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Creating a Policy Jacket in AMS2

1. After you log in you will be viewing the WFG File Management screen.You can select the desired agency
from the dropdown at this point or on the Generate Policy Jacket screen which appears next.
a. Hover over the Create Tab, select Jacket to display the Generate Policy Jacket screen.

Welcome, CplWebTest Acct

powered by Williston Financial Group
Create 1 @ View Contact Us Reports/Services
CPL
> Jacket >
WFG File Management Create New File
OTL Request
Agency Details
Agency: Test agent 2 (11636 01.01.31.TX / Portland, OR) Underwriter:  WFG National Title Insurance Company State: TX
Search Existing Files T
File Number E Date Created: From | mmiddiyyyy To | mmiddfyyyy

Create New File

2. If an agency was not selected at the previous step on the WFG File Management screen, select one in the
Agency Details dropdown now.
a. Fields in the Property Information, Policy Jacket and Delivery Options sections are only enabled
after the bold and required File Number and Property Type are entered.
*Click the plus or minus sign on each section to expand or close that section.

Generate Policy Jacket

Agency Details: [ Test agent 2 (11635.01.01.21.1X/ Portiand, OR) ]

[JIssue Simultaneous Policy

File Number: Property Type: | Please choose...

3 [ Property nfo

Address 1: | |

Address 2: | l

Zip: | | City:| F'Leasecnmse,, ‘ : Stale: | T | County.| Pleasecnuose,,

e 5] Policy Jacket

Jacket Type: | Please choose. .. |

ﬁ [ Detivery Options

Generate Jacket
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a. When simultaneous policy jackets need to be generated click the Issue Simultaneous Policy
checkbox to display multiple Policy Jacket sections (Exhibit A), else the screen will remain with a

single Policy Jacket section (Exhibit B). Enter the Property Information.

Exhibit A

'

[ Detivery Options.

Emsl lackatts

Faox Jacket

City: n [ [E] s [ (V]| County: s v B
x ~| Lishility Amount: § 150 000 0
Palicy Prambum: § £ 0
Mergage Amount: | § 150,000.00
-
] Inchude My Emad Address

i. Property Information Section:
name do the following:

Exhibit B

Bareruls Poker Jackst

Aggrey Ditade Tt st 3 19838.91.04 31 71 Prortand. O

Fils Mumbar Tesrguraataz

i ilaeus Smusanecus Potey

A5 \AAEN MYR EXCEEDS 078

[ Patiey taske
£ Potiey dosked
3 ety asket

£ feirvery Opticns

Mongage Dute: | 2e302018

T[] Cous = |
] Couy | =
Uisktiey Amoume =
Peticy Premmim
v
= Liskstity Amount. § 00 000 50
Poiey Pramiem 460
Morsgaps Aeure 3
)
=]

Fields in bold are required. To change the city or county

1. City: To change the city name where the city name needed is not available after a
valid zip code is entered, click the Edit icon next to the City field to remove the

selected city and type in the new

city name.

2. County: To change the county name where the county name needed is not available
after a valid zip code and city is entered, click the Edit icon next to the County field to
remove the defaulted county and type in the new county name.

[E Property information

Address 1: 111 Test Avenue
Address 2: Suite 150

State: | Tx [v]| County:

[E Property Information

Address 1: 111 Test Avenue
Address 2: Suite 150
Zip: 77002 City: | Houston City =

State: | TX |

ICounty:  Harristown
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b. Policy Jacket Section(s): Select a Jacket Type and the available data entry fields will be displayed
for the selected Jacket Type; fields in bold are required.

Include Owner’s Policy or Include Loan Policy checkboxes: If the Issue Simultaneous
Policy checkbox was selected, each Policy Jacket section will display an Include Owner’s
Policy or Include Loan Policy checkbox. The checkbox can be selected to add additional loan
or owner policy jacket selections in the Jacket Type dropdown.

File Number: s Property Type: Residential ﬂ [ Issue Simultaneous Policy
& Property information

Address 1-

Address 2:

Zip: City: Plesse choose. ﬂ % State: | FL ﬂ County: Plesse choose.. ﬂ E.
B Policy Jacket [ include Loan Policy [ 51MO Rate Applisd

Jacket Type: Please choose... ﬂ

=] Policy Jacket [Jinclude Owner's Policy  [] SIMO Rate Applied

Jacket Type: Please choose... ﬂ

& Policy Jacket [Jinclude Owner's Policy  [] SIMO Rate Applied
“TECRETIVRE, Pease chocee ™~

[ Policy Jacket
[ Policy Jacket

|8 Delivery Options

SIMO Rate Applied: Select this checkbox to indicate the simultaneous rate being charged
for the loan policy.
*There is no current validation for this field so you may disregard this step.

— et | - mmmm o v || memme o= [ mmniese | e e o ||
=l Policy Jacket [ include Loan Policy []5IMO Rate Applied

Jacket Type: Plesss choosa... ﬂ

=] Policy Jacket [ include Owner's Policy SIMO Rate Applisd

Jacket Type: Flease choose... j
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Addendum button:

1.

2.
3.
4

Only available on Short Form Loan jacket types.

Select Cancel button to close the Addendum screen.

Select Done button to include the addendum language in the policy jacket pdf file.
A check mark on the Addendum button indicates something was typed in the
Addendum window.

Addendum

Characters: 0 (Limit: 45000) A

Endorsements button:

1.

w

Select endorsements as needed for the jacket type. Selection of endorsements is
especially important for the Short Form Loan policy jackets since they can be visible
on the pdf file.

A count on the Endorsements button indicates the number of endorsements selected
The box next to the Endorsements button shows what endorsements were selected.
Select Cancel button to close the Endorsements screen.

[ baanT-28
DETS-T42 wil

[ 0875-T-43 woit

[ 0676-T-42.1

[ M15-T-31 <
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c. Delivery Options Section: Entering email(s) or fax number(s)) for distribution of the policy jacket
pdf file is optional.

d. Cancel button when selected will close the Generate Policy Jackets screen and will not save any of
the entered information.

e. Generate Jacket button when selected will process the policy jacket and generate a pdf file.

i. A generation message is displayed, click OK.

Single Policy Jacket Simultaneous Policy Jackets

Message
Thank you for generating an eJacket. The PDF will be processed and available shortly. Thank you for generating an eJacket. The PDF will be processed and available shortly.
The policy number is 172-A66-02340777. =] The policy number is 241-A66-02340778;176-A66-02340779. =]

oK OK

f.  You will be navigated to the WFG File Services screen, Jackets tab.

i. The policy jacket(s) generated will be displayed on the Jackets tab on the lower portion of the
screen and you will see that the file was automatically generated by the system on the top
portion of the screen.

ii. A policy jacket is fully completed when the Policy Status is Assigned and the Actions [Edit,
Send, View Void] are enabled.

WFG File Services Search Existing Files

File Information

Agency Details: | Test agent 2 (11636.01.01.31 TX / Portiand, OR) |

File Status: | Open ‘ File Number: | TestAgent2Tx1 Property State: TEXAS

Property Information

Property Type: | Residental ™)

Address 1- [ 111 Test avente |

Address 2: | sute 150 |

Zip |ﬁ City: | State: ‘| County: | Harris

Short Legal: | B |

File Info Jackets

Jackets Void All

- Jacket Type Policy Status Policy Number Policy Date Actions
T-2R (2014) Short Form Residential Loan  Assigned 172-A66-02340777 =i 08/30/2016 Edit| Send | View | Void

Policy

Generate New Jacket
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3. If an additional policy jacket is needed on the existing file whether simultaneous or not, click the Generate
New Jacket button to display the Generate Policy Jacket screen again and repeat the above steps.
a. Notice the Property Information entered previously will prepopulate. Select a Jacket Type and a
notification message will be displayed indicating there is an existing policy jacket on the file.

Generate Policy Jacket

Agency Details: | Test agent 2 (11636.01.01.31.TX/ Portiand, OR) |

File Number: | TestAgentaTX1 | Property Type: | Residential ‘ [issue Simultaneous Policy

[E] Property Information

Address 1: 111 Test Avenue

Address 2: Suite 150

Zip: 77042 City:| Houston E:J‘ State: | ip S | County: | Harris =
[E] Policy Jacket

Jacket Type: T-1 (2014) Owner's Policy of Title Insurance Liability Amount: | §

Policy Date: mm/ddfyyyy Policy Time: | hhemm AM Policy Premium: §

Loan Number:
Insured Name:
Borrower Name(s):

Statistical Code Please choose...

Endorsements o | No endorsements selected. |

[E3] Delivery Options

Generate Jacket

A Policy Jacket type of (Loan) already exists for this file.

Click Proceed to continue with new jacket creation for this file or
Click Cancel to close the Generate Policy Jacket screen

Proceed Cancel

i. Cancel button: Click to exit the Generate Policy Jacket screen and return to the Jackets tab on the
file.
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ii. Proceed button: Click to continue creating a new jacket and a confirmation message will display.
1. No: Click to continue creating the non-simultaneous policy jacket.
2. Yes: Click to continue creating a simultaneous policy jacket.

a. The Generate Policy Jacket screen will refresh and the Policy Jacket(s)
already generated on the file will display as read only on the screen, click the
plus sign to expand the Policy Jacket section to review as needed (Exhibit
Q).

‘Will this be a Simultaneous Issue Policy with the existing Loan Policy generated for this file?

Exhibit C
Generate Policy Jacket
Agency Details: | Test agent 2 (11636.01.01.31.TX/ Portland, OR) |
File Number: | TestAgent2TX1 | Property Type: | Residential | [ Issue Simultaneous Policy

[E] Property Information

Address 1: 111 Test Avenue
Address 2: Suite 150
Zip: 77042 City: | Houston E:} State: | ™ | County: | Harris 55"

[E3 Policy Jacket 172-A66-02340777 T-2R (2014) Short Form Residential Loan Policy

[E] Policy Jacket [ SIMO Rate Applied
Jacket Type: T-1(2014) Owner's Policy of Title Insurance Liability Amount: §
Policy Date: mmiddiyyyy Policy Time: | hhrmm AM Policy Premium: $

Loan Number:
Insured Name:
Borrower Name(s):

Statistical Code: Please choose...

Endorsements o | No endorsements selected. |

@ Delivery Options

Generate Jacket
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b. When all information is entered for the new policy jacket and the Generate Jacket button is clicked,
modal message is displayed and the OK button is clicked, the WFG File Services screen, Jackets

tab will again be displayed.
ii. The policy jacket generated will be displayed on the Jackets tab on the lower portion of the

screen.
iii. A policy jacket is fully completed when the Policy Status is Assigned and the Actions [Edit,

Send, View Void] are enabled.

WFG File Services Search Fxisting Files

File Information

[«

Apency Details: Test agent 2 (11636.01.01.31.Tx [ Portand, OR)

File Status: Open ﬂ File Number: TestApentaTX2 Propenty State: TEXAS

Property Information

Froparty Typa: Residantal ﬂ

Addresa 1: 222 Tast Avanue

Address 2: Sue 250

Tip: T2 ciy |bowmon  [v]|[El swwm [T [v]|  county |Hame [ |[E
Short Legal

l File Info I CPL ] Jackets I oTL

Jackets
| Jacket Type
[+ T-1R (2014) Residantial Ownar's Palicy Azsignad MAAGE02M07TR - DAGHNIONG Edit | Send | Wiew | Vaid
Bl T2 (7074) Loan Pubcy of Tille Inssance | Assagriod T76-ABEOZI0ITS =) (E3NI01E Fhl | S | Vi | Viad




