REFERENCE GUIDE

USE: This page allows the user to enter information to submit an order.

Step 1. Log In -
Welcome: Anytown Bank - Home Equity Branch TEST

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

— PLACE A NEW ORDER |

Loan Furpose Branch Multi-User

Step 2. Select Loan Purpose and Product to Order

| ;I I* Anytown Bank - Home Equity Branch TEST;I lcustomer‘trainin
If applicable, the appropriate branch and multi-user can be
selected.

Appraisal i evaluations Automated Valuations Business Credit Closif
Consumer Credit Flood Tax Title

Title & Closing/Escrow

Step 3. Complete the Request

_ o _ Title Product Order
After entering the appropriate information on the PRODUCT ORDER Background color indicates & required field.
page, press the Next button at the bottom of the page. The
Product and Prowd_er are selected on the next screen (see —{ Loan |
below). If only ordering a single product, press Submit, the order .
is sent off. If other products are to be ordered on this file at this | | =22 T e sl
time, press the Add Product button. The user will then be sent ! =L —
to the ORDER PRODUCTS page and can select additional CONTACT
product(s) to add to the request. Mame: Phone: Fax: Email:
|Cindy's Customer ||949 221-53234 || ||chinshaw@re
Note: Fields in Blue are required. —{ PROPERTY |
Type: ISingIe Family ;I
Step 4. Locate Order [jyaproduct Order
Information Backaround color indicates 3 required fleld.
After the request is | SELECT PRODUCT |
sent, the user can find
. . Product: |Tit|e Report VI
more information — —
about the order by e
clicking on the .
Transaction ID and _| SELECT SERVICE PROVIDER. |
PrOdUCt |InkS on the Service ProulderlclndgHlps_haw_'l'_e_stprewder ;!
PRODUCTS SUBMITTED PROVIDER INFORMATION
page (see below).
BACK ADD PRODUCT SUBMIT
Step 5. Other

Options -
Products Submitted

. . i Thankyau far ordering with us! The product arder infarmation is listed below.

Email notifications for :

thiS order can be —| ORDER INFORMATION |

created by pressing To view the detailed transaction report, click on the Transaction D link.
the Add Notify BuyerBorrower  Hope Trangaction D 13389876-13255
button. SellerCwnher Loan Mumber: 87644

Property 123 South Street

— PRODUCT INFORMATION |

Clicking on the Add

To add a document to a specific product, click the Add Document button. To send an email event notification, click the Add Notify button.

Document button To view detailed product infarmation, click an the Product link.

allows the user to

upload a document to Date Ordered  Product Type Product  Service Provider

the order and deliver 611612005 Title Title Cindy Hinshaw Test Provider s T
it to the provider. 2.03:33 PM Report
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