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A New Transaction in the 360 Queue

To request title and settlement services, a lender creates a Message in Collaboration Center, attaches a
Title Order.xml File and sends it to you using your email address. You will receive an email from Mortgage
Cadence with the names of the Lender and the person who sent the Message. You will also see a New
transaction in your 360 Queue.

Queue

@ nextstep Views: New Transactions ~ ¢ [ [53 #A | Fiter: MortgageCadence -

Provider

Service Status Linked Order Linked Profile Created On

Created By

Completed On
MortgageCadence | Collaboration Center MortgageCadence Service Account | 12/31/2018 10:45 AM jerkins@ ! 410060-70-181231-151471
250 of 250 results at 12:46 PM [Filter displaying 138 rows]

SentTo

Description Transaction Number

Figure 1. 360 Queue: New Transaction

User Tip: Create a New View to display only New orders sent to you and
add it to your Favorite Views to quickly find your New orders.

Views: Bent to Me ~ |3 [ B8 |Fiter: All Providers ~ (s (0) Active Order  (218) Sent to Me )
Create a New View Add it to your Favorites
/" startPage & Query Editor: Sent to Me* ||

= L] ESave As... 2§ Delete | [ Public View
Property Operator Walue
SentTo Equals lizanne. jenkins @softprocorp.com

L Status Equals Mew

&

Figure 2. User Tip: Add a New View to Your Favorites

Select the New transaction and & Next Step or double-click on the transaction to access the order data.
The first time you access the Mortgage Cadence service, a Login screen opens for you to enter you
Collaboration Center Username and Password.

&/ Mortgage Cadence Collaboration Center =]

i :i;ml COLLABORATION
il cenTer

Login
by MORTGAGE CADENCE

Flease provide your Collaboration Center credentials
Usemame: ljenkins
Password: e

[¥] Remember Me

Figure 3. Login Screen
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If you check the Remember Me checkbox, you won’t be prompted for your credentials the next time
you open a Mortgage Cadence transaction. If you later change your Collaboration Center password, or if
Mortgage Cadence required you to change it but you haven’t done so, this message is displayed:

SoftPro 360 (=5

l L Invalid Credentials,

Figure 4. Error Message: Invalid Credentials

Click —*_to close the message box and enter the correct Username and Password combination.
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The Review Screen
Once your Username and Password have been authenticated by Collaboration Center, the Review
screen opens:

& Review (=5
& SelectAll = SelectMone |$# Field Codes || © New Order < Order Search | Linked To: -
E Grgups L‘) Data Show:

. All Mame Field Code Current Value Mew Valu ere-nc.es |
- Buyers Property Address1 Properties[1]. Address Ac 3726 Poplar st T
5]
L.en.ders Property City Properties[1].Address.Ci Dawson & |2
- ListingAgentBrokers 5 - —5
. MortgageBrokers Property State Properties[1].Address. St 1A =
.. OrderDetails Property Zip Properties[1].Address Zi| 500661111 = |
- Properties Sales Price SalesContract SalesPric 151000 =)
- Sellers Loan Amount Loans[1].Funding.LoanA 141750 =y
- SellingAgentBrokers P ) - |
¥| Buyerindividual Or Buyers[1].IndivOrOr, Individual
. SeftlementAgents S vers(i] g -
Buyer Full Name Buyers[1] People[1].Fullk Alice Firstimer [
Buyer First Name Buyers[1] People[1] First Alice [ il
Message Add to ProForm Motes
To: From: Subject: Date/Time Sent:
lizanne jenkins@softproco garry.a.kindt@accenture.com  Test Purchase 1M15/2019 8:17:06 PM [E¥4)
Documents
View Copy DocumentMName File Size (KB) Transferred
Title Orderxml 3 100%
l@ F'.ejectl l Close

Figure 5. The Review Screen

Linking to a ProForm Order

The New transaction must be linked to a ProForm order by one of the following methods:

1. Creating a new order

Selecting # New Order opens the New Order screen in ProForm.
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% Review

& SelectAll = SelectMone | # Field Codes I NewOrderIf Order Search | Linked To:

= Mew Orde
= Groups (7] roer
e T s [
.. Buyers
- Lenders Order number: |2{]19|]121|]173
.. ListingAgentBrakers o " |
.. MortgageBrokers AEiEEELLLE
.. OrderDetails R
- Properties .
- Sellers () Commercial
- SellingAgentBrokers ) HUD-1
v
.. SettlementAgents
Orders/Templates to copy
&

Figure 6. Order Linking: New Order

2. Searching for an existing order

“ Order Search

Selecting opens the Order Search screen in ProForm.
&, Order Search
Order Information \
—
Settlement date: (Nore) () Review ==
Orderreserved: | Nonie)| ! = gelectAll = Select None | i Field Codes | ¢ New Order t’omerSeamhI Linked To: |
Orderreceived: ||
© Data Show: | Differences -
Order completed
MName Current Value Mew Value o
Projsct name:
Property Address1 3726 Poplar St
Property Information E_‘E,T‘l_j,eji e [ Property City Dawson
Figure 7. Order Linking: Order Search
3. Linking to an open order
Linked To: | E] |
Select the dropdown arrow in to link the New
transaction to one of your open orders.
Queue Services Search | Administration logn Logout | Information Help About | Publish Wehsite
Transactions Security Resources Live
) StrtPage | Order201301210178MC x  Order 013010701724C | Order 201901150178MC |
g
é General - 41V Express OrderEntQ\
B Express Order Entry
Order Infarmation & Review =
Status Z SelectAll = SelectMone | # Field Codes | ) New Order # Order Sed inked To: | D
Qrder Contacts - s 0IB012107EMC
Property = Groups @ pata 201901070172MC |
Sales Contract & Eamest Money Al Name Currentvalue 201801150176MC.
Notary & Acknowledgment i Buyers ‘ Property Address1 3726 Poplar St
Dj‘i 7 - 7] Praperty City Dawson

Figure 8. Order Linking: Open Orders

Linking an order to the transaction may take several seconds as 360 also is uploading the data from the

linked order into the Current Value fields in the Review screen.
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Once an order is linked, © Accept becomes enabled so that you can import the Data, Message and

Documents into the linked ProFrom order.

& Review ==
& SelectAll = SelectNone |#E Field Codes || ) New Order # Order Search | Linked To: 20190121017&MC I =
= Groups © Data \ Show:

o Al MName Field Code Currentjvalue New Value
-Buyers Sales Price SalesContract.SalesPrice 0 151000 [}
L .t Lo . g asianidecd -l sttt -

v

[@ Accem] [@ Rejem]

| Close

Data Section

Figure 9. Order Linking Enables Accept Button

The top of the Review screen displays the loan data for the new order. Once an order has been linked,
the Current Value column displays the data, if any, in the linked order. The New Value column displays
the data that has been sent from the lender. By default, all the data that is different from what is in your

linked order displays when you link the transaction to a ProForm Order.

Linked To: 201901210178MC

==

-

- SellingAgentBrokers
... SettlementAgents

Buyer Individual Or Organization
Buyer Full Name

¢ Review

& SelectAll = SelectNone | #E Field Codes | ) New Order # Order Search
= Groups © Data

LAl Mame Current Value

- Buyers Property Address1

.. Lenders Property City

.. ListingAgentBrokers

. MorlgageBrokers Property State

.. OrderDetails Property Zip

. Properties Sales Price 0

- Sellers Loan Amount 0

Buyer First Name

New Value
3726 Poplar 5t
Dawson

14

500661111
151000
141750
Individual
Alice Firstimer

Alice

X | L | |||

il

-

m

-

IMessage

Add to ProForm Notes

| To:

From:

Subject:

Date/Time Sent:

Figure 10. Review Screen: Data section

Also, by default, all the data is checked to be imported into the linked order when you it.
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Before accepting, however, you can review the data using the scroll bar on the right or by using the

Group tree on the left.

& Review
& SelectAll = SelectMone | 8 Field Codes J Mew Order < Order Search | Linked To: | 201901310189MC |v|
= Groups @ Data Show: |Differences hd

| MName Current Value Mew Value

- Buyers Sales Price 0 350000 &
- Lenders Loan Ameunt 0 250000 =)
... ListingAgentBrokers . -
. MorigageBrakers Transaction Type Refinance Purchase =]
W OrderDetails Loan Mumber 987654221 &
.. Properties

- Sellers

- SellingAgentBrokers

- SettlementAgents

Figure 11. Review Screen: Group filter

#E Field Codes
Clicking the button adds a column to show the field code path for the field into which

the New Value will be imported.

& Review

= SelectAll = SelectMone| |3 Field Codes | |+ Mew Order < Order Search | Linked To: | 201901310189MC |v|
Groups @ Data \ Show: |Differences -

| Mame - Field Code Current Value Mew Value Il

- Buyers Lender Name Lenders[1.Mame Ficus Bank, MA [ |E

- Lenders Lender Code Loans[1] LenderCode L =

- ListingAgentBrokers 4500 Cenral B

. MortgageBrokers Lender Address 1 Loans[1]. LenderAddress Address1 Fall 52

... OrderDetails Lender Address 2 Loans[1].LenderAddress. Address2 Suite1000 L.,.}

- Properties Lender City Loans[1] Lender Addrass City Raleigh =

- Sellers Lender State Loans[1].LenderAddress State MC L‘,}

.. SellingAgentBrokers -

Semefnegnmgems Lender Zip Loans{1]LenderAddress Zip 27600-1234 Luj
Property Address1 Properties[1].Address. Address1 123 Any Street =)
Property City Properies[1].Address.City Medford L.,-} il

Figure 12. Review Screen: Field Codes

10
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User Tip: Increase or decrease the column width to see the full Field Code
path by hovering your mouse over the column line in the header. When
your cursor turns into a double arrow, click and drag the column border as

needed.
) Data Show:
Mame Field Code a—Current Value Mew Value i
ELenderName Lenders[1].Mame T Ficus Bank, NA | |1 |E
] Lender Code Loans[1].LenderCode L )
Lender Address 1 Loans[1].LenderAddress Address 4500 Central =
Lender Address 2 Loans[1] LenderAddress Address2 Suite 1000 )
Lender City Loans[1] LenderAddress City Raleigh )
Lender State Loans[1].LenderAddress. State NC )
Lender Zip Loans[1].LenderAddress.Zip 27609-1234 =
Property Address1 Properies[1]Address Address1 123Any Street =
Property City Properties[1] Address. City Medford )

Message Section

The Message section of the Review screen shows the message or messages that have been sent to you
and members of your organization as set up in Collaboration Center.

Message e Add to ProForm Motes
To: From: Subject: Date/Time Sent:
lizanne jenkins@softproco Vindhya.kv@fnf.com MNew Order 21712019 9:24:45 PM e L]

Figure 13. Review Screen: Message section

By default, the messages are selected (1) to be imported into Notes (2) in the linked order. You can
uncheck messages individually (1) to not import specific messages into Notes, or uncheck the Add to
ProForm Notes checkbox (2) to not import all messages into Notes.

11
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Clicking on the =% icon (3) opens the message.

@ Mortgage Cadence Collaboration Center @

1
‘i : : i COLLABORATION

Message | I‘ |J l CENTER
e by MORTGAGE CADENCE

From: Vindhya.kv@fnf.com

lizanne jenkins@softprocorp.com

To:

Subject: Mew Crder
Attachment(s): Title Order(2) xml
Flease rushl

Thank you

’5-"‘ Reply] [w, Replyhll] [_#} Furward] ’x Cluse]

Figure 14. Message Screen

=l Reply] lﬁ., Replyﬁ.lllor’_? Forward

360 allows to you to ’ the message in Collaboration Center before

you have clicked O Accept in the Review Screen. However, once you do so, Mortgage Cadence charges
your organization for using Collaboration Center to receive the new order and messages through 360.

Before proceeding with a message response, a warning Message will display:

12
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-

==

To send a message, Mortgage Cadence reqguires
wvou to accept the invitation to communicate
with this lender using Collaboration Center.

'#’.., SoftPro 360

]
Mortgage Cadence will charge your office for
this transaction. Do vou want to accept?

Figure 15. Warning: Mortgage Cadence charge

Clicking , closes the warning message so that you can click x Close to return to the
Review screen. Clicking opens a message screen where you can compose and send a

response. Please see Sending Messages for more information on responding to a message.

Documents Section
For a New transaction, the Documents section of the Review screen displays the .xml document that

contains the data displayed in the Data section. It will also display any other documents that the lender
attached to the message. By default all documents are selected (1) for attaching to the linked order.
Clicking on the View icon (2) opens the document in your default application for its document type.
Clicking on the Copy icon (3) copies the document as an image and saves it to your clipboard.

& Review =]
= SelectAll =t SelectNone |3 Field Codes ¥ Mew Order < Order Search | Linked To: [201902070198MC |'|
Al Name Current Value Mew Value &
--Buyers Property Address1 3726 Poplar 5t &= L
...L.enders Property City Dawson =]
- ListingAgentBrokers = -
--MortgageBrokers Propery State A e
OrderDetails Property Zip 50311 =
Properties Property County POLK &=
Sellers Sales Price 0 151000 =1

I Documents I

View Copy DocumentMame
Title Order(2)xml

000

Loan App.pdf

File Size (KB) Transferred
8 100%
12 100%

[\J Accept] [@ Rejer:t] [ Close

Figure 16. Review Screen: Documents

13
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Accepting the New Order
To import the selected data, messages and documents into the linked order, click the button.

Once the importing has been completed, the Review screen will close and the transaction status will
change to “In Progress”.

Rejecting the New Order
To reject the order, click the button. A warning message display will appear:

& SoftPro 360 (mE3a)

If you Rejectthis order, you will no longer
receive messages fromthe lender for
1 this loan.

Are you sure you want to Reject this
transaction?

Figure 17. Reject: Confirmation Message

Clicking sends a message to Collaboration Center that the order has been rejected. After the
process has been completed, the transaction status will change to “Rejected.”

Errors in the Review Screen

1. MISMO Error: This message may display while the Review Screen is downloading the data,
messages and documents.

" SoftPro 360 ==

[0] The data sent cannot be displayed because it isn't MISMO-compliant.

Figure 18. MISMO Error Message

The Title Order.xml sent with a new order request must be compliant with the MISMO,
version 3.3. The button in the Collaboration Center folder generates a
MISMO compliant xml. Check with the lender to make sure this button was used to create
the Title Order.xml document sent with the new order request.

2. Nodatais displayed in the Review Screen:

14
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= SelectAll =) SelectMone | & Field Codes New Order < Order Search | Linked To ‘ v|
Message Add to ProForm Motes
To: From: Subject: Date/Time Sent:
Vindhya.kv@fnf.com lizanne jenkins@softprocorp.c RE: Mew Order /512018 8:32:02 FM
lizanne jenkins@softproco Vindhya kv@fnf.com MNew Order 11iB/2018 8:28:30 PM
Documents
View Copy DocumentMame File Size (KB) Transferred
= = Title Orderxml 119 100%
[@ Accept] |@ Feject| [ Close

Figure 19. Review Screen: Missing Data

This can happen if the lender sends the Title Order.xml without the category “Title Order
XML”. Check with the lender to see if the attached xml had this category attached.

oo 5 negues i Fitter:
File Upload
" This button should be
used to create the
Title Order.xml. Drop files here
}
Select File All Files Uploaded. Please select file(s) to upload.
Title Order.xmi
Cancel must have this
Name ! Description Cateqory _e Type Size Date
[ ] B Tite Order(2).xml Title Order - XML xml  7kB 2/5/2019 12:33 AM
@)W Loan App.pdf pdf 13kB  2/5/2019 12:33 AM

% COmMmURNICAtionS | && New Message 433 Folder Contacts

New Message

To [ Lizanne Jenkins Folder view in Collaboration Center

Subject New Order

Boty [ Normal - A-B I U =

Please rush! Thank youl|

& Title Order(2).xml X | & Loan App.pdf [ cancel |

Figure 20. Collaboration Center: Folder Screen

15
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Sending a New Message

Select the transaction in the 360 Queue and 2"®*%%2 or double click on the transaction, to open the
Summary screen.

i@NExtSt&p I@ = | |maws; Active Order BEENEN |F||ter; All Providers -‘ o = ‘L,_dll

Provider Service Status Linked Order Linked Profile Created By Created On Completed On SentTo Desaription Transaction Number

. |Collabora... |In Progress | 201902040194... |Default MortgageCad... |2/27/2019 9:... lizanne jenkins @softproc... (buyer;address1, address2, Alanta, GA 4546;Title only 410060-70-190227-17...

Figure 21. 360 Queue: Opening In Progress Transaction

» Mortgage Cadence Collaboration Center

|||:“|:|| COLLABORATION
QI

Summary CENTER
by MORTGAGE CADENCE
To: From: SubjectEvent Sent/Received -
lizanne healey-smith@soft lizanne jenkins@softprocor New Order 02/127/2019 14:28:27 &
lizanne jenkins @s oftprocor Collaboration Center Mew Folder 02/27/2019 14:24.08

[+ Mew Message]l View Message ’\f Transaction Complete]

Figure 22. Summary Screen: New Message

Clicking opens a New Message screen.
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@ Mortgage Cadence Collaboration Center

: :i:ml COLLABORATION
CENTER

New Message
(N
I by MORTGAGE CADENCE

From: lizanne.jenkins@softprocorp.com o

Lt Vindhya kv@fnfcom 2

Subject: w o

Aftachment(s}): Mame Category Browse

6 Attachment

Documents

i

(6]

Add to Proform Motes o

Figure 23. New Message Screen

(1) From is your 360 account email address.
(2) To section shows the email address(es) of anyone who has sent a message to 360 from

Collaboration Center and are checked by default
(3) Add Recipient allows you to enter an email address that isn’t already in the transaction. The

button is enabled when a validly formatted email address is entered.

Add Recipient
Email:  abc@efg.com|

(4) Subject is required to send a message.

17
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(5) Documents: You can add a document to the message.

a. opens your desktop browser.

b. opens the a list of documents in the Attachments of your ProForm order,
or if your order has a linked smartVIEW order, a screen with the smartVIEW folder
tree and attachments will open.

C. [Impact users only] opens the module for Impact document selection.

Adding a document displays the Collaboration Center document Category dropdown list.
Selecting a Category is not required to send a Message.

Mame Category

[ ATAPlain Language Commi_ PERTPES |

=3elect=

Clearing Document

Closing Disclosure (Borrower)

Closing Disclosure (Seller)

Closing Package

Closing Protection Letter

Escrow Agreement

Funding Package

HUD-1 Settlement Statement

Lender Closing Instructions

Lender Closing Doc Package

Lender Title Policy

Mortgage/Deed of Trust

Other

Cwners Title Policy

1 Notes Promissaory Mote
PurchaseiSales Contract
Settlement Order - Doc b Se
Settlement Order - XML

ntTo Description Settlement Statement (Buyer)

e Settlement Statement (Seller)
SRS Title Commitment - Final
ane.jenkins@softproc... Bob Borrower; 12 Title Commitment - Prelim [y

Title Order - Doc
Title Order - XML
Uniform Closing Dataset

Figure 24. New Message Screen: Document Category

Clicking m deletes the document from the message.

(6) Message: You can enter a message in the text field using letters, numbers and punctuation
marks. Please note that image files, text formatting and special characters are not
supported in this 360 service and may not appear in the message received in Collaboration
Center or may cause unexpected data to be displayed.

(7) Add to ProForm Notes checkbox is checked by default. This will send a summary of the
message to the Order Notes when the message is sent.

(8) Send: The following conditions are required to enable :

a. Arecipient has been checked in the To: section,
b. A Subject has been added, and
c. Either a Document has been attached, or a Message has been entered.
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@ Mortgage Cadence Collak ion Center

JIN
New Message ||||‘[|] l

=
COLLABORATION

(1! CENTER
I by MORTGAGE CADENCE
From: lizanne jenkins@softprocorp.com
To Vindhya kv@fnf.com Add Recipient
abc@efg.com Email:
Subject: o Thank you for your order
Aftachment(s): Name Category Browse

E LM S E T =Ty e [VETe [N o<uly) [ WM Title Commitment - Prelim |v Attachment

Documents

Thank you!

Add to Proform Notes

Here is the preliminary title commitment. We will have a final commitmentto you in a few days.

[ send| |3 cancel

Figure 25. New Message Screen: Required Fields

Replying to a Message

When a lender sends a message, the transaction status in the 360 Queue changes to Ready. Clicking

(&) Next Step

documents attached.

Queue

or double-clicking on the transaction, opens the Review Screen to display the message and any

& Nextstep @ Views; Active Order - | Lj' |_3 #8 | Filter: All Providers

Provider Service Status Linked Order Linked Profile Created By C

Collabora. . |Ready 2021010101MC
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This opens the Review Screen where the new message will appear. Clicking on the yellow envelope icon
will open the message:

=& SelectAll = Select None Field Codes New Order “ Order Search | Linked To: IEC-E‘ICJC-‘IC-HWC -
| Message 1 % Mortgage Cadence Collaboration Center X _PmFDrm Motes
— JITN B
To: Message || IM' ICOLLABORATION 3
izanne s g {111 CENTER [=]
e
by MORTGAGE CADENCE
From: lizannehs82@amail.com
lizanne jenkins@softprocorp.com
To: ¥
Subject: Closing Fees
Aftachment(s):
Documents
—  |Please provide your closing fees as soon as possible. =
View Transferred
= Reply |k Reply All| | Forward x Close
Back &) Accept Close

Figure 26. Opening New Message

Clicking Reply All will open a new Reply All message:

4+ Reply | |5 Reply All [J|(—l Forward x Close

Back (&) Accept Close

Figure 27. Reply All

From the Reply All message screen you can (1) add a Recipient on the fly, (2) attach documents and (3)
add a message, then (4) Send.
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% Meortgage Cadence Collaboration Center
JqIT

Reply Al NI CenTer

COLLABORATION

by MORTGAGE CADENCE

ot

From: lizanne jenkins@softprocorp.com
s lizannehs&2@gmail.com Add Recipient
Email:
Subject: |RE: Closing Fees |
Aftachment(s). Name Category Browse
B Closing Disclosure Form Closing Disclosure (Borro... |~ Aftachment
Documents

See attached.

-Qriginal Message-

Received:

From: lizannehsB2(@gmail.com
Subject: Closing Fees

Please provide your closing fees as soon as possible.

=4 Send x Cancel

Figure 28. Reply All Screen

When Accepted, messages sent and received are recorded in the Order Notes.

Created Last Modified Mate

To : lizannehsd2@gmail.com

From : lizanne.jenkins @softprocorp. com
01/22/2021 02:27 PM Default Admin Account Subject : RE: Closing Fees
See attached. -Criginal Message- Received: From: lizannehs32@gmail.com Subject: Closing Fees Please provide your
closing fees as soon as possible.

Category

Integration

To : lizanne.jenkins @softprocorp.com
From : lizannehs82@gmail.com
01222021 02:27 PM Default Admin Account Subject : Closing Fees

Please provide your dosing fees as soon as possible.

Integration

To : lizanne. jenkins @softprocorp.com
From : lizannehsg2 @gmail.com
01/22/202102:18 PM Default Admin Account Subject : New Order

Please rush!

Integration

Figure 29. Order Notes
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Double-clicking on the In Progress transaction in the 360 Queue or clicking Next Step, opens to the
Summary screen where you can (1) create a New Message, (2) view a previous sent or received

message, and (3) mark a Transaction Complete.

@ Martgage Cadence Collaboration Center

Summary

i

14

s

COLLABORATION
CENTER

by MORTGAGE CADENCE

To:

Collaboration Center

From: Subject’Event

lizanne jenkins@softprocor Folder Accept

lizanne jenkins@softprocor lizannehs82@gmail.com  Closing Fees
Collaboration Center lizanne jenkins@softprocor Folder Accept
lizanne jenkins@softprocor Collaboration Center Mew Folder

lizanne jenkins@softprocor lizannehs82@agmail.com  Mew Order

Sent/Received
2212021 22821 PM

2212021 2:22:34 FM
2212021 219:34 FM
2212021 11819 FM
2212021 11815 FM

== Mew Message View Message

4 Transaction Complete

Close

Figure 30. Summary Screen

Marking a Transaction Complete will end the life of the transaction so that the Summary Screen will no

longer be accessible from the 360 Queue.
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Sample Email Notification from Mortgage Cadence

(HTML)

H S a4 @ = You have e Collaboration Center message from Vindhya Kv - Message
MESSAGE

Mon 12/31/2018 10:45 AM

noreply@mortgagecadence.com

You have received a secure Collaboration Center message from Vindhya Kv

To B Lizanne. Jenkins

IMPORTANT NOTICE - This message sourced from an external mail server outside of the Company.
Vindhya Kv of ABC Credz Union just sent you a secure message on Collaboration Center.

To view this and your other secure content, please visit hitps /icollaborationcenter stage mortgagecadence com and login using your username and
password.

Thank You,

Collaboration Center Administration
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