 Step By Step for Escrow using TransactionPoint

· Client opens order through TransactionPoint.

      (Client = Ordinarily, a Real Estate Sales Professional using a transaction  

        coordinator)

· The escrow order is emailed to the escrow officer. The email states: “This is an order” (Copies to assistant or designee) (Sample attached)

· Escrow opens the email and opens NGS. 

· Click on the link in the TRPoint email to see the order details.

· Process the order in NGS as usual. Please add in comments in NGS: “TransactionPoint Order, Please email prelim to the TransactionPoint transaction number @trpoint.com” i.e. 1234-6789@trpoint.com. This will allow title to send the prelim directly to TransactionPoint and all parties will be auto notified of receipt of the prelim with copy attached.
· After opening the order in NGS, go back to the email. Escrow clicks on the link in the email. The link will open the TransactionPoint web page for that transaction.  Or go to the website. (www.trpoint.com/providers). 

· The original registration email will include a user name and password. Log in using the information provided. (usually first initial of first name and full last name)
· Confirm that the order has been accepted by changing the status from ordered to “accepted” on the open web site. Include the escrow (closing) number and any comments when replying.

· Close the web site and process the escrow as normal. 

· Title will email the prelim as described above. If, for any reason, escrow needs to upload a prelim or any other documents, please do the following: Locate the document on your computer, go to www.trpoint.com/providers, log in, locate the appropriate order, click on upload, click on browse, attach the file, click upload. (Note: If you save the email you can also return to that order by clicking on the link provided in the original email order.)

If you have any questions or need any assistance, please call:

Jennifer Cirimele

FNF/Integrated Technology Services

(408) 656-4892

Customer Care Line: (866) 670-3313

jennifer.cirimele@fnf.com 

