Buyer(s) SS/TIN No.:
Legal Description:

Street Address of Property:
Property Appraiser TIN:
Sellers’ Homestead:
Mortgage(s) to Payoff:

Purchase Price:

Deposit:

Escrow Agent for Deposit:
Financing Contingency:
Contract Date:

Closing Date:

Personal Property Included:

Norman Armstrong, and Mary Armstrong, his
wife

777 Park  Lane
Pennsylvania 19438

West,  Harleysville,

Norman: 222-22-3333 Mary:333-33-4444
James E. Jones 111, a single man
413 Bayshore Drive, Windermere, FL 34786

James: 234-28-3452

Lot 1, Bayshore Estates, according to the Plat
thereof, as recorded in Plat Book 7, Page 138,
of the Public Records of Orange County,
Florida

413 Bayshore Drive, Windermere, FL 34786
05-23-28-0545-00010

No

Yes

Couch and recliner

$365,000.00

$25,000.00

Homes R Us (is holding $25,000.00)
Yes

February 14,20 (CY)

March 17,20 (CY)
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LABEL

TRANSACTION INFORMATION

Brokers:

Brokerage Commission:

Orange Realty, Inc (Listing)
Homes R Us (Cooperating/Buyer’s)

$21,900 split equally (3% each)

[Eflset Up New Closing File & Enter Information

Use the information taken from the contract for sale and purchase that appears in the
preceding table together with the following additional information to set up a new
closing file in DoubleTime for this transaction.

DoubleTime Field/Tab

Closing File No.

Account No.
Notary Title

Notary Name

Expiration Date

Loan

Training Workbook: August 2018

Information You Use

Your name, PS, and the number 3.
Example: Mary PS3.

9987-323 Perpetual Federal Bank

Buyer:

Notary Title: Notary Public, State of Florida
Notary Name: Beth Cullum

Expiration Date: March 27, 2021

Seller:

State of: Commonwealth of Pennsylvania
Notary Title: Notary Public,

State of Pennsylvania

1) New, conventional uninsured, first mort-
gage

$292,000 with Bank of Florida, 28 Orange
Blossom Trail, Orlando, FL 32828

Loan No. 512873

Interest Rate: 6%

Ensure Interest Method is 360

Term: 30 years (For information only)

2) Payoff,

First mortgage with Big Time Bankers
Mailing address: 2100 Cheney Hwy, Orlando,
FL 32822

Print the Closing File Worksheet when you
have finished entering all of the information.

Page 715



Practice Session 3

C

=n|ENnter Title Insurance Information

DoubleTime Field/Tab Information You Use
Commitment Type Commitment (CF6)
Effective Date March 1(current year)
Owner Yes, for purchase price
Mortgagee Lender’s closing instructions state that the

following language appear after its name as
Named Insured “its successors and/or assigns
as their interests may appear”

Endorse Policy No endorsements to Owner Policy.
Lender’s closing instructions state that the
Mortgage Policy must be issued with the fol-
lowing endorsements:
06 ALTA 8.1 Environmental Protection Lien
06 ALTA 9 REM

Requirements Replace the asterisks in the Satisfaction
Clause with:
08/03/02
233
i
Add Clause: GR-4.2 Judgments and other
Nonconsensual Liens: Continuous Marriage
Affidavit
Replace the asterisks with:
Norman Armstrong
Mary Armstrong
August 3, 2002

Exceptions E-5.1 Plat: Plat Exception

Replace asterisks with info from legal
description

Commitment &l Electronically request the commitment

jacket

Print the commitment and Fund Commitment
T Jacket
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=
£
=
m

Premium Calculation (Rating)

DoubleTime Field/Tab Information You Use
Print the Policy Rating Worksheet

@ Settlement Statement

DoubleTime Field/Tab Information You Use

Update Recording Charge  Yes

Buyer Credits Per the Contract, Seller pays:
Owner’s Policy Premium: $1,900.00
Title Search fee: $125.00
Document Stamps - Deed: $2,555.00

Payoff Calculator

Payoff from 3/1/(current year) to 3/20/(cur-
rent year)

Per diem: $43.51

Mortgage balance: $165,075.00

Note: Print payoff calculations

Adjustments Unpaid County Taxes: $4,175.00 annually, prorate
with 4% discount — unpaid by seller

Brokers Commission: $21,900.00 (6%)
Split:

$10,950 (3%) to Homes R Us; withhold fees
$10,950 (3%) to Orange Realty, Inc.

Loan Fees GFE related charges and the payees were
identified by the lender.
Your credit or charge(points) for the specific
interest rate chosen: $730.00 (Bank withhold-
ing fees)
Appraisal Fee: $300 to Appraisers, Inc.
(Bank withholding fees)

Prepayments Per diem interest: $48.6699 (Bank withhold-
ing fees)
Homeowner’s insurance: (1 year) to
Everystate Insurance Company, $1100.04
P.O.C.
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DoubleTime Field/Tab Information You Use

Reserves Homeowner’s insurance: 2 months
County property taxes: 6 months
Aggregate accounting adjustment: $-366.70
(Bank withholding total reserves)

Title GFE related charges and the payees were
identified by the lender.
Settlement or closing fee paid by borrower:
$250.00
Settlement or closing fee paid by seller:
$250.00
Abstract or title search payable to ATFS LLC
paid by borrower: $125.00

Recording Payable to Orange County Comptroller:
Deed: 2 pages (borrower)
Mortgage: 15 pages (borrower)
Release: 1 page (seller)
Continuous Marriage Affidavit: 2 pages
(seller)

Add’l Charges GFE related charges:
Survey: $250 (borrower) to Florida Survey
Co.
Pest inspection: $75 (borrower) to Termites R
Us

GFE - HUD-1 Comparison  Good Faith Estimate column figures:
Use figures on the GFE provided to complete
these columns

Loan Terms Use figures on the GFE provided to complete
the Terms
Total monthly amount owed including
escrow account payments:
You have an additional monthly escrow pay-
ment of: $439.59
That results in a total initial monthly amount
owed of $2,320.95.
Includes: Property taxes and Homeowner’s
insurance

Print the HUD Settlement Statement &
= Recording Worksheet
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¥ | Balance Sheet

Ensure your incoming wire fee is $288,384.46.
Combine all necessary charges for respective Payees.

Split sellers proceeds between Norman Armstrong and Mary Armstrong. Norman
receives $75,000.00, the balance goes to Mary.

Funds from Buyer were received in the amount of $54,362.98.00.
Ensure excess funds disbursement to buyer in the amount of $1,000.00.
Print Balance Sheet

#&|Conveyance
Title Affidavit: Seller clause: Continuous Marriage Affidavit clause from Clause
Library.
Bill of Sale items: couch and recliner.
[&|Documents
Create and Print  Bill of Sale
Closing Affidavit (Seller)
FL Warranty Deed (Statutory Form)
Non-Foreign Certification by Individual
Transferor
Title Affidavit (Seller)
5(1099-S

Print the 1099-S, copies B & C.

(=] ]
=

Title Insurance - Use Policy Express Checkout

-

DoubleTime Field/Tab Information You Use
Owner Effective Date: March 17, 20__ (CY)
Time: 9:00 am
Record Deed No recording information required
Owner Except Add Exception: Standard exceptions 2, 3, 4,

and 5 are hereby deleted
Review Owner Exceptions
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DoubleTime Field/Tab Information You Use
Mortgagee Confirm Effective Date and Time match
Owner’s Policy.
Record Mtg No recording information required
Build Mortgage Description
Mtg Except Review Mortgagee Exceptions
Endorse Mtg Review Mortgagee Endorsements

=
E3
=t
m

Premium Calculation (Rating) - Electronic Delivery

Electronically deliver the Owner and Mortgagee Policies and all endorsements.
Print the invoice sheet.

= | Documents

Print: FUND 06 Mortgagee Policy (MF6)
FUND 06 Mortgagee Policy (MF6) Jacket
FUND 06 Owner’s Policy (OF6)
FUND 06 Owner’s Policy (OF6) Jacket
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Practice Session 4

Try This

As an employee of Richard P. Bruce, Esq., it is your good fortune to process a new
contract for sale and purchase with no mortgages involved. This all-cash transaction
involves the sale of a condominium unit in Orange County, Florida.

Use the Master Property Module section of the training workbook to assist you in
the preparation of the Master Property record.

&' [Master Property Module

DoubleTime Field/Tab
Required
Name
General Information

Recording

Exceptions

Training Workbook: August 2018

Information You Use

Type: Condominium (New)
Sunshine State Condominium

Legal Description: Add Condo clause
from the Clause Library

Replace asterisks with:

Sunshine State

3412

428

Orange

Note: Leave the asterisks for Unit No. and
Building in place.

PIN 11-22-33-8228-***

Fill in Book and Starting Page No.
information

Add these clauses:

E-7.2 Condominiums: Recreation Lease
E-7.1 Condominiums: Declaration of Condo-
minium

Replace asterisks with:

Sunshine State Condominium

February 20, 1998

3412

428

Orange County, Florida
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Practice Session 4 Contract Information

LABEL

TRANSACTION INFORMATION

Seller:
Seller Address:

Seller Phone:
Seller SS#:
Buyer(s):

Buyer Address:
Buyer Phone:
Buyer(s) SS/TIN No.:
Legal Description:

Street Address of Property:
Property Appraiser TIN:
Sellers’ Homestead:
Mortgage(s) to Payoff:

Personal Property Included:

Purchase Price:

Deposit:

Escrow Agent for Deposit:
Financing Contingency:
Contract Date:

Closing Date:

Brokers:

Brokerage Commission:

Barbara O. Bates, a single person,

28 Diamond Avenue, Fort Lauderdale, Florida
33309

Barbara: 673-17-8976

William J. and Wanda Morton, husband and
wife

80 Chestnut Lane, Akron, Ohio 44321

Unit #15, Building C, Sunshine State
Condominium, Orange County, Florida

150 East Street, Unit 15C, Orlando, FL 32828
11-22-33-8228-00015

None. F&C.

$115,000.00
$11,500.00
No escrow agent; paid directly to Seller
No
August 10, 20 (CY)
October 19, 20__ (CY)
None
None

&f| Set Up New Closing File & Enter Information

Use the information taken from the contract for sale and purchase that appears in the
preceding table together with the following additional information to set up a new
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closing file in DoubleTime for this transaction.

DoubleTime Field/Tab Information You Use
Closing File No. Your name, PS, and the number 4.

Example: Mary PS4.

Account No. 993823433 Great American Bank
Notary Title Buyers:
State of: State of Ohio
Notary Name Notary Title: Notary Public, State of Ohio
Deselect Produced ID check box
Expiration Date Seller:

Notary Title: Notary Public, State of Florida
Notary Name: Beth Cullum
Expiration Date: March 27, 2021

Print the Closing File Worksheet when you
= have finished entering all of the information.

(=] [
3

Enter Title Insurance Information

o

DoubleTime Field/Tab Information You Use
Commitment Type Commitment (CF6)
Effective Date October 15 (current year)
Owner Yes, for purchase price
Mortgagee None. All cash transaction
Requirements Add these clauses:

GR-13.1B Condominiums: Estoppel Letter
[-13.1 Condominiums: Consent
Replace the asterisks with: Sunshine State

Exceptions Review exceptions

Commitment =l Electronically request the commitment
jacket

Endorse Policy No endorsements to Owner Policy.
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IE Settlement Statement

DoubleTime Field/Tab Information You Use

Update Recording Charge Yes

Adjustments - Paid Maintenance  Assessments:  $215.60 per
month, for one month — paid by seller in
advanced (10/19 to 10/31/current year)

Adjustments Unpaid County Taxes: $1,395.00 annually, prorate
with 4% discount — unpaid by seller

Title Settlement or closing fee: $250 (paid by
buyer)
Abstract or title search fee: $150 (paid by
seller)
Title insurance: $650 (paid by seller)

Recording Deed: $18.50 (paid by buyer, payable to
Orange County Comptroller) 2 pages

Add’l Charges Condominium approval fee: $50 (split

between the parties, payable to Sunshine State
Condo Association)

Print Buyer/Seller Closing Statement

¥ |Balance Sheet

Combine fees for: Richard P. Bruce, Esq.
Print: Balance Sheet

&|Documents

Print: FUND 06 Commitment (CF6)
FUND 06 Commitment (CF6) Jacket
FL Warranty Deed
Closing Affidavit (Seller)
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Practice Session 5

Try This

As an employee of Richard P. Bruce, Esq., you will input a new contact, create a user-
defined clause, and create a customized document.

# | Contacts Module

DoubleTime Field/Tab Information You Use
Contact Type Corporation
Name Ciao for Now Bug Control, a Florida

Corporation

Address > Type > Mailing 555 Second Street
Hialeah, FL 33016

Phone: Business: 305/825-0000
Business Fax: 305/825-0001
Employees Luigi Gavinci, President
Cate R. Pillar, Employee
Services Pest Inspector

Clause Library Maintenance Module

DoubleTime Field/Tab Information You Use
Clause Type Affidavit
(New)
Clause Title Tax Proration
Clause The tax prorations are based upon an estimate

and are accepted by the parties. It is agreed
that the actual taxes, if different, will be
adjusted between the parties. Closing Agent is
not liable for additional taxes.

Note: It is a good idea to use Spell
Check after manually adding any text to a
clause.
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Preferences > Document Customization

DoubleTime Field/Tab Information You Use
Master Document Choose Title Affidavit (Seller)
Selection and Select All and Delete
Save as New Master Custom Document Name: Arm’s Length
Affidavit.

Note: Select All and Delete, in order to arrive
at a blank document.

Open the Arm’s Length Affidavit in Microsoft
Word, and then Copy and Paste all of the text
into the blank DoubleTime document window.

Insert Field Seller Name(s) w/o status
Legal Description Closing File
Seller Name(s) with Status
Property County
Underwriter Name
Underwriter Name
Seller Signature
Seller Notary Block

Close and Save the new custom document

Documents Module Relate the Arm’s Length Affidavit to the
closing file for Practice Session 4 and print it.
Note: If necessary, Switch Active Closing
File.
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Practice Session 6

Try This

As an employee of Richard P. Bruce, Esq., you are to create a master property for
Island Breeze Subdivision in Palm Beach County. You will then create a master
closing file for CandC-IsIBreeze. In turn, you will copy the new closing file using
Utilities, Closing File Copy and complete the remaining tasks for this new file.

&' |Master Property Module

DoubleTime Field/Tab Information You Use
Master Property Search Type: Subdivision
Selection Name: Island Breeze
New
General Information Legal Description:

Use Plat (from Clause Library)
Replace appropriate *** with
Island Breeze

Book 1222

Page 7314

Palm Beach
Recording PIN: 50-43-43-35-04-000-***
Exceptions Add the following clauses:

E-24.1 Municipal/county liens for service
charges and waste fees

E-12.11 Water/Submerged Land Rights:
Streams and creeks

Replace asterisks with:

Little Lake
&INew Master Closing File
DoubleTime Field/Tab Information You Use
Closing File No. CandC-IsIBreeze
Account No. 99876-11 Sunshine Banks
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DoubleTime Field/Tab
Seller

Notary Block Seller

Property
Loan

Utilities > Closing File Copy

DoubleTime Field/Tab

Utilities > Closing File
Copy

Page 728

Information You Use

C&C Developers, Inc.

Signatory: Steven Smith, President

888 Oak Ridge Road, Hialeah, FL 33016
Federal EIN #: 59-3322110

Edit Name(s) with Status and select the
following:

State: Florida

Format: for profit

Notary Title: Notary Public, State of Florida
Notary Name: Select your name
Expiration Date: July 17, 2021

Island Breeze

Add a loan and select the following:
Status: Payoff

Priority: First

Type: Other

Lender Name: Bank of Florida

Save changes and close the file

Information You Use

Existing File: CandC-Islbreeze
New File: Your name, PS, and the number 6.
Example: Mary PS6.

Select all tabs

Copy the closing file
Click Yes to Save Changes

Click Yes to switch active closing file to your
file. Your newly created copy of the CandC-
IsIBreeze closing file is now active
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Practice Session 6 Contract Information

Buyer Phone:
Buyer(s) SS/TIN No.:
Legal Description:

Street Address of Property:

Property Appraiser TIN:
Sellers’ Homestead:
Mortgage(s) to Payoff:

Purchase Price:

Deposit:

Escrow Agent for Deposit:
Financing Contingency:
Contract Date:

Closing Date:

Brokers:

Brokerage Commission:

Personal Property Included:

LABEL TRANSACTION INFORMATION
Seller: C&C Developers, Inc.
Seller Address: 888 Oak Ridge Road, Hialeah, FL 33016
Seller Phone:
Seller SS#: 59-3322110
Buyer(s): Daniel D. Frank and Dawn Frank, husband

and wife

Buyer Address: 980 Paradise Palm Place, West Palm Beach,

FL 33404

Daniel: 222-22-2222 Dawn: 111-11-1111

Lot 28, Block 10, Island Breeze Subdivision,
Palm Beach County, Florida

980 Paradise Palm Place, West Palm Beach,
FL 33404

50-43-43-35-04-000-10-28

Yes. Bank of Florida

$100,000.00
$10,000.00

Richard P. Bruce, Esq.
No

November 11, 20 (CY)
December 15, 20 (CY)
None

None

Training Workbook: August 2018
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Z|Finish Closing File & Enter Information

Use the information taken from the contract for sale and purchase that appears in the
preceding table together with the following additional information to finish setting up
the closing file.

DoubleTime Field/Tab Information You Use

=] Click Open Closing

File

Access your file for this transaction, if it is not
already the active closing file. Enter the
information about the transaction that appears
in the preceding table of contract information.

Notary Buyer

Notary Title: Notary Public, State of Florida
Notary Name: Select your name
Expiration Date: July 17, 2021

= Print the Closing File Worksheet when you
have finished entering all of the information.
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Practice Session 7

Try This

As an employee of Richard P. Bruce, Esq., you are processing a new contract for sale
and purchase with one new mortgage involved. This is a CFPB transaction that
involves the sale of a residential property in Orange County, Florida, that will not be
set up as a master property. The lender has provided a Closing Disclosure, so a

Closing Disclosure Settlement Statement must be prepared.

Practice Session 7 Contract Information

LABEL

TRANSACTION INFORMATION

Seller(s):

Norman Armstrong, and Mary Armstrong, his
wife

Seller Address:

777 Park Lane
Pennsylvania 19438

West,  Harleysville,

Seller Phone: Cell # for Norman: 407-777-5555

Seller(s) SS#: Norman: 222-22-3333 Mary:333-33-4444
Buyer(s): James E. Jones |11, a single man

Buyer Address: 413 Bayshore Drive, Windermere, FL 34786

Buyer Phone:

Home # for James: 407-888-9999

Legal Description:

**Not a Master Property.
**This is a subdivision.

Lot 1, Bayshore Estates, according to the Plat
thereof, as recorded in Plat Book 7, Page 138,
of the Public Records of Orange County,
Florida.

Street Address of Property:

413 Bayshore Drive, Windermere, FL 34786

Property Appraiser PIN:

05-23-28-0545-00010

Personal Property Included:

Couch and recliner

Purchase Price:

$365,000.00

Deposit:

$60,000.00 (held by Buyer’s Broker)

Escrow Agent for Deposit:

Realty Company, Inc. (is holding $60,000.00)

Contract Date:

February 14,20 (CY)

Closing Date:

March 17,20 (CY)

Brokers:

Better Homes, Inc. (Listing)
Realty Company, Inc. (Cooperating/Buyer’s)

Brokerage Commission:

$21,900 split equally (3% each)

Training Workbook: August 2018
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CF|Set Up New Closing File & Enter Information

Use the information taken from the contract for sale and purchase that appears in the
preceding table together with the following additional information to set up a new
closing file in DoubleTime for this transaction.

DoubleTime Field/Tab Information You Use
Closing File No. Your name, PS, and the number 7.
Example: Mary PS7.
Account No. 9987-323 Perpetual Federal Bank
Notary Title Buyer:
Notary Title: Notary Public, State of Florida
Notary Name Notary Name: Beth Cullum
Expiration Date: March 27, 2021
Expiration Date Seller:

State of: Pennsylvania
Notary Title: Notary Public, State of

Loan 1) New Lender, conventional uninsured,
first mortgage of $292,000 with
Bank of Florida, 28 Orange Blossom Trail,
Orlando, FL 32828
» Loan No. 512873
* Purpose:  Purchase  existing  home,
previously occupied
* Product: Fixed Rate
* Interest Rate: 6%
» Payment Interval: Monthly
* Number of Payments: 360
* Days/Year: 365

2) Payoff Lender is Big Time Bankers
This is Sellers First mortgage

Mailing address: 2100 Cheney Hwy,
Orlando, FL 32822

HINT: Payoff amount is entered on page 3
of the CD.
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DoubleTime Field/Tab

Participants

Information You Use

Bank of Florida (Lender)
Thomas Price (Loan Officer)
Realty Company, Inc. (Buyer’s Broker)
Rick W. Robertson (Buyer’s Agent)
Better Homes, Inc. (Seller’s Broker)
George Bigfoot (Seller’s Agent)

0
o
3

DoubleTime Field/Tab

Commitment Type

Print the Closing File Worksheet when you
have finished entering all of the information.

Enter Title Insurance Information

Information You Use
Commitment (CF6R)

Effective Date

March 1(current year)

Owner Policy Required: Yes.
In the amount of purchase price
Mortgagee Policy Required: Yes.

Lender’s closing instructions state that the
following language appear after its name as
Named Insured “its successors and/or assigns
as their interests may appear”

Endorse Policy

Training Workbook: August 2018

No endorsements to Owner Policy.

Lender’s closing instructions state that the
Mortgage Policy must be issued with the fol-
lowing endorsements:

» 06 ALTA 8.1 Environmental Protection Lien
* 06 ALTA 9 REM
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DoubleTime Field/Tab Information You Use
Requirements Replace the asterisks in the Satisfaction
Clause with:

08/03/02
233
i

Add Clause: GR-4.2 Judgments and other
Nonconsensual (Nonvoluntary) Liens: Con-
tinuous Marriage Affidavit

Replace the asterisks with:

Norman Armstrong

Mary Armstrong

Exceptions E-5.1 Plat: Plat Exception

Replace asterisks with info from legal
description

Commitment Bl Electronically request the commitment

jacket

Print the commitment and Fund Commitment
ik Jacket

=
=
=1
m

Premium Calculation (Rating)

DoubleTime Field/Tab Information You Use
Print the Policy Rating Worksheet
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4 Closing Disclosure Statement

DoubleTime Field/Tab Information You Use

Page 1 Date Issued: 3/13/(CY)

Use Appendix 11 - Closing Disclosure For
Practice Session 7 to complete Page 1
sections: Loan Terms and Projected
Payments.

Pg.2 Update Recording Charge - Yes
Closing Cost Details

Make Room For Additional Rows For
Recording and Transfer Taxes - YES

Use Appendix 11 - Closing Disclosure For
Practice Session 7 to complete Page 2
sections: Loan Costs and Other Costs.

Pg. 2, Section A Withhold all fees payable to Bank of Florida
for section A.
Pg. 2, Section B Withhold the POC amount for the Credit

Report in section B.

Pg. 2, Section C

E=l | Use the Title Premium Allocation button

on the secondary toolbar to adjust payment of
the Title Insurance premiums per the contract.
The Seller is paying for the Owner’s policy in
this transaction.

Pg. 2, Section E, Lines 01 Payable to State of Florida:
and 02, Recording Fees * Deed: 2 pages (Borrower)
» Mortgage: 15 pages (Borrower)
» Continuous Marriage Affidavit: 2 pages

(Seller)

Pg. 2, Section F Withhold all fees payable to Bank of Florida
for section F.

Pg. 2, Section G Withhold all fees payable to Bank of Florida

for section G.
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Page 736

DoubleTime Field/Tab Information You Use

Pg. 3, Summaries of Seller’s First Loan Payoff.
Transactions

Use Payoff Calculator

 Payoff from 3/1/(current year) to 3/20/

(current year)

e Per diem: $43.51

 Mortgage balance: $165,075.00

Note: Print payoff calculations

Adjustments Unpaid

County Taxes: $4,175.00 annually, prorate
with 4% discount — unpaid by seller

Pg. 3, Calculating Cash to Use Appendix 11 - Closing Disclosure For
Close Practice Session 7 to complete Page 3,
Calculating Cash to Close.

Page 4 Use Appendix 11 - Closing Disclosure For
Practice Session 7 to complete Page 4,
Additional Information About This Loan.

You will need to select Late Charge Type:
Percent of Principal And Interest for the
Late Fee.

Page 5 Use Appendix 11 - Closing Disclosure For
Practice Session 7 to complete Page 5, Loan
Calculations, Other Disclosures, Contact
Information and Confirm Receipt.

Print the Closing Disclosure Settlement
= Statement & Recording Worksheet

| Balance Sheet

Ensure your incoming wire fee is $285,655.84.
Combine all necessary charges for respective Payees.

Split sellers proceeds between Norman Armstrong and Mary Armstrong. Norman
receives $75,000.00, the balance goes to Mary.

Funds from Buyer were received in the amount of $22,000.00.
Print Balance Sheet.
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%

Conveyance

Title Affidavit: Seller clause: Continuous Marriage Affidavit clause from Clause
Library.

Bill of Sale items: couch and recliner.

= |Documents

Create and Print  Bill of Sale

CD Addendum B- Customary Recitals
Closing Affidavit (Seller)

FL Warranty Deed (Statutory Form)
Florida Insurance Premium Disclosure
Non-Foreign Certification by Individual
Transferor

Title Affidavit (Seller)

=
|
5]

1099-S

Print the 1099-S, copies B & C.

(=] ]
=

Title Insurance - Use Policy Express Checkout

-

DoubleTime Field/Tab Information You Use
Owner Effective Date: March 17,20 (CY)
Time: 9:00 am
Record Deed No recording information required
Owner Except Add Exception: Standard exceptions 2, 3, 4,

and 5 are hereby deleted
Review Owner Exceptions

Mortgagee Confirm Effective Date and Time match
Owner’s Policy.

Record Mtg No recording information required
Build Mortgage Description

Mtg Except Review Mortgagee Exceptions

Endorse Mtg Review Mortgagee Endorsements
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]

== | Premium Calculation (Rating) - Electronic Delivery

m

Electronically deliver the Owner and Mortgagee Policies and all endorsements.
Print the invoice sheet.

= Documents

Print: FUND 06 Mortgagee Policy (MF6)
FUND 06 Mortgagee Policy (MF6) Jacket
FUND 06 Owner’s Policy (OF6)
FUND 06 Owner’s Policy (OF6) Jacket
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Setting Up

Setting Up

Installing DoubleTime

You will be asked to enter the following information during the installation process:

Refer

User Name

Entity Type

Legal Entity Name

Tax 1D Number

Office Information (including your address, etc.)

Types of Services

Employees

Database Backup Interval

Closing File Defaults (closer, signatory, underwriter, prepared by)
Buyer and Seller number of witnesses for documents

User Settings

Escrow Accounting

Serialized Forms

to your copy of the DoubleTime Installation Guide for complete

instructions.

Creating Defaults And Selection Lists

Follow the procedures below to create your own defaults and selection lists in
DoubleTime.

Contacts

Page 740

Setting Up What You Do

1. On the main toolbar, click the Contacts
button.

2. Select the appropriate Contact Type for
your office. Note: Select Contact Type
“All” to find your office name.

3. In the Name box, type the first few letters
of your office name until it is highlighted in
blue in the lower half of the Select
Contact window.

4. Click OK. The Contact window displays
your office information.
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Setting Up What You Do

5. Verify the spelling of your company name
and your Federal EIN number. Your
Status is Active and that check box should
remain selected.

6. Click the Employees, Partners, or
Associates tab (tab name depends on
Contact type).

Click the Insert button to add the
names of employees in your office. The
Select window is displayed. The default
Type is Individual.

8. In the Name box, type Last, First, and
Middle names. Select Suffix if applicable.
Type the Social Security No. if desired.

9. Click the New button. The Select window
is closed and the individual’s name is
displayed on the Employees, Partners,
or Associates tab (tab name depends on
Contact type).

10. Select the appropriate Title. If the individual
is authorized to sign documents, select the
Sign? check box.

11. Click the Services tab. Closing Agent
and/or Title Agent check boxes will be
checked if previously selected. If Title
Agent is selected, the Underwriter box is
displayed. Note: If another underwriter you
need is not listed, enter the underwriter
name in the Contact module as a
Corporate contact.

o Click the Insert button to add more
underwriters.

12. Ly Click the Close button. The Save
window is displayed. Click Yes.
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13. @On the main toolbar, click the
Contacts button.

14. In the Name box, type the Last name of the
employee who is a notary and click OK.

15. Click the Notary Expiration Date box
and type the notary expiration date for the
selected employee. Note: Click the Open
button on the secondary toolbar to select
additional names and repeat steps 13 - 16 to
add the notary expiration date. If no
additional notaries are to be identified,
proceed to the next step.

16. L Click the Close button. The Save
window is displayed. Click Yes.

Note: Below is a list of some of the Underwriter
Contacts provided with DoubleTime

American Pioneer Title Insurance Company

Attorneys’ Title Insurance Fund, Inc.

Chicago Title Insurance Company

Fidelity National Title Insurance Company of Pennsylvania
Fidelity National Title Insurance Company of Tennessee
First American Title Insurance Company

Lawyers Title Insurance Company

Nations Title Insurance of New York, Inc.

Old Republic National Title Insurance Company/AFTS
Old Republic National Title Insurance Company
Stewart Title Guaranty Company

TICOR Title Insurance Company
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Preferences
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What You Do

1. On the main toolbar, select Preferences.
The following choices are available.

» Office Settings

* Account Maintenance

» Custom Variable Setup

* Document Customization

* Notary Customization

* Change User Name

* Delete User Name

» User Login

* Change User Password

» Security Administration

* Reset Admin/User Password

» User Settings

2. In Office Settings, establish the Office
Information (for example, phone number
and Federal EIN number). Notary,
Recording, Backup, My Website, and
Escrow Accounting information are also
entered.

3. In Account Maintenance, insert or delete
trust/escrow accounts used by your office.
Note: If an account you no longer use is
associated with a closing file, click the
Inactive check box. You will not be able to
select the account for future files.

4. In Custom Variable Setup, -create
variables for use in the Documents
module.

5. Use Document Customization to
customize documents for selection in the
Documents module.

6. Use Notary Customization to customize
notary block information for documents.

7. In Change User Name, type a specific
name to define individual User Settings in
Preferences.

8. In Delete User Name, delete a user name
that is no longer used in DoubleTime.
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What You Do

9. In User Login, log into DoubleTime or

certain areas of DoubleTime.

10. In Change User Password, change the
password that you wuse to log into
DoubleTime.

11. In Security Administration, set up the
rights that a certain user name will have in
DoubleTime.

12.In Reset User Password, reset a
password that has been misplaced or
forgotten.

13.In User Settings, select email format,
closing file defaults, buyer and seller
number of witnesses, HUD settings, and
accounting software.

14. i Click the Save button for each
selection in Preferences.

Note: Preferences and Contacts are used to
change the defaults and selection lists for
Closing Agent, Title Agent, Prepared By,
and Underwriter that were previously selected.
This information is available when you open
new closing files.
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Serialized Forms 1. On the main toolbar, select Modules.

2. Select Serialized Forms and choose
Create Forms Inventory.

3. Select the appropriate Underwriter,
Agent, and Form Type.

4. Press the Tab key to move to the Prefix
box. If the Underwriter is Old Republic
Title Insurance Company/ATFS, a form
prefix will automatically be displayed. For
other underwriters, type the prefix.

5. Press the TAB key to move to the Start No
box and type the first form number.

6. Press the TAB key to move to the End No
box and type the last form number.

7. Click the Close button. The Save
window is displayed. Click Yes.

Note: Serialized forms can be used in the
Title Insurance Commitment and Title
Insurance Policy modules. Note: Old
Republic National Title Insurance Company/
ATFS commitments are no longer serialized.

EClick the Reports button to generate a
serialized forms inventory report. Note: Fund
policy numbers can be assigned electronically
when using the Electronic Delivery process in
Commitment and Premium Calculation
(Rating) module. Then the corresponding
jackets will be available for printing in the
Documents module. For more information,
please see Tutorials within DoubleTime Help.

Training Workbook: August 2018 Page 745



Setting Up

Page 746

Setting Up

Master Properties

Maintenance (Lists)

What You Do

F
1, | On the main toolbar, click the Master
Property button.

2. In the Master Property Search
Selection window, select the type of
property, then click New.

3. In the General Information tab, type the
property information.

4. Click the Recording tab, and type the
recording information.

5. Click the Exceptions tab.

6. @ Click the Insert button.

7. Press the TAB key to move to the
Description box and type your own
exceptions or

Click the Clause Library button to select
Exceptions.

8. Click OK.

9. ik Click the Close bhutton. The Save
window is displayed. Click Yes.

Note: Master properties can be selected in the
Closing File module on the Property tab.
Exceptions are copied to the Title Insurance
>Commitment and Title Insurance >
Policy modules.

1. On the main toolbar, select Modules.
2. Select Maintenance (Lists).

3. Select Line Description (Settlement
Statement) and click OK.

4. Select the Settlement Statement format.
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5. To edit a line description, click it and type
the new description.

To add a new description, click the
Insert button. In Line Description, type
the new description. Press the TAB key to
move to Closing Statement Section.
Type the section.

6. Click the Close button. The Save
window is displayed. Click Yes.

Note: The Maintenance (Lists) module
enables you to add or edit Settlement Statement
descriptions for use in any closing file. You can
also add to or edit other lists in DoubleTime.
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Setting Up
User-Defined Clauses

Document Customization

What You Do
1. On the main toolbar, select Modules.
2. Select Clause Library Maintenance.

3. Select a clause type in the Clause Type
box and click New.

4. Type the clause title in Clause Title. Press
the TAB key to move to Clause. Type the
clause text.

5. %] Click the Close button. The Save
window is displayed. Click Yes.

Note: g Click the Clause Library button in
any closing file to select user defined clauses.

1. On the menu bar, click Preferences/
Document Customization.

2. Select a DoubleTime master document that
is similar to the one you want to create.

3. Type the new master document name and
click OK.

4. Make the required changes to the document
or
copy a document from your word processor
and paste it into a DoubleTime document.
Insert variable fields in your document.

5. %] Click the Close button. The Save
Changes window is displayed. Click Yes.

Note: Custom documents can be selected in any
closing file.
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Setting Up

User Defined Checklist 1

Templates
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6.

What You Do

On the main toolbar, select Modules.

Select Checklist, then  Template
Maintenance.

Select a DoubleTime standard template that
is similar to the one you want to create.

On the menu bar, select File, then Save As.

Type the new checklist template name and
click OK.

Ly

Click the Close button.

Note: User-defined checklist templates can be
selected in any closing file.
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&| ATIDS Integration

Introduction

ATIDS Integration is a support transaction which allows the display of property and
name information on the screen. This information is very helpful when trying to
determine the parties on a property or name document or to view which legal
description a property document is posted to the ATIDS system. Once the transaction
is performed your legal description will then automatically default for all of your

search transactions. A file must be established in DoubleTime to use the ATIDS
Integration.

Note: For this lesson we will use file number 04-0045.

Look Up Legal Description

What You Do Comments

1. In the Closing File The eSolutions ATIDS Integration wizard
module’s secondary is displayed.
toolbar, click the ATIDS
Integration button.

2. Click the Look Up Legal
Description option.
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What You Do Comments
3. Click the Next button. The FundNet Login window is displayed.

4. Enter your User ID and The FundNet User ID and Password
Password and click defaults from selecting the Remember my
Next. Password option when setting up the

ATIDS tab in User Settings.

The ATIDS Initial Request window is
displayed as it connects you to ATIDS.

The Look Up Legal Description window
is displayed.

Note: The county defaults to Palm Beach
county. This information is carried over from
the Property tab in the Closing File
module.
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What You Do Comments

5. In the Book Number
box, type 11841.

This is the OR Book and Page number of the
deed for Jean Luc Leblanc and Francine

Leblanc.

6. Inthe Page Number box,
type 765.
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What You Do Comments

7. Click the Next button. The Look Up Legal Description window
is displayed, showing how this document is
posted in ATIDS. Note: The legal description
to be searched is automatically selected.

8. Click Print.

9. Click Finish. The Welcome to DoubleTime’s ATIDS
Integration window is displayed.
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Prior Policy Search

This transaction is used to search for prior Fund title policies in subdivisions and
condominiums. Corresponding plat information is displayed along with the number of
policies found, if any. Prior Fund policies are indexed from 1948. Prior policies are
available only when you open a Title Yes file.

What You Do Comments

1. Select the Prior Policy
Search option.

2. Click Next. The Fundnet Login window is displayed.

3. Click Next. The ATIDS Initial Request window is
displayed as you are connected to ATIDS.

The Prior Policy Search window is then
displayed. The legal description to be
searched is automatically displayed. The
information is carried over from your Look
Up Legal Description Search.

Note: If the Look Up Legal Description
Search transaction was not performed, the
Source of Plat would default to Plat Book
and the County to Palm Beach, and you
would manually type the legal description.
Click Insert to search additional legals.
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What You Do Comments

The Search From Date defaults to 01/01/
1900 and the Search Through Date
defaults to today’s date.

4. Click the Next button. The Prior Policy Search Criteria window
is displayed with detailed policy information.
Note: A separate option is available to order
prior policies once you have performed your
property search.
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What You Do Comments
5. Click Print.
6. Click Finish. The Welcome to DoubleTime’s ATIDS

Integration window is displayed.

Add Or Change An ATIDS File

This transaction is used to add an ATIDS file. A separate file number must be added
for each new closing transaction. The proper bill code must be assigned to the file in
this transaction. This transaction also allows the change of certain file related
information.

What You Do Comments

1. Select Add or Change an

ATIDS File.
2. Click Next. The Fundnet Login window is displayed.
3. Click Next. The ATIDS Initial Request window is

displayed as it connects you to ATIDS.

The Add or Change File window is then
displayed.

The Function box automatically defaults to
Add when this transaction is initially

performed. After the file has been added, the
Function box will default to Change.
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What You Do Comments

4. Click the Ordered By box The Ordered By box is required and will
and type your name. appear on your account’s billing activity.

5. Click the Description box The Description box is also required and

and type Leblanc/Realistat Will appear on your account’s billing activity.
Realty.

Note: The option, Do you propose to
iIssue a title insurance endorsement/
policy on Old Republic National Title
Insurance Company/ATFS on this
transaction?, defaults to Yes. This
information is carried over from selecting
FUND as the underwriter in the Closing File
module.

The Bill Code defaults to Title Search.
This code also determines the results of the
property search and the cost of the file.

6. Click Next. The ATIDS file is added.

Property and Name

This transaction generates a printout of a document reference information found for
the legal description(s) searched. Only documents containing a legal description are
obtained from this option. Examples of document types include deeds, mortgages,
assignments, and satisfactions of mortgages. This option allows you to search property
records for two types of legal descriptions: Platted legal descriptions such as
subdivisions and condominiums and acreage legal descriptions (unplatted land).

What You Do Comments

1. Click the Property and
Name Search option.

2. Click Next. The Fundnet Login window is displayed.

3. Click Next. The ATIDS Search Request window is
displayed as it connects you to ATIDS. The
Search and Delivery Options window is
displayed.
Note: The Search option defaults to
Property and the Delivery option defaults
to Send to Document Order Queue and
Send to ATIDS XE.
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What You Do Comments

4. Click Next. The Property Search Information
window is displayed. The property search
information is automatically displayed. This
information is carried over from the Look Up
Legal Description Search.

Note: If the Look Up Legal Description
Search transaction is not performed, the
Source of Plat defaults to Plat Book and
the County defaults to Palm Beach. Type
the legal description. Click the Insert button
to search any additional legals.

If you have an unplatted legal description,
select the Acreage tab.
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What You Do Comments

5. Click the Erom Date box and The effective date of the prior policy was

type 6152000. retrieved from the Prior Policy Search.
This policy can be used as your base.
6. Click the Next button. The Through Date automatically defaults to

the certification date on the ATIDS system.
The Property/Name Search Request
window is displayed as you are connected to
ATIDS.

The Search Results window is displayed.
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What You Do Comments
7. Click Print.
8. Click Finish. Note: The condensed printout now has a 3/4-

inch header to allow room to punch holes for
filing. The instruments are no longer split
between pages; they are separated by divider
lines, which allow for easy reading.

The eSolutions ATIDS Integration
Search window is displayed.

Name Search

This transaction is used to perform searches on personal names and/or commercial
names. Name-related documents do not contain legal descriptions. A name search
finds recorded documents such as judgements, divorces, probate, and federal tax liens.

What You Do Comments

1. From the eSolutions ATIDS
Integration Search
window, click the Name
Search option.
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What You Do Comments
2. Click Next. The Fundnet Login window is displayed.
3. Click Next. The Name Search window is displayed.

The County automatically defaults to Palm
Beach.

The buyer and seller names also default on
both the Personal and Commercial Name
tabs. This information is carried over from the
Buyers and Sellers tabs of the Closing
File module.

Note: Click the Options button for more
search options.

4. Click the Commercial The Connecting to ATIDS window is

Name tab and then click the displayed, asking if you want to proceed.
Variations button.

5. Click Yes. The Name Search Variation Results
window is displayed.

Note: Select any name variations you wish to
search.

6. Click OK. Note: If adding additional names, click the
down arrow in the Role Type field and select
the appropriate role for the entity.
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What You Do Comments

7. Click Next. The ATIDS Search Request window is
displayed as you are connected to ATIDS. The
Search Results window is displayed. If you
have an unplatted legal description, select the
Acreage tab.

Note: Select the Commercial tab to view the
Search results for Realistat Realty.

8. Click Print. Both the Personal and Commercial search
results are printed.
9. Click Finish. The eSolutions ATIDS Integration

Search window is displayed.

Note: Personal names and commercial names
are displayed on separate printouts.

10. Click Back. The eSolutions ATIDS Integration
Welcome window is displayed.
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Order Prior Policy

This transaction is used to order a hard copy of a prior Fund policy when issuing an
Old Republic National Title Insurance Company/ATFS policy. A copy of the prior
Fund policy is faxed to the member. A TITLE yes file must be opened.

What You Do Comments

1. Click the Order Prior
Policy option.

2. Click Next. The Order Prior Policy window is
displayed.

3. In the Phone box, type
(your phones number).

4. In the Ordered by box, type
(your name).

5. In the Fax Number box, Prior Fund policies are faxed to the member’s
type 4072401106. office.

6. Click the Select box in Note: Whenever possible, use the Owner’s
Select Prior Policy next to Policy as the base title. If a prior Owner’s
the OPM. policy is not available, then use a prior

Mortgagee Policy. However, the Search From
Date on the property search performed will
need to start from the date of the deed into the
mortgagor.
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What You Do Comments

7. Click Next. The ATIDS Order Prior Policies window
is displayed as you are connected to ATIDS.

The Prior Policy Order Confirmation
window is displayed.

8. Click Print.

9. Click Finish. The Welcome to DoubleTime’s ATIDS
Integration window is displayed.

Order Document Hard Copies

This transaction is used to order hard copies of documents that were found as a result
of the property or name searches. This transaction also allows you to order documents
related to the closing file that were not found in the original searches. The Order
Document Hard Copy transaction has a variety of delivery methods, such as:
branch delivery, fax, mail, electronic delivery, etc.

What You Do Comments

1. Click the Order Document
Hard Copies option.

2. Click Next. The FundNet Login window is displayed.
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What You Do Comments

3. Click Next. The ATIDS Initial Request window is
displayed as you are connected to ATIDS and
retrieves your documents.

The Document Hard Copy Selection
window is displayed.

The Order information is carried over from
the Prior Policy Order request.

4. Click the Select Property The Select Property Documents window
Documents button. is displayed.
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What You Do Comments

5. Click the Select boxes for
the desired Property
Documents.

6. Click Close. The Document Hard Copy Selection
window is displayed.

7. Click Select Name
Documents.
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What You Do Comments

8. Click the Select boxes for Note: Scroll down to view all searched names.
the desired Name Documents.
9. Click Close. The Document Hard Copy Selection
window is displayed.

10. Click Additional Search The Additional Search Related
Related Documents. Documents window is displayed.
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11.

12.

13.
14.

15.

What You Do

Click the Primary
Reference Source drop
down list and select Plat
Book.

Click the Book box and type
29, then press TAB and type
196.

Click Close.
Click Next.

Click Finish.

Comments

Click Insert for any additional documents

needed.

The Hard Copy Request Confirmation

window is displayed.

DT Version: 8.1



ATIDS Integration

Property / Name Search Update

The Update transaction allows you to update your property and name searches from
your initial search with a single click. A property and name update search is performed
prior to the closing and again prior to issuing the final title policy. This transaction will
only show property documents that posted since your last search.

What You Do Comments

1. From the Welcome to
DoubleTime’s ATIDS
Integration window, click
Property and Name

Search.

2. Click Next. The FundNet Login window is displayed.

3. Click Next. The ATIDS Search Request window is
displayed as you are connected to ATIDS.
The eSolutions ATIDS Integration
Search window is displayed.

4. Select Update. The Order information is carried over from
the Prior Policy Order request.

5. Click Next. The Property Name Search Update
window is displayed.

6. Click Next. The FundNet Login window is displayed.

Note: The legals and names from your
previous searches automatically default and
are selected for you.
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What You Do Comments

7. Click Next. The ATIDS Search Request window is
displayed you are connected to ATIDS. The
Property Search Results window is
displayed.

8. Click Next. The Name Search Results window is
displayed.
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What You Do Comments
9. Click Print.
10. Click Finish.
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Appendix 1 - Toolbars

Main Toolbar
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Appendix 1 - Toolbars

This toolbar is present at all times when DoubleTime is open.

=] [l
3

o

=
m

-
(=] ]
=

Button Name

New  Closing
File

Open Closing
File

Switch Active
Closing File

Commitment

Premium
Calculation
(Rating)

Policy

Forms Tracking

Order Branch
Product

View  Branch
Product Orders

Order
PropLogix
Product(s)
View
PropLogix
Orders

Function (Notes)

Opens a blank file allowing a new transaction to be
entered. (Not available unless all modules are closed.)

Opens an existing closing file.

Closes the currently active closing file and opens a new
closing file. (Not available unless all modules are closed.)

Opens the Commitment module allowing the creation
of a title insurance commitment for the new transaction.

Opens the Rating module allowing the premium for title
insurance to be calculated.

Opens the Policy module allowing the completion of
title insurance policies for a completed transaction.

Opens the Forms Tracking module allowing the
tracking of serialized policy forms from the underwriter.

Opens the Order Branch Product module allowing
users to order Fund Branch Products within the
application.

Opens the View Branch Product Orders module
allowing users to check the status of orders placed
through the Branch Products Order wizard in
DoubleTime. Fund Data files can be imported from the
View Branch Products Order wizard.

Opens the Order PropLogix Product(s) module
allowing users to order PropLogix Products within the
application.

Opens the View PropLogix Orders module allowing
users to check the status of orders placed through the
Order PropLogix Product(s) wizard in DoubleTime.
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Button Name

Electronic
Payment

Settlement
Statements

Balance Sheet

Escrow
Transaction
Management

1099-S

Notes

Loans

Conveyance

Documents
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Function (Notes)

Opens the Electronic Payment module allowing the
payment of title insurance premiums to the Fund.

Opens the Settlement Statements module allowing
the settlement statement to be completed.

Opens the Balance Sheet module which provides a
summary of deposits and disbursements. Allows for
combining and splitting of disbursements as well as
printing of mailing labels. (Payee addresses may also be
printed directly on checks to allow for the use of window
envelopes.)

Opens the Escrow Transaction Management
module, The Fund’s accounting package, allowing for
posting, tracking, and managing of all transactions within
escrow accounts. Disbursement checks may also be
printed directly from this module. (This accounting
package is not automatically included with DoubleTime,
your office administrator can choose to use this
accounting package or another one. DoubleTime data can
also be exported to external software.)

Opens the 1099-S module allowing for generating,
tracking, electronic filing and year-end maintenance of
1099-S forms.

Opens the Notes module allowing users to create and
save file specific notes that can be viewed by other
DoubleTime users in the office.

Opens the Loans module allowing for preparation of
loan paperwork when required by a transaction or lender.
Loan documents can be printed in the Documents
module.

Opens the Conveyance module allowing for adding
clauses to deeds, title affidavits, and bills of sale. Grantor
and grantee information for deeds may also be modified
in this module.

Opens the Documents module allowing for the
preparation and printing of documents such as title
commitments, title policies, deeds, affidavits, bills of
sale, and other closing documents.
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Button Name Function (Notes)
Contacts Opens the Contacts module, which is an electronic
#i address book. Contact information may be viewed,

modified, or added.

Master Property Opens the Master Property module allowing for the
A storing and maintenance of property information such as
the legal description, recording information, and
exceptions.

Checklist Opens the Checklist Template module allowing for
Cf the use of an electronic “to-do” list for each closing file.

Reports Opens the Reports module allowing for the preparation
of reports using specific data such as Closing File by
Closer or Contact List by Service Type.

fid

Launch Opens the Reflection program allowing access to ATIDS.
ms|  Reflection

Fund Title Opens electronic copies of Fund Title Notes and the
nz|  Notes and Standard Commitment Clauses manual.

Standard

Commitment

Clauses

Exit Closes the DoubleTime software.

ESIT

Secondary Toolbar

These buttons are available when the listed module(s) is open.

Button Name Module(s) Function (Notes)
Accounting Balance Sheet Create a file to be imported into
Bl | Export accounting software other than
DoubleTime Escrow Accounting.
Address Balance Sheet View or edit a payee’s address.
Agent 1099-S View or edit the filing agent
7} information.  (Available  when

viewing a specific1099-S form.)
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Button Name

Amortization
Calculator

ATIDS
Integration

Automatic
Renumber

Build Clause

Calculator

Cancel

Change Year

Clause Library

Close

Closing
Statement
Alerts

Closing
Protection
Letter

Collapse All

Training Workbook: August 2018

Module(s)
Loans

Closing

Policy

Policy

Premium
Calculation

Notes

1099-S Year End

Maintenance

Closing

All

Settlement
Statements

Closing

Checklist

Function (Notes)

Calculate and print amortization
schedule.

Interfaces with ATIDS to perform
searches.

Renumber  clauses on a
commitment or policy.

Create owner or mortgagee clauses
from the data entered. (Active only
on the Owner, Record Mortgage,
or Requirements tabs.)

Accesses the windows calculator.

Allows a user to cancel a note in
the Notes module before it has
been saved.

View 1099-S forms for a different
year. (Accessible only by selecting
Modules > 1099-S > Year End
Maintenance from the main
menu.)

Opens the Clause Library window
allowing you to search for and
select clauses to be inserted into a
document or text field.

Closes the current open module.

Indicates missing information on
the settlement statement.

Order a Closing Protection Letter
electronically from The Fund.

Displays only the top level items
on the current checklist.
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Button Name
Combine

Commitment
Jacket Request

Copy

Copy
Commitment

Exceptions

Copy  Master
Property
Exceptions

Create File

Create Master

Property

Custom
Variable Data

Cut

Delete

Deposit
Summary

Module(s)
Balance Sheet

Commitment

Documents

Policy

Commitment

1099-S Year End

Maintenance

Closing

Closing;
Documents

Documents

Documents

Settlement
Statements

Function (Notes)

Combines deposit or disbursement
amounts.

Request and receive commitment
jacket electronically.

Duplicate the selected text and
place on the clipboard.

Add or replace the existing
commitment exceptions in a
policy.

Copies exceptions from the Master
Property to the commitment. (Only
active on the Exceptions tab of
the Commitment Module.)

Combines the 1099-S records into
an electronic file that can be sent
to the IRS. (Accessible only by
selecting Modules > 1099-S >
Year End Maintenance from
the main menu.)

Creates a Master Property
within the Closing File module.
Exception clauses added in the
Commitment or Policy modules
can be exported into a Master
Property.

Add file specific data to the
custom variable.

Deletes the selected text and
places it on the clipboard.

Removes the selected text.

Displays the deposit information
for the open closing file.
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Button

Deselect all of

0]

Name

m | the categories

Electronic
H1 Delivery
Escrow
FEET | Accounting
Excess Funds
=| ExpandAll
Export
BR
First Page/
Record
Generate

Insert
Insert
# | Symbol
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| Mailing Labels

Degree

Module(s)
Notes

Premium
Calculation

Balance Sheet

Balance Sheet

Checklist

Balance Sheet

Premium
Calculation

Balance Sheet

Closing File;
Commitment;
Policy;
Settlement
Statements;
1099-S; Loans;
Conveyance;
Contacts; Master
Property;
Checklist

Closing
Documents

File;

Function (Notes)

Deselects all of the categories in
the Filter Notes window.

Submits policies, endorsements,
and the rating  worksheet
electronically to The Fund.

Opens the Escrow Accounting
module.

Captures excess funds brought in
by the borrower and creates a
disbursement for the excess funds
to the borrower.

Displays all items on the current
checklist.

Prepares a file that can be
imported into an accounting
program.

View the first page of a multi-page
worksheet.

Generate labels for each payee
with a line item disbursement on
the open balance sheet. (Use with
Avery 5161 labels; 20 per sheet.)

Creates a new blank row in the
selected area. (Button may not be
active on all tabs of a module.)

Insert a degree symbol (°) into a
legal description. (Only active
when cursor is in a text field.)

Page 781



Appendix 1 - Toolbars

B0

i

Ich

Page 782

Button Name
Insert Field

Insert Name

Clause

Insert New

Level

Last
Record

Page/

Next
Record

Page/

Notepad

Open

Originate
Problem

Paste

Module(s)
Documents

Closing

Checklist

Premium
Calculation

Premium
Calculation

Settlement
Statements

Clause
Maintenance;
Contacts;
Documents;
Loans;
Maintenance
(Lists);
Property;
Premium
Calculation
(Rating);
Reports;
Schedule
Closing;

Serialized Forms

Checklist

Documents

Library

Master

Function (Notes)

Inserts a field into the document
displayed at the cursor location.

Creates a clause identifying a party
to the closing.

Adds a line below the selected line
and indented one level. Used to
select a name clause to be added to
the Buyer or Seller’s names.

View the last page of a multi-page
worksheet.

View the next page of a multi-page
worksheet.

Opens the Windows Notepad to
store file specific notes.

Opens a new document, file or list.

Creates a description of a problem
with the closing file.

Pastes selected text at cursor
position.
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Button Name

Payee List
e

Payoff
™| calculator

Premium
Calculation

(Rating) Quote
Previous Page/

4 | Record

Print

Print Preview

Recording
B calculator

Refresh
@

Replace
with Text

Reply
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Field

Module(s)
Balance Sheet

Settlement
Statements

Premium
Calculation

Premium
Calculation

Closing
Premium
Calculation
(Rating);
Settlement
Statements;

File;

Balance Sheet;

1099-S;

Conveyance;

Documents;
Reports

Documents

Settlement
Statements

Documents

Documents

Notes

Function (Notes)

Add or edit a payee on the balance
sheet.

Used to assist with calculating
payoff amounts.

Used to estimate the premium cost
when a transaction file hasn’t been
opened.

View previous page of a multi-
page worksheet.

Prints the current document,
statement, worksheet, or report.

Displays a document as it will be
printed.

Assists with calculating recording
charges by entering the number
pages contained in the instrument
to be recorded. (Only active on the
Recording tab.)

Redisplays the module after
information has been added or
changed.

Converts a data field into the text
named in the data field label.

Allows users to reply to existing
notes in the Notes module.
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Button Name

Re-retrieve
Product From
Fund Services

Rulers On/Off

Save

Search Contact

Select all of the
categories

Set Document
Options

Show
Address
Information
Signature/
Notary

Payee

Sort

Spell Check

Split

Module(s)

View Branch
Product Orders

Reports

All

Settlement
Statements;
Conveyance

Notes

Documents

Balance Sheet

Closing;
Documents

Reports

All

Balance Sheet

Function (Notes)

Allows users to re-retrieve branch
product orders that have new
information.

Toggle between displaying or
removing the rulers along the side/
top of document window.

Retains the changed or added data.

Opens the search contact
window allowing the addition or
choosing of a contact.

Selects all of the categories in the
Filter Notes window.

Rename a document or select the
paper size.

Displays/Hides the address for a
selected payee.

Allows modifications to the
signature and Notary blocks, such
as number of witnesses, and names
of witnesses and Notary. (Only
available in Closing Module after
the Buyer and Seller tabs have
been completed.)

Arrange the report information in
either ascending or descending
order.

Check highlighted text for spelling
errors. (Active only when cursor is
in a text field.)

Divide the amount of a deposit or
disbursement between two or more
parties.
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TITLE

]
o

aj

&£

Iz

D

Button Name

Template
Maintenance

Title Premium
Allocation

Undo Edits

Undo Combine

Undo Split

Update Lender

Update  Order

Status

Use Legal

View Field

Names

View Record

Zoom
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Module(s)
Checklist

Settlement
Statements

Documents

Balance Sheet

Balance Sheet

Closing

Order
Product

1099-S Forms

Documents

1099-S

Reports

Branch

Function (Notes)

Opens the Checklist/Template
Maintenance module.

Opens Title Insurance
Calculator for the county in
which the property is located.
Allows a Payor to be changed
from the default settings for the
county.

Reverses the last action performed.

Return the combined deposits or

disbursements  to  individual
amounts.
Return the split deposit or

disbursement amounts to the
original amount.

Changes or adds new information
to the lender listed for a particular
loan.

Refreshes the Branch Product
Order  Search  window by
automatically connecting to The
Fund and checks for any Branch
Product orders that were waiting
for pickup, and delivers them.

Toggles the 1099-S field 3
between the property address and
property legal description; either
may be used on the 1099-S form.
(Available only when a specific
1099-S form is displayed in
DoubleTime.)

Reveals the names of any merged
fields in the document.

Displays the 1099-S form for the
open closing file.

Reduce or enlarge the displayed
report.
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This Appendix has been deleted.

Page 786 DT Version: 8.1



Appendix 3 - DoubleTime Express Policy Checkout Reference

Appendix 3 - DoubleTime Express Policy Checkout
Reference Guide

P

% POLICY MODULE

The Policy module allows you to enter information such as serialized numbers, effective date, and
time. Any information entered in the Commitment module will automatically flow into this module
such as owner, lender, dollar amounts, and exceptions.

Note: Users must first be setup in the Fund’s website (www.thefund.com) in order to be able to
transmit Policies & Endorsements electronically.

Note: See The Fund Concept article Shortcut To The Finish Line: Fund Introduces ‘Policy -
Express Checkout’ by Philip A. Holtsberg in the January 2014 issue for more detail on this
efficient process.

STEPS TO ISSUE OLD REPUBLIC NATIONAL TITLE INSURANCE COMPANY
POLICIES AT CLOSING THROUGH ATTORNEYS’ TITLE FUND SERVICES, LLC:

Process Steps
1. Select the Policy module in DoubleTime.

2. If Issuing an Owner’s Policy, select the Owner’s tab. Ensure that the
displayed information is correct. Make any changes necessary. In the Date
of Policy fields enter the date and time as the date and time of the funds
disbursement. A date is required; however, a time is not required. If no time
is entered the system will put in a default time of 12:00am. Most people use
9:00am.

3. Select the Record Deed tab. Recording information does not need to be
entered.

4. Select the Owner Exceptions tab. Review, add or edit any owner exceptions
as needed.

5. Select the Endorse Owner tab. No action is required. If owner endorsements
were selected in the Commitment module then selecting this tab will deliver
the endorsements to the Document module.

6. If Issuing an Owner’s Policy only and you do not electronically transmit
your policies you may proceed to step 12 to obtain policy jackets. If your
policies are completed and you are ready to electronically transmit your
policies to The Fund you may proceed to step 15 to obtain policy jackets.
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Process Steps

7. If issuing a simultaneous Mortgagee Policy, select the Mortgagee tab.
Ensure that the displayed information is correct. Make any changes
necessary. Proceed to step 9 Record Mtg tab.

8. Ifissuing a Mortgagee Policy only, select the Mortgagee tab. Ensure that the
displayed information is correct. Make any changes necessary. In the Date
of Policy fields enter the date and time as the date and time of the funds
disbursement. A date is required; however, a time is not required. If no time
is entered the system will put in a default time of 12:00am. Most people use
9:00am.

9. Select the Record Mtg tab. Recording information does not need to be
entered. Select the Build Mortgage Description button located on the
secondary toolbar. Since no recording info has been entered DT
automatically types in the language “... dated 1/15/2014 to be recorded in
the Public Records of Orange County. Florida, which encumber the land” in
the Mortgage Description field.

10. Select the Mtg Except tab. Review, add or edit any mortgagee exceptions as
needed.

11. Select the Endorse Mtg tab. No action is required. If mortgagee
endorsements were selected in the Commitment module then selecting this
tab will deliver the endorsements to the Document module.

12. If you DO NOT electronically transmit your policies use the following steps
to obtain policy jackets. While in the Policy module select the Policy Jacket
Request button located on the secondary toolbar. A wizard will open that
will assist you in electronically requesting policy jackets from The Fund.
The jackets will be delivered to your Document module.

13. Select the Close button located on the secondary toolbar. The Policy module
will be closed.

14. Select the Document module. All schedules, endorsements and jackets are
available to be printed.

15. If your policies are complete and you are ready to electronically transmit
your policies to The Fund use the following steps to obtain policy jackets.
Select the Premium Calculation (Rating) module.

16. Select the Electronic Delivery button located on the secondary toolbar. A
wizard will open that will assist you in electronically requesting policy
jackets and delivering your completed policies and worksheet’s to/from The
Fund. The jackets will be delivered to your Document module.
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Process Steps

17. An invoice will appear and you may use the print button at the bottom of the
window to print the invoice. Send your check along with this invoice to The
Fund.

18. If you pay your policy premium electronically select the Next button at the
bottom of the wizard. Follow the directions in the wizard to complete your
electronic payment.

19. To exit the wizard select the Close button located at the bottom of the wizard
window.

20. Select the Close button located on the secondary toolbar. The Premium
Calculation (Rating) module will be closed.

21. Select the Documents module. All schedules, endorsements and jackets are
available to be printed.

22. Be sure to generate the Fund Policy Privacy Notice to be given to the
insured with the Owner’s Policy.
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Appendix 4 - 1099-S Reporting

DoubleTime has the features needed to easily create an end-of-year data file for all of
the 1099-S transactions. Once the file has been created, it can be electronically
uploaded to the IRS computer system via their FIRE (Filing Information Returns
Electronically) system. Submitting electronically eliminates the need to re-type 1099-
S forms manually after each closing. This saves a tremendous amount of time when
reporting annually to the IRS.

STEPS TO FILE 1099-S RECORDS
ELECTRONICALLY WITH THE IRS

1. A Transmission Control Code (TCC) must first be obtained from the
IRS before you can file electronically. In order to obtain a TCC, you must
complete the IRS Form 4419 (available from the IRS and its website). The
form can be opened in your web browser by linking to: www.irs.gov/pub/
irs-fill/f4419.pdf. This form must be completed, signed and mailed or faxed
to the IRS. Their fax number is (toll free) 877-477-0572 or 304-579-4105,
but DO NOT do both (faxing and mailing). Make sure to include a cover
sheet. The IRS will then assign a unique 5-digit TCC to identify your
Company/Firm as the reporting agent. By faxing in the completed form, it
takes less than 30 days to receive your TCC number from the IRS. The
number will be mailed back to your office in a letter form.

2. After receiving your 5-digit TCC from the IRS, it must then be entered into
DoubleTime. From the Menu Bar, click on Preferences > Office
Settings. You will see a designated field for the entry of your TCC
number. This is a onetime setup for all 1099-S being reported whether
transmitting files closed under an Attorney’s name or under a Title Company
owned by the Attorney.

3. For each closing file in DoubleTime that requires a 1099-S, you must
access the 1099-S module and make sure to click YES when asked to save
when exiting the module. Saving is what actually creates the 1099-S for the
file. See page 214 in this workbook for detailed instructions.

4. At this point, the user can transmit the FILE to the IRS.

» The FILE can be uploaded to the IRS FIRE system via internet at http://
fire.ire.gov.

» The FILE must be uploaded via the website no later than March 31.
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STEPS TO FILE 1099-S RECORDS
ELECTRONICALLY WITH THE IRS

5. Internal Revenue Service contact information is shown below. They can
answer all questions regarding electronic filing. They can also explain the
steps needed to upload your FILE into their FIRE system.

Internal Revenue Service Enterprise
Computing Center — Martinsburg
Information Reporting Program
230 Murall Drive
Kearneysville, WV 25430
PH: 866-455-7438 Time: 8:30 a.m. to 4:30 p.m. EST
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OMB Approval No. 2302-0285

.d"ﬁlwmw*.‘

3 -3 1 '

N Good Faith Estimate (GFE)

5 3

o
Mame of Criginator Sank of Flornda Borrower James E. Jones, 1
Grgnator 28 Orange Blossom Tral
Address
Crlando, FL 32828 Propey 413 Bayshara Drive
Crignator Phone Murber S00-897-1235 AT indemere, FL 34736
Crignator Emall tpriceiiibof.cam Cate of GFE 020017
Purpose Th SIEFE gives you an esbmate of your settlement charges and loan terms if you are approved for this loan.
For more information, see HUD's Special informafion Bookdet on setlement charges, your Truth-in-Lending
Disclosures, and other consumer information at weas hud.gowrespa. If you decide you would Bke to proceed
with this loan, confact us.

Shopping for Cinly you can shop for the best loan for you. Compare this GFE with other loan offers. so you can find the best

your loan loan. Use the shopping chart on page 3 to compare all the offers you receive.

Important dates 1. The interest rate for this GFE is available through [§3317 | . After this time. the interest
rate, some of your loan Origination Charges, and the menthly payrment shown below can change until you
lock your inferest rate.

2 This estimate for all other setiement charges is available through [030E07 |
3. After you lock your interest rate, you must go to settliement within u:ays (your rate lock
pericd) to recesve the locked interest rate.
4_¥ou must lock the inferest rate at East days before sefilemant.
Summary of Your initial loan amount is § 282,000.00
your loan Your loan term is 30 ¥rs years
Your initial interest rate is 6.0 %o
“four initial maonthly amount owed for principal,
nteresi, and any morgage insurance is g 1.681.35 per month
Can your interest rate rise? = e Yes, it can rise to a maxwmum of G
The first change will be in
Even if you make payments on fime, can your || @ Mo [ Yes, it can rise to a maxmum of §
oan balance rise?
Even if you make payments oni fime, can your || [E No E Yes, the first increase can be in
monthly amount owed for principal, interest, and the monthly amount owed can
and any mortgage insurance rise? rise to 5 . The maximum
it can ewer rise to is 5
Does your loan have a prepayment penalty? = MNo |l Yes, your maximum prepayment
penaltyis §
Does your loan have a balleon payment? = Mo L Yes, you have a balicon payment of
3 dues in yEars.
Escrow Some lenders reguire an escrow account to hold funds for paying property faxes or other property-related
_EECDUI“. charges in addiion to your monthly ameount owed of § .
information Do we reguire you to have an escrow account for your loan?
[ Mo, you do not have an escrow account. You must pay these charges directly when due.
¥ “fes, you have an escrow account. |t may or may not cover ail of these charges. Ask us.
Summary of .
your ‘four Adusted Ongination Changes (Se= page 22 $730.00
seftlement ‘four Charges for All Cher Settlernent Senvices iSee page 2. 513.761.42
charges |
+ o — | 51448142

Good Falth Esimate (HUD-GFE) 1
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Understanding
your estimated
seftlement
charges

Some of these
charges

can change

at gettfement
See the fop of
page 3 for more
information.

QOur origination charge
This charge is for gettng this loan for you.

“Your Adjusted Ongination Charges
1

3000

2. Your credit or charge [points) for the specific interest rate chosen

0 The credit or charge for the interest rate of [ % indudedin
“Cur crigination charge.” (See item 1 abowve.)

O Youreceiveacreditof$5[_  |forthis mterestrateof %
This credit reduces your seflernent charges.

[ ‘fou pay a charge of 000 |forthisinterestrateof B0T___ %
This charge (points) increases your total setilement charges.
The tradecff fable on pape 3 shows that you can change your tofal setfiement charges by
choosing a different interest rate for this loan.

373000

| Your Adjusted Origination Charges | § 720.00

Your Charges for All Other Setflement Services

3. Required services that we select
These cha?es are for senices we regure fo complete your setilement. We will choose the

prowiders of these senices.
Service Charge
Appralsal $200.00 5200.00

4 Title services and lender’s title insurance

to protect the lender, if required.

This charge includes the senvices of a fithe or sefilement agent, for example, and tite insurance | 381250

3. Oramer's fitle insurance

‘fou may purchase an owner's tile insurance policy to protect your interest in the property. #1.300.00
6. Required services that you can shop for
These charges are for other senvices that are required fo complete your settiement. We can
identify prowiders of these senvices or you can shop for them yourself. Our estimates for
prowidng these services are below.
Senvice Charge 342500
Survey 525000
Pest Inspaction 375.00
7. Gowernment recording charges 5947 50
These charges are for state and local fees to record your loan and file documents. -
8. Transfer taxes
These charges are for state and local fees on morigages and home sales. 34.161.00

9. Initial deposit for your escrow account

includes [w] all property taxes, [#] all mswance, and [Jother

This charge is held in an escrow account to pay future recuming changes on your property and 53.750.00
— 1.

10.Daily interest charges
This charge is for the daily interest on your lean from the day of your setement untd the first day
of the next menth or the first day of your nomal morigage payment cycle.
This amountis § EEEr | perday for FE___ | days [if your setflement is [M30E™ ).

31,265.42

11. Homeowner's insurance
This charge is for the insurance you must buy for the property to protect from a loss, such as fire.

Homeowners Insurance $1,000.00

Palicy Charge 51,000.00

| Your Charges for All Cther Setflement Services | 513,781

42

I e e e T ..

A2

&o0d Falth Estimate

(HUD-GFE) 2
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Instructions

Understanding
which charges
can change at
settlement

Using the
fradeoff table

Using the
shopping
chart

If your loan
is sold in the
future
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This GFE estimates your setlement charges. At your setliemant, you will recetve a HUD-1, a form that 16ts your
achual costs. Compare the charges an the HUD-1 with the charges on this GFE. Charges can change If wou select
your own praviger and do nat use the companies we lgenitly. (See balow for detalis.)

These charges
cannot Increase
al setttement
Our orgination change » Requied senices hal we select

our credit aor {}HE"QE {paints) far Tite s2rvices and kender's e we lden
Ihe SFEGHC"'I‘I-EI'E!E-'. rale chosen InsUrance :‘n'f"ﬁ'E' seiect them or
{SMEF you fock In your Inferest rate) JOU 5B COMPAMEs We identf)) ® THie senvices and lendar's iitie

Insurance (¥ you da not use
= ‘Your agusted odgination charges Cramer's title Insurance i you nmpame;[wﬁé idenify)
(ST WO Mook &1 Wour interest fate) WSE Companies we identiy] L

— Owiner's tile Insurance (If you do not
® Transfer {axeE n Requied sendces that you can s
snhop Tor (¥ you use cm?lgan'es U2 Companiee W Kiently)

W idantiy) » i3l gepost for your eECrow account
Sovemment racoming charges Cally Interest changee
m Homegwners INsUrance

Requirad services thal you can
Bhap for #;'!H}l. do not use companles

n this GFE. we offerad you this loan with a particular interes rale and estimated settiemant charges. However:

" T you want i choose this same loan with lower gattlement chargea, then yau wil have a higher Intareat rate.
" T you want tx choose this same loan with a lower Interesat rate, then you wil have highar sattlemant charngase.
T you would Bke to choose an avallable optlon, you must ask s Tor a new GFE
Loan griginators have the opbon o compiete is fahle. Piease S8k for adoional ifovmation i the tabie is not compilefed.

The laan In fhis GFE The same loan wih lower  The same loan wits a

settement changes Iower Inferest rate
“four inkial loan amount %202 pO0.OD § §
“our infilal Intarast rate 1 5.00 k- £ %
“four infilal moninly amourt owead $1,531.3 e &
;t:rG%EEIn the moninly amount owen from | 9 CNange mr;gﬁﬂ :_m"' EBLBE!'EE;TWEHF
Change In the amount you will pay at Mo change “four setfiement charges | Your setiement charges
setliement with this Imerest rale ;“ b2 reduced by gll Incraass oy
w@gﬁuﬁlmr total estimated sethement H p— 3 5

‘For an adjusisbis mie joan, the compan'sons abowe ane far M nidal inferes! mie before agiustments ane made.

Use is char: to compare GFEs from dif=rent loan oniginakars. FII In the Information by using & diferent calumn for each GFE
you receive. By comparning loan offers, you can shop 1or the best lgan.

This loan Loan 2 Loan 3 Loan 4
Laan crigingior name Sani of Florida
Initial koan amound 5292 000.00
Loam term 30rs

Initial mberest rate §.00

Initial manthly amount owed 5188138
Rate lock pericd 14 days

Can Iinterest rate fse? Ho

Can loan balance rise™ Mo

Can monkhly amount owed rise” Mo
Prepayment penaly? Mo

Balloan payment? Mo

Tolal Estimaled Seftiement Charges 514,491,427

Some kenders may sell your loan after settiement. Any fees lenders recelve In the future cannot change the loan you recele
or the charges you pakd at setflemant.

Good Falth Estimate (HUD-GFE) 3
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The Florida Title Insurance Data Call requires all Florida Licensed Title Agents to
capture certain information regarding their practices’ income and expenses. This effort
became effective January 1st, 2014 and will be an annual report to the state for their
determination of a fair promulgated rate for title insurance. As agents earn up to 70%
of the premium, the agents’ activities and financial picture must be understood by
regulators to ensure that the rates are fair to consumers and that title agencies earn a
rate of return on their capital. Quality information on the financial requirements of title
insurance agents is critical to the state’s ability to set fair rates.

The Data Call consists of four parts.

1. The Florida Agent Statistical Plan - The Florida Agent Statistical Plan contains 98
data elements. It includes sections labeled General Information, Agency Information,
Risk Assumption, Income, Expenses, Direct Agency Loss and Loss Avoidance
Expenses.

Agents’ sources of information for the data elements:

a) As identified in the General Information section, 39 of the data elements are to be
drawn from the title agency’s tax returns.

b) DoubleTime will generate reports to provide the information for data elements: 30,
31, 32a, 32b, 32c, 36, 37a, 37b, 37c, 37d, 38, 39, 40, 41, 42 and 48.

c) The remaining 49 data elements in the Statistical Plan portion are not routinely
captured by closing software. Most are business expenses that are not detailed on tax
returns. Some elements are specific business practice questions that must be tracked
through the year. For example, line 34 asks agents to identify the number of searches
they have acquired that include suggested or draft exceptions, how many do not, how
many searches are acquired from a third party vendor and how many are conducted by
an employee.

2. Schedule A - Schedule A contains six short answer questions primarily seeking
information about the underwriters, abstractors and software providers an agent does
business with.

3. Schedule B - Schedule B seeks to identify the amount of time title agency
employees spend on search functions, primary title functions and closing services
together with the cost of performing the functions. Schedule B contains fields labeled
with Roman numerals and letters. Agents are only required to respond to the 5 fields
identified with Roman numerals. The fields identified with letters are meant to be
examples of the activities to be captured in the Roman numeral fields.

4. Schedule C - Schedule C requires agents to report the premium and number of
transactions insured by the type of interest insured (owner, first mortgage, junior
mortgage or leasehold), amount of the policy (among 5 amount levels) and rating
(reissue mortgagee, reissue owners, substitution, new home discount and
simultaneous). DoubleTime will provide reports providing all of this information.
Schedule C also seeks information on any losses the agency paid. Agents will need to
keep such information separately. DoubleTime does not track any of the losses paid
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by your agency. This information will need to be tracked separately by your

agency.

NOTE: To ensure DoubleTime will produce accurate Data Call reports, the

following nine items have been identified that will require your attention:

1. Closing File Status - For every closing that has been successfully completed,
change the Closing File Status in the Closing File module under the General Tab to
‘Closed’. If the file is no longer valid, set the Closing File Status to ‘Cancelled’.

Im Closing File - Glenn To Thomas
General lBuyer l Seller l Property l Deposit l Loan l Participant l Closing Agent l Title Agent l Prepared By l
Details
Closing File Mo. Date Opened | Status Type Sales Price Will Call Mo
[Glenn To Thomas | 07/01116 Ciosed ) JEF ~| | $225.000.00 |
Account Dates
No. Closing Disbursement Proration Taxes Paid Thru  Contract
123456-78 | | 375 w|| 0375 w|| 031715 || 123114 || 0211415 |
Source File: Branch: |{none) ¥ | Import File Number: |
Voucher Reference: | Rating Type: |Basic j

2. Policy Status — If a physical policy jacket was obtained from the Forms Control
department and the policy is no longer valid, set the policy Form Status to “Canceled”

in the Serialized Forms tracking module.

m Forms Tracking - MF6 - 7003

Inventory Status l Form Comments ] Form History ]

Form Number | Form Type | Closing File Number | Serial # Type | &
MFE - 7001 Mortgagee Policy (MFE) Paper
MFE - 7002 Mortgagee Policy (MFEB) Paper
MFE - 7003 Mortgagee Policy (MFE) Paper
MFE - 901283 Mortgagee Policy (MFEB) Glenn To Thomas Electronic
MFE - 8011163 Mortgagee Policy (MFE) 2011-034 Electronic
Undenwriter / Agent Assignment
Underwriter |Old Republic National Title Insuranc: . Assigned To
Agent |Richard P Bruce, Esq. T - | j
Agent # IW

For detailed instructions refer to the Forms Tracking Module in the Additional

Features section of the DoubleTime workbook.

3. Issue Date on Policies - Be sure to enter a Date of Policy and Issue Date for each
policy in the Title Insurance Policy module under the Owner and/or Mortgagee tab.
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4. Residential 1-4 Indicator - For Residential or Non-Residential, make sure the
Residential 1-4 checkbox in the Premium Calculation (Rating) module is set correctly

under the General Information tab.

m Premium Calculation (Rating) - Closing File No. Glenn To Thomas

General Information lF'oIicies l Endorsements l Worksheet

Agent & Underwriter Information

State: FL  Agent: Richard P. Bruce, Esq.

Underwriter: Old Republic National Title Insurance Company

Agent No.: 8999

Rating Information Rating Remarks

Underwriter Split Based On Amount
|Agent Variable (Promulgated)
FF9/NSE (MP) Based on Amount
|Agent Variable (Promulgated)

Type: Basic Rating

Rating Date: 07/0116

Remittance Sent: [_]
| 14 Residential ] |
Time Share: 1]

5. Type of Estate - For leasehold policies, make sure the Type of Estate is set to
Leasehold in the Title Insurance Commitment module under the General tab.

E Title Insurance Commitment - Glenn To Thomas

General l Owner l Mortgagee l Endorse Policy l Requirements l Exceptions l Endorse Commitment

Commitment Type |Commitment (CF6)

|
Template [FUND 06 Commitment (CF6) || Standard
Signatory|Richard P. Bruce j

Underwriter |Old Republic Mational Title Insurance Company / ATFS ﬂ

Zommitment N0_| ﬂ |

Type of Estate v

Effective Date| 03/02/15 at | 11:00 PM Issue Date | 07/01/16

6. ePayments - If you do not use the DoubleTime Electronic Payment feature, the
Premium Remitted value will not be available for reporting and will need to be

obtained manually.

7. Rebate Amounts - You must include the text Butler Rebate in the Closing
Statement description for DoubleTime to find the Rebate Amounts for the report.

8. Construction Loan Update Endorsements - At or before the closing for a
Construction Loan, select the Construction Loan Update Endorsement(s) that will be
issued in the Title Insurance module under the Endorse Policy tab and enter the issued

date.
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9. Duplicate Title Agent Contacts - Verify that duplicate title agent contacts do not
exist by going to the Closing File module and checking the Title Agent tab. Having
duplicate Title agent contacts may produce incomplete Data Call statistics if some
closings are associated with one instance or another. Duplicate title agent contacts can
be inactivated in the Contacts module but the files they were previously associated
with will need to be changed to show the active title agent contact.

E Closing File - GlennToThomas
General l Buyer l Seller l Property l Deposit l Loan l Participant l Closing Agent  Title Agent l Prepared By l

Company |Richard P. Bruce, Esq. ﬂ
Adams & Smith, P.A.
Richard P. Bruce, Esqg.
Underwriter | Richard P. Bruce, Esq. ¢
Richard P. Bruce, Esq.. (2nd Branch)
Smith & Foster, PA.

Ensure that your Title Company is
only listed once. Multiple versions of
your Title Company in the Contacts

Module may cause you to receive

inaccurate Data Call Reports.

Signatory

chmtact - Richard P. Bruce, Esq.

Other lAddress l Phone l Alias lAssociatesl Senices l
Name
Legal Entity Name
|Richard P Bruce, Esq.

Type Description

You cannot delete a contact once it

Tax ID No. has been associated with a file. You
should open the contact in the

Federal EIN | - Sh

Contacts Module and deselect the
Statu Details Active box in the Status field.
r ;Qctiveé Current State
[ Client Previous State | | State License ID |

Documentation Verified I~ NMLS 1D |

DoubleTime’s Data Call module can be accessed by selecting “Modules’ on the top
menu bar and then selecting ‘Data Call’.

On the ‘Data Call Criteria’ window, different search criteria can be selected to generate
reports. The search criteria includes:

* Title Agent — If multiple title agencies exist in your database, the Data Call reporting
will need to be run for each contact.

DT Version: 8.1
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* Residential or Commercial — Checking the “1-4 Residential’ box will provide data on
all residential closings. Unchecking the ‘1-4 Residential’ box will provide data on all
commercial closings.

* Year — DoubleTime will provide data for the selected year.
» Date Range — DoubleTime will provide data for the given date range.

On the ‘Data Call’ report window, the top portion of the data pertains to Part 1- The
Florida Agent Statistical Plan. The bottom portion of the data pertains to Part 4 —
Schedule C.

Double clicking on the information bubble next to the ‘Risk Assumption/Income
Description’ will display the instructions for that data element.
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Double clicking on the value next to the ‘Risk Assumption/Income Description’ will
display detail information for that data element. The detail information can be printed
as a separate report.

Selecting the Print button or the Print option from the File menu will generate a report
printout of all data currently being displayed in the Data Call module.

For more information on the Florida Title Insurance Data Call, please contact The
Fund’s Risk Management department at 1-800-336-3863. For more information on
using the DoubleTime Data Call module, please contact The Fund’s Help Desk at 1-
800-421-9378.
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Appendix 10 - Closing Disclosure For GlennToThomas

. . This form is a statement of final loan terms and closing costs. Compare this
Closmg Disclosure document with your loan estimate.
Closing Information Transaction Information Loan Information
Date Issued 03M7/2018 Borrower Susan 5. Thomas Loan term 30 Years
1 Seuthern Place
Closing Date 03M17/2018 Orlando, Florida 32828 Purpose Furchase
Disbursement Date 03/17/2013 Product Fixed Rate
Settlement Agent Richard F. Bruce, Esq. Seller Peter R. Glenn and Linda Glenn i
) 4728 Church Street Loan Type Conventional [_] FHA
File # Glenn To Thomas Chicago, lllinois 60643 []va B
Property 1 Southern Place
Orlando, Florida 32828 ) Loan ID # 14583
Lender Bank of Florida
Sales Price $225,000.00 MIcC #
Can this amount increase after closing?
Loan Amount $1 20.000 NO
Interest Rate 3.5% NO
Monthly Principal & Interest $308 28 NO
See Prgjected Payments below for ’
your Estimated Total Monthly
Payment
Does the loan have these features?
Prepayment Penalty YES =  As high as $5,000 if you pay off the loan during the first 2 years
Balloon Payment NQ
Projected Payments
Payment Calculation Years 1- 30
Principal & Interest $808.28
Mortgage Insurance + 0
Estimated Escrow + 400.69
Amount can increase over fime
Estimated Total $1,208.97
Monthly Payment '
This estimate includes In escrow?
Estimated Taxes, Insurance X| Property Taxes YES
& Assessments $484 .02 )
) ) Homeowner's Insurance YES
g;neoggrgga; ;gf;i‘?;ﬁswemme monthly [X] other: Flood Insurance & Additional Gosts SOME
See Escrow Account on page 4 for details. You must pay for other property
costs separately.
Costs at Closing
Closing Costs $9 173.26 Includes $4,881.50 in Loan Costs + $4,291.76 in Other Costs - 30 in Lender Credits. See page
! : 2 for details.
Cash to Close 57,153.50 Includes Closing Costs.  See Calculating Cash to Close on page 3 for defails.
CLOSING DISCLOSURE DoubleTime® PAGE 1 OF 5« LOAN 1D # 14583
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Additional Information About This Loan

Loan Disclosures

Assumption

If you =sell or transfer this property to another person, your lender
|:| will allow, under certain conditions, this person to assume this
loan on the original terms.

will not allow assumption of this loan on the original terms.
Demand Feature

‘four loan

|:| has a demand feature, which permits your lender to reguire early
repayment of the loan. You should review your note for details.

does not have a demand feature.

Late Payment

If your payment is more than 15 days late, your lender will charge a
late fee of 5.00% of the monthly principal and interest payment.

Negative Amortization {Increase in Loan Amount)
Under your loan terms, you

D are scheduled to make Monthly payments that do not pay all of
the interest due that Monthly. As a result, your loan amount will
increase (negatively amortize), and your loan amount will likely

become larger than your original loan amount. Increases in your
loam amount lower the equity you have in this property.

D may have Monthly payments that do not pay all of the interest
due that Monthly. If you do, your laan amount will increase
(negatively amortize), and, as a result, your loan amount may

become larger than your original loan amount. Increases in your
loanm amount lower the equity you have in this property.

do not have a negative amortization feature.
Partial Payments

Your lender
|:| may accept payments that are less than the full amount due
(partial payments) and apply them fo your loan.

D may hold them in a separate account until you pay the rest of the
payment, and then apply the full payment to your loan.

does not accept any partial payments.
If this loan is sold, your new lender may have a different policy.

Security Interest

You are granting a security interest in
1S5outhem Flace

Crlando, Florida 32828

‘fou may lose this property if you do not make your payments or
satisfy other obligations for this loan.

Escrow Account
For now, your loan

will have an escrow account (also called an “impound” or “trust”
account) o pay the property costs listed below. Without an escrow
account, you would pay them directly, possibly in one or two large

payments a year. Your lender may be liable for penalties and interest
for failing to make a payment.

Escrow
Escrowed 24 808.25| Estimated total amount over year 1 for
Property Costs your escrowed property costs:
over Year 1
Taxes, Homeowner's [nsurance, Flood
Insurance
Non-Escrowed =1 000.0p| Estimated total ameunt aver year 1 for
Property Costs ’ your non-escrowed property costs:
over Year 1
HOA Dues
You may have other property cosis.
Initial Escrow 5$1,618.71| A cushion for the escrow account you
Payment pay at closing. See Section G on page 2.
Monthly Escrow $400.69| The amount included in your total Monthly
Payment payment.
|:| will not have an escrow account because |:| you declined it

D your lender does not offer one. You must directly pay
your property cosis, such as taxes and homeowner's insurance.

Contact your lender to ask if your loan can have an escrow account.

Mo Escrow

Estimated Estimated total amount over year 1. You must
Property Costs pay these costs directly, possibly in one or
over Year 1

two large payments a year.

Escrow Waiver Fee

CLOSING DISCLOSURE DoubleTime® PAGE 4 OF 5« LOAN ID # 14583

In the future,

‘Your property costs may change and, as a result, your escrow pay-
ment may change. You may be able to cancel your escrow account,
but if you do, you must pay your property costs directly. If you fail

to pay your property taxes, your state or local government may (1)
impose fines and penalties or (2) place a tax lien on this property. If
you fail to pay any of your property costs, your lender may (1) add
the amounts te your loan balance, (2) add an escrow account to your
loan, or (3) require you to pay for property insurance that the lender
buys on your behalf, which likely would cost more and provide fewer
benefits than what you could buy on your own.
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Loan Calculations

Total of Payments. Total you will have paid after
you make all payments of principal, interest,
morigage insurance, and loan costs, as scheduled.

$250,980.96

Finance Charge. The dollar amount the loan will

cost you.

$110,980.96

Amount Financed. The loan amount available after
paying your upfront finance charge.

$170,960.74

Total Interest Percentage (TIP). The total amount

of interest that you will pay over the loan term as a
percentage of your loan amount.

61.65 %

Finan<ial Protection Burzau at

Contact Information

Questions? If you have questions about the
lxan terrms or costs on this form, use the contact
information below. To get mors information
ormake & complaint, contact the Consumer

www.consumerfinance.govimertgage-closing

Other Disclosures

Appraisal

If the property was appraiged for your loan, your lender is required to
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
information listed below.

Contract Details

See your note and security instrument for information about

what happens if you fail to make your payments,

what iz a default on the loan,

@ situations in which your lender can require early repayment of the loan,

L ]

L
Annual Percentage Rate (APR). Your costs over
the loan termn expressed as a rate. This is not your
interest rate. 4174 % and

@ the rules for making payments before they are due.

Liability after Foreclosure

If your lender forecloses on this property and the foreclosure does not cover the
amount of unpaid balance on this loan,

D state law may protect you from liability for the unpaid balance. If you

refinance or take on any additional debt on this property, you may lose this
protection and have to pay any debt remaining even after foreclosure. You may
want to consult a lawyer for more information.

state law does not protect you from liability for the unpaid balance.

Refinance

Refinancing this loan will depend on your future financial situation,
the property value, and market conditions. You may not be able to
refinance this loan.

Tax Deductions

If you borrow more than this property is worth, the interest on the
loan amount above this property's fair market value is not deductible
from your federal income taxes. You should consult a tax advisor for
more information.

Lender [Real Estate Broker (B) |settlement Agent Real Estate Broker (S)
Mame Bank of Florida Fealty Company, Inc. Fichard P. Bruce, Esqg. Getter Homes, Inc.
lAddress 28 Orange Blossom Trail, 789 Local Lane, Ordando FL F955 T. G. Lee Blvd., Orlando  |123 Main Street, Ordando FL
Drdando FL 32828 2828 FL 32828 32828
MMLS ID ML3501
FL License ID FL9999 FL9876 FL1456
Contact [Thomas Price Rick W. Robertson Richard P. Bruce George Bigfoot
Contact NMLS 1D MLTES4
Contact FL3232 FL28282 FL7515
FL License ID
Email homas@bankofFlorida.com rick{@realtycompanyinc. com rpbruced@richardpbruce. com george(@betternomes.com
Phane 407) 929-2929 407) 383-8383 407) 454-5488 (407) 727-2777

Confirm Receipt

Bormower

CLOSING DISCLOSURE

Date

DoubleTime®

By signing, you are only confirming that you have received this form. You do not have to accept this loan because you have signed or received this form.

PAGE S OF 5= LOAN ID # 14583
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Calculating Cash to Close Use this table to see what has changed from your Loan Estimate
Loan Estimate Final Did this change?
Total Clesing Costs (J) $10,600.00 51076018 | YES «  SeeTotal Loan Costs (D) and Total Other Costs (1)
Closing Costs Paid Before Closing 325000 (5140000} | YES . You paid these Closing Costs before closing
Closing Costs Financed (Paid from your 0 50.00 | NO
Loan Amount)
Down PaymentFunds from Bormower $73,000.00 573.000.00 | NO
Deposit ($60,000.00) ($60,000.00) | NO
Funds for Bomower 0 s0.00 | NO
Seller Credits 30 50.00 § NO
Adjustments and Other Credits 30 (3823.58) | YES - See detailz in Section K and L
Cash to Close $23,850.00 $21.536.60
Summaries of Transactions Use this table to see a summary of your transaction
BORROWER'S TRANSACTION SELLER'S TRANSACTION
K. Due from Borrower at Closing $374,360.16 M. Due to Seller at Closing $365,000.00
Sale Price of Property $365.000.00 01 Sale Price of Property 5365,000.00
02 Sale Price of Any Personal Property Included in Sale 02 Sale Price of Any Personal Property Included in Sale
Closing Costs Paid at Closing (J) $0.360.18 D3
Adjustments 05
(Adjustments for ltems Paid by Seller in Advance Adjustments for Hiems Paid by Seller in Advance
02 CityTown Taxes to 08 City/Town Taxes o
County Taxes to County Taxes o
10 Assessments o Assessments o
L. Paid Already by or on Behalf of Borrower at Closing $352,823.56 M. Due from Seller at Closing $194,337.26
Dieposit 560,000.00 Excess Deposit
02 Leoan Amount $282,000.00 02 Closing Costs Paid at Closing (J) $27.588.50
Existing Loanis) Assumed or Taken Subject to 03 Existing Loan(s}Assumed or Taken Subject to
4 04  Payoff of First Mortgage Loan to Big Time Bankers 5165,045 20
Seller Credit 05 Payoff of Second Morigage Loan o
Other Credits 06
07 08 Seller Credit
Adjustments 0
Adjustments for ltems Unpaid by Seller Adjustments for Hems Unpaid by Seller
12 City'Town Taxes to 14 City/Town Taxes o
County Taxes 010118 to 0317718 582250 15 County Taxes 01/01/18 to 03M17NE $823.56
14 Assessments o 18 Assessments o
CALCULATION CALCULATION
Total Due from Bormower at Closing (K} $374.360.18  Total Due to Seller at Closing (M) $365,000.00
Total Paid Already by or on behalf of Bomrower at Closing (L) - $352,823.58 Total Due from Seller at Closing (M) -5104,337.25
Cash to Close From [ | To Borrower $21,536.60 CashtoClose | | From To Seller $170,662.74
CLOSING DISCLOSURE DoubleTimes PAGE 3 OF 5= LOAN ID # 512873
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Additional Information About This Loan

Loan Disclosures

Assumption

If you sell or transfer this property to another person, your lender

|:| will allow, under certain conditions, this person to assume this
loan on the original terms.

|Z| will not allow assumption of this loan on the original terms.
Demand Feature

Your loan

|:| has a demand feature, which permits your lender to require early
repayment of the loan. You should review your note for details.

|Z| does not have a demand feature.

Late Payment

If your payment is more than 15 days late, your lender will charge a
late fee of 5.00% of the monthly principal and inferest payment.

Negative Amortization (Increase in Loan Amount)
Under your loan terms, you

D are scheduled to make Monthly payments that do not pay all of
the interest due that Monthly. As a result, your loan amount will
increase (negatively amortize), and your loan amount will likely

become larger than your original loan amount. Increases in your
loan amount lower the equity you have in this property.

|:| may have Monthly payments that do not pay all of the interest
due that Monthly. If you do, your loan amount will increase
{negatively amortize), and, as a result, your loan amount may

become larger than your original loan amount. Increases in your
loan amount lower the equity you have in this property.

|Z| do not have a negative amortization feature.

Partial Payments

Your lender

may accept paymenis that are less than the full amount due
(partial payments) and apply them to your loan.

|:| may hold them in a separate account until you pay the rest of the
payment, and then apply the full payment to your loan.

|Z| does not accept any partial payments.
If this loan is sold, your new lender may have a different policy.

Security Interest
You are granting a security interest in
413 Bayshore Dnive, Windermere, Florida 34786

You may lose this property if you do not make your payments or
satisfy other obligations for this loan.

CLOSING DISCLOSURE

Escrow Account
For mow, your loan

|Z| will have an escrow account (also called an “impound” or trust”
account) to pay the property costs listed below. Without an escrow
account, you would pay them directly, possibly in one or two large

payments a year. Your lender may be liable for penalties and interest
for failing to make a payment.

Escrow

Ezcrowed g5 275 08| Estimated total amount over year 1 for
Property Cosis your escrowed property costs:

aver Year 1

Taxes and Home Insurance

Mon-Escrowed
Property Costs
over Year 1

Estimated total amount over year 1 for
your non-escrowed property costs:

You may have other property costs.

Initial Escrow 51,904 16| A cushion for the escrow account you

Payment pay at closing. See Section G on page 2.
Monthly Escrow $439.59| The amount included in your total Monthly
Payment payment.

D you declined it

D your lender does not offer one. You must directly pay
your property costs, such as taxes and homeowner's insurance.

|:| will not have an escrow account because

Contact your lender to ask if your loan can have an escrow account)

Mo Escrow

Estimated Estimated total amount over year 1. You must
Property Costs pay these costs directly, possibly in one or
over Year 1

two large paymenis a year.

Escrow Waiver Fee

In the future,

Your property costs may change and, as a result, your escrow pay-
ment may change. You may be able to cancel your escrow account,
but if you do, you must pay your property costs directly. If you fail

to pay your property taxes, your state or local government may (1)
impose fines and penalties or (2) place a tax lien on this property. If
you fail to pay any of your property costs, your lender may (1) add
the amounts to your loan balance, (2) add an escrow account to your
laan, or (3) require you to pay for property insurance that the lender
buys on your behalf, which likely would cost mere and provide fewer
benefits than what you could buy on your own.

DoubleTime® PAGE 4 OF 5+ LOAN ID # 512873
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Total of Payments. Total you will have paid after Contract Details
you make all payments of principal, interest, See your note and security instrument for information about
morigage insurance, and loan costs, as scheduled. $630,247 .51 @ what happens if you fail to make your paymeants,

® what is a default on the loan,

Finance Charge. The dollar amount the loan will L ) ) .
@ situations in which your lender can reguire early repayment of the loan,

cost you. $338,247 .51
and

Amount Financed. The loan amount available after @& the rules for making payments before they are due.

aying your upfront finance charge. $281,450.84 -
pavnay P ? ' Liability after Foreclosure
Annual Percentage Rate (APR).  Your costs over If your lender forecloses on this property and the foreclosure does not cover the
the loan term expressed as a rate. This is not your amount of unpaid balance on this loan,
interest rate. 6.211 %

|:| state law may protect you from liability for the unpaid balance. If you

Total Interest Percentage (TIP).  The total amount refinance or take on any additional debt on this properiy, you may lose this
of interest that you will pay over the loan term as a protection and have to pay any debt remaining even after foreclosure. You may

percentage of your loan amount. 46.33 % want to consult a lawyer for more information.
state law does not protect you from liakility for the unpaid balance.

Refinance
Refinancing this loan will depend on your future financial situation,

the property value, and market conditions. You may not be able to
refinance this loan.

Tax Deductions

Questions? If you have questions about the If you borrow more than this property is worth, the interest on the

lzan terms or costs on this form, use the contact loan amount above this property’s fair market value is not deductible
information below. To get more information from your federal income taxes. You should consult a tax advisor for
ar make 2 complaint, contact the Consumer miore information.

Financial Protection Bureau at
www.consumerfinance. gov/imortgage-clasing

Contact Information

Lender Real Estate Broker (B) [Settlement Agent [Real Estate Broker (S)
Name Bank of Florida Fealty Company, Inc. Fichard P. Bruce, Esqg. Better Homes, Inc.
|Address 28 Orange Blossom Trail, 789 Local Lane, Orlando FL [P955 T. G. Lee Blvd., Orlando FL (123 Main Sireet, Crlando FL
Orando FL 32828 2828 2828 32828
MNMLS ID ML3501
FL License ID FL9%99 FL9876 FL1456
Contact [Thomas Price Rick W._ Robertson Richard P. Bruce George Bigfoot
Contact NMLS 1D pL7B54
Contact FL3232 FL28282 FL7313
FL License ID
Email homas@bankofFlorida.com ricki@realtycompanyinc.com  fpbruce{@richardpbruce.com \gecrge@betterhomes.com
Phone 407) 929-2929 407) 383-8383 407) 484-5458 (407) 727-2T77

Confirm Receipt

By signing, you are only confirming that you have received this form. You do not have to accept this loan because you have signed or received this form.

Bormower Date

CLOSING DISCLOSURE DoubleTime® PAGE 5 OF 5+ LOAN ID # 512873
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