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How to place an order AGENT DESK and Generate Closing Docs in DOC PREP.
1.  Login to the website at www.fidelitydesktop.com 
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2. Click PLACE AN ORDER
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3.  Fill out the information for each step, BOLD fields are required
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These are the order screens that will be displayed
)






4. One the PRODUCT DELIVERY screen, you can add email addresses that will also get correspondence regarding that order.  Simply click ADD EMAIL to add anyone not list, for anyone who is listed move their name to the right hand side to copy them for this order.  The users email is copied by default
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5. You will receive a message saying “YOUR AGENT DESK ORDER has been submitted successfully” after submitting your order.

6.  The user will receive emails indicating the order number, and when the commitment application is uploaded.  Upon receiving these emails, the order will be complete.  To view the order click VIEW MY ORDERS after logging in.

[image: ]

7. This will take you to a screen that has a summary of all your orders.  Your order should look similar to the one below, with the status symbol indicating it is ready for the EXAM.  You can start the exam by clicking the TITLE EXAM – PENDING button.
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8. This will take you into the title exam screen. The title exam is broken up into 3 main sections which are noted on the left hand side, with the icon indicating they are incomplete.
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9. Upon completing a section the icon will turn into a Green Check Mark.  Using the SAVE and EXIT button at the bottom will allow for you to exit the exam and return later to complete.
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10.  Upon submitting the exam you will receive the message below.
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11.  After receiving the email that your commitment has been uploaded, you can return to the VIEW MY ORDERS screen for access to the commitment.  To generate documents for you closing click the DOC Prep link and all your documents will feed into our Doc Prep Program.
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12. Upon clicking DOC PREP you will be brought to our DOC PREP program and all the information from you order will feed into it, so no double entry is needed.  The transaction name will be the property address by default, but this can be changed.  Fill out all required information on the screens.
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13. [image: ] Click the GENERATE DOCUMENTS on the left hand side to prepare you closing docs.


14. Pick your order and push GENERATE DOCUMENTS once more.
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15.  Simply select the documents on the LEFT and move them to the RIGHT and click NEXT.
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16. This will provide a snapshot of the document for review, and then pushing GENERATE DOCUMENT at the bottom will produce a PDF version of your documents.
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image5.png
Property and
Transaction Info

Parties and Liability
Product Delivery

Product Delivery

Available Email(s)

Bold fields are required.

Correspondence will be sent
to the following Email(s)

Chris.Burhansticortile.com

[im jones@icor.com

Special
Instructions:





image6.png
Title Exam Prepare

Order Date  Order Property Address Status Completed Documents  Closing
e
Dote e
s, Chioans —
/2010 123456785 2 Chicage, ]

[ R ——




image7.png
A
Schedule A
A
Schedule &
Page 1

A
Schedule &
Page 2
Transaction
Parties
Finish

'y

Incomplete
Section
v
Complete
Section

Bold fields are
Order Number: 123456789  Property Address: 123 Main, Chicago, Iilinois

Seller - Property Owner Name:  jiim jones

Schedule A

Agent's Title Examination
Based on my examination o title search package materials (including chain, tax, starter and miscellaneous search
information), T hereby direct the commitment to be prepared to reflect my determination of the insurability of title s f

SCHEDULE A:

1. Cover Date of open order land
search (MM/DD/YYYY)

2. Policy Amounts based on information previously provided by Agent - Edit as necessary

Proposed 2006 ALTA Owner's Policy ($):

Proposed 2006 ALTA Loan Policy ($):

3. Title Vesting - Select One.




image8.png
v
Schedule A
A
Schedule &
Page 1

A
Schedule &
Page 2
Transaction
Parties
Finish

'y

Incomplete
Section
v
Complete
Section

Bol

Order Number:

123456789 Property Address: 123 Main, Chicago, Tllinois

Seller - Property Owner Name:  jim jones
Schedule B Page 1

SCHEDULE B:

5. Starter File and Taxes: The starter file contained within the search package shows the tas
well as all Schedule B Exceptions from the starter file.

« Review starter file
« Consider documents on land search
* Determine whether tax information or exceptions should be deleted o edited.

Taxes: Select One.

O Taxes and PIN(s) as reflected on tax search within the starter file

O Edit the information as reflected on the tax search as follows




image9.png
Title Examination has been successfully completed.





image10.png
==

Below is a lst of recent orders and commitments. This list can be. Documents Hints/ToolTips
resorted by the column headings. o

Search [Property Address[v]  [123 ] Tite Commitment Document

&
e
= ———

Examination.
@ Title Examination Completed
@ Title Commitment Loaded

Clicking on the "Change Request” to modify a
Submitted order

HUD1. Online Document
Status Hints/ToolTips.

@
5]
[@ water Certification Document
=
e

Title Exam Prepare

rder Date \OFST  property Address Status Complated Documents Cioa
Date Does

08/23/2010 | 123456789 | 123 Ml Chicaso, | @@ os/2s2000| @I





image11.png
Transaction Transaction
Property Info

Buyer Info.

oA Bold fields are required.

Lender Info Transaction

Transaction Name: 123 Miain

Party

Review Coreact ] Acceptance ]
Date: Date:
Contigeney [ | amigpated [
Expiration ] Closing ]
Date: Date:
Possession Gosng [ ]
e [ @ S i
o [Select Time] Clomol [Select Closing Location]





image12.png
Doc Prep.

Overview

New Transaction

View My Transactions
Closing Statement
Generate Document(s)
Document History
Report selection

Administration




image13.png
06/08/2010 = = = =
A 123 M 123 M [Gensrats Documentz]]




image14.png
Transaction List Select Document(s) |

List of Documents

Selected Documents.

[Affidavit - Appended To Existing Survey
|Affdavit - Deceased Joint Tenancy

|Affdavit - Heirship

|Affdavit - Personal Information

|Affdavit - Title - Bl of Sale - Possession Escrow
|Affdavit - Tile - Covenant - Warranty

/ALTA Statement

Bill Of Sale

Condo Association Request

Deed - Administrator

Deed - Executors

Deed - In - Trust

Deed - Independent Executor

Deed - Quit Claim

Deed - Quit Claim Individual to Corporation

Deed - Special Warranty Corporation to Indiidual
Deed - Trustee's

Deed - Warranty

Deed - Warranty Indiidual to Corporation
Direction to Convey

Back to Tep





image15.png
FIDELITY NATIONAL TITLE INSURANCE COMPANY

PERSONAL INFORMATION AFFIDAVIT

| This sfficauit - forthe confidantial use of the Fidslity Nations| Titl Insurzncs Compzny - wil sssist in datermining whather cartain mateers of
razore aifact the Gt under considrations of uhather they relats to other parzans shoss names ars Similar to thess of the unar or formsr
ouners. Plasss éraw 3 lins through altermate statemants which do not 3pply

certifies, avows and affirmatively represents that he/she/they
5/are the owner, former owner, contract purchaser, et of the premises described in the -

Affiant states the following:
Social Security Number:

Age
Marital Status __ Never Married widow/er of

__Marriedto vear Waiden Name

__ bivorced from yesr ___ Case=, County, State
__ Changed Name from yesr ___ Case= County, State
__ Adiudged bankrupt in Case = yesr ___ Case, County, State

affiant further states that there are no unsatisfied or unrelessed judgments, decrees or liens of record in the county in

which the subject property is located against affiant, except as stated below (include case =, Plaintff/Defendant, Judgment
Date and Amount)





image1.jpeg
W Fidelity National Title

Insurance Company .,




image2.png
From Chicago, Its sub
w1 We'vegot

o ode 00 e Tt




image3.png




image4.png
Agent Desk

oves

Place An Order
View My Orders
Examine Title

Commitment Support
Documents

Chicago Water
Certification

Schedule A Closing

View-

nt HUD1

MCLE Online

My Fidelity Desktop

Welcome Chris Burhans | User Profile | Logout

Pro 5 5
2% property and Transaction Information
T
o

Transaction
jTeans O purchase with financing O Refinance

O cash Purchase O Tract Search & Equity Products

Delivery
Revie:

O Minutes of Foreclosure.

e e— N S—
= mow [

County [[Setect a County] [v] rf othen | J





