REFERENCE GUIDE

USE: This page allows the User to submit requests using the EXPRESS ORDER page.

Step 1.Log in
After entering User Name and Password,
select the Home tab to display the HOME page.

Step 2. Access Express Order Page

Click on Express Order link on the HOME page
or on the Express Order button at the top of
most pages.

Welcome: Customer Test Mortgage

Today 15

— PLACE &4 NEW ORDER |

Loan Purpose Branch Multi-Usar

| 7 | i-* Custorner Test Mortgage % || Lagin, Training VI

Appraisal f evaluations Automated VYaluations Clasing/Escrow

Consumer Credit

Step 3. Enter Borrower and Property Info

Input borrower name(s), address and loan data

Cancelled Orders
Completed Orders

Cancelled Crders
Completed Orders

Find an Existing Crder
Find Mew Documents
Print Documents in a Batch

Flood Title verifications Title & Closing/Eserow

—| WORK QUEUES

Click the link below to access a list of uzar work gqueaues,

My Work Quedes

ACTIVITY VIEW TODAY'S VIEW LAST 10
st
Express Order Orders In Progress orders In Progress
File Documents Documents

into EXPRESS ORDER page

—| LOAN INFORMATION |
Q Loan Purpose RefarencefLoan MumberLoan Arnount Loan Prograrm Code
A = H "l | | iLF‘C not zet up V|
Note: FleldS In FHA Case Contact Mame Cantact Phone Caontact Email
blue are required. | [cindy Hinshaw | | | Chinshaw@realec.cof
—| PROPERTY ADDRESS |
Address City State Zip Code County
Step 4. Choose | | e
Service(s), Product(s) |- BUYER/BORROWER/PROPERTY CONTACT |
and PrOVIder(S) First Middle Last S5N Day Phone Evening Phone
. 1
a. Click onthe 2I I | I I I I I |
bOX(eS) .neXt to the addresz: [] Sarne as Property Address or EDIT ADDRESS |
appropriate service |
typeS. —| SELECT PRODUCTS/PROYIDERS |
b. For each selected annraism Product: ! VJI Pravider: ICindl,' Hinshaw Test F‘muiderﬂ
service, select a lnstructionS:‘ ‘ MeedByDate:| | Rush:[”
product and Estvalue |
provider. E— _ :
[Citte FProduct: | Title Report T| Frovider: | Cindy Hinshaw Test Provider v|
nstrchipn s ‘ Need By Date: |:| Rush: ™
Step 5.  Submit
Req uest Dc|osing;‘Escrow Product: I.?Z_I-cv_s-ing and Escrow Services Vl Pravider: i Cindy Hinzhaw Test Provider V|
X Instructions: ; : :
Press the Submit ‘ Closing Date: |:| Rush: [~
button and the
request(s) will be sent
to the appropriate CANCEL suBmIT

service provider(s).

NOTE:

Appraisal, Flood, Title, Closing and AVM reports are the only products available on the Express Order page.
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