 Step By Step for Provider using TransactionPoint

· Client opens order through TransactionPoint.

· The order is emailed to the provider. The email states: “This is a new order” 
· Provider opens the email
· Click 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/escrowcoordinators). 

· 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)

· You will be brought into the Order Center. Click on the Order # for that Property and that will bring you into the Order Details Page

· The Order Details Page will contain all of the information you will need to process your order.
· Confirm that the order has been accepted by clicking on the “Change Status” tab at the top next to the “Order Details” tab. In the drop down change the order status to “order accepted” and then type any comments in the comment box and click on change status.

· You have now processed the order through TransactionPoint. 

· To upload any documents that are part of the transaction, click on the “Documents” tab at the top. In this screen you will see “Upload Documents”. In that area you will name the document and then browse your computer for the document. Once you have selected the correct file click “upload” and the document will be uploaded into the transaction.

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

Jennifer Cirimele

FNF/Integrated Technology Services

(408) 656-4892

jennifer.cirimele@fnf.com 

