 Step By Step for Escrow using TransactionPoint

· Client opens order through TransactionPoint.

· The escrow order is emailed to the escrow officer. The email states: “This is a new order” 
· Click on the link in the TransactionPoint email to go to the TransactionPoint website. Log in with the username and password that you were given.
· After you log in, you will be on the Orders page and all of your new orders will be displayed on this page.
· Click on the order number on the left hand side for the property that you will be opening escrow for. This will take you into the Order Details page. This page will contain the information you need to process your escrow in your system.
· Once you have opened escrow in your system, go back to the TransactionPoint Order Details screen. The next tab to the right should be “Change Status”. Click on that tab. Confirm that the order has been accepted by changing the status from “order placed” to “order accepted” in the drop down and then click on submit. When the page refreshes enter in the escrow number in the box provided and click on submit.
· Close the web site and process the escrow as normal. 

· To upload a prelim or any other documents, please do the following: Locate the document on your computer, go to TransactionPoint link in the e-mail, 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

jennifer.cirimele@fnf.com 
