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1 AMS2 Introduction

WFG Agent AMS2 is the revamped, supercharged and flexible Agent Management System which provides you with three
possibilities for creating your CPL and elacket services.
1) You can create a CPL, eJacket or OTL Request as a stand-alone function in AMS2. Once the CPL, Jacket or OTL Request is
generated, a new file record will be created, allowing you the option to create further services from the new file.
[Refer to Section 3 for CPL, Section 4 for Policy Jacket (eJacket), Section 5 for OTL Request]

2) You can create a file record now and add services at a later time. [Refer to Section 9 for File Creation, Section 3 for CPL,
Section 4 for Policy Jacket (eJacket), Section 5 for OTL Request for adding Services]

3)  You can still utilize your production system to create elackets and/or CPLs. The only time you would need to access

AMS2 is to create an OTL Request or cancel the file record and the services that you created from your production
system. [Refer to Section 5 for OTL Request, Section 11 for Update File Record]
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2 AMS2 General Information

1.01 Navigate to WFG Agent AMS2

From the WFG Agent website https://wfgagent.com/ hover over Agent Services box and select a service option (e.g.
Closing Protection Letters, Policy Jacket Generator, Remittance) or open an internet web browser tab and enter
https://www.wfgsecure.com/AMS2/.
e Internet Explorer 11 or higher and Google Chrome are the two recommended browsers
e Navigation using either option will display the WFG AGENT Secure Account Sign In screen [Refer to Subsection
1.02 in Section 2]

WEFG Compliance
Management System |

WFGAGENT

powered by Williston Financial Group

f ¥ vV in N

Closing Protection Letters Connect with WF
Policy Jacket Generator

Remittance

Internet Explorer browser

& https://www.wigsecure.com/AMS2/Site/Logon

Google Chrome browser

< X 0 | & https://'www.wigsecure.com/AMS2/Site/Logon

1.02 Sign into AMS2

After navigating to AMS2 you will be viewing the WFG AGENT Secure Account Sign In screen. Enter your login credentials
{User Name / Password} and click Sign In button to be navigated to the WFG File Management home screen

Figure 1 - WFG AGENT Secure Account Sign In Screen

Secure Account Sign In

Sign In

User Name

Password

[1 Remember Username  Forgot Password?
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https://wfgagent.com/

Figure 2 - WFG File Management Screen

Welcome, CplWebTest Acct

powered by Williston Financial Group
Create !@ View Contact Us Reparts/Services

WFG File Management Create New File

Agency Details

Agency: Please choose... Underwriter: State:

Search Existing Files

File Number Date Created: From | mmid To | mmiddryyy
Clear
Create New File
1.03 Change Existing Password
Welcome, CplWebTest Acct
powered by Williston Financial Group
Create !@ View Contact Us Reports/Services

1. Click on your name hyperlink next to Welcome at any time to change your password. When directed to the
Change Password screen enter Existing Password, New Password and Confirm New Password, click Change
Password button

Change Password

Passwords must be between 6 and 20 characters long and meet the following requirements:
1. Contain both uppercase and lowercase characters (eg. A-Z, a-z)
2_Contain at least one numeric or special character (eg. 0-9, | @)

Existing Password

New Password

Confirm New Password

Change Password

a. Click OK button on notificcation message indicating that your password was successfully changed. You
will remain logged in and will utilze the new password the next time you log in

Your password has been successfully changed.
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1.04 Forgot Password

1. Click the Forgot Password? hyperlink on the WFG AGENT Secure Account Sign In screen at any time to request a
password reset, you will be navigated to the Forgot Password screen

Secure Account Sign In

Sign In

User Name

"

Password
[J Remember Usemame  Forgot Password? h

2. Onthe Forgot Password screen
a. Click Back hyperlink to return to the WFG AGENT Secure Account Sign In screen
b. Click Reset Password button after entering User Name (login credentials) and primary Email address
associated to your log in credentials to submit the request

Forgot Password

Please enter your username and email address below, and your new password will be emailed
o you.

m User Name

Be=—=
B=—

_— Email

Reset Password I Back —

i. Click OK button on reset password notification message indicating that a reset password link has
been sent to your email address, you will automatically be returned to the WFG AGENT Secure

Account Sign In screen

Reset Password

The reset password link has been sent to your email address.

2. Check the provided email box for an email with the subject of “Your password reset request” and click the
provided link. You will be navigated to the Change Password screen
e Password reset link will expire in 24 hours or when the password is changed
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Fri 2/10/2017 11:39 AM

AgencySupport@wfgnationaltitle.com
Your password reset request
To M Michelle Smith

Dear CplWebTest,

We have received your request for a new password. Please click on the link below to change your password.

2/ fwww.wigsecure.com/AMS Staging/Site/ResetPassword ?guid=0uZIDOoaZdmU Ujt0jl5V e 1m6Wcncod URkcaQzZAboAyzwae 2mfEmd396Uju%2b1nk

Please note that this link will expire in 24 hours.
If you have not requested a new password, please ignore this message. If you have questions about this process, please call us at (877) 840-0841 or email us at AgencySupport@wignationaltitie.com.

Thank you,
Agency WebSite

3. Onthe Change Password screen
a. Enter the new password in New Password and enter same password in Confirm New Password, click
Change Password button
i. Assoon as the Change Password button is clicked an email with the subject of “Password reset
request” will be sent indicating your email was used to reset the password, follow the
instructions provided (Figure 3)

Change Password

Passwords must be between 6 and 20 characters long and meet the following requirements:
1. Contain both uppercase and lowercase characters (eg. A-Z, a-Z)
2. Contain at least one numeric or special character (eg. 0-9. | @)

New Password

Confirm New Password

Change Password

b. Click OK button on notification message indicating that your password was successfully changed. You will
be navigated to the WFG AGENT Secure Account Sign In screen where you will use your new password to
login

Message

Your password has been successfully changed.

Figure 3

Fri 2/10/2017 11:11 AM

AgencySupport@wfgnationaltitle.com
Password reset request
To  MMichelle Smith

Dear MiCHElle,

Your password was reset using email address msmith@willistenfinancial.com on 2/10/2017 10:10:51 AM.
qﬁyou did this, you can safely disregard this email.

If you didn't do this, please contact Agency Support at (877) 840-0841 or AgencySupport@wfgnationaltitle.com.

Thank you,

Agency WebSite
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1.05 Navigate to AMS Home Screen (WFG File Management)

1. Hover over and click on the WFG AGENT logo at any time from any screen to return to to the WFG File
Management home screen (Figure 4)
e Note the pointer will turn into a hand when you hover over the logo

Welcome, CplWebTest Acct

WFGAGENT

powered by Willision Financial Group
Create !@ View Contact Us Reports/Services

Figure 4 - WFG File Management Screen

WEFG File Management Create New File

Agency Details

Agency: Please choose... Underwriter: State:

Search Existing Files

File Number Date Created: From | mmiddiyyyy To | mmiddiyyyy

Create New File

2. Click the Search Existing Files link whenever on the WFG File Services screen to return to the WFG File
Management home screen (Figure 4)

WEFG File Services Search Existing Files

File Information

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

File Status: |Open l File Number: | TestAgent?TX32 Property State: TEXAS

Property Information

Property Type: | Residential V|

Address 1: | l

Address 2 | |

Zip: |7 City: |7 = state: | County: | =
Short Legal [ test l
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1.06 Contact WFG for Assistance - After AMS2 Login

1. Once logged into AMS2 hover over the Contact Us tab, select Feedback to display the Contact WFG screen
e The reasons for contacting WFG include, but are not limited to the following: Final Policy Request,
Agent/Agency Verification, Agency Information Update, Licensing and Appointment Request, Policy Form
Request, Rate Manual Request, Rate Calculator Issue, CPL and Jacket Generator Issue, Underwriting
Question

2. First Name, Last Name and Email set up for the logged in user will populate on the screen, continue to enter the
bold required fields
a. Cancel button: Click at any time to return to the WFG File Management home screen, Agency Support
will not be notified of the assistance request
b. Send button: Click to submit your feedback to WFG

Welcome, CplWebTest Acct

WFGAGENT

powered by Williston Financial Group

Create Contact Us Reports/Services

|@ View
Contact WFG

We Value Your Feedback

Agency Support

Please give us your thoughts on our web site, our service, and/or our people. We welcome your Phone: 1.877.840.0841¢)

suggestions on what we can do to help take time and cost out of the real estate transaction. . . ;
i L Email: AgencySupport@wfgnationaltitte.com

For WFGAgent Services support please call 1.877.840.0841¢g) or email Agency Support at
AgencySupport@wfgnationaltitle.com

For all other issues or inquiries, please complete the form below:

Hours: Monday through Friday 8:00 AM to
5:00 PM PST

Address: 12909 SW 68th Pkwy, Suite 350
Portland, OR 97223

First Name:

Last Name:

Agency/Firm:

Email:

Phone:

Reason for contacting us:

Please tell us how we can be of assistance:

CplWebTest

Acct

wosx@wignationaltite.com

Please choose...

i. Click OK button on notification message indicating that your feedback was successfully sent

Your Feedback has been sent. Thank You.

Revised 2/10/2017
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1.07 Contact WFG for Assistance - Before AMS2 Login

1. If you need assistance from WFG before you login to AMS2 navigate to the WFG AGENT Secure Account Sign In

screen [Refer to Subsection 1.01 and 1.02 in Section 2] and click Need Help? hyperlink to display the Feedback
screen

e The reasons for contacting WFG include, but are not limited to the following: Password Reset/User

Unlock, Final Policy Request, Agent/Agency Verification, New User Access Request, Interested in
Becoming an Agent

m— N Help?
WFGAGENT

powered by Williston Financial Group

Secure Account Sign In

Sign In

User Name

ey

Password

[J Remember Username Forgot Password?

2. Onthe Feedback screen enter all required fields indicated in Bold, click the I’'m not a robot checkbox in the
reCaptcha box and follow the instructions provided

e Once a green checkmark is displayed in the ReCaptcha box you can continue to the next step

3. Once all required fields are entered and ReCaptcha is approved on the Feedback screen
a. Cancel button: Click at any time to return to the WFG File Management home page, Agency Support will

not be notified of the assistance request
b. Send button: Click to submit your feedback to WFG
Revised 2/10/2017
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Feedback

We Value Your Feedback

Please give us your thoughts on our web site, our service, and/for our people. We welcome your
suggestions on what we can do to help take time and cost out of the real estate transaction

For WFGAgent Services support please call (877) 840-0841 or email Agency Support at
AgencySupport@wfgnationaltitle.com

For all other issues or inquiries, please complete the form below:
Name:
Company:
Email:
Phone:

Please select topic: | Please choose... [v|

Subject: l

Please tell us how we can be of assistance:

—— I'm not a robot e

reCAPTCHA

Frivacy - Terms.

Revised 2/10/2017 Page 10 of 78
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3 Closing Protection Letter Creation

1.08 Create New Closing Protection Letter

1. After you login in you will be viewing the WFG File Mangement home screen. You can select the desired agency from
the dropdown at this point or on the Generate Closing Protection Letter screen which appears next. Note an Agency
may default for you if your user login account was established with access to only a single account number

a. Hover over the Create tab, select CPL to display the Generate Closing Protection Letter screen

Welcome, CpiwebTestAcct  ([ERRITR
WFGAGENT

pawered by Williston Financial Group

Create ! @ View Contact Us Reports/Services

ﬁ 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

File Number Date Created: From | mmiddiyyyy To | mmiddiyyyy

Create New File

File Status Filler: S

2. If an agency was not selected in the previous step on the WFG File Management screen, select one in the Agency
Details dropdown on the Generate Closing Protection Letter screen now to expand the screen; fields in bold are
required

Generate Closing Protection Letter

—D Agency Dot | || -

Generate Letter

3. Once the Agency is selected and the screen expanded (Figure 5), a default type of closing protection letter (e.g.
Transaction, Lender, Seller, Buyer, etc.) will populate in the Letter Type dropdown based upon the property state and
the available data entry fields will be displayed for the selected letter type

o Hide Agency Info on Letter? checkbox: When unchecked the name and address information of the agency
selected in Agency Details will display on the closing protection letter pdf generated. When checked the name
and address information of the agency selected in Agency Details will not display on the closing protection
letter pdf generated

o View link: Click link as needed to expand the Agency Details contact information section for review

o Click Hide link to close the Agency Details contact information section (Figure 6)

e Letter Type: After the default letter type is populated you can choose a new letter type if there are more than
one type available in the property state, click the dropdown arrow to review options. If letter type is updated
the available data entry fields will be displayed for the selected letter type

Revised 2/10/2017 Page 11 of 78



e File Number: The file number entered will be verified against other file number records saved for the Agency
selected. If an existing matching file number is located the property type and property information will
default from the file

o File numbers will not be considered a match if there are spaces or additional characters (e.g. Test 123
is not the same file number as Test123 or Test123 is not the same as Test123a)

e Property Type: After the required file number is entered and the field is tabbed out of the Property Type of
Residential will default. Update the Property Type to Non-Residential as needed

e Liability Amount: Although Liability Amount field is not required, we encourage you to enter the potential
liability amount if known. For amounts entered greater than $3,000,000.00 an email will be automatically
sent to a WFG Underwriter notifying them that a closing protection letter was submitted for that file number
that was greater than the $3,000,000.00 thresh hold for a high dollar value review

Figure 5 — Generate Closing Protection Letter Screen

Generate Closing Protection Letter

[ Hide Agency Info on Letter?

= Agency Details: | Testagent 2 (11528.01.01.31.TX/ Fortland, OR) View
—> leterType: | [EEZANE ]| File Number
—} Property Type: Pleaze choose. Liahility Amount: $ 0.00

ﬁ Property Information:

Address 1:

Address 2-

Zip: City: | Plesse choos:[w] El, State:| g5 |

_’ Additional Letter Information:

Loan Mumber:

Borrower/Buyer
Name(s):

Seller Mame(sk
DBA or Care of:

Transaction Limit: % 0.00

View Frequently Used Lenders Only

ﬁ Lender: Pleaza choose..
—} Dedivery Options: [ Include My Email Address
Email Letter To:
Pleaes UBE COMMAE of Eemicolons 10 separate multiple emall adonesess.
Fax Letter Ta:

PledEe UEE COMMSE Or 6EMICHONE 10 5eparate muliple fax numbErs.

Generate Letter
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Figure 6 — Hide Link Displayed after View Link was Clicked

Generate Closing Protection Letter

[[]Hide Agency Info on Letter?

Agency Details:  Test agent 2 (11636.01.01.31 TX/ Portiand, OR) Hide mm—
Agency Name: | Test agent 2 |
Address 1. | 1234 South West 68t Avenue |
Address 2: | |
City: | Portland |
State: | ™ | Zip: | 97232 |
Phone: | 123-456-7890 | Fax | 123-456-7390 |

4. Enter Property Information, Additional Letter Information, Lender, Approved Attorney (if displayed), Covered Parties (if
displayed) and Delivery Options (Figure 5)
a. Property Information Section: Fields in bold are required
i. The city name will default after a valid zip code is entered when there is only one associated city
name. If there is more than one associated city name to the zip code entered Please Choose... will
display in the dropdown for selection (Figure 7)
1. If the city name needed is not available in the dropdown after a valid zip code is entered,
you can change the city name as needed
o Click the Edit icon next to the City field to remove the selected city (Figure 8) and
type in the new city name (Figure 9). To return the original city value selected click
the Edit icon again (Figure 10)

Figure 7 — City Field Not Prepopulated Due to Zip Code Associated to Multiple Cities

Property Information:

Address 1: 123 Tast Avenue

Address 20 Suite 150

o - PP p— b

Zip: T704S City: mlfiate: | X [v]|

Figure 8 — Edit Icon for City

Property Information:
Address 1: 111 Test Avenue

Address 2: Suite 150

Zip: 77042 city: || = »tate:l ™ |

Figure 9 — City Field Turns to Text Box to Enter Preferred City Name

Property Information:
Address 1: 111 Test Avenue

Address 20 Suite 350

Zip: 77042 City: Starte:| ™ |
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b.

C.

d.

Revised 2/10/2017

Figure 10 — Edit Icon for City Clicked to Populate Original City Name

Property Information:

Address 1: 111 Test Avenue
Address 2: Suite 150
Zip: 77042 City:| Houston  |v]

Additional Letter Information Section: Fields in bold are required
Lender Section: Fields in bold are required
o Select or deselect the View Frequently Used Lenders Only checkbox to increase or decrease the list
of available lenders to select from
o If the needed lender is not visible in the Lender dropdown, select No Matching Lender to enter the
needed lender information; fields in bold are required
=  The new lender will be added and the closing protection letter can be processed
o Select Email checkbox to include the lender email address (if populated) in the Email Letter To field in
the Delivery Options section.
=  An email will automatically be sent to the lender recipient upon successful generation of the
closing protection letter which provides the closing protection letter pdf document
o Select Fax checkbox to include the lender fax number (if populated) in the Fax Letter To field in the
Delivery Options section
=  Afax will automatically be sent to the lender recipient upon successful generation of the
closing protection letter which provides a copy of the generated closing protection letter
o Select or deselect the Add Lender to Frequently Used List checkbox to add or remove a lender from
the list of available frequently used lenders

View Frequently Used Lenders Only

Lender: Acopia, LLC. - 306 Northcreek Bivd. , Goodletisville, TN 37072 - Michelle Smith - enisa.dug C[ﬂ

Company Name:  Acopia, LLC

Attention: Michelle Smith
Mortgagee Clause: | Please choose... ﬂ
Address 1: 306 Northcreek Blvd.
Address 2:
State: TENNESSEE ﬂ Zip: 37072
City: Goodlettsville ﬂ
Phone: Fax: | 8005070164
Email: enisa.dugic@authoritypariners.com
Include in Delivery Options ] Email [ Fax

Add Lender to Frequently Used List

Approved Attorney Section: Fields in bold are required. Option only available in select states
o Select or deselect the View Frequently Used Attorneys Only checkbox to modify the list of available
attorneys to select from
o Click Request New button (if displayed) to request the addition of a new attorney; complete and
submit the Request New Attorney form
=  An email will be sent for review by WFG staff to approve the attorney before the closing
protection letter can be processed
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o If Request New button is not displayed, select New Attorney Request in the Attorney dropdown;
complete and submit the Request New Attorney form
=  The new attorney will be added and the closing protection letter can be processed
o Select Email checkbox to include the attorney email address (if populated) in the Email Letter To field
in the Delivery Options section.
=  An email will automatically be sent to the attorney recipient upon successful generation of
the closing protection letter which provides the closing protection letter pdf document
o Select Fax checkbox to include the attorney fax number (if populated) in the Fax Letter To field in the
Delivery Options section
= A fax will automatically be sent to the attorney recipient upon successful generation of the
closing protection letter which provides a copy of the generated closing protection letter
o Select or deselect the Add Attorney to Frequently Used List checkbox to add or remove the attorney
from the list of available frequently used attorneys

[] View Frequently Used Attorneys Only

PO I [ 0 Soving Boving & Assocites LLG 4545 Lomon St Acworth. A 0101 [ZJll | Request New
Full Name: Edwin Don Bowling

Law Firm Name: Bowling & Associates, LLC

Address 1: 4549 Lemon Street
Address 2: Suite 100
State: GEORGIA [v] | Zip:| 30101
City: Acworth v
Phone: 6735684650 Fax: | 8005070164
Email: enisa.dugic@authoritypartners.com
Include in Delivery Options ] Email [ Fax

[] Add Attorney to Frequently Used List

Delivery Options: [ Include My Email Address

e. Covered Parties Section: Option only available in select states
o Click Seller Name checkbox and the seller name entered in the Additional Letter Information section
will automatically populate in the seller name field. You can edit the seller name here or if nothing is
populated enter the Seller Name information
= Once the checkbox is clicked additional fields to enter the seller address will be displayed
(Optional) and will not print on the closing protection letter

= The seller name(s) entered next to the checkbox is what will print on the closing protection
letter not the seller name entered in the Additional Letter Information section
o Click Buyer Name checkbox and enter the Buyer Name information here
= Once the checkbox is clicked additional fields to enter the buyer address will be displayed
(Optional) and will not print on the closing protection letter
=  The buyer name(s) entered next to the checkbox is what will print on the closing protection
letter

o Click Borrower Name checkbox and the borrower/buyer name entered in the Additional Letter
Information section will automatically populate in the borrower name field. You can edit the
borrower name here or if nothing is populated enter the Borrower Name information here

= Once the checkbox is clicked additional fields to enter the borrower address will be
displayed (Optional) and will not print on the closing protection letter
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=  The borrower name(s) entered next to the checkbox is what will print on the closing
protection letter not the borrower/buyer name(s) entered in the Additional Letter
Information section
o Click Lender Name checkbox and the lender selected in the Lender section will automatically
populate in the lender field. If a lender was not selected in the Lender section first do not manually
enter a lender name here, select it in the Lender section so it will populate instead
=  When clicked the lender address will pull from the lender selected in the Lender section and
will print on the closing protection letter, therefore the additional fields for address entry

are not needed
=  The lender name populated next to the checkbox is what will print on the closing protection
letter
» If the Lender Name checkbox is not checked and the Seller Name, Buyer Name
and/or Borrower Name checkboxes are also not checked, the lender name and
associated address selected in the Lender section will automatically print on the
closing protection letter by default
= Lender name and address will not print at all on the closing protection letter if at least one of
the Seller Name, Buyer Name and/or Borrower Name checkboxes are checked

Covered Parties:

[ Seller Name:
[1Buyer Name:
[] Borrower Name:

[JLender Name:

f.  Delivery Options Section: Entering email(s) or fax number(s) for distribution of the closing protection letter is
optional

o Click Include My Email Address checkbox to default your primary email address in the Email Letter To
field

o When email and/or fax is entered, an email with pdf attachment of the closing protection letter
and/or fax with a copy of the closing protection letter will automatically be sent to the recipient(s)
upon successful generation of the closing protection letter document

o An email and/or fax can be sent at a later time after the closing protection letter has been
successfully generated [Refer to Subsection 1.016 in Section 6]

5. Click Cancel button at any time to close the Generate Closing Protection Letter screen and any data entered will not be

saved

6. Click Generate Letter button to process the closing protection letter pdf file and save the entered data
a. Ifthere are any errors a validation flag will display next to or below the errored field(s) that briefly describe

the error; all errors must be fixed to continue

L This field is required.

b. If there are no errors a generation message is displayed, click OK button

Thank you for generating a Closing Protecfion Lefter. The PDF will be processed and available shorthy.

The letter number is TDADMATL. =
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7. While the closing protection letter is processing, you will automatically be navigated to the WFG File Services screen,

CPL tab

WFG File Services

The closing protection letter being generated will display on the CPL tab on the lower portion of the screen
and can be reviewed by clicking the View action [Refer to Subsection 1.017 in Section 6]

If the file record did not previously exist it will automatically be established on the top portion of the screen
using the information provided in the closing protection letter, including the Agency selected, file status, file
number, property type and property address

If the file record did previously exist the closing protection letter will be added to it as a new service and any
modifications to the property information will automatically be updated

When the closing protection letter is successfully generated the Actions [Cancel All, Cancel, Edit, Send, View]
are enabled

The closing protection letter is available for validation and/or remittance when the Letter Status is Assigned
The closing protection letter is not available for validation and/or remittance when the Letter Status is An
Error occurred [Refer to Subsection 1.09 in Section 3]

Search Existing Files

File Information

Property Information

Agenay Details: | Test agent 2 (11638.01.01.31.TX/ Portland, OR) |

| File Numiber:

File Statws: | Cpen Testhpentd TX24 Property State: TEXAS

Propety Type: [ Feiert =
aiaresst: (111 Tem A |

AdcressZ | sute 0 |

Ze | 702 ciy. [Hosen [U](E) st [ [V]] Conty [werms  [I|[E
SrortLeget: | —

& E3 £33

File Info CPL Jackets ICJ'I'L

Letters

- Letter Type Letter Status
[ +] Lender Assignad

Cancel All

Acopia, LLC. TDADS4A1 -l

Generate New Letter

Cancel | Edit | Send | View

8. If an additional closing protection letter is needed on the current file, click Generate New Letter button on the lower

portion of the CPL tab to display the Generate Closing Protection Letter screen once again. Note if only changes need

to be made to the existing closing protection letter select the Edit action rather than creating a new one [Refer to

Subsection 1.015 in Section 6]

a. On the Generate Closing Protection Letter screen notice the Agency Details, File Number, Property Type and

Revised 2/10/2017

Property Information entered previously and saved to the file record will prepopulate and a Letter Type will
default; fields in bold are required
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i. Letter Type: Click the dropdown arrow to review available options. If letter type is updated the
available data entry fields will be displayed for the selected letter type
ii. Property Type: Verify the Property Type is correct for this file
1. Correct: Enter closing protection letter information, click Generate Letter button
2. Not Correct: Click Cancel button to return to the WFG File Services screen to update the
incorrect property type on the file record [Refer to Section 11]. Once the property type is
correct repeat the steps described in this section

Generate Closing Protection Letter

[JHide Agency Info on Letter?

=3 Agency Details: | Test agent 2 (11838.01.01 31 T / Fortland, OR) | View
=3 Letter Type: [] File Number: | TestAgeniZTx24 (—’—
m—3 Froperty Type: | Residential | Liability Amount: | § 0.00
_} Property Information:

Address 1: 111 Test Avenue

Address 2- Suite 150

Zip: 77042 City: | Houston E}, State:| ™ |

Additional Letter Information:

Loan Mumber:

Borrower/Buyer
Name|{s):

Seller Mamea(sk
DBA or Care of:

Transaction Limit: § 0.00

View Frequently Used Lenders Only

Lender: Pleaze choose..

Dedivery Options: [ Include My Email Address
Email Letter To:

Pleaee use COMMa3s or 6Emicoione ip separate mulliple emall addresees.

Fax Letter To:

Ple3Es UEE COMMAE O SEMICOIONG I0 separate mulliple fax nUmbars.

I Generate Letter | Cancel

9. If an additional closing protection letter is not needed on the current file, but you want to generate a closing protection
letter for a different file, hover over the Create tab, select CPL and a confirmation message is displayed asking if you
want to create a new closing protection letter for the current file
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Walcome, CplivebTes!t Acel Segn Ot

WFGAGENT

pewerel by Williston Firancial Greap

Create !1'5“ W Contact Us Reports/Serices
_> CPL

Jacket

I OTL Regquest
a. No button: Click to display the Generate Closing Protection Letter screen again and create a new closing
protection letter on a different file repeating the steps for creating a new closing protection letter
b. Yes button: Click to display the Generate Closing Protection Letter screen and create a new closing protection

letter on the current file repeating the steps for creating a new closing protection letter

Confirmation

Create New Closing Protection Letter for Current File?

1.09 Regenerate CPL Document in An Error Occurred Letter Status

1. |If there was an issue generating the closing protection letter document on the file the Letter Status will display An Error
occurred and a Regenerate link will display in the Actions on the lower portion of the WFG File Services screen, CPL tab
(Figure 11)

a. Click Regenerate link to reprocess the closing protection letter document (Figure 11)
i. If the document failed to process again the Letter Status will remain An Error occurred and Error |
Regenerate link will display in the Actions (Figure 11)
1. Click Error link to display contact information for further assistance (Figure 12), click OK

button to close the informational message and return to the WFG File Services screen, CPL
tab

Figure 11 — WFG File Services Screen — CPL tab

File Info CPL Jackets DI'L
Letters
Transaction An Emor accurred Finance of America Mortgage LLC, 15 4E8928D1 Regenerate
ADAATIMA
] Transaetion An Emor seeurred Finance of America Morgage LLC, 153 ZAG7E308 —q-—) Error | Regenerate
ADAATIMA

Figure 12 - Issue with Regeneration of Closing Protection Letter Informational Message

There is an issue frying to regenerate the sedected Closing Protection Letter. For further
assistance, contact Agency Support at AgencySupport@wignationaltitie.com or (877) 240

0841 with the file number and letter number.
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4 Policy Jacket Creation

1.010 Create New Policy Jacket

1. After you login in you will be viewing the WFG File Mangement home screen. You can select the desired agency from
the dropdown at this point or on the Generate Policy Jacket screen which appears next. Note an Agency may default
for you if your user account was established with access to only a single account number

a. Hover over the Create tab, select Jacket to display the Generate Policy Jacket screen

Welcome, CplWebTest Acct

pawered by Williston Financial Group

Create ! @ 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

File Number Date Created: From | mmiddiyyyy To | mmiddiyyyy

Create New File

File Status Filter: S

2. If an agency was not selected in the previous step on the WFG File Management screen, select one in the Agency
Details dropdown now on the Generate Policy Jacket screen. Only after the bold and required Agency Details is
selected, File Number is entered and Property Type is selected the fields in the Property Information, Policy Jacket and
Delivery Options sections are enabled

e Click the plus or minus sign on each section to expand or close that section for review as needed

Generate Policy Jacket

Agency Detait: (I R |

File Number: Property Type:  Please choose... [lssue Simuitaneous Policy
_.}@ Property Information

Address 1: | |

Address 2: | |

Zip: |: | city:|' Please choase__l: State: | @ | County: | Please choose. [v/] | .
—’@ Policy Jacket

Jacket Type: | Please choose._. ‘

_’@ Delivery Options
Generate Jacket
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e File Number: The file number entered will be verified against other file number records saved for the Agency
selected. If an existing matching file number is located the property type and property information will
default from the file

o File numbers will not be considered a match if there are spaces or additional characters (e.g. Test 123
is not the same file number as Test123 or Test123 is not the same as Test123a)

e Property Type: After the required file number is entered and the field is tabbed out of the Property Type of
Residential will default. Update the Property Type to Non-Residential as needed

e Issue Simultaneous Policy checkbox: This checkbox will allow for the generation of more than one policy
jacket at a time for a single file (a.k.a. Simultaneous Policy)

o When only one policy is to be issued on a single file, the checkbox should be left unchecked as
defaulted on the Generate Policy Jacket screen (Figure 13)
= |f another policy needs to be added to the file at a later date it can be done at any time
o When more than one policy needs to be issued on a single file, click Issue Simultaneous Policy
checkbox so it is checked and 2 Policy Jacket sections for Residential property type or 3 Policy Jacket
sections for Non-Residential property type will automatically default on the Generate Policy Jacket
screen (Figure 14)
= [ssue up to 5 jackets on a Residential file and up to 8 on a Non-Residential file as needed by
clicking the Add Policy Jacket button

Figure 13 — Generate Policy Jacket Screen - Single Policy Jacket Creation

Generate Policy Jacket

Agency Details: Test agent 2 (11836.01.01.31.TX/ Fortiand, OF)

File Number: TestAgentITH4 Property Type: | Residential | [ Issue Simultanecus Policy
ﬁ & Property Information

Address 1 111 Test Avenue

Address 2: Suite 150

Fip: TT04z City: | Houstan El E", State: | ™ | County:| Harris E",
_> & Policy Jacket é FO

Jacket Type: T-2R {2014} Short Ferm Residential Loan Palicy Liability Amount:| § 150,000.00

Paolicy Date: 0242017 Policy Time: | 08:00 pm Policy Premium:| § 25000

Loan Mumber: 111111 Mortgage Date: | 021472017 Mortgage Amount: | § 150,000.00

Insured Mame: Wiels Fargo Bank, M.A

Insured Clause: its successors andlor ssigns

Borrower Mame(sk | Mrand Mrs Borrower

Statistical Code: 3000 - Single |ssue
~mmtchcal Coce 000 _Sh

[] f=move Arbifrstion Section

ad G
Endorsements @) [RIBSETREE |

ﬁ E Delivery Options

[ Include My Email Address
Email Jacket to:

Please use commas or semicokins bo separale multiple emall addresses

Fax Jacket to:

Please Use commas or semicolons fo separale multiple f3x numbers.

Generate Jacket Cancel
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Figure 14 — Generate Policy Jacket Screen - Simultaneous Policy Jacket Creation

Generate Policy Jacket

Agency Details: Test agent 2 (11836.01.01.31.TX/ Porfland, OR)

File Number: TestAgent2TXT Property Type: | Residentisl | ] Issue Simultanecus Palicy
ﬁ E Property Information

Address 1: 123 Test Avenue

Address 2 Saite 350

Zip: T4 City: | Houston ) state: | ™ [v]| County:| Hars E
_' B Policy Jacket I O Include Loan Palicy O SIMO Rate Applied I é E‘g

Jacket Type: T-1 (2014} Cwner's Policy of Titke Insurance Liability Amount: | § 150,000.00

Policy Date: 0282017 Paolicy Time: | 0%:00 am Paolicy Premium: | § 150.00

Insured Manne: Mr and Mrs Barrower

Statistical Code: 1200 - Simultaneous With Mip

Endorsements ) [IERENEREX] |

—’» Bl Policy Jacket [ [ include Owner's Policy SIMO Rate Applied I _i L?'g
Jacket Type: T-2 {2014} Loan Policy of Title Insurance Liability Amount: | § 250,000.00
Policy Date: 032802017 Palicy Time: | 05:00 am Policy Premium: | § 250.00
Leoan Mumber: 111111 Mortgage Date: | 03202017 Morigage Amount: | § 350,000.00
Insured Mame: Wels Fargo Bani, M.A
Insured Clause: its successors andior 3s5igns
Statistical Code: 1210 - Sirmultaneous With Otp [v]

Endorsements () | 140-T-33, [211-T-3 |

Add Policy Jacket

—P Bl Delivery Options
e [ Inciuds My Email Address
Email Jacket to:

Please use commas of semicolons ko s2parate multiple emall addresses.

Fax Jacket to:

Please U2 cOMMas of semicalans b separate multipls f3x numbers.

3. Enter the Property Information, Policy Jacket information and Deliver Options (Figure 13 or Figure 14)
a. Property Information Section: Fields in bold are required
i. The city name will default after a valid zip code is entered when there is only one associated city
name. If there is more than one associated city name to the zip code entered Please Choose... will
display in the dropdown for selection (Figure 15)
1. If the city name needed is not available in the dropdown after a valid zip code is entered,
you can change the city name as needed
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Click the Edit icon next to the City field to remove the selected city (Figure 16) and

o
type in the new city name (Figure 17). To return the original city value selected click

the Edit icon again (Figure 18)

ii. The county name will default after a valid city name is selected when there is only one associated
county name. If there is more than one associated county name to the city name selected Please

Choose... will display in the dropdown for selection (Figure 19)
1. Ifthe county name needed is not available in the dropdown after a valid city name is

selected, you can change the county name as needed
Click the Edit icon next to the County field to remove the defaulted or selected

county (Figure 18) and type in the new county name (Figure 20). To return the
original county value selected click the Edit icon again (Figure 18)

o

Figure 15 — City Field Not Prepopulated Due to Zip Code Associated to Multiple Cities

& Property Information

Address 1: 123 Test Avenue
Address 2 Suitz 350
Fip: 77045 mie: | TX [v]| County:| Pleasechoose [V] E‘,

Figure 16 — Edit Icon for City

& Property Information

Address 1: 123 Test Avenue

Address 2 Suite 250

Fip: TTO4Z City: | E! Stale: | TX ﬂ County: | Hamic ﬂ Ef

Figure 17 — City Field Turns to Text Box to Enter Preferred City Name

& Property Information
Address 1 123 Test Avenue

Address 2 Suite 350

Fip: 77042 City:'.a'.e: TX ﬂ County: | Hamis ﬂ =

Figure 18 — Edit Icon for City and County Clicked to Populate Original City or County Name

[E Property Information

Address 1: 111 Test Avenue
Address 2: Suite 150
Zip: 77042 City: | Houston City 55" State: | Tx ﬂ County: Harris ;5"

Figure 19 — County Field Not Prepopulated Due to Zip Code/City Associated to Multiple Counties

E Property Information
Address 1: 123 Test Avenue

Address 2: Suite 350

Fip: 77025 Ciw:m@ Stater | TX ﬂ County: Pleasech:m&a..ﬁ'l‘g_
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b.

Revised 2/10/2017

Figure 20 — County Field Turns to Text Box to Enter Preferred County Name

& Property Information
Address 1: 123 Test Avenue

Address 2: Saite 350

Zip: 77005 City: | Houston E‘ El State: | T CD.JIT.:":

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
o Include Owner’s Policy or Include Loan Policy checkboxes: If the Issue Simultaneous Policy
checkbox was checked, 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 (Figure 14)
= [ssue up to 2 Owner Policy jackets and 3 Loan Policy jackets on a Residential file or issue up
to 3 Owner Policy jackets and 5 Loan Policy jackets on a Non-Residential file as needed. At
any time the limit is exceeded for the type of policy (Owner, Loan) and property type
(Residential, Non-Residential) a notification message will display, follow the instructions
provided
Jacket generation for the Jacket Type selected has reached its maximum allowable limit: Qwner(3), Maximum: 2, Total: 3
Please review the open policies on the file and void any that are not needed.

Please contact Agency support at (877) 840-0841 or AgencySupport@wfgnationaltitle.com if assistance is needed.

»  Click OK button to close the message and return to the Generate Policy
Jacket screen
o SIMO Rate Applied: If the Issue Simultaneous Policy checkbox was checked select this checkbox to
indicate the simultaneous rate being charged for the loan policy. If a loan policy jacket is selected this
checkbox will default to checked, if an owner policy will default to unchecked. *There is no current
validation on this field so you may disregard this step (Figure 14)

o Clear icon E : This icon is enabled when the jacket type is selected, click Clear icon to reset the
entire Policy Jacket section for which it was clicked only (Figure 13 or Figure 14) and a confirmation

message will display

Are you sure you want to clear all dats in this Policy Jacket section®

L)

= (Click Yes button to close the message to reset/clear the entire policy jacket section
= (Click No button to close the message and the policy jacket section will not be reset/cleared
o Liability Amount: The liability amount entered will be verified against the single risk limitation for a
transaction as set forth in your Agency Agreement and if the amount is greater than or equal to that
single risk limitation amount, a notification message indicating an over the limit (OTL) request is
necessary to proceed with generating the policy jacket will display after clicking the Generate Jacket
button. [Refer to Subsection 1.012 in Section 5]
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i. Addendum button: Only available on Short Form Loan jacket types
1. After Addendum button is selected do the following:

a.

Type and format, as necessary, the language to be printed on the Addendum for the
policy jacket
Click Cancel button to close the Addendum window and any data entered will not
be saved
Click Done button when finished typing the addendum language to return to the
Generate Policy Jacket screen

= The check mark on the Addendum button indicates something was typed

in the Addendum window (Figure 13)

Addendum

Characters: O (Limit: 45000} A

ii. Endorsements button:

1. Select endorsements as needed for the jacket type

a.

b.

Selection of endorsements is especially important for the Short Form Loan policy
jackets since they can be visible on the pdf file

All endorsements selected will display on the Policy Remittance report for the
policy jacket(s) generated

2. After Endorsements button is selected do the following:

a.

Select needed endorsements by clicking in the checkbox next to the endorsement
code
i. Ifthereis a default charge amount for the endorsement it will be
populated in the box next to the endorsement selected. You can edit the
amount in the text box as necessary
1. Click Calculate button to total all selected endorsement charges
Click Cancel button to close the Endorsements screen and any data entered will
not be saved
Click Done button when all endorsements are selected to return to the Generate
Policy Jacket screen
i. The count on the Endorsements button indicates the number of
endorsements selected (Figure 13 or Figure 14)
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C.

ii. The box next to the Endorsements button shows what endorsements were
selected and may be included on a short form loan policy and/or included
on the remittance report as indicated above (Figure 13 or Figure 14)

Tax Year: TaxYea ~

Total: $0.00

T-28 Exception
[] 0886-T-28

T-42 wif Exception
[ 0875-T-42 wif

T-42 wolf Exception
[ 0875-T-42 wolf

T-42.1 Exception
[] 0876-T-42.1

Serial Number

[J 0150-T-31

Delivery Options Section: Entering email(s) or fax number(s)) for distribution of the policy jacket is optional

o Click Include My Email Address checkbox to default your primary email address in the Email Letter To
field (Figure 13 or Figure 14)

o When email and/or fax is entered, an email with pdf attachment of the policy jacket and/or fax with a
copy of the policy jacket will automatically be sent to the recipient(s) upon successful generation of
the policy jacket document

o An email and/or fax can be sent at a later time after the policy jacket has been successfully generated
[Refer to Subsection 1.021 in Section 7]

4. Click Cancel button at any time to close the Generate Policy Jacket screen and any data entered will not be saved

5. Click Generate Jacket button to process the policy jacket pdf file(s) and save the entered data (Figure 13 or Figure 14)

a.

Revised 2/10/2017

If there are any errors a validation flag will display next to or below the errored field(s) that briefly describe
the error; all errors must be fixed to continue

| This field is required.

If the liability amount entered exceeds the Single Risk Limitation for a transaction as set forth in your Agency
Agreement a notification message will display indicating an Over the Limit (OTL) authorization request must be
obtained to complete the generation of the policy jacket document. [Refer to Subsection 1.012 in Section 5]
o An automatic email notification will be sent to the assigned Agency Representative and WFG
Underwriting staff notifying them that an over the limit policy jacket was submitted on the file
If there are no errors a generation message is displayed, click OK button
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Single Policy Jacket Simultaneous Policy Jacket

Message Message

Thank you for generating an eJacket. The PDF will be processed and available shorily. Thank you for generating an eJacket. The PDF will be processed and available shortly.

The policy number is 3167048-02794141. =] The policy number is 241-A66-02340778;176-A66-02340779. =]

6. While the policy jacket is processing, you will be navigated to the WFG File Services screen, Jackets tab

The policy jacket(s) generated being generated will display on the Jackets tab on the lower portion of the
screen and can be reviewed by clicking the View action [Refer to Subsection 1.020 in Section 7]

If the file record did not previously exist it will automatically be established on the top portion of the screen
using the information provided in the policy jacket, including the Agency selected, file status, file number,
property type and property address

If the file record did previously exist the policy jacket will be added to it as a new service and any modifications
to the property information will automatically be updated

When the policy jacket(s) are successfully generated the Actions [Void All, Edit, Send, View, Void] will be
enabled

The policy number(s) are available for remittance when the Policy Status is Assigned

The policy number(s) are not available for remittance when the Policy Status is An Error occurred [Refer to
Subsection 1.011 in Section 4]

WFG File Services Search Existing Files

File Information

Property Information

E1 E2 2

File Info

Agency Details: [ Test agent 2 {11638.01.01.31 T / Portland, OR) ]

File Status: Open File Number: | TesthgentTH24 Property State: TEXAS

Property Type: | Residenil ™|

T |

Address 2 | sute 150 |

ShortLegal: | ]

]

Jackets

- Jacket Type Paolicy Status Policy Number Policy Date

Vaid All

T-1 (2014) Owner's Folicy of Title Insurance  Assigned 103-AG8-02734142 =) 02142017 Edit | Sand | View | Vioid
T-2R (2014) Short Form Residential Loan  Assigned 2167043-02794141  w=p 02114:2017 Edit | Sand | View | Vioid
Policy

T-2 (2014} Loan Policy of Title Insurance Pending OTL Review  3168548-02794143 =) 02142017 Edit | Send | View | Void
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Generate New Ja
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7. If an additional policy jacket is needed on the current file whether simultaneous or not, click the Generate New Jacket
button on the lower portion of the Jackets tab to display the Generate Policy Jacket screen once again. Note if only
changes need to be made to the existing policy jacket select the Edit action rather than create a new one [Refer to
Subsection 1.019 in Section 7]

a. Onthe Generate Policy Jacket screen notice the Agency Details, File Number, Property Type and Property
Information entered previously and saved to the file record will prepopulate

Generate Policy Jacket

—

Agency Details: | Test agent 2 (11636.01.01.31.TX/ Portland, OR) |
1 File Number: | TestAgent2 TX34 | Property Type: | Residential | [J1ssue Simultaneous Policy :
(@ Property Information \
Address 1: 111 Test Avenue
Address 2: Suite 150
kZip: 77042 City:| Houston = State: | X | County: | Harris = )

[E Policy Jacket |

Jacket Type: Please choose...

5 Delivery Options

Generate Jacket

i. Property Type: Verify the Property Type is correct for this file

1. Correct: Skip to step 7aii below
2. Not Correct: Click Cancel button to return to the WFG File Services screen to update the
incorrect property type on the file record. [Refer to Section 11] Once the property type is
correct repeat the steps described in this item number (7)
ii. Issue Simultaneous Policy checkbox: Checkbox is enabled if there is not simultaneous policy jackets
existing on the file. Checkbox is disabled if there is simultaneous policy jackets existing on the file
1. Add policy jacket(s) to file - Non-Existing simultaneous group: Click checkbox so it is
checked and 2 Policy Jacket sections for Residential property type or 3 Policy Jacket sections
for Non-Residential property type will automatically default on the Generate Policy Jacket
screen (Figure 21) to add multiple additional policy jackets to the file in addition to any
policy jackets already existing on the file
a. Issue up to 5 jackets on a Residential file and up to 8 on a Non-Residential file as
needed by clicking on the Add Policy Jacket button. At any time the limit is
exceeded for the type of policy (Owner, Loan) and property type (Residential, Non-
Residential) a notification message will display, follow the instructions provided

Jacket generation for the Jacket Type selected has reached its maximum allowable limit Owner(3), Maximum: 2, Total: 3

Please review the open policies on the file and void any that are not needed.

Please contact Agency support at (877) 840-0841 or AgencySupport@wfgnationaltifle com if assistance is nesded

i. Click OK button to return to the Generate Policy Jacket screen
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ii. Use the Clearicon = as needed in the policy jacket section(s) that exceed
the limit to remove all the data then proceed with generating the policy
jacket(s) that do not exceed the limit

2. Add policy jacket to file - Existing simultaneous group: Checkbox remains unchecked and
locked, continue to selecting a Jacket Type
b. Select a Jacket Type in the Policy Jacket section and a notification message will be displayed indicating there is
an existing policy jacket (e.g. Owner, Loan, Binder) on the file (Figure 22)

Figure 21 — Generate Policy Jacket Screen - Simultaneous Policy Jacket Creation

Generate Policy Jacket

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

File Number: | TestAgent2TX324 | Property Type: | Residential | [#1lssue Simultaneous Policy

[E Property Information

Address 1: 111 Test Avenue
Address 2: Suite 150
Zip: 77042 City: | Houston E’l State: | X | County: | Harris =

s[5 Policy Jacket [] Include Loan Policy [ SIMO Rate Applied %

Jacket Type: Please choose...

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

Jacket Type: | Please choose... |

—q Add Policy Jacket

[E5] Delivery Options

Generate Jacket

Figure 22 — Notification Message There is Policy Jacket(s) That Exist on the File

Message

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

i. Cancel button: Click to exit the Generate Policy Jacket screen and return to the Jackets tab on the
WFG File Services screen
ii. Proceed button: Click to continue creating new jacket(s) and a confirmation message will display

asking if the new policy jacket(s) will be simultaneous with the existing loan or owner policy on the
file
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Message

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

1. No button: Click to continue creating policy jacket(s). The Generate Policy Jacket screen
will automatically refresh, the available data entry fields will be displayed for the selected
Jacket Type; fields in bold are required. Enter policy jacket information

o When Issue Simultaneous Policy checkbox is initially checked any policy jackets
generated now will become simultaneous, but any existing policy jacket on the file
will not become a part of the simultaneous group

= Note the existing policy jacket information on the file did not prepopulate
on the Generate Policy Jacket screen for review

= Click Add Policy Jacket button as needed to add additional Policy Jacket
sections to create the simultaneous group

Generate Policy Jacket

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

File Number: | TestAgent2TX324 | Property Type: | Residential | [ Issue Simultaneous Policy

[E Property Information

Address 1: 111 Test Avenue

Address 2: Suite 150

Zip: 77042 City: | Houston =) State: | ™ | County: | Harris =
_’ [E Policy Jacket [ Include Loan Policy ™ SIMO Rate Applied E‘e

Jacket Type: T-2 (2014) Loan Policy of Title Insurance Liability Amount: §

Policy Date: Policy Time: | hh:mm AM Policy Premium: | §

Loan Number: Mortgage Date: | mmy/d Mortgage Amount:| §

Insured Name:
Insured Clause Please choose...

Statistical Code: Please choose...

Endorsements ) ‘ No endorsements selected. |

—&@ Policy Jacket [ Include Owner's Palicy [] SIMO Rate Applied =

Jacket Type: Please choose...

Add Policy Jacket

[E5 Delivery Options

Generate Jacket I

o When Issue Simultaneous Policy checkbox is not initially checked the policy jacket
generated now will not become simultaneous with an existing policy jacket on the
file

= Each jacket will be considered single issue from a system standpoint
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2. Yes button: Click to continue creating simultaneous policy jacket(s)
o When Issue Simultaneous Policy checkbox is initially checked any policy jackets
generated now will become simultaneous with the existing policy jacket on the file
= Note the existing policy jacket information prepopulated on the Generate
Policy Jacket screen for review. Click the plus sign to expand the Policy
Jacket section for review as needed

Generate Policy Jacket

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

File Number: | TestAgent?TX324 | Property Type: ‘ Residential | [ Issue Simultaneous Policy

[E] Property Information

Address 1: 111 Test Avenue
Address 2: Suite 150
Zip: 7042 City: | Houston |:=’| State: | Tx [v] County: | Haris =

[E3 Policy Jacket 103-A66-02847731 T-1(2014) Owner's Policy of Title Insurance (Assigned)

|1

[E] Policy Jacket [+ SIMO Rate Applied EO
Jacket Type: T-2 (2014) Loan Policy of Title Insurance Liability Amount: §
Policy Date: mmvddfyyyy Policy Time: | hh:mm Al Policy Premium: | §
Loan Number: Mortgage Date: | mm/ddfyyyy Mortgage Amount: | §

Insured Name:

Insured Clause: Please choose...

]|

Statistical Code: Please choose...

Endorsements (@) | Mo endorsements selected. |

[E3 Delivery Options

Generate Jacket |

o When Issue Simultaneous Policy checkbox is not initially checked the policy jacket
generated now will become simultaneous with an existing policy jacket on the file
due to selecting Yes on the simultaneous message

= Note the Issue Simultaneous Policy checkbox will automatically become
checked and locked

Click Cancel button at any time to close the Generate Policy Jacket screen and any data entered will not be
saved

When all information is entered click Generate Jacket button to process the policy jacket pdf file(s) and save
the entered data
i. Ifthere are any errors a validation flag will display next to or below the errored field(s) that briefly
describe the error; all errors must be fixed to continue

L This field is required.

ii. If the liability amount entered exceeds the Single Risk Limitation for a transaction as set forth in your
Agency Agreement a notification message will display indicating an Over the Limit (OTL) authorization
request must be obtained to complete the generation of the policy jacket document. [Refer to
Subsection 1.012 in Section 5]
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1. An automatic email notification will be sent to the assigned Agency Representative and WFG
Underwriting staff notifying them that an over the limit policy jacket was submitted on the
file

Message

Thank you for intiating an eJacket with WFG Mational Title Insurance Company. We appreciste your business
&nd want to help you advance this transaction.

The lisbility dollar amouwnt entered for the transaction on the elacket request indicates an Owver
the Limit {OTL) autharization must be obtsined to proceed.

In the meantime, an email will be sent to the Agency Representative and Underariting
Counsel informing them that immediate sssistance is required on this transaction.

Create OTL Request

If there are no errors

1. And the liability amount entered is not over the limit, a generation message is displayed,
click OK button

Message

Thank you for generating an eJacket. The PDF will be processed and available shortly.

The policy number is 103-A66-02794142. =

2. And the liability amount entered is over the limit, an OTL Request is submitted but not yet
reviwed by WFG Underwriting, a generation message is displayed, follow the instructions
provided, click OK button

An Over the Limit (OTL) authorizaticn request has not yet been approved for this transaction.
Please contact your local Agency Representative or Underwriting Counsel to check on the status
of the OTL authorization request

The policy number is 3166548-02794167. =

(-]

While the policy jacket is processing, you will automatically be navigated to the WFG File Services screen,
Jackets tab

e The policy jacket(s) generated being generated will display on the Jackets tab on the lower portion of
the screen. Click the plus sign next to any policy jacket to review the Simultaneous With information
as needed

e Since the file record did previously exist the policy jacket will be added to it as a new service and any
modifications to the property information will automatically be updated

e When the policy jacket(s) are successfully generated the Actions [Void All, Edit, Send, View, Void] will
be enabled

e The policy number(s) are available for remittance when the Policy Status is Assigned

e The policy number(s) are not available for remittance when the Policy Status is An Error occurred
[Refer to Subsection 1.011 in Section 4]
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WEFG File Services Search Existing Files

File Information

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

File Status: | Open [V]|  File Number: | Testagentzxad | Property state: TExAS

Property Information

—— =)

Address 1: | 111 Test Avenue |

Address 2: | Suite 150 |

zp oo | oy [fose N|E see (%[ comy [mam 9]
Short Legal | — —

File Info CPL

Jackets

Jackets Void All
- Jacket Type Policy Status Policy Number Policy Date Actions
T-2 (2014) Loan Policy of Title Insurance Assigned 3166548-02794158 = 02/24/2017 Edit | Send | View | Void
E— Coes
103-A66-02794157 02/24/2017
T-1(2014) Owner's Policy of Title Insurance  Assigned 103-AB6-02794157 == 02/24/2017 Edit | Send | View | Void

Generate New Jacket

8. If an additional policy jacket is not needed on the current file, but you want to generate a policy jacket for a different
file, hover over the Create Tab, select Jacket and a confirmation message is displayed asking if you want to create a
new policy jacket for the current file

Wakome, CphvebTest Acel

WFGAGENT

paseeresd by Willistan Financial Cireup

Creale Iﬁ‘: Wi Contact Us Reports/Seraces

CPL

_i Jacket

l OTL Request

Confirmation

Create New Policy Jacket for Current File?

a. No button: Click to display the Generate Policy Jacket screen again and create a new policy jacket on a
different file repeating the steps for creating a new policy jacket

b. Yes button: Click to display the Generate Policy Jacket screen and create a new policy jacket on the current
file repeating the steps for creating a new policy jacket
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1.011 Regenerate Policy Jacket Document in An Error Occurred Policy Status

1. [If there was an issue generating the policy jacket document on the file the Policy Status will display An Error occurred
and a Regenerate link will display in the Actions on the lower portion of the WFG File Services screen, Jackets tab
(Figure 23)

a. Click Regenerate link to reprocess the policy jacket document (Figure 23)
i. If the document failed to process again the Policy Status will remain An Error occurred and Error |
Regenerate link will display in the Actions (Figure 23)
1. Click Error link to display contact information for further assistance (Figure 24), click OK
button to close the informational message and return to the WFG File Services screen,
Jackets tab

Figure 23 — WFG File Services Screen — Jackets tab

Jackets
-ﬁm
Short Form Residential Loan Palicy An Error occurred 3153430-02257260 =) 0472072018 Regenerate
a8 Short Form Residential Loan Palicy An Error occurred 2152430-02256422 ) IZI#‘ED.I‘ZIJIE_> Error | Regensrate

Figure 24 — Issue with Regeneration of Policy Jacket Informational Message

Message

There is an issue trying to regenerate the selected policy jacket. For further assistance,
contact Agency Support at AgencySupport@wfgnationaltitie.com or (877) 840-0841 with the
file number and policy number.
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5 Over the Limit (OTL) Request Creation

1.012 Create OTL Request at Time of Jacket Creation

1. If the liability amount entered on a policy jacket being created exceeds the Single Risk Limitation for a transaction as
set forth in your Agency Agreement a notification message indicating an over the limit (OTL) request is necessary to
proceed will display after clicking the Generate Jacket button on the Generate Policy Jacket screen

Message

Thank you for intiating an eJacket with WFG Mational Title Insurance Company. We appreciste your business
and want to help you advance this transaction.

The lisbility dollar amouwnt entered for the transaction on the elacket request indicates an Owver
the Limit {OTL) authorization must be obtained to proceed.

In the meantime, an email will be sent to the Agency Representative and Underariting
Counsel informing them that immediate assistance is required on this trensaction.

Create OTL Request

a. Cancel button: Click to close the message and return to the WFG File Services screen, Jackets tab where the
policy jacket document will not be generated and the Policy Status will be Pending OTL Review until an
approved OTL Request is on the file or the policy jacket is voided

o If the liability amount was entered incorrectly, the policy jacket can be edited to correct the liability
amount by selecting the Edit action for that policy on the Jackets tab. [Refer to Subsection 1.019 in
Section 7] If the revised liability amount entered is lower than the Single Risk Limitation, the policy
will reprocess and generate the policy jacket document when updated

o If the policy jacket is no longer needed it can be voided by selecting the Void or Void All action for
that policy on the Jackets tab. [Refer to Subsection 1.022 in Section 7]

o If the liability amount entered does not exceed the Single Risk Limitation for a transaction as set forth
in your Agency Agreement or any amendments thereto, contact Agency Support to verify the amount
set up on your customer account record. [Refer to Subsection 1.06 in Section 2]

I File Info ] CPL Jackets OTL

Jackets Void All

L e Pt i
E T-1(2014) Gwner's Policy of Title Insurance  Pending OTL Review  103-AB6-02794143 = 02/23/2017 Edit | Send | View | Void

Generate New Jacket 1 1

b. Create OTL Request button: Click to display the Create OTL Request screen with the Agency Details, Property
State, Agent File #, Property Information and Liability Amount already mapped from the policy jacket(s). Your
primary email address will default in the Agent Email field for notification purposes throughout the processing
of the OTL Request

2. Onthe Create OTL Request screen complete each question by entering the requested information, selecting a radio

button or uploading requested documentation for Question 1, Question 14 or Upload Other Files; fields in bold are
required
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Agent Email: Verify your defaulted email address is accurate for notifications on the OTL Request progress.
You can update the email on the screen if not correct, but also notify Agency Support to update your user
account for future notifications. [Refer to Subsection 1.06 in Section 2]

Property Information: If vacant land or no property address or zip code you can enter descriptive data in the
Short Legal field which will override the Address1, City and Zip from being required

Question 1: If the commitment/preliminary report is not yet issued, select No and a copy of the information
can be attached at a later date after the OTL Request has been submitted

Question 2: The liability amount entered on the policy jacket, policy jackets if simultaneous, will default in the
Lenders Amount of Policy and/or Owners Amount of Policy fields. If the amount entered is $3,000,001.00 or
greater the request will require Senior Underwriter Approval in addition to the first level Underwriter
Approval

Create OTL Request

Agency Details: | Test agent 2 (11636.01.01.21.TX / Portland, OR)
Property State: | TEXAS | Agent File #: | TestAgent2TX25
— Agent Email: msmith@willistonfinancial.com Agent Fax:

Insured Name:

Property Information:

Address 1: 111 Test Avenue
Address 2: Suite 150
Zip: 77042 City:| Houston E)‘ State: | X |
Short Legal:
ﬁ o Has a Commitment/Preliminary report been issued? O Yes (O No

Revised 2/10/2017

Attach copy of commitment [EEEULRTI Delete All

a Policies to be issued:
Lenders Amount of Policy: | $ 2,500,000.00

Owner's Amount of Policy: | § 0.00
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&) Erief description of property (offices, single family, etc):

) 1= this transaction ) Purchase () Refinance () Other
(&) Insured Interest: (") Fee Simple  (J)Lessehold  (7) Cther
) Does land abut an open, dedicated road? O Yes (O No

ﬂ Is the property to be insured subject to a potential encumbrance or loss of

priority due to unfiled construction and/or mechanic’s liens? 1¥es (O No
a Is any portion of the property formerly railroad land? Yes (O Mo
B. Are there any potential Indian claim issues? ¥es (Mo
mhmﬂlere any known creditors rights issues? iYes (TiNo
m’ Is property affected by any type of water (beach, lake, wetland, marsh)? 1¥es (O No
EED) Will you be giving survey coverage? O Yes (O No

E Will you be giving affirmative coverage or insuring any other unusual risks?  (OYes (O bo

i) Endorsements Requested (sitach copies if necessary):

m From our examination of the title and the above, it is our opinion that the

5 . (OYes  (TiMo
Policy requested can be safely issued.

Upload Ciher Files
inciuding the title search or any other supporting documenits.

Nole:

Submit OTL Request Save and Close
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3. Click Cancel button at any time to close the Create OTL Request screen and be navigated to the WFG File Services
screen, OTL tab; any data entered will not be saved
e C(Click the Create OTL Request button as necessary to begin a new OTL Request on this file. Note the liability
amount will not be mapped from the policy jacket(s) initiated and will have to be entered manually along with
the remaining information

Authorization Requests

or s v omer Gt ot Gt s

e  C(Click the Jackets tab as needed to review the policy jacket(s). The policy jacket document will not be
generated and the policy status will remain in Pending OTL Review until an approved OTL Request is on the file

o If the liability amount was entered incorrectly, the policy jacket can be edited to correct the liability
amount by selecting the Edit action for that policy. [Refer to Subsection 1.019 in Section 7] If the
revised liability amount entered is lower than the Single Risk Limitation, the policy will reprocess and
generate the policy jacket document when updated.

o If the policy jacket is no longer needed it can be voided by selecting the Void or Void All action for
that policy. [Refer to Subsection 1.022 in Section 7]

File Info CPL Jackets

Jackets Woid All

- Jacket Type Policy Status Policy Number Policy Date
(] T-1R (2014) Residential Owner's Policy Pending OTL Review  241-ABE-02794151 = 02/23/2017 Edit | Send | View | Vioid

Generate New Jacket 1 1

4. Click Clear Form button to reset/clear questions 1 through 15, including the mapped liability amount(s) from the policy
jacket(s) and any documents that were added

5. Click Save and Close button and if all required information in the top portion of the screen (above questions 1-15) is
entered a confirmation message will display confirming you want to save the OTL Request and return at a later time

Save OTL request information and return at a later time?

a. Cancel button: Click to return to the Create OTL Request screen to continue with entering the OTL Request
data
b. Yes button: Click to close the Create OTL Request screen, save the entered data and attached documents in
the Incomplete OTL Status, and be navigated to the WFG File Services screen, OTL tab
i. The saved data can be accessed at a later time for completion by selecting the View action for that
OTL request on the file. [Refer to Section 10 and Subsection 1.024 in Section 8]
ii. The OTL Status will be Incomplete and may remain that way for 180 days or the OTL Status will be
systematically updated to Void. Notify Agency Support to have the OTL Request manually voided if
the transaction is not going to move forward. [Refer to Subsection 1.06 in Section 2]
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File Ilnfo CPL Jackets oTL

Authdrjzation Requests

Incomplete $2,500,000.00 = 02/23/2017 View | Void

tt

iii. The policy jacket(s) for which the OTL Request is needed will remain in Pending OTL Review and the

policy jacket document(s) will not be generated until an approved OTL Request is on the file
1. If the liability amount was entered incorrectly, the policy jacket can be edited to correct the
liability amount by selecting the Edit action for that policy. [Refer to Subsection 1.019 in
Section 7] If the revised liability amount entered is lower than the Single Risk Limitation, the
policy will reprocess and generate the policy jacket document when updated.

2. Ifthe policy jacket is no longer needed it can be voided by selecting the Void action for that
policy. [Refer to Subsection 1.022 in Section 7]

Jackets

File Info CPL ‘

Jackets Void All

- Jacket Type Policy Status Policy Number Policy Date
T-1R (2014) Residential Owner's Policy Pending OTL Review  241-AB6-02794151 = (2/23/2017 Edit | Send | View | Vioid

Generate New Jacket 1 1

6. Click Submit OTL Request button and if all required information is entered a confirmation message will display
confirming you want to submit the OTL Request

Submit Over the Limit Request?

Yes Cancel

a. Yes button: Click and a notification message indicating the over the limit request was submitted for review
will display

QOver the Limit Request Was Submitted For Review.

i. Click OK button to close the Create OTL Request screen, save the entered data, and be navigated to
the WFG File Services screen, OTL tab
1. A notification email is automatically sent to the email address provided in the OTL Request,
the Agency Representative and to WFG Underwriting indicating a new OTL Request was
submitted and is pending their review
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Thu /23,2017 303 Pt
pracessing@wfgnationaltitle.com
Over the Limit Authorization Submitted

To Mchele Smith

enisa,cugic Bauthorntypar tners.com

Dear Agent,

This message has been automatically generated to inform you an Over the Limit (OTL) Authorization Request was created on behalf of Test agent 2 (11636.01.01.31.TX / Portland, OR) for upcoming i TX30. Once the request is reviewed by an U astatus
notification email will be sent to your attention.

If you have any questions, please convact the individual assigned 1o the OTL Auth request, listed below:

Contact Name: Bruce Goldston
Phone: 877- !668781
o

2. The OTL Status will be Pending UW Review until reviewed by WFG Underwriting and the
status updated to Approved, Not Approved, Additional Info Required or Pending Senior UW
Review. The OTL Request can be edited at any time prior to the status being updated by
clicking on the View action. [Refer to Subsection 1.024 in Section 8]

File |Inf0 CPL Jackets oTL

Am¢rization Requests

Pending UW Review $2,500,000.00 $0.00 = 0202372017 View | Review

t

3. The policy jacket(s) for which the OTL Request is needed will remain in Pending OTL Review

and the policy jacket document(s) will not be generated until an approved OTL Request is on
the file

File Info ICPL I Jackets ot _

Jackets

- Jacket Type Policy Status Policy Number Policy Date

T-1(2014) Owner's Policy of Title Insurance  Pending OTL Review  103-AG6-02794153 = 02/23/2017 Edit | Send | View | Void

Generate New Jacket

1.013 Create OTL Request Before Jacket Creation

1. After you login in you will be viewing the WFG File Mangement home screen. You can select the desired agency from
the dropdown at this point or on the Create OTL Request screen which appears next. Note an Agency may default for
you if your user account was established with access to only a single account number

a. Hover over the Create tab, select OTL Request to display the Create OTL Request screen
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Welcome, CplWebTestAcct  ([ERLIoI)
WEFGAGENT

powered by Williston Financial Group

Create ! @ 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 / Portiand, OR) Underwriter:  WFG National Titie Insurance Company State:  TX

Search Existing Files

File Number Date Created From | mmiddfyyyy To | mmiddiyyy

Create New File

Fie S Fiter

2. If an agency was not selected in the previous step on the WFG File Management screen, select one in the Agency
Details dropdown now on the Create OTL Request screen and complete each question by entering the requested
information, selecting a radio button or uploading requested documentation for Question 1, Question 14 or Upload
Other Files; fields in bold are required

e Property State: The Property State will automatically default based upon the Agency selected
e AgentFile #: The file number entered will be verified against other file number records saved for the Agency
selected
o If an existing matching file number is located the property type and property information will default
from the file (Note property type is not currently visible on the OTL Request)
=  File numbers will not be considered a match if there are spaces or additional characters (e.g.
Test 123 is not the same file number as Test123 or Test123 is not the same as Test123a)
o If an existing matching file number is not located the property type will default to Residential when
the file record is automatically generated for this OTL Request. You will have to update the property
type on the file record to Non-Residential as needed. [Refer to Section 11]

e Agent Email: Verify your defaulted email address is accurate for notifications on the OTL Request progress.
You can update the email on the screen if not correct, but also notify Agency Support to update your user
account for future notifications. [Refer to Subsection 1.06 in Section 2]

e  Property Information: If vacant land or no property address or zip code you can enter descriptive data in the
Short Legal field which will override the Address1, City and Zip from being required

e Question 1: If the commitment/preliminary report is not yet issued, select No and a copy of the information
can be attached at a later date after the OTL Request has been submitted

e Question 2: The liability amount entered on the policy jacket, policy jackets if simultaneous, will default in the
Lenders Amount of Policy and/or Owners Amount of Policy fields. If the amount entered is $3,000,001.00 or
greater the request will require Senior Underwriter Approval in addition to the first level Underwriter
Approval
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Create Request
q Agency Details: Test agent 2 (11636.01.01.31.TX/ Poriland, OR)

Property State: ‘ TEXAS

ﬁ Agent Email: [ msmith@willistonfinancial com x Agent Fax:

Insured Name:

Agent File # TestAgent2TX31

} Property

Address 1:
Address 2
Zip: City:  Please choose State. \ ™
Short Legal:
ﬁ (D Has a Commitment/Preliminary report been issued? OYes (ONo

Al

Attach copy of commitment JESULRIS

o Policies to be issued:
Lenders Amount of Policy: $

‘Owner’s Amount of Policy: §

&) Erief description of property (offices, single family, etc):

) 's this transaction O Purchase ORefinance (O Cther
) insured Interest: () FeeSimple  (JLeasshold () Otner
() Does land abut an open, dedicated road? O Yes ONo

o Is the property to be insured subject o a potential encumbrance or loss of

priority due to unfiled construction and/or mechanic’s liens? OYes (OMNo
() s any portion of the property formerly railroad land? CiYes OMa
D Are there any potential Indian claim issues? OYes (OMNo
(L) Are there any known creditors rights issues? OYes (Ne
D is property affected by any type of water (beach, lake, wetland, marsh)? CiYes (Mo
(ED Will you be giving survey coverage? QOYes (ONo

(D Will you be giving affirmative coverage or insuring any other unusual risks? () Yes (Mo

L) Erdorsements Requested (sttach copies if necessary):

{5 From our examination of the fitle and the above, it is our opinion that the

- _ OYes (D)Mo
Policy requested can be safely issued.

Upload Cther Files.
including the title search or any other supporting documents.
Add fil D

Mote

Submit OTL Request
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3. Click Cancel button at any time to close the Create OTL Request screen and be navigated back to the WFG File
Management screen; any data entered will not be saved

4. Click Clear Form button to reset/clear questions 1 through 15, including the mapped liability amount(s) from the policy
jacket(s) and any documents that were added

5. Click Save and Close button and if all required information in the top portion of the screen (above questions 1-15) is
entered a confirmation message will display confirming you want to save the OTL Request and return at a later time

Save OTL request information and return at a later time?

a. Cancel button: Click to return to the Create OTL Request screen to continue with entering the OTL Request
data
b. Yes button: Click to close the Create OTL Request screen, save the entered data and attached documents in
the Incomplete OTL Status, and be navigated to the WFG File Services screen, OTL tab
i. The saved data can be accessed at a later time for completion by selecting the View action for that
OTL request on the file. [Refer to Section 10 and Subsection 1.024 in Section 8]
ii. The OTL Status will be Incomplete and may remain that way for 180 days or the OTL Status will be
systematically updated to Void. Notify Agency Support to have the OTL Request manually voided if
the transaction is not going to move forward. [Refer to Subsection 1.06 in Section 2]

File Ilnfo CPL Jackets oTL

Authgdrjzation Requests

g e [

Incomplete $2,500,000.00 = 02/23/2017 View | Void

tt

6. Click Submit OTL Request button and if all required information is entered a confirmation message will display
confirming you want to submit the OTL Request

Submit Over the Limit Request?

Yes Cancel

a. Yes button: Click and a notification message indicating the over the limit request was submitted for review
will display

QOver the Limit Request Was Submitted For Review.

i. Click OK button to close the Create OTL Request screen, save the entered data, and be navigated to
the WFG File Services screen, OTL tab

Revised 2/10/2017 Page 43 of 78



1. A notification email is automatically sent to the email address provided in the OTL Request,
the Agency Representative and to WFG Underwriting indicating a new OTL Request was
submitted and is pending their review

Thu 277372007 308 P
processing@wfgnationaltitle.com
Over the Limit Authorization Submitted

To M Michelle Smith
G Ulensa.dupceauthontparmers.com
Dear Agent.

This message has been automatically generated to inform you an Over the Limit (OTL) Authorization Request was created on behalf of Test agent 2 (11636.01.01.3L.TX / Portland, OR) for upcoming transaction TestAgent2TX30. Once the request is reviewed by an Underwriter, a status
notification email will be sent to your attention

I you have any questions, please contact the individual assigaed to the OTL Auth request, listed below:

Contact Name: Bruce Goldston
Phone: 877-366-8781
Contact Email: enisa dugic@authoritypartners.com

Thank you,
Agency Support

2. The OTL Status will be Pending UW Review until reviewed by WFG Underwriting and the
status updated to Approved, Not Approved, Additional Info Required or Pending Senior UW
Review. The OTL Request can be edited at any time prior to the status being updated by
clicking on the View action. [Refer to Section 10 and Subsection 1.024 in Section 8]

File |Inf0 CPL Jackets OTL

Ant*’ization Requests

Pending UW Review $2,500,000.00 5000 = 02/23/2017 View | Review

t
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6 Closing Protection Letter Actions (Cancel, Edit, Send, View, Cancel All)

1. After creating a closing protection letter you are automatically navigated to the WFG File Services screen, CPL tab
where various Actions will be enabled for a closing protection letter based upon the Letter Status
a. Tolocate a file record when not already on the WFG File Services screen navigate to the WFG File
Management home screen [Refer to Subsection 1.05 in Section 2] and search for the file record to navigate
to the CPL tab. [Refer to Section 10]

Figure 25 — WFG File Services Screen — CPL tab

WEFG File Services Search Existing Files

File Information

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

File Status: | Open v File Number: TestAgent2TX39 Property State: TEXAS

Property Information

Property Type: | Residenia -

T |

oz | |

Zip: |T City: W| T state: |T| County: [ Hams ||
Short Legal: | —

o 3 3

Jackets

File Info

Cancel All

Letters

i

EE  Lender
EZ  Buyer
5]  Lender

Lender Name Letter Number

Acopia, LLC. E3B5AFE5 =

Assigned Cancel | Edit | Send | Mew

CBTBOEST Cancel | Edit | Send | Mew

Assigned Leans Unlimited

72833291

Cancel | Edit | Send | Mew

Cancelled Acopia, LLC.

Generate New Letter

1.014 Cancel Closing Protection Letter

1. Click Cancel hyperlink (Figure 25) to update the selected closing protection letter Letter Status to Cancelled when the
closing protection letter is not needed and a confirmation message will display confirming you want to cancel the
selected closing protection letter

e Hyperlink is only available on closing protection letters in the Assigned Letter Status
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Are you sure you want to cancel the selected letter associated with this file?

s

a.
b.

No button: Click to close the notification message and return to the CPL tab on the file
Yes button: Click to proceed to the CPL Maintenance screen to select a general cancel reason

2. On the CPL Maintenance screen select a general cancel reason in the Cancel Reason dropdown

CPL Maintenance

File Mumber: TestAgentZTx30
Letter Type Lender
Letter Number: 72633201
_> Cancel Reason: Please choose v

N D )

Cancel button: Click to close the CPL Maintenance screen and return to the CPL tab on the file. The selected
cancel reason will not be saved and status of the closing protection letter will not be updated
Save button: Click to update the Letter Status of the closing protection letter. CPL Maintenance screen will
automatically close and return to the CPL tab on the file
o The Letter Status on the selected closing protection letter will be updated to Cancelled and all Actions
are disabled
o A closing protection letter cannot be reinstated once cancelled, a new closing protection letter must
be created. [Refer to Subsection 1.08 in Section 3]

[ T T T o I

Letters

(]
£

1.015

Cancel All

S T — T —

Lender Assigned Acopia, LLC. E3B5SAFEE Cancel | Edit | Send | iew
Buyer Assigned Loans Unlimited CB7BOEST - Cancel | Edit | Send | View
Lender ——rere) Acopia, LLC. 72833201 ) mmemeekisEgH Send | View

Edit Closing Protection Letter

1. Click Edit hyperlink (Figure 25) for the closing protection letter to review or edit the current closing protection letter
information saved and the Edit Closing Protection Letter screen will display

Hyperlink is only available on closing protection letters in the Assigned Letter Status

2. On the Edit Closing Protection Letter screen you may get a confirmation message notifying you that the property
information on the file for which the closing protection letter was created has changed

Revised 2/10/2017

The property information for the file on which this Closing Protection Letter is based has changed since this
Closing Protection Letter was created. If you continue, you will use the newest property information in the file.

Do you wish to continue?
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a. Cancel button: Click to close the confirmation message, close out of Edit mode on the closing protection
letter and return to the WFG File Services screen, CPL tab

b. No button: Click to close the confirmation message and continue editing the closing protection letter without
the new property information (address) updates

c. Yes button: Click to close the confirmation message, update the property information (address); continue
editing the closing protection letter information as needed

3. On the Edit Closing Protection Letter screen update Letter Type, Liability Amount, Property Information, Additional
Letter Information, Lender, Approved Attorney (if displayed), Covered Parties (if displayed) and/or Delivery Options;
fields in bold are required

Hide Agency Info on Letier?

Agency Details: | Test agem 2 [ 11635.01.01.31.TX / Portand, OF) v | View
Letter Type: Suyar = | File Number: TestAgentaTIs |
Property Typs: Residania L | Liability Amount: § 20000000

Propeny Information:

Address 1: 2244 Test Avenue
Address 2: Suile 150
Zip: Tro&2 City:| =ouston v E, 5tate:| TH v |

ddifional Lefier Information:

Loan Mumber: 12385555
Borrower/Buyer

Mame(s): Test Bormwer
Seller Mame(s): Test Samar
DEA or Care of:

Transaction Limit: $ 00

# ‘iew Freguently Used Lenders Only

Lender: Loans Unimiiad - 5531 M. \\ypoim Crive, Owisda, FL 2755 - - v

Company Name: | Loans Unimitzd

Ansnfion:
Mongagee Clawse: | Pieasa choose T
Address 1: 5431 N Wiaypaint Crive
ddress Z:
State: FLORIDA v | Zip:| 7S
City: Onieda v
Phone: Fan:
Email:
Include in Delivery Options Email Fan
¥ Add Lender o Freguently Used List
Delivery Opfions: Include My Email Address
Email Letier To:
Flease use Commas. of semicolons o sepamte multiple emall addresses.
Fan: Letier To:
Flease use commas or semicolons bo sepamie mulliple fax pambbers.
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a. Cancel button: Click to close the Edit Closing Protection Letter screen and return to the CPL tab on the file;
any data entered will not be saved

b. Update Letter button: Click to generate a new closing protection letter pdf file with a new Letter Number
and save the updated data, a generation message is displayed

Thank you for updating the Closing Protection Letier The POF will be processed and available shorthy.

The leter number is 23338086, =0

i. Click OK button to close the generation message

4. While the closing protection letter is processing, you will automatically be navigated back to the WFG File Services
screen, CPL tab (Figure 25)

e The closing protection letter generated will display on the CPL tab on the lower portion of the screen in the
Assigned Letter Status and the original closing protection letter edited will automatically be updated to the
Cancelled Letter Status

e  When the closing protection letter is successfully generated the Actions [Cancel All, Cancel, Edit, Send, View]
are enabled

e The closing protection letter is available for validation and/or remittance when the Letter Status is Assigned

e The closing protection letter is not available for validation and/or remittance when the Letter Status is An
Error occurred [Refer to Subsection 1.09 in Section 3]

1.016  Send Closing Protection Letter

1. Click Send hyperlink (Figure 25) to forward a pdf copy of the closing protection letter via Fax and/or Email and the Send
Document screen will be displayed

e Hyperlink is only available on closing protection letters in the Assigned Letter Status

2. Onthe Send Document screen enter fax and/or Email information to enable Send button
a. Select the Include My Email Address checkbox to automatically populate the your primary Email address in
the Email field
o Verify your defaulted email address is accurate. You can update the email on the screen if not correct,
but also notify Agency Support to update your user account for future notifications. [Refer to
Subsection 1.06 in Section 2]

Send Document

Are you sure you want to send CPL document?

Fax:

Please use commas or semicolons o separate multiple fax numbers.

Email:

Please use commas or semicolons to separate multiple email addresses.

Include My Email Address

s (D

Revised 2/10/2017 Page 48 of 78




1.017

i. Cancel button: Click to close the Send Document screen and return to the CPL tab on the file
ii. Send button: Click to send the closing protection letter pdf copy to the recipients. Send Document
screen will automatically close and return to the CPL tab on the file

View Closing Protection Letter

1. Click View hyperlink (Figure 25) to review or print a copy of the closing protection generated

Revised 2/10/2017

Hyperlink is only available on closing protection letters in the Assigned Letter Status indicating that the closing
protection letter document was generated and is valid

Depending on the browser used a new tab will open with the pdf document. When that tab is closed you will
return to the original browser tab to the same file record, CPL tab

WPFG National Title Insurance Company

a Willssson Financial Group company

LENDER INSURED CLOSING SERVICE LETTER

February 25, 2017
ISSUNG AGENT:
Acopia, LLC. Test agent 2
Mchelle Smith 1234 South West 68th Avenue
306 Northcreek Blvd. Portland, OR 97232
123-456-7890

Goodlettsville, TN, 37072

Re: Borrow ers: Test Borrower
Property Address: 4444 Test Avenue, Suite 150, Houston, TX 77042
AgentNo.: 11636.01.01.31.TX
Loan Reference Number: 1234566
Agent File Number: TestAgent2TX39

Dear Sir or Madam:

WF G MNational Title Insurance Company (the "Company ") agrees, subject to the Conditions and Exclusions set 3 to reimburse you for actual loss incurred by youin
connection with closings of real estate transactions conducted by the Issuing Agent, provided:
{A) title insurance of the Company is specified for y our protection in connection with the closing;
(B} youare tobe the lender secured by a mortgage (including any other security instrument) of
{C) the loss arises out of:
1. Failure of the Issuing Agent to comply with yourwritten closing instructions to tl that they relate to (a) thE s of the title to that interest in land or
the validity . enforceability and pricrity of the lien of the mortgage on that intere od, |nc|ud|ng the clhlalnl ng of ments and the disbursement of funds
necessary to establish the status of titke or lien, or (b) the obtaining of any other & 5 but only to the extent the failure to
obtain the other document affects the status of the title to that interest in land or the b ili iori the lien of the mortgage on that
interest in land, and not to the extent that yourinstructions require a ectiveness of the other document; or
2. Fraud or dishonesty of the Issuing Agent in handling your funds or =nt that fraud or dishonesty relates to
the status of the title to that interest in land or to the v alidity . enforceal at interest in land.
3. If you are a lender protected under the foregoing paragraph, your assig with a lzan secured by a mortgage
shall be protected as if this letter were addressed to them.
Conditions and Exclusions
1. The Company will not be liable toy ou forloss arsing out of
A Failura of the Issuing Agent to comply with y our cf i inconsistent with that set forthin the title
insurance binder or commitment issued by the § - . i al of specific exceptions to title or compliance with the
requirements contained in the binder or comng
B. Loss or impairment of y our funds in the cou
result from failure of the Issuing Agent to cof
C. Defects, liens, encumbrances or other matt)
encumbrances or other matters is afforded
D. Fraud, dishonesty or negligence
E. * our settlement or release of
F. Any matters created, suffered,
2. When the Company shall hav e reimbu
person or property had you not been s
v oluntarily impaired the value of this rigl
3. The Issuing Agent is the Company s age!
purpose of prumdlng other closing or sett]
limited to the p
or bad faith of
transaction, or the
liability with respect to its
4. Either the Company oryou ma’
American Land Title Association, unl

erestin land, it =es or a warehouse lender; and

bank failure, insolvency orsuspension, except as shall
the funds in a bank which y cu designated by name.

ions except to the extent that protection against those def ects, liens,
stent with your closing instructions.

policy of title insurance not i
=, agent attomey or broker.

Sgated to all ights and remedies which y ouwould hav e had against any
imbursement shall be reduced to the extent that you hav e knowingly and

ing title insurance policies. The Issuing Agent is not the Company ‘s agent for the
ervices. The Company s liability for yourlosses arising from those other closing or settlement services is strictly
letter. Any liability of the Company for loss does not include liability for loss resulting from the negligence, fraud
other than an Issuing Agent, the lack of creditworthiness of any bormower connected with a real estate
ely secure aloan connected with areal estate transaction. Howew er, this letter does not affect the Company’s
itments or policies.
arising under this letter be submitted to arbitration pursuant to the Title Insurance Arbitration Rules of the
icy of title insurance forthe applicable transaction with an Amount of Insurance greater tham $2,000,000. If
you have a policy of title insurance for the a saction with an Amount of Insurance greater than $2,000,000, a claim arising under this letter may be
submitted to arbitration cnly when agreed toby e Company and you.
5. ¥ ou must promptly send written notice of a claim under this letter to the Company at its principal office at P. O. Box 8627, Columbia, SC 20202-8627. The
Company is not liable for a loss if the written notice is not received within two y ears from the date of the closing.
8. The protection herein off ered extends only to real property transactions in Texas.
Any previous clesing protection letter or similar agreement is hereby cancelled, except for closings of y our real estate transactions forwhich y ou hav e previously sent (or
within 30 day s hereaf ter send) written closing instructions to the Issuing Agent.

WFGNATIONAL TITLE INSURANCE COMPANY
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1.018 Cancel All Closing Protection Letters

1. Click Cancel All hyperlink (Figure 25) to update all closing protection letters Letter Status to Cancelled when the closing
protection letters are not needed and a confirmation message will display confirming you want to cancel all closing
protection letters

e Hyperlink is only available on closing protection letters in the Assigned Letter Status

Are you sure you want to cancel all letters associated with this file?

Yes No

a. No button: Click to close the notification message and return to the CPL tab on the file
b. Yes button: Click to proceed to the CPL Maintenance screen to select a general cancel reason for each closing
protection letter

2. On the CPL Maintenance screen select a general cancel reason in the Cancel Reason dropdown

CPL Maintenance

File Number. TestAgent2TX39
Letter Type: Lender
Letter Number 23398096
_’ Cancel Reason: Please choose

a. Cancel button: Click to close the CPL Maintenance screen and return to the CPL tab on the file. The selected
cancel reason(s) will not be saved and status of the closing protection letters will not be updated
b. Next button: Click after a cancel reason is selected and until the Save button is enabled on the last closing
protection letter
c. Save button: Click to update the letter status of the closing protection letters. CPL Maintenance screen will
automatically close and return to the CPL tab on the file
o The Letter Status on all closing protection letters will be updated to Cancelled and all Actions are
disabled
o A closing protection letter cannot be reinstated once cancelled, a new closing protection letter must
be created. [Refer to Subsection 1.08 in Section 3]

File Info CPL Jackets oTL

Letters

e

Cancelled Acopia, LLC.

Cancel | Edit| Send | View

L'EIH Cancelled Acopia, LLC. E3BGAF65

H Cancelled Loans Unlimited C67BOEST Cancel | Edit | Send | View
LH Cancelled Acopia, LLC. 72833291 a Cancel | Edit | Send | View

Cancel | Edit| Send | View

EEEa
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7 Policy Jacket Actions (Edit, View, Send, Void, Void All)

1. After creating a policy jacket you are automatically navigated to the WFG File Services screen, Jackets tab where
various Actions will be enabled for a policy jacket based upon the Policy Status
a. Tolocate afile record when not already on the WFG File Services screen navigate to the WFG File
Management home screen [Refer to Subsection 1.05 in Section 2] and search for the file record to navigate
to the Jackets tab. [Refer to Section 10]

Figure 26 — WFG File Services Screen — Jackets tab

WFG File Services Search Existing Files

File Information

Agency Detzils: [ Ascociates Titke, Ine. {10531.01.01.21.0H ! Canal Winchester, OH) ]

File Status: [ Op=n ] File Number: [ 1620520 Property State: OHIO

Property Information

Property Type: [ Residential ]

N, —— |

| 1

Short Legal: [ ]

£ E3 E3

File Info
Jackets Void All
- Jacket Type Policy Status Policy Number
| Expanded Coverage Residential Loan Assigned 2164E00-D2794104 == 02707/2017 Edit | Send | View | Void
Policy (20100
B8 An Error occurmed - Error | Regensrate
B8 Short Form Residential Loan Paolicy An Error occurred 2153439-022572060 =) 04/28/2018 Regenerate
B Short Form Residential Loan Policy An Error occurred 3153438-D2256416 == 04/28/2018 Errar | Regensrate
B Owners Policy Cowver Pending OTL Review | 3155400-02794183 w=) 02242017 Edit | Send | View | Void
B Cweners Policy Cowver Processed 3155400-02794162 = 02072017 Edit | Send | View | Void
B ALTA Homeowner's Policy Voided 3167300-02784181  ==&f  02721:2017 Edit | Send | View | Void
Generate New Ja
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1.019 Edit Policy Jacket

5. Click Edit hyperlink (Figure 26) for the policy jacket to review or edit the current policy information saved and the Edit
Policy Jacket / Edit Reason screen will display requesting a reason for the jacket revision on the selected policy jacket
e Hyperlink is only available on policy jackets in the Assigned or Pending OTL Review* Policy Status

6. The Edit Policy Jacket / Edit Reason screen will be displayed, enter a brief edit reason for reviewing or editing the
policy jacket data

Edit Policy Jacket

To edit a jacket, please enter a reason for the revision and then click the Edit Jacket button.

Edit Reasen Edit Jacket

a. Cancel button: Click to exit the Edit Policy Jacket / Edit Reason screen and return to the Jackets tab on the
file; the Edit Reason entered will not be saved
b. Edit Jacket button: Click to display the Edit Policy Jacket screen

*The Edit Action for a Policy Jacket in Pending OTL Review Policy Status will only be enabled if the OTL Request was not
approved

7. On the Edit Policy Jacket screen you may get a confirmation message notifying you that the property information on
the file for which the policy jacket was created has changed

The property information for the file on which this Policy Jacket is based has changed since this
Policy Jacket was created. If you continue, you will use the newest property information in the file. |

Do you wish to continue?

a. Cancel button: Click to close the confirmation message, close out of Edit mode on the policy jacket and return
to the WFG File Services screen, Jackets tab

b. No button: Click to close the confirmation message and continue editing the policy jacket without the new
property information (address) updates

c. Yesbutton: Click to close the confirmation message, update the property information (address); continue
editing the policy jacket information as needed

8. On the Edit Policy Jacket screen you may get a confirmation message notifying you that there are endorsements
selected for the policy jacket that are invalid due to a change in property type on the file record

Following endersements are no longer valid for selected Property Type and Jacket Type combination:
0803-T-19.3

Click Proceed to remove these endorsements
Click Show Endorsements to review the endorsements.

Show Endorsements

a. Proceed button: Click to proceed to the Endorsements screen [Refer to Subsection 1.010 in Section 4] where
the invalid endorsements previously selected will automatically be removed. Select new endorsements that
are relevant for the policy jacket and property type as needed
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b. Show Endorsements button: Click to proceed to the Endorsements screen [Refer to Subsection 1.010 in
Section 4] where the invalid endorsements previously selected will be present and still checked. Uncheck the
endorsements that are invalid or no longer relevant for the policy jacket and property type and reselect any
endorsements that are relevant

9. On the Edit Policy Jacket screen the policy jacket section for the policy number selected for Edit will be expanded for
review and any simultaneous Policy Jacket(s) generated on the file will display as read only on the screen, click the plus
sign to expand the simultaneous Policy Jacket section(s) to review as needed

Edit Policy Jacket

Agency Details: Associates Title, Inc. (10531.01.01.31.0H / Canal Winchester, OH)
File Number: 1620529 Property Type: | Residential [ Issue Simultaneous Policy

[E| Property Information

Address 1: 3823 Cass Creek Court

Address 2:

Zip: 43125 City: Groveport E" State: | OH County: | Frankiin =)
ﬁ @ Policy Jacket 3155400-02794162 Owners Policy Cover {Assigned)

[E] Policy Jacket  3164800-02794164 [ SIMO Rate Applied

Jacket Type: Expanded Coverage Residential Loan Policy (2010) Liability Amount: | § 92,992.00

Policy Date: 020772017 Policy Time: | hh:mm Al Policy Premium: | §

Loan Number: Mortgage Date: | mmidd/yyyy Mortgage Amount: | § 0.00

Insured Name: Jarertt S. Gary and Matalie C. Gary

Insured Clause: Please choose

No endorsements selected.

[E3] Delivery Options

a. Update Property Information section, Policy Jacket section and/or Delivery Options section; fields in bold are

required
i. Cancel button: Click to close the Edit Policy Jacket screen and return to the Jackets tab on the file;
any data entered will not be saved
ii. Update Jacket button: Click to regenerate a new policy jacket pdf file with the same policy number
and save the updated data, a generation message is displayed

Message

Thank you for updating the eJacket. The PDF will be processed and available shortly

The policy number is 241-A66-02340778. =]

1. Click OK button to close the generation message

10. While the policy jacket is processing, you will automatically be navigated back to the WFG File Services screen, Jackets
tab (Figure 26)

e The policy jacket regenerated will display on the Jackets tab on the lower portion of the screen. Click the plus
sign next to any policy jacket to review the Simultaneous With information as needed

e When the policy jacket is successfully regenerated the Actions [Void All, Edit, Send, View, Void] will be enabled

e The policy number is available for remittance when the Policy Status is Assigned

e The policy number is not available for remittance when the Policy Status is An Error occurred [Refer to
Subsection 1.011 in Section 4]
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1.020 View Policy Jacket

1. Click View hyperlink (Figure 26) to review or print a copy of the policy jacket generated
e Hyperlink is only available on policy jackets in the Assigned or Processed Policy Status indicating that the policy
jacket document was generated and is valid
e Depending on the browser used a new tab will open with the pdf document. When that tab is closed you will
return to the original browser tab to the same file record, Jackets tab

WFG National Title Insurance Company-

EXPANDED COVERAGE RESIDENTIAL LOAN POLICY
FOR A ONE-TO-FOUR FAMILY RESIDENCE
lssued By
WFG NATIONAL TITLE INSURANCE COMPANY

PoOLICY NUMBER: 3164800-02794164 FILE NUMBER: 1620529
Any notice of claim and any other notice or statement in writing required to be given to the Company under this
Policy must be given to the Company atthe address shown in Section 47 of the Canditions.

SUBJECT TO THE EXCLUSIONS FROM COWVERAGE, THE EXCEPTIONS FROM COVERAGE CONTAINED IN
SCHEDULE B, AND THE CONDITIONS, WFG NATIOMAL TITLE INSURAMCE COMPANY, a Seuth Carclina corporation
(the: “Company”) insures as of Date of Policy and, to the extent stated in Covered Risks 11,16, 17,.18, 198, 20, 21, 22, 23,
24, 27 and 28, after Date of Policy, against loss or damage, not exceeding the Amount of Insuranee, sustained or incumed
by the Insured by reason of

COVERED RISKS
1. Title being vested other than as stated in Schedule A.

2. Any defect in or lien or encumbrance on the Title:, This Covered Risk.includes but is not limited to insurance against
loss from

{a) A defect in the Title caused by
(i) forgery, fraud, undue influence, duress, incompetency, incapacity, or impersonation;
(i) failure of any person or Entity to have authorized a transfer or conveyance;

(iii} @ document affecting  Title not propery created, executed, witnessed, sealed, acknowledged, notarized, or
delivered;

{iv) failure to perform those acts necessary to create a document by electronic means authorized by law;
(v) a document executed under a falsified, expired, or otherwise invalid power of attomey;

(v) a document not properly filed, recorded, or indexed in the Public Records including failure to perform those acts
by electronic means authorized by law; or
(i) a defective judicial oradministrative proceeding.
{b) The lien of real estate taxes or assessments imposed on the Title by a governmental authority due or payable, but
unpaid.

{c) Any encroachment, encumbrance, wiolation, variation, or adwerse circumstance affecting the Title that would be
dizclosed by an accurate and complete land suney of the Land. The term “encroachment” includes encroachments
of existing improvements located on the Land onto adjoining land, and encroachments onto the Land of existing
improvements located on adjeining land.

In Witne ss Whereof, WFG NATIONAL LE INSURAMCE COMPANY has caused this policy to be signed and sealed by
its duly authorized officers as of Date of Policy shown in Schedule A.

WFG NATIONAL TITLE INSURANCE COMPANY

=
E ﬂ’i"l-x.--\
By: \/ ‘}' -
)

President
V)

ATTEST: || e
Secretary

ALTA Expanded Coverage Residential Loan Policy 07-28-2010
WFG Form Mo 316842800 Page 1of 10

1.021 Send Policy Jacket

1. Click Send hyperlink (Figure 26) to forward a pdf copy of the policy jacket via Fax and/or Email and the Send Document
screen will be displayed
e Hyperlink is only available on policy jackets in the Assigned Policy Status
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2. On the Send Document screen enter fax and/or Email information to enable Send button
a. Select the Include My Email Address checkbox to automatically populate the your primary Email address in
the Email field
o Verify your defaulted email address is accurate. You can update the email on the screen if not correct,
but also notify Agency Support to update your user account for future notifications. [Refer to
Subsection 1.06 in Section 2]

Send Document

Are you sure you want to send Jacket document?

Fax:

Please use commas or semicolons to separate multiple fax numbers.

Email:

Please use commas or semicolons to separate multiple email addresses.

[ Include My Email Address

e [

i. Cancel button: Click to close the Send Document screen and return to the Jackets tab on the file

ii. Send button: Click to send the policy jacket pdf copy to the recipients. Send Document screen will
automatically close and return to the Jackets tab on the file

1.022  Void Policy Jacket

1. Click Void hyperlink (Figure 26) to update the selected policy numbers Policy Status to Voided when the policy jacket is
not needed and a confirmation message will display confirming you want to void the selected policy jacket
e Hyperlink is only available on policy jackets in the Assigned or Pending OTL Review* Policy Status

Are you sure you want to void the selected policy jacket associated with this file?

oo

a. No button: Click to close the notification message and return to the Jackets tab on the file
b. Yes button: Click to proceed to the Policy Jacket Maintenance screen to select a general void reason

*The Void Action for a Policy Jacket in Pending OTL Review Policy Status will only be enabled if the OTL Request was
not approved

2. On the Policy Jacket Maintenance screen select a general void reason in the Void Reason dropdown
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Policy Jacket Maintenance

File Number. TestAgent2TX2

Jacket Type: T-2 (2014) Loan Policy of Title Insurance

Policy Number. 31665438-02342096
e 0ic ReasON Please choose...

a. Cancel button: Click to close the Policy Jacket Maintenance screen and return to the Jackets tab on the file.
The selected void reason will not be saved and status of the policy jacket will not be updated
b. Save button: Click to update the Policy Status of the policy jacket. Policy Jacket Maintenance screen will
automatically close and return to the Jackets tab on the file
o The Policy Status on the selected policy jacket will be updated to Voided and all Actions are disabled
o If the policy jacket needs to be reinstated for any reason contact Agency Support to request the
policy be unvoided. [Refer to Subsection 1.06 in Section 2]

File Info Jackets

Jackets Void All
- Jacket Type Policy Status Policy Number Policy Date
B T-1R {2014) Residential Owner's Policy Assigned 241-AB6-02340778 = 08/30/2016 Edit | Send | View | Void
B T-2 (2014} Loan Policy of Title Insurance Assigned 176-AB6-02340779 =] 08/30/2016 Edit | Send | View | Void
2  T-2(2014) Loan Policy m Voided 3166548-02342096 =0 0ma—> Edit | Send | View | Void

1.023  Void All Policy Jackets

1. Click Void All hyperlink (Figure 26) to update all policy numbers Policy Status to Voided when the policy jackets are not
needed and a confirmation message will display confirming you want to void all policy jackets
e Hyperlink is only available on policy jackets in the Assigned Policy Status

Confirmation

Are you sure you want to void all policy jackets associated with this file?

@0

a. No button: Click to close the confirmation message and return to the Jackets tab on the file
b. Yes button: Click to proceed to the Policy Jacket Maintenance screen to select a general void reason for each

policy jacket

2. On the Policy Jacket Maintenance screen select a general void reason in the Void Reason dropdown

Policy Jacket Maintenance

File Mumber: TestAgent2TH2
Jacket Type: T-1R (2014) Residential Owner's Policy
Policy Number: 241-AB6-02340773

_P Void Reason: Please choose.

a. Cancel button: Click to close the Policy Jacket Maintenance screen and return to the Jackets tab on the file.
The selected void reason(s) will not be saved and status of the policy jacket(s) will not be updated
b. Next button: Click after a void reason is selected and until the Save button is enabled on the last policy jacket
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c. Save button: Click to update the policy status of the policy jacket(s). Policy Jacket Maintenance screen will
automatically close and return to the Jackets tab on the file
o The Policy Status on all policy jackets will be updated to Voided and all Actions are disabled
o If any one of the policy jackets need to be reinstated for any reason contact Agency Support to
request the policy be unvoided. [Refer to Subsection 1.06 in Section 2]

File Info CPL Jackets oTL

Jackets

Policy Status Policy Number Policy Dat

T-2 (2014) Loan Policy 8 [E meurancy Woided 3166548-02342096 =] 0YFTHIZOTE Edit | Send | View | Void
T-1R (2014) Residentiam Voided 241-AB6-02340778 =] Dm Edit | Send | View | Void
T-2 (2014) Loan Policy m Voided 176-A66-02340779 =@ DM Edit | Send | View | Void
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8 OTL Request Actions (View/Edit)

1. After creating an OTL Request you are automatically navigated to the WFG File Services screen, OTL tab where various
Actions will be enabled for an OTL Request based upon the OTL Status
a. Tolocate a file record when not already on the WFG File Services screen navigate to the WFG File
Management home screen [Refer to Subsection 1.05 in Section 2] and search for the file record to navigate
to the OTL tab. [Refer to Section 10]

Figure 27 - WFG File Services Screen — OTL tab

WFG File Services Search Existing Files

File Information

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

File Status: | Open | File Number: | TestAgent2TX45 | Property state: TEXAS

Property Information

Property Type: | Resicenta |

Address 1: | 111 test averie |

Address 2 | |

Zip: |ﬁ City: | (5l stae: || County: Harns .|
Short Legal: | .

File I'n‘o CPL Jackets n oTL

Authgijzation Requests
or. s oueCesed | cions
Incomplete 0272612017 View

1.024  View (Edit) OTL Request

1. Click View hyperlink (Figure 27) for the OTL Request to review or edit the current OTL Request information saved and
the View OTL Request screen will display (Figure 28)

2. Click Close button and be navigated to the WFG File Services screen, OTL tab when done reviewing information

3. Click Edit OTL Request button to enable the Update OTL Request screen to review and/or edit OTL Request
information
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Figure 28 - View OTL Request Screen

Agency Details: I Test agent 2 (11636.01.01.31.TX/ Portland, OR)

Property State: I TEXAS Agent File #: \ mdsmithiesta3 l
Agent Email: I msmith@willstonfinancial. com l Agent Fax: \ l
Insured Name: I Test Insured ]

Property Information:

Address 1: l 111 Test Avenue ]
Address 2: l Suite 150 ]
Zip: [77042 l C'rty:[ Houston . State:

Short Legal: l ]

Figure 29 - Update OTL Request Screen

_) Update OTL Request

Agency Details: I Test agent 2 (11636.01.01.31.TX  Portiand, OR) l
Property State: I TEXAS [v] Agent File #: | TestagentzTxa ]
Agent Email: msmith@willistonfinancial com Agent Fax:

Insured Name: Insured Name

Property Information:

Address 1: 111 Test Avenue

Address 2: Suite 150

Zip: 77042 City:  Houston

Short Legal:

o Has a Commitment/Preliminary report been issued? O Yes @ No

Attach copy of commitment [EGRITIES

o Policies to be issued:
Lenders Amount of Policy: $ 1,800,000.00

Owner's Amount of Policy: | §
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&) Erief description of property (offices, single family, etc):

Single Family
£ Is this transaction (® Purchase (O Refinance () Other
) insured Interest: () Fee Simple  ()Lessehold () Other
{5} Does land abut an open, dedicated road? @Yes (Mo

o Is the property to be insured subject to a potential encumbrance or loss of

priority due to unfiled construction and/or mechanic’s liens? (Ci¥es (@ No
Bls any portion of the property formerly railroad land® ies (@ Mo
a Are there any potential Indian claim issues? ®Y¥es (CJNo
mhnz'lhere any known creditors rights issues? CiYes @ No
mls property affected by any type of water {beach, lake, wetland, marsh)? ®Y¥es (CJNo
5D Will you be giving survey coverage? CiYes @ Mo

m Will you be giving affirmative coverage or insuring any other unusual risks? (O 'Yes () Mo

(L) Endorsements Requested (attach copies if necessary):

m From our examination of the title and the above, it is our opinion that the

= ) () Yes ) Mo
Policy requested can be safely issued.

Upload Cther Files
includimg the title search or any other supporting documents.

Start Upload Delete All

OTL Request 02-27-17 11:02 pdf

[E) SysEmail 2017-02-27 11:02 - Request Submitted.pdf

Noie

Update OTL Request

4. Onthe Update OTL Request screen (Figure 29) you may get a confirmation message notifying you that the property
information on the file for which the OTL Request was created has changed
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Confirmation |

The property information for the file on which this OTL Request is based has changed since this
OTL Request was created. If you continue, you will use the newest property information in the file.

Do you wish to continue?

Yes m Cancel

a. Cancel button: Click to close the confirmation message, close out of Edit mode on the OTL Request and return
to the WFG File Services screen, OTL tab

b. No button: Click to close the confirmation message and continue editing the OTL Request without the new
property information (address) updates

c. Yes button: Click to close the confirmation message, update the property information (address); continue
editing the OTL Request information as needed

5. Onthe Update OTL Request screen (Figure 29) update any questions by entering the requested information, selecting
a radio button or uploading any documentation for Question 1, Question 14 or Upload Other Files; fields in bold are
required

a. Toupload documents only and not update any other OTL Request information, click Add files... button for the
question, select the document to upload, and once the File name is populated for the document(s) do the
following

i. Click Delete button to remove the individual document added and not save it to the OTL Request
ii. Click Delete All button to remove all unsaved documents added and not save them to the OTL
request
iii. Click Save Attachment button to attach and save the individual document added to the OTL Request
1. Click Cancel button to return to the WFG File Services screen, OTL tab when you are finished
adding documents
=  Once the document has been saved to the OTL Request it cannot be deleted
iv. Click Start Upload button to attach and save each of the added documents to the OTL Request
1. Click Cancel button to return to the WFG File Services screen, OTL tab when you are finished
adding documents
=  Once the documents have been saved to the OTL Request they cannot be deleted

b. If you want to save the attached documents and any updated OTL Request data as well, click the Update OTL

Request button [Refer to Step 7 below]

o Has a Commitment/Preliminary report been issued? () Yes (@ No

Attach copy of commitme Add files__. Start Upload Delete All

File name

AMS and Claims Tables.xlsx Save attachment Delete

(.9 Endorsements Requested (attach copies if necessary):

Start Upload Delete All

Attachments XLS
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Upload Other Files

Add files.... Start Upload Delete All

OTL Request 02-27-17 11:36.pdf

El SysEmail 2017-02-27 11:36 - Request Submitted pdf

Attachments XLS

6. Click Cancel button at any time to close the Update OTL Request screen and be navigated to the WFG File Services
screen, OTL tab; any data edited will not be saved and the OTL Status will remain unchanged. Any documents that
were added and saved by clicking the Save Attachment button or Start Upload button will be saved

CPL Jackets oTL

File =nf0

Authérization Requests

g g e

Pending UW Review $1,800,000.00 = 022772017 View

7. Incomplete OTL Status request only - Click Save and Close button and if all required information in the top portion of
the screen (above questions 1-15) is entered a confirmation message will display confirming you want to save the OTL

Request and return at a later time

Save OTL request information and return at a later ime?

a. Cancel button: Click to return to the Update OTL Request screen to continue with entering the OTL Request
data
b. Yes button: Click to close the Update OTL Request screen, save the entered data and attached documents in
the Incomplete OTL Status, and be navigated to the WFG File Services screen, OTL tab
i. The saved data can be accessed at a later time for completion by selecting the View action for that
OTL request on the file as indicated in this section
ii. The OTL Status will be Incomplete and may remain that way for 180 days or the OTL Status will be
systematically updated to Void. Notify Agency Support to have the OTL Request manually voided if
the transaction is not going to move forward. [Refer to Subsection 1.06 in Section 2]

File Info CPL Jackets oTL

Authorization Requests

* Incomplete = 02/28/2017 View

f
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8. Click Update OTL Request button and if all required information is entered a confirmation message will display
confirming you want to submit the updated OTL Request

Confirmation

Submit Updated Over the Limit Request?

Yes Cancel

a. Yes button: Click and a notification message indicating the over the limit request was submitted for review
will display {Message 1 displays for all OTL Requests in all OTL Statuses except Incomplete and Message 2 will
display for all OTL Requests in OTL Status Incomplete only}

Updated Over the Limit Request Was Submitted For Review

Or

Qver the Limit Request Was Submitted For Review.

OK

i. Click OK button to close the Update OTL Request screen, save the entered data, and be navigated to
the WFG File Services screen, OTL tab

1. A notification email is automatically sent to the Agency Representative and WFG
Underwriting indicating an updated OTL Request was submitted and is pending their review

2. The OTL Status will be Pending UW Review until reviewed by WFG Underwriting and the
status updated to Approved, Not Approved, Additional Info Required or Pending Senior UW
Review. The OTL Request can be edited at any time prior to the status being updated by
clicking on the View action. [Refer to Subsection 1.024 in Section 8]

Authorization Requests

or s g T e

_} Pending UW Review $1,800,000.00 = 022772017 View

1
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9 Create a new File Record (No Existing Services)

1. After you login in you will be viewing the WFG File Mangement home screen. [Refer to Subsection 1.01 and 1.02 in
Section 2] You can select the desired agency from the dropdown at this point or on the WFG File Services screen which
appears next. Note an Agency may default for you if your user login account was established with access to only a
single account number

a. Click Create New File hyperlink on the top right side of the WFG File Management window or under the
Search Existing Files section to display the WFG File Services screen

WFG File Management Create New File

Agency Details

Agency: Please choose... Underwriter: State:

Search Existing Files

File Mumber Date Created: From | mmiddfyyyy To

Create New File

File Status Fiter  [RSacd

2. If an agency was not selected in the previous step on the WFG File Management screen, select one in the Agency
Details dropdown now on the WFG File Services screen (Figure 32) and enter the File Information and Property
Information; fields in bold are required

o  File Number: The file number entered will be verified against other file number records saved for the Agency
selected. If an existing matching file number is located a notification message will be displayed indicating that
the entered file number already exists

o File numbers will not be considered a match if there are spaces or additional characters (e.g. Test 123
is not the same file number as Test123 or Test123 is not the same as Test123a)

Message

The file number entered already exists. Click OK to automatically navigate to the WFG File
Management screen to locate the existing file and any existing services created.

Cancel

= Click Cancel button to close the message and return to the WFG File Services screen (Figure

32) to edit the file number entered as needed
= (Click OK button to close the message and you will automatically be navigated to the WFG
File Management screen with the file number located and displayed in the Existing File
Summary section (Figure 33) for your review
o Ifa previously saved file number was entered incorrectly contact Agency Support
for assistance to have the file number updated as needed [Refer to Subsection 1.06
in Section 2]
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3. Click Cancel button at any time to close the WFG File Services screen and be navigated back to the WFG File
Management screen; any data entered will not be saved

4. Click Create File button to save the entered data
e Ifthere are any errors a validation flag will display next to or below the errored field(s) that briefly describe
the error; all errors must be fixed to continue

This field is required.

a. Ifthere were no errors a notification message will display indicating that the file record was successfully

created

File Record has been successfully created.

i. Click OK button to be returned to the WFG File Services screen, File Info tab now displayed on the
lower portion of the screen

b. Click on the CPL tab, Jackets tab and/or OTL tab as needed to add a new service using the Generate New
Letter button, Generate New Jacket button or Create OTL Request button

c. Toreturn to the WFG File Management home screen click the Search Existing Files hyperlink in the top right
corner of the WFG File Services screen or click the WFG Agent logo [Refer to Subsection 1.05 in Section 2]

Figure 30 - WFG File Services Screen

WFG File Services Search Existing Files

File Information

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

File Status: Open File Number: [ Property State: TEXAS

Property Information

Property Type: Residential

Address 1:

Address 2:

Zip: City: | Please choo[V/] |_T=’| State: || County: | Please choc[V/] E)
Short Legal:
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Figure 31 - WFG File Management Screen - Search Mode

WFG File Management Create New File

Agency Details

Agency: Test agent 2 (11636.01.01.31.TX / Portiand, OR) Underwriter:  WFG National Title Insurance Company Stater X

Search Existing Files

File Number TestAgent2TX42 Date Created: From | mm/ddiyyyy To | mmiddiyyyy

Clear

Create New File

File Status Filter: [l
Existing File Summary E Tof 1( 1items) m
- File Number m Date Created Property Address Bormrower/Buyer
% TestAgent2TX42 Open 0212712017 ™
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10 File Record - Locate File/Locate Services/Update File

1.025 Search for a File Record

1. After you login in you will be viewing the WFG File Mangement home screen. [Refer to Subsection 1.01 and 1.02 in
Section 2] If your user login account was established with access to only a single account number the agency
dropdown will be prepopulated. If the agency dropdown is not prepopulated it is not necessary to select the desired
agency from the dropdown for search purposes

WFG File Management Create New File

Agency Details

Agency: Please choose... Underwriter: State:

Search Existing Files

File Number Date Created: From | mm/ddiyyyy To | mmiddiyyyy

Create New File
File Status Filter RS

a. Search for All File Numbers
i. Select an agency in the agency dropdown, click Search button to display the Existing File Summary
grid with file number information populated

WFG File Management Create New File

Agency Details

mmp Agency:  Testagent2 (116360101 31 TX/ Portiand, OR) Underariter:  WFG National Titke Insurance Company State X

Search Existing Files
File Number h Date Created: From | mm/ddfyyyy To | mmvddiyyyy

Search Clear

Create New File

File Status Filter:

Existing File Summary E 1of 6( 51items) E|

- File Number M Date Created W Property Address Borrower/Buyer

111 test avemie

TestAgeni2TX45 Open 0202712017 Houson X 17042
TestAgeni2TX38 Open 0212712017 TX
TestAgent2TX42 Cpen 0212712017 .
111 Test Avenue
TestAgent2TX41 Cpen 0212712017 Houston T 17042
111 Test A
TestAgent2TX40 Open 0202712017 estavenue

Houston, TX 77042

ii. Toreduce the number of file records
1. Enter a partial file number in the Search Existing Files search field adjacent to File Number
value, click Search button again to repopulate the Exisiting File Summary grid
2. Choose a value other than Open in the File Status Filter
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To sort information in the Existing File Summary grid
1. Click on the following labels File Number, File Status or Date Created
a. Down arrow displayed will sort descending
b. Up arrow displayed will sort ascending

b. Search for a Single File Number

Select an agency (other than defaulted agency) in the agency dropdown (Optional)
o To conduct a wider search do not select an agency in the dropdown if you are unsure which
agency the file number belongs
File Number is defaulted in the Search Existing Files dropdown, enter the file number value you wish
to search for in the adjacent field
o File numbers will not be considered a match if there are spaces or additional characters (e.g.
Test 123 is not the same file number as Test123 or Test123 is not the same as Test123a)
o Enter partial file number for a wider search and full file number for a smaller search
Enter Date Created From and To (Optional)
o To conduct a wider search it is best to leave fields blank if unsure of the date range created

iv. Select File Status in the File Status Filter (Optional)
O To conduct a wider search leave the defaulted value Open, to conduct a smaller search
update the selection to an alternate file status
v. Click Search button to display the Existing File Summary grid with file number information populated
vi. To reduce the number of file records
1. Enter a partial file number in the Search Existing Files search field adjacent to File Number
value, click Search button again to repopulate the Exisiting File Summary grid
2. Choose an agency in the Agent Filter if one is not defaulted
3. Choose a value other than Open in the File Status Filter
WFG File Management Create New File

Agency Details

Agency:

Please choose Underwriter: State:

Search Existing Files

File Number

festagent  fm— Date Created:  From | mmdciyyyy To | mmiddryyyy

Create New File

Existing File Summary

I N N (e

]

[+

]

]

[+

File Status Filter:

Open Agent Filter:

Cl o
Test agent 2 (11636.01.01.31 LA/ Portland, OR)

Test agent 2 (11636.01.01.31.TX/ Poriland, OR’
T4 1o 3( 23 ems)| »

111 test avemie

TestAgent2TX45 Open Q272017 Houston, TX 77042
TestAgent2TX38 Open 022712017 ™
TestAgent?TX42 Open 0202712017 ™

111 Test Avenue
TestAgent2TX41 Open 02272017 Houston, TX 77042
TestAgeni2TX40 Open 0202772017 R =T

Houston, TX 77042

2. Click Clear button at any time to reset/clear the WFG File Management screen of any search criteria entered and close
the Existing File Summary grid if populated

3. Navigate through the Existing File Summary grid values by using the pagination arrows
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1.026 Locate Services for a File Record

1. Locate the file record on the WFG File Management screen [Refer to Subsection 1.025 above] and choose a locate
service option below that best suits your needs (1a or 1b)
a. Inthe Existing File Summary section click the File Number hyperlink (Figure 32 — Orange Arrow) to
automatically navigate to the WFG File Services screen, File Info tab, then click the individual service tabs {File
Info, CPL, Jackets, OTL} to review the information generated for each service (Figure 33)

Figure 32 - WFG File Management Screen - Existing File Summary Grid

WFG File Management Create New File

Agency Details

Agency: Please choose... Undenariter: State

Search Existing Files

File Number testagent2TX46 Date Created:  From | mmiddiyyyy To | mmiddyyyy

Search Clear

Create New File

File Status Filter 8l PNl el Test agent 2 (11636.01.01.31.7X/ Portiand, OR) .
Existing File Summary E Tof 1( 1items) \Z‘
File Number m Date Created % Property Address Borrower/Buyer
’ 111 test
TestAgent2TX46 Open 021282017 ©s test

Houston, TX 77042

Figure 33 - WFG File Services Screen - With Services

WEFG File Services Search Existing Files

File Information

Agency Details: | Test agent 2 (11636.01.01.31.TX/ Portland, CR) |

File Status: |Open | File Number: | TestAgent2TX46 Property State: TEXAS

Property Information

Proverty Type: | Resiental |

Address 1: | 111 tost ‘

—— |

Zip: |F Cily: W State: ‘| County :Harris
Short Legal: | B

Property Location Details

Property Type: Residential

Address: 111 test
Houston, TX 77042

Harris

snort Legal:
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b. In the Existing File Summary section click the plus sign next to the file number (Figure 32 — Blue Arrow) to
review which services have been created on the file record {File Information, Closing Protection Letter, Policy
Jacket, OTL Authorization Request} (Figure 34), click on a Service Name hyperlink to automatically navigate to
the WFG File Services screen tab for the service selected (Figure 35)

Figure 34 - WFG File Management Screen - Existing Services Grid

WFG File Management Create New File

Agency Details

Agency: Please choose.. Undenwriter: State:

Search Existing Files

File Number testagent2tx46 Date Created: From | mmvddiyyyy To | mmiddlyyyy

Clear

Create New File

File Status Filter: el VN s (el Testagent2 (11636.01.01.31.TX/ Poriand, OR) .
Existing File Summary E‘ 1of 1( 1items) m
- File Number Date Created W Property Address Borrower/Buyer
111 test
TeslAgeni2TX46 Open 0202812017 es test

Houston, TX 77042

Existing Services

File Information 0212812017 CplWebTestAcct
Closing Protection Letter 0272812017 CplWebTestAcct
Policy Jacket 0212812017 CplWebTestAcct
QOTL Authorization Request 0272872017 CplWebTestAcct

Create New Service

Figure 35 - WFG File Services Screen — Service Tabs

WFG File Services Search Existing Files

File Information

Agency Details: I Test agent 2 (11636.01.01.31.TX/ Portland, OR) l

File Status: Open File Number: | TestAgent2TX46 Property State: TEXAS

Property Information

Property Type: I Residential I

Address 1 I 111 test l

Address 2 I l

Zip: 77042 City: . Houston E‘ X County: . Harris El

Short Legal I I
Letters Cancel All
I e e I Sy S

Lender Assigned Acopia, LLC. 035ECA4S ={  Cancel | Edit| Send | View
Generate New Letter
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1.027 Update File Record Information

1. Locate the file record on the WFG File Management screen [Refer to Subsection 1.025 above], click the File Number
hyperlink in the Existing File Summary section (Figure 36) to automatically navigate to the WFG File Services screen,
File Info tab (Figure 37)

Figure 36 - WFG File Management Screen - Existing File Summary

WFG File Management Create New File

Agency Details

Agency: Please choose... Undenariter: State

Search Existing Files

File Number testagent2TX46 Date Created: From | mmiddfyyyy To | mmiddiyyyy

Create New File

File Status Filter: Open Agent Filter Test agent 2 (11636.01.01.31.TX/ Portland, OR) .
Existing File Summary E Tof 1( 1items) \Z‘
File Number m Date Created % Property Address Borrower/Buyer
111 test
estAgent2TX46 Open 02/28/2017 test

Houston, TX 77042

Figure 37 - WFG File Services Screen - File Info
WEFG File Services Search Existing Files

File Information

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

File Status: | open File Number: | TestAgent2TX45 Property State: TEXAS

Property Information

Property Type: | Resientia l

Address 1 [ 1111es l

Address 2 | |

7ip T city [Howston  [v][[E]  state: | County: [ Hams  [v]

Short Legal | l

Property Location Details

Property Type: Residential

Address: 111 test
Houston, TX 77042
Harris

Short Legal:
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2. Click Edit button on the top portion of the screen to enable all fields where edits are allowed on the file record.
Update the Property Type and any other file information as needed; fields in bold are required

3. Click Cancel button to close the file record and any data edited will not be saved

4. When the file record information is updated, click Save button
a. Ifthe property type was updated and there are no policy jackets generated on the file that are invalid for the

new property type, the file record will be saved and a notification message is displayed that the file was
successfully updated

Message

File Record has been successfully updated.

i. Click OK button to close the notification message

1. Any existing closing protection letters, policy jackets or OTL Requests on the file will
automatically be updated to reflect the change in property type

b. If the property type was updated and there are policy jackets generated on the file that are invalid for the new
property type an action message will display asking if you want to have the invalid policy jacket(s) voided

Message

Policy numbers 3164312-02794039 are not valid for the new property type selected and must
be voided to proceed. Do you wish to proceed?

=T~

i. No button: Click to close the action message and return to the file record in Edit mode, click Cancel
button as necessary to exit Edit mode

ii. Yes button: Click to close the action message and return to the file record in Edit mode, click Save
button and the file record will be saved and a notification message is displayed that the file was
successfully updated

File Record has been successfully updated.

ii. Click OK button to close the notification message
1. The system will automatically update the policy status on the invalid policy jacket(s) to
Voided, click on the Jackets tab as needed to review.
2. Any existing closing protection letters or OTL Requests on the file will automatically be
updated to reflect the change in property type
3. Asneeded, new Policy Jacket(s) will need to be generated under the new Property Type

c. Ifthe File Status is updated to Opened In Error there were no services (CPL/Jacket/OTL) generated on the file.
The file record will be saved and a notification message is displayed that the file was successfully updated
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Message

File Record has been successfully updated

Click OK button to close the notification message
1. The file record can be edited again to update the File Status to Open as needed

If the File Status is updated to Cancelled there were services (CPL/Jacket/OTL) generated on the file and if the
service(s) are not cancelled (CPL), voided (Jacket or OTL) the file status cannot be updated until the service(s)
are updated, A notification message is displayed indicating all assigned CPL’s and Policies must be addressed
to update the File Status to Cancelled.

To update the file status to Cancelled you must first cancel all assigned CPLs and void all
assigned Policies associated with this file.

Click OK button to close the notification message
Navigate to the CPL and/or Jackets tab and Cancel or Void any Assigned status services [Refer to
Section 6, Subsection 1.014 to Cancel CPL and/or Section 7, Subsection 1.022 to Void Jacket] and
when completed Edit the file and update the File Status once again
No validation is currently in place for OTL Requests in the Pending OTL Review or Incomplete OTL
Status, therefore as long as the CPL and Jacket(s) are addressed the File Status can be updated

1. If the OTL Status is Incomplete and the Void action is available, proceed to Void the OTL

Request by clicking on the Void link

At this time the file record cannot be edited again to update the File Status to back to Open. Contact
Agency Support if assistance is needed to reactivate the file record [Refer to Section 2, Subsection
1.06 or 1.07]
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11 WFG Remittance Report Creation

1. After you login in you will be viewing the WFG File Mangement home screen [Refer to Subsection 1.025 above]. You
can select the desired agency from the dropdown at this point or on the Remittance Report screen which appears
next. Note an Agency may default for you if your user account was established with access to only a single account
number

a. Hover over the Reports/Services tab, select Remittance Report to display the Remittance Report screen

Welcome, CplWebTest Acct  [[ERRICIY
WFGAGENT

powered by Williston Financial Group
Create |@ View Contact Us I

Reports/Services I

UAT Enviornment: For Internal Testing Only Rate Calculator

. Remittance Report
WEFG File Management
SDN Search

Agency Details

Agency: Please choose... Underwriter: State:

Search Existing Files

File Number Date Created: From | mm/ddfyyy To | mmiddiyyyy

Seatn

Create New File

File Status Filter:

2. If an agency was not selected in the previous step on the WFG File Management screen, select one in the Agency
Details dropdown now on the Remittance Report screen; fields in bold are required
e Select All Agencies value in the Agency Details dropdown to run the remittance report for all agencies for
which your user account has access and populate into one Excel file

Remittance Report Search Existing Files

—>  AgencyDetits: | R EEERTTT M v || Use Nane: CpWebTestAcct

Date Type: Please choose. .. Start Date: | mm/ddiyyyy End Date: | mmiddiyyyy

[JInclude Remitted Policies [JExclude Endorsements [ ] Exclude CPL

| Excel I Clear I

a. Date Type: Select a date type
i. Policy Date: Effective date of the policy as entered in the Policy Date field for the policy jacket in
Policy Jacket Generator

ii. Generated Date: Actual date the policy(ies) were created in Policy Jacket Generator
Revised 2/10/2017 Page 74 of 78



b. State Date: Enter the earliest Policy date or Actual date of assigned policies to search for

c. End Date: Enter the latest Policy date or Actual date of assigned policies to search for
Include Remitted Policies: Check the box to include already remitted policies into the report (Optional). This
box is typically left unchecked

e. Exclude Endorsements: Check the box to exclude endorsements from the report (Optional). This box is
typically left unchecked

f.  Exclude CPL: Check the box to exclude closing protection letters from the report (Optional). This box is
typically left unchecked

3. Click Clear button at any time to reset/clear the Remittance Report screen of any report criteria entered

4. Click Excel button to search for the assigned policies and related endorsements and/or CPL’s for all file numbers for the
report criteria entered
a. All policy information entered at the time of policy jacket generation necessary for policy remittance is
populated into an Excel spreadsheet named WFG_Remittance_Report (Figure 38)
o The information contained in the Excel spreadsheet (a.k.a WFG_Remittance_Report can be edited as
needed before submission to
b. The generated WFG_Remittance_Report file notification will display differently depending on the web
browser used

Internet Explorer — Displayed at the bottom middle of the screen, select Open or Save

Do you want to open or save WFG_Remittance_Report.xls (35.5 KB) from wfgsecure.com? Open Save |¥ Cancel X

Chrome - Displayed at the bottom left of the screen, click to Open

B WFG_Remittance R..xls

Figure 38 - WFG Remittance Report Example

A B C D E F G H J K L M N o] P

2 WFG Remittance Report
Criteria: CAID: 5100 Test agent 2
(11636.01.01.31.7X / Portland, OR),
Start Date: 02/01/2017,

3 End Date: 03/31/2017,

4

5

7

8

fllsgenin __lngentriicliumber Policytumber __lpolicyate ____|LineType _____|LiabityAmount __|Grossremium __|lictRemitiance | PolicyTaxesFees | SiatisticalCode __|PropertyType ___|PropertyAddress_|PropertyCity ___|PropertyCounty _|Propertysiate | propertyzip ||
10 11636.01.01.31TX  20170206TX04CCE  545-A86-02793437 BASIC 0.00 0.00 0.00 0.00 Residential 785 Em Street Plano Colin LS 75025
11/11836.01.01.31TX  TestAgentZTX10 103-AB6-02794140 02152017 BASIC 150000.00 150.00 150.00 0.00 4000 Residential 123 Test Avenue Suite Houston Harris. ™ 77042
12 [11636.0101.31.TX  TestAgeni2TX10 | 103-AG6-02794140 021512017 ENDORSEMENT 0.00 2250 250 0.00 ps00.T-3 Residential 123 Test Avenue SuiteHouston Harris. ™ 7042
13 11836010131 TX  TestAgeni2TX(0  103-AB5-02794140 02182017 ENDORSEMENT 0.00 750 750 0.00 ps01.T-3 Residential 123 Test Avenue Suit Houston Harris ™ 7082
14[11636.01.0131TX  Testagenizli2e  103-AB6-02794142 021142017 BAsC 20000000 200.00 20000 0.00 1002 Residential 111 Test Avenue Suitc Houston Harris ™ oz
15 /11636.01.01.31 X TestAgent2TX24 103-ABB-02794142 02142017 ENDORSEMENT 0.00 50.00 £0.00 0.00 ps50-T-3 Residential 111 Test Avenue Suite Houston Harris. ™ 77042
16 11836.01.01.31.TX  TestAgent2TX24 3167048-02794141 0211472017 SIMULTANEOUS 150000.00 250.00 250.00 0.00 3000 Residential 111 Test Avenue Suite Houston Harris. ™ 77042
17 11836010131 TX  TestAgeniaTxaé | S167048-02794141 02142017 ENDORSEMENT 0.00 2000 20.00 0.00 prap.T-33 Residential 11 Test Avenue Suit Houston Harris ™ 7082
16[11636.01.0131TX  TestagentzlX  3167048-02794141 021142017 ENDORSEMENT 0.00 0.00 0.00 0.00 0141.7-33 Residential 111 Test Avenue Sute Houston Harris ™ T0z
19 [11636.01.01.31TK  TestAgenizTe4  |3167048-02794141 0211472017 crL 0.00 0.00 0.00 0.0 Residential 111 Test Avenue Sutc Houston Harris ™ e
20 11838.01.01.31.TX  TestAgent2TX32 3186548-02794156 021232017 BASIC 150000.00 0.00 0.00 0.00 Residential ™

21[11636.01.01.31.TX  TestAgenZTX34  103-AG5-02794157 | 021242017 BASC 150000.00 0.00 0.00 0.00 1250 Residential 11 Test Avenue Sut Houston Harris ™ 082
22 11636.01.01317X  TestAgentZiX34  3166548-02784158 022412017 SMULTANEOUS 150000.00 0.00 0.00 0.00 Residential 111 Test Avenue Sute Houston Harris ™ T0z
23 11638.01.01.31 7 TestAgentZnGS  103-A86-02794169 022512017 BASIC 2500.00 0.00 0.00 0.00 1250 Residential 4444 Test Avenue SuiHouston Harris ™ oz
24 11636.01.01. 317X TestAgent2TX46 103-AB8-02794172 0212872017 BASIC £0000.00 0.00 0.00 0.00 4250 Non-Residential 111 test Houston Harris. ™ 77042
25 [11636.01.01.31.TX  TestAgenZX46  103-AGG-02794172 | 021282017 ENDORSEMENT 0.00 s0.00 50.00 0.00 p1E2.7-311 NonResidential 111 test Houston Harris. ™ 7042
26 11638.0101.317X  TestgenZIX4E  103-AB8-02794172 02282017 ENDORSEMENT 0.00 000 0.00 0.00 040013 Non-Residential 111 test Houston Harris ™ T0a2
27 |11636.01.01.317X  TestAgentZiiés  103-A86-02794172 022812017 ENDORSEMENT 0.00 0.00 0.00 0.00 gs00-T-3 Nor-Residential 111 test Houston Harris ™ oz
28 11636.01.01.31 X TestAgent2TX46 103-ABB-02794172 0212872017 ENDORSEMENT 0.00 50.00 £0.00 0.00 ps50-T-3 Non-Residential 111 test Houston Harris. ™ 77042
29 [11636.01.01.31.TX  TestAgenZX46  103-AG-02794172 | 021282017 ENDORSEMENT 0.00 0.00 0.00 0.00 0500712 NonResidential 111 test Houston Harris. ™ 7042
30 11638.01.01317X  TeslAgeniZTX46  103-46-02704172 02282017 ENDORSEMENT 0.00 000 0.00 0.00 03057241 Non-Residential 111 test Houston Harris ™ 7082
31 11636.01.01.31.TX  TestAgentZTX46 103-A66-02794172 02282017 ENDORSEMENT 0.00 100.00 100.00 0.00 0806-T-25.1 Non-Residential 111 test Houston Harris. LS 77042
32 11636.01.01.31TX  TestAgent2TX46 103-ABB-02794172 0212872017 ENDORSEMENT 0.00 0.00 0.00 0.00 p220-T-4 Non-Residential 111 test Houston Harris. ™ 77042
33 11636.01.01.31.TX  TestAgent2TX46 103-ABE-02794172 0212872017 ENDORSEMENT 0.00 0.00 0.00 0.00 p2ge-T-19.1 Non-Residential 111 test Houston Harris. ™ 77042
3411638.01.01317X  TesligeniZTX0  103-486-02704138 02ME20IT BAsC 15000000 000 0.00 0.00 1008 Residential 123 Test Avenue Suit Houston Harris ™ 7082
35 116360100317 TestAgeniZTXs | 3166548-02794138 02152017 SMULTANEOUS 200000.00 250.00 250,00 0.00 0030 Residential 123 Test Avenue Sute Houston Harris ™ T0z
36 [11636.01.0031TX  TestAgenizTXe | 3166548-02794138 02152017 ENDORSEMENT 0.00 0.00 0.00 0.00 0143-7-33.1 Residential 123 Test Avenue SuitcHouston Harris ™ Tz
37 |11636.01.01.31.TX  TestAgent2TX9 3186548-02794139 02152017 ENDORSEMENT 0.00 50.00 50.00 0.00 0154-T-31.1 Residential 123 Test Avenue Suite Houston Harris. ™ 77042

38 |Column Tetals: 1200.00 1200.00

5. The completed WFG_Remittance_Report should be submitted to the WFG Agency Services Department
e  Email Address: WFGRemittances@wfgnationaltitle.com
e  Mailing Address: 12909 SW 68t Parkway, Suite 350, Portland, OR 97223
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12 View Tab - Documents / Sent Items

1.028 Documents Screen - View, Edit, Send, Void Actions

1. After you login in you will be viewing the WFG File Mangement home screen. [Refer to Subsection 1.025 above] You
can select the desired agency from the dropdown at this point or on the Documents screen which appears next. Note
an Agency may default for you if your user account was established with access to only a single account number

a. Hover over the View tab, select Documents to display the Documents screen (Figure 39)
o The Documents screen can be utilized in lieu of locating a file record on the WFG File Management
screen to perform the same actions {Edit, Send, View, Void} [Refer to Section 6 for CPL actions and
Section 7 for Policy Jacket actions]

Figure 39 - WFG File Management Screen - View Tab

Welcome, CplWebTest Acct W

powered by Williston Financial Group

Create I@ View Contact Us Reports/Services
UAT Enviornment: Fqﬂmq Documents |
| Sent items )

WFG File Management Create New File

Agency Details

Agency: Please choose... Underwriter: State:

Search Existing Files

File Number Date Created: From | mmiddfyyyy To | mmiddfyyyy

Create New File

—

2. Onthe Documents screen (Figure 40) depending on the Agency selected in the Agency Details dropdown the last 10
services (CPL and/or Policy Jacket) based upon the most current Date Created will populate in the Search Documents
grid on the lower portion of the screen

o If no Agency is selected in the Agency Details dropdown the last 10 services based upon the most current Date
Created will be populated for any agency for which your user account has access
b. To reduce the number of file records populated enter one or more search criteria, click Search button to
repopulate the Search Documents grid
i. Agency Details: Select an Agency in the dropdown
ii. File Number: Enter a full or partial file number
iii. Document Type: Select a document type in the dropdown (Default value is All)
iv. Status: Select a document status in the dropdown (Default value is All)
v. Letter/Policy Number: Enter a full or partial policy number or CPL letter number
vi. Borrower/Buyer: Enter a full or partial borrower/buyer name
vii. Date Created From/To: Enter a date in each field for the date the service was created/generated
c. Tosortinformation in the Search Documents grid
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i. Click on the following labels Status, Letter/Policy Number, File Number or Date Created

1.
2.

Down arrow displayed will sort descending
Up arrow displayed will sort ascending

d. Click on an available Action hyperlink {View, Edit, Void, Send} as needed to perform those actions [Refer to

Section 6 for CPL actions and Section 7 for Policy Jacket actions]

3. Click Clear button at any time to reset/clear the Documents screen of any search data entered

4. Navigate through the Search Documents grid values by using the pagination arrows

Figure 40 - Documents Screen

Documents Search Existing Files | Create New File

Search Documents

E Agency Details Please choose..
Document Type: All Status:
Borrower/Buyer

File Number:

All Letter/Policy Number:

Date Created

From: | mmyddiyyyy

To: | mmig

B B T T N

Assigned

Vaided

Assigned

Assigned

Assigned

Assigned

Pending OTL

Review

Cancelled

Cancelled

Cancelled

103-A66-02794172

241-ABE-02794171

035ECA49

CFABFT16

2F01FD41

103-A66-02794169

103-A66-02794168

23398096

E3B5AFG5

CBTBOEST

TestAgent2TX46

TestAgent2TX46

TestAgent2TX46

TestAgent2TX37

TestAgent2TX37

TestAgent2TX39

TestAgent2TX39

TestAgent2TX39

TestAgent2TX39

TestAgent2TX39

{ | 10f1

b | (Totalrows: 10)

1.029 Sent [tems

test

yr

Test Borrower

yeree

yrdy

Houston

Houston

Houston

Houston

Houston

Houston

Houston

Houston

Houston

Houston

02/28/2017
22:56:25

022872017
15:05:02

0212872017
11:44:19

02/2572017
11:11:45
0212572017
11:11:26
021252017
10:58:30
02/25/2017
10:57:58

022572017
10:40:01

02252017
10:12:25

021252017
10:04:22

View | Edit | Vioid |
Send

View | Edit | Void |
Send

View | Edit | Send

View | Edit | Send

View | Edit | Send

View | Edit | Void |

Send
View | Edit | Vioid
Send
View | Edit | Send

View | Edit | Send

View | Edit | Send

1. After you login in you will be viewing the WFG File Mangement home screen [Refer to Subsection 1.028 — Figure 39

above]

a. Hover over the View tab, select Sent items to display the Sent Items screen to preview a list of CPL and/or

Policy Jacket document emails sent via the Send action from the WFG File Services screen, CPL tab [Refer to
Subsection 1.016 in Section 6] and/or Jackets tab [Refer to Subsection 1.021 in Section 7] or from the
Documents screen [Refer to Subsection 1.028 — Figure 40 above]
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Sent msmith@willistonfinancial.com 03/01/2017 13:55:11
Sent msmith@willistonfinancial.com 03/01/2017 13:54:33
Sent hscalercio@mortgageconnectip.com 03/01/2017 10:23:53
Sent ebixler@mortgageconnectip.com 03/0172017 10:22:52
Sent cody@hhblaw.com 02/2172017 09:42:04
Sent drmatthews2@gmail.com 022172017 09:37:11
Sent mdsmith@willistonfinancial.com 12/1772016 22:30:53
Sent msmith@willistonfinancial.com 11/12/2016 08:51:56
Sent msmith@willistonfinancial.com 05/11/2016 07:40:28
Sent msmith@willistonfinancial.com 03/16/2016 14:03:05

\I‘w uflm('rulalmws 13)

2. Navigate through the Search Documents grid values by using the pagination arrows
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