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EPIC User Guide

Log In
To log in to EPIC Admin, you will need to verify the specific EPIC Admin login to access (this is the login
that does not have a “USER”, non-admin users will login with an “ACCOUNT” name, “USER” name, and

password).
To log in to EPIC User, you will need to use the below link:

e  Multi-State Login: https://www.attorneydonedeal.com/epicplus/login.asp

Once you have selected the site that you need to login, click the link to get the below login screen.

AGENT BULLETIN

Procedures during COVID-19
Closures of Recording
Offices

ATGF is aware that some state or
county offices have clozed in responze

to public health concerns related to the ACCOUNT
COVID-19 outbreak. This information is

rapidly d ing, and lecal operati

must be alert to changes in recording USER

availability. In an effort fo continue
uninterrupted service to you, we are
addressing these potential possibilities. PASSWORD

In the event a County Clerk and
Recorder Office iz Fully Clozed and

will not accept documents for
recording, you must use the NEW Login
Affidavits for the Seller/Borrower and

Buyer now available in EPIC.
0 Forgot your password?

Read More
g Access Help www_atgf.net

Downloads: Online Utility Guide | Online Utility | Security Utility | Microsoft XML 4.0 3P 3.0

Setup Instructions for Microsoft Edge
Setup instructions are in the Appendix. There are three different processes based on how you need to
setup EPIC.

1. Ifyou are setting up EPIC to work with QuickBooks Desktop run the following:
a. Microsoft Edge — IE Mode Setup Instructions
b. EPIC Utility Setup

c. EPIC Setup — Enabling Pop-ups
2. Ifyou are setting up EPIC for any other purpose, run the following;:

a. EPIC Utility Setup
b. EPIC Setup — Enabling Pop-ups
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https://www.attorneydonedeal.com/epicplus/login.asp

Your login credentials will be set up for you by ATGF. After successful login, you will be broughtto the
landing page:

algf ) MAN

Files  Fiker |
File
2022000204/

2022000206/ WE - NV -Test

2022000209/ Test Rev
2022000210/

2022000219/ WE_PurchaseTest_MT

2022000222/ MT-20230302-1113

2022000223/ MT-20230306-1123

2022000224/ MT-20230307-1208

FILE TOOLS REPORTS

Property Address

1827 West Gowan Road, Morth Las Vegas, Nevada

89032

1 Nevada Property Street Drive, Alamo, Nevada
89001

2022000207/ WE HUD TEST zdfd, Alzbamaz asdfd

1234 Main St, Morth Las Vegas, Nevada 89032

709 Butterfield Drive, Spring Creek, Nevada 39815

19038 Frenchtown Frontage Road, Frenchtown,
Montana 59834

19038 Frenchtown Frontage Road, Frenchtown,
Montana 59834

883 Baily Drive, Columbia Falls, Montana 59912

We will review each section of this screen first.

Menu Options
MAIN

This will link back to the main landing page that is shown after a successful login. There are no sub-
menu options under this menu.

FILE

r

algf ) MAN

Create New File
o Redirects EPIC to the New File Setup screen.

Delete
O

Deletes the currently open file.

1 Main Montana Drive. Absarckee, Maontana 59001

Policy Status Closing Date
173172023

ManualReview 272472023
2/23/2023
Pre-Approved 211572023
2/28/2023

32372023
33172023

33172022

33172023

FILE TOOLS

Create Mew File
Delete

Copy Existing File
Find a File

Save

Access old EPIC

Transaction
Type

(=)

¢ @

Action

FE@

FE@

FE@
FE@
FE@

SE@

FE@

SFE@

FE@

REFPORTS

» Does not work for files where policies have been issued.

-

dema
defaultadmin
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* Does not appear as a menu option when no file is open.
e Copy Existing File \/

o Navigates to a list of existing files to copy. Refer to the section “EPIC Instructions — Copy
and Existing File” in the Quick Start section of the appendix.
e Find a File
o Opens the file search window. Please refer to the CONTROLS section on this feature.
e Save
o Saves the current file.
o Does not appear when no file is open.
e Access old EPIC
o Redirects the user to the old EPIC system to access files issued there.
o This feature will not work for any user that has never operated in the old EPIC system.

TOOLS

atof 7 MAIN  FILE  TOOLS  REPORTS

m File Firm Settings

Calendar Preferences
Export 1o IRS

Contact Us

Agent Monthly Billing Report

Agent Remittance Report

Q0§

Firm Settings — Contact

The Firm Settings option is only available when logged in using the admin login Account Name and
Account Password. If you login with an Account Name, User, and Password, then you are not an admin
and will not have access to this screen. Speak with the company representative to get the login credentials
if needed. If they are not available and it is urgent that a change be made, you can email the change
request to ATGF at Title@atgf.net.

A Contact

Firm Name Attorneys Title Guaranty Fund. Inc.

Contact Person Lzura Hammoud

Change Passeord

¢ The Firm Name field is automatically populated based on the information entered by ATGF, if
this is incorrect, please reach out to Title@atgf.net to request a change.

e The Contact Name is not automatically populated and will need to be filled in. This is the main
contact person responsible for the policies.

¢ Finally, the Change Password link will open a window where the password can be changed,
enter your current password followed by the new password and then confirm the new password.
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mailto:Title@atgf.net
mailto:Title@atgf.net

In the even that you have forgotten your password, email ATGF at Title@atgf.net to request a
password reset.

Firm Info

Street Address | 7600 E. Test Avenue, Ste 130 |
ddress 2 | |

City | Denver |

State [co | zip| eoz3143m |
Phone | 1 (200) 200-8001 | Fax| 1 200) e00-2002 |
Administrator Email | alina@ldd.ca |

Federal Tax ID # [z32:2 |

IRS Transmitter Controd Code | IRS |

In the Firm Info section, the Address, phone, and fax numbers can only be changed by ATGF.
Please email Title@atgf.net detailing the information that needs to be updated.

The Administrator Email can be updated and should be kept current by the Admin user of
EPIC.

The Federal Tax ID # needs to be entered to ensure proper reporting to the IRS.

The IRS Transmitter Control Code is provided to you by the IRS once you have requested
one. This is used to send your 1099-S information to the IRS electronically through the IRS Fire
System. You can search the IRS website at irs.gov for “New FIRE TCC Applicants”; however, at

this time, the direct link to the application is:
https://la.www4.irs.gov/secureaccess/ui/?TYPE=33554433&REALMOID=06-000507f7-6ce6-
12ca-ace5-

7¢2b0ad00000&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-
uoktItgVFneUJDzkQ7tvLYXyclDooCJJ7%2biXGjg3YCsid2x9riHEQ8hoVegd1BBv& TARGET =-
SM-

https%3a%2f%2fla%2ewww4%2eirs %2egov%2fesrv%2fesam%2fpages%2flandingPage % 2exhtm
1

Alternate Contact Info for IRS Filing

Name | altirs |

Firm Name | |

Street Address

Address 2

City

Phone | Fax | |

Federal Tax ID & 215 |

|
|
|
State | | ﬁPl |
|
|
|

‘ £

IRS Transmitter Control Code

£

ALTA Registry ID |
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https://la.www4.irs.gov/secureaccess/ui/?TYPE=33554433&REALMOID=06-000507f7-6ce6-12ca-ace5-7c2b0ad00000&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-u0ktItgVFneUJDzkQ7tjvLYXyclDooCJJ7%2bjXGjg3YC5id2x9riHE98hoVgd1BBv&TARGET=-SM-https%3a%2f%2fla%2ewww4%2eirs%2egov%2fesrv%2fesam%2fpages%2flandingPage%2exhtml
https://la.www4.irs.gov/secureaccess/ui/?TYPE=33554433&REALMOID=06-000507f7-6ce6-12ca-ace5-7c2b0ad00000&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-u0ktItgVFneUJDzkQ7tjvLYXyclDooCJJ7%2bjXGjg3YC5id2x9riHE98hoVgd1BBv&TARGET=-SM-https%3a%2f%2fla%2ewww4%2eirs%2egov%2fesrv%2fesam%2fpages%2flandingPage%2exhtml
https://la.www4.irs.gov/secureaccess/ui/?TYPE=33554433&REALMOID=06-000507f7-6ce6-12ca-ace5-7c2b0ad00000&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-u0ktItgVFneUJDzkQ7tjvLYXyclDooCJJ7%2bjXGjg3YC5id2x9riHE98hoVgd1BBv&TARGET=-SM-https%3a%2f%2fla%2ewww4%2eirs%2egov%2fesrv%2fesam%2fpages%2flandingPage%2exhtml
https://la.www4.irs.gov/secureaccess/ui/?TYPE=33554433&REALMOID=06-000507f7-6ce6-12ca-ace5-7c2b0ad00000&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-u0ktItgVFneUJDzkQ7tjvLYXyclDooCJJ7%2bjXGjg3YC5id2x9riHE98hoVgd1BBv&TARGET=-SM-https%3a%2f%2fla%2ewww4%2eirs%2egov%2fesrv%2fesam%2fpages%2flandingPage%2exhtml
https://la.www4.irs.gov/secureaccess/ui/?TYPE=33554433&REALMOID=06-000507f7-6ce6-12ca-ace5-7c2b0ad00000&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-u0ktItgVFneUJDzkQ7tjvLYXyclDooCJJ7%2bjXGjg3YC5id2x9riHE98hoVgd1BBv&TARGET=-SM-https%3a%2f%2fla%2ewww4%2eirs%2egov%2fesrv%2fesam%2fpages%2flandingPage%2exhtml
https://la.www4.irs.gov/secureaccess/ui/?TYPE=33554433&REALMOID=06-000507f7-6ce6-12ca-ace5-7c2b0ad00000&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-u0ktItgVFneUJDzkQ7tjvLYXyclDooCJJ7%2bjXGjg3YC5id2x9riHE98hoVgd1BBv&TARGET=-SM-https%3a%2f%2fla%2ewww4%2eirs%2egov%2fesrv%2fesam%2fpages%2flandingPage%2exhtml
https://la.www4.irs.gov/secureaccess/ui/?TYPE=33554433&REALMOID=06-000507f7-6ce6-12ca-ace5-7c2b0ad00000&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-u0ktItgVFneUJDzkQ7tjvLYXyclDooCJJ7%2bjXGjg3YC5id2x9riHE98hoVgd1BBv&TARGET=-SM-https%3a%2f%2fla%2ewww4%2eirs%2egov%2fesrv%2fesam%2fpages%2flandingPage%2exhtml

The Alternate Contact Info for IRS Filing section should be completed if you can file under a
different Federal Tax ID # and TCC. Otherwise, leave this section blank.
Your ALTA Registry ID should be entered into this field.

Bank {Wire transfer) Bank of the West
Bank Address 123 Main Street
Denver, CO 80231
ABA 123456789
ACCT Mame: Test Account
ACCT #: 639865985
Bank Account (QuickBooks) Test Bank Account for Quickbook
TBD commitment fee & 33.00
Certificate of Taves £ 0.00

The above section should be completed if you are using QuickBooks. Microsoft Edge will still support
QuickBooks Desktop while the Google Chrome web browser will only support the QuickBooks Online
functionality.

The Bank (Wire transfer) field should be completed with the Wire transfer identification
information.

The Bank Address should be the address of the bank where you do business for your Escrow
account.

The ABA is the routing number.

The ACCT Name should be entered exactly as it is in QuickBooks.

The ACCT #: should be entered exactly as it is in QuickBooks

Bank Account (QuickBooks) should be entered exactly as you have the Bank Account setup
in QuickBooks.

The TBD commitment fee field should be filled in with the fee you have filed with the state to
issue a TBD Commitment.

The Certificate of Taxes field should also reflect the amount of the fee filed with the state to be
charged for a Certificate of Taxes.

Firm Settings — Contact Information Settings

Contact Information for Policies

User

Agert
Firm

Sattlement Agent

Alternate Contact

The next section is the Contact Information for Policies. Select the option that best fits which

information you want to appear. The system will default to:

Selecting User will show the contact information for the user that is logged into EPIC
Selecting Agent will show the agency’s information

Selecting Firm will show the Firm information

Selecting Settlement Agent will use the Settlement Agent information

Selecting Alternate Contact will use the Alternate Contact Information
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This section enables you to change the default Payee for title fees from the title agent to the settlement
agent:

Payee for Title Fees (by default it is the Title Agent)

Settlement Agent

The section “Company/Address providing closing services if other than ATGF Agent (for CPL)” enables
you to change the party conducting the closing. Please note that checking the Settlement Agent box will
cause all CPLs to go into manual review. The default value is not checked.

e Selecting Settlement Agent will use the Settlement Agent information

Company/Address providing closing services if other than ATGF Agent (for CPL)

Settlement Agent

The section labeled “File Number” enables you to set up a naming convention for your files that EPIC will
follow for every file setup after this information is completed.

File Number

Mext File Number 799
2 of digits in File Number 4 (if the File Mumber is 37, 2 & digit format will result in 2 File Number formatted as ‘0000377
Use current year

# prafic suffix

2 digits i 4 digits

Default Prefix ATGF-
Diefault Suffix
Preview Next File Number ATGF-202 3-0799-

e The Next File Number field accepts the next file number in your series. This is the number that
will increment each time the “Create File” screen is launched (regardless if you create a file or
not).

e The # of digits in File Number will force the file number to be a specific length (remember,
this is only for that portion of the file number that increments with each file).

¢ The Use current Year checkbox will open an area to select the year to be added as either a prefix
to the file number or suffix to the file number as well as whether you prefer a 2 or 4-digit year.

o The next two fields will act as a prefix or suffix to the combined fields above it.

e The Default Prefix field will precede the file number and current year (if selected). You may
leave this field blank if you do not want a prefix.

e The Default Suffix field will follow the file number and current year (if selected). You may leave
this field blank if you do not want a suffix.

e The Preview Next File Number will show you what the next file number will populate as the
next time you create a new file.

Note: This will not create a file number that cannot be changed. If you need to make small changes or
decide not to use the pre-set file number, it can be overwritten on a per-file basis. You can also access this
screen if you need to update how EPIC creates the new file numbers going forward.
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Firm Settings — Users
The final section houses the users setup to have individual access to your EPIC account: \/
A Users

Add a New User

Click the “Add a New User” button to add a new user. A set of fields will appear. Enter in the
information for the person that you would like to have access to your EPIC account:

User #1: .
Delete this User First Name
Last Name

Phone

Email
Login Info:

User ID

Type regular v

Trust Roles

Password
Confirm Password

Add a New User

e First Name

o Enter the first name of the person you are giving access to EPIC
e Last Name

o Enter the last name of the person you are giving access to EPIC

e Phone

o Enter the phone number of the person you are giving access to EPIC
e Email

o Enter the email address of the person you are giving access to EPIC
e UserID

o Enter the User ID for the person you are giving access to EPIC. This can be anything you
want to use First name, First initial followed by last name, full name, Employee number,
it’s up to you.
o Provide this information to your employee as they will need this to log in.
o Type

o No change is needed to this section.
e Trust Roles

o This is not available when setting up a new user.

o This section is to provide access to different parts of EPIC’s Trust Accounting feature.
e Password

o Enter the password that the employee would like to use to access EPIC.
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o If this is lost, you cannot change the agent’s password from this screen without %
their password. They will need to be deleted and set back up.
e Confirm Password
o Re-enter the password to confirm its accuracy.

Make sure to click the save icon when you are done; otherwise, none of the information will be retained
in EPIC.

Similarly, when you click “Delete this User”, EPIC will not successfully delete the user until the save icon
is selected to save the delete user request.

Note: Admin logins provide comprehensive control over system-wide settings, enabling users to update
crucial company information like contact details, banking information, and fee structures. They also
manage user access by adding or deleting accounts and configuring file number formatting. In contrast,
user logins offer limited functionality, primarily focused on allowing individuals to modify their personal
information within firm settings. While users have access to all files, they lack the administrative
privileges to alter broader system configurations. Due to this clear separation of privileges, ATGF
recommends creating individual user accounts for each employee accessing EPIC,
ensuring both security and accountability within the system.

Firm Settings — Trust Accounting
A Trust Accounting

Setup Bank account

Use this section to setup EPIC for your Trust accounting.

e Setup Bank account
o This will launch a new tab in EPIC and take you to the Bank Accounts screen.

Bank Accounts + Bank Account

o Enter all of your trust accounts in this screen.
o Click the button “+ Bank Account” to add your trust account
» Remember, it is recommended that you open a brand new account when setting
this up in EPIC.
. Add Bank Account
Account Name Opening Balance
$ 0
Bank
Cancel @
o Enter the Account Name
o Opening Balance — This field cannot be changed, it is preset to $0
o Enter the Bank Name
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o Click “Save” when done.
e Setup Roles
o This will launch a new tab in EPIC and take you to the “Roles” screen.

Roles

Name Description

Admin Full Privileges rd

=]

o Click the “+” button located to the right of “Roles”

Add Role

Name

Description

Permission Descritpion Read Write
Settings Access to User, Roles, Type Settings, etc. [ o] [ o]
Reports Reconcilation and other reports access > >
Expected Items Access to Expected ltems 1B 1B
Items Access to ltems and related Utilities 5 5
Atributes Access to Aftributes and related Utilities 1B >
Logs Access to Logs and Timelines > >

o This will open the screen to allow you to setup different roles.

o Name

* Enter the name of the role. Use terms like “Escrow”, “Bookkeeper”, “Accounting”,
etc. to help you quickly know what areas of the trust accounting section you are
granting to users.

o Description
» Enter the description of the role you are creating
o Permission

» This section defines ach separate section of the trust accounting and allows you to
grant read or read/write access to it.

e Remember to click the Save button when you are done to save your new role. Upon successful
save, the screen will show an overview of the new role as well as a history tab

Overview History

Name: Settings - Full SO0
Description: Gives full read/write access to the Seftings permissions

Permission Descritpion Read Write
ltems Access to ltems and related Utilities

Expected ltems Access to Expected ltems

Altributes Access to Altributes and related Utilities

Logs Access to Logs and Timelines

Setlings Access to User, Roles, Type Settings, eic.

Reporis Reconcilation and other reporis access

To add a new role, close the tab to go back to the Firm Settings screen and click the “Setup Roles” link
again. Follow the “Setup Roles” steps section above to set a new accounting role. Repeat until you have
all roles setup as you prefer them.
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Calendar Preferences

Changes foram il fle wil ispiay on the calendar foe you goints tha il and save .
Show files on Calendar by

= 2 Calendar
" Client Nzme () Fle e eaienar s you seiem iaplay an Sk Caerdar 12 daplay on the calendar of he persan cunanty foggedin vien he e s smved o Disgley
e ot siaiate st

Display on Clerk Calendar Display on Another Persoris Calendar

s B8 f

|

<]

Display Dat Display on Clerk Calendar Display on Ancther Persaris Calendar

I
I

This allows you to customize the calendar. The default options will automatically show on the calendar
based on the dates shown before or after the defined date. Options are available to force items to show on

specific user calendars, clicking the square with the 3 dots will open a menu showing all available users
to select.

Select a User
[ ERE
Armeristar
ben

Cynd
defaultadmin
Laura
mauricio

Phil

shawna

Tom

UserlD-1
alerie

To add a customized item, label the item as you would like it to appear on the calendar (enter the
description of the event, chose the date that the event is based on, the number of days before or after the
trigger event and if it should appear on another’s calendar; don’t forget to check the first box if you want
the event to appear on your calendar).

Export to IRS

To utilize this feature, you need to have a TCC (Transmitter Control Code) from the IRS. You can get this
by registering for one at www.irs.gov. The first section labeled IRS Filing pulls the information from the
Firm Settings. If the information is incorrect go back to the Firm Settings section for assistance in
completing the information. Information on how to make sure your files are setup to report to the IRS is

contained by clicking on the link ‘Click here for more information’ located in the top right-hand corner of
this section.
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IRS Filing

Click here for miore information

Contact Mama | Test Johnson |

Firm Marme | Attorneys Title Guaranty Fund. Inc. |
Street Address | 7600E Test Avenue, Ste 130 |
Address 2 | |

City | Deaver |

State |co | zip | a0z21-23m1 |
Phone | 1 (200) B00-3001 | Fax| 1(200) 200-8002 |
Federal Tax ID # | 23452 |

IRS Transmitter Contral Code | IRs |

The second section titled ‘Alternate Firm Information for IRS Filing’ should only be completed if you
need to submit the filing under a different firm name. This is usually (but not exclusively) only necessary
if you are filing under a parent company.

Alternate Firm Information for IRS Filing

Contact Name | stirs |
Firm Name | |
Street Address | |
Address 2 | |

city | |

State | | zZin| |
Phone | | Fax| |
Email | |

Faderal Tax ID # | 42223 |

IRS Transmitter Contral Code [« ]

The final section, titled ‘1099-S Information’ is used to generate your file to be sent to the IRS. You will
usually send your report to the IRS during the first week or two of January for the prior year, so enter the
prior year in the first field and check the box to indicate that you are filing for the prior year. Check the
‘Test File’ box only if you are wanting to generate a test file to send to the IRS and are not ready to send a
final package. Click the ‘Check Required Data’ button the have EPIC validate the information that was
saved for the prior year’s files. The ‘View Data’ button will allow you to see the information being reported
to the IRS. Finally, once you have validated your data, made all necessary corrections to each file, you
may click the ‘Create IRS file’. Save the file to your desktop and upload it to the IRS FIRE system.

1099-5 Information

10595 Filing Year | |

Filing for Priar Year? ] Blectronic files SENT December 21 or later must have Prior Year selected.

Test File

Create IRS file | Check Required Data il View Data

For more information on setting up the 1099S on a per-file basis, review the section on the 1099S tab.
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Contact Us
This provides a list of contact methods for ATGF from our main office location, phone numbers and li
to our website.

Agent Monthly Billing Report

This is one of two payment tools you can use to ensure that the amounts being sent to ATGF match what
EPIC anticipates being sent. For any file that was already paid, check the box to indicated that it was
already paid; otherwise, enter the amount of payment and check number that will be sent. Refer to the
Agent Billing report for a more robust tool to help with sending payments (next):

Agent (Member ID: 9999)
ATGF Billing Report for July 2024
Change Endorsement Fee:
Already
End File ¢ Date. Policy # Fee Paid? Amount Check #
aling fie 7i26/2024 MPMS202208003050EN3 || $0.00
SubTotal Title Search Fee §: 0.00
Total Fee:
Description Fee Amount Remitted | Check #
Changs Endorsement Fee $0.00
Total §: 0.00

Agent (Member ID: 9998)
ATGF Billing Report for July 2024

Epic/Epic Plus Remittance Fee:

File £ Policy Date Policy & Remit 1o ATGF ';;e;“’ Amount Check #

5159350

SubTotal Epic/Epic Plus Remittance Fee §: 1,593.50

741112024

ATGF-2024-0386-C0 102

Total Fee:

Description Fee Amount Remitted || Check #

Epic/Epic Plus Remittance $1.593.50

Total §: 1,593.50

Note: ATGF now requests that agents use the “Agent Remittance Report” when remitting payments
manually. You can also choose to use our ACH program instead. Please request information on this by
emailing: title@atgf.net. The agent billing report can be used to track payments sent to ATGF and the
check number used for said payment. Print completed months for your records.

Agent Remittance Report

This is the second payment tool you can use to ensure that the amounts being sent to ATGF match what
EPIC expects. This is also the ATGF preferred tool to use when remitting policy payments. In this report,
you will be shown each month and the amounts due for the month. Locate the month by looking under
the orange print button. Select all the items that you will be paying for.
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Print - August 2024

Epic/Epic Plus Fee:

Agent (Member ID: 9998)
ATGF Remittance Report for August 2024

File # Policy Date Policy # Remit to ATGF Pay?
WE-SamplePolicies M3 8/14/2024 5400.00 000
8142024 520.00 542000
ATGF-2024-0592-C0 8/15/2024 MPCO202403010608N 5258.50 5258.50
ATGF-2024-0629-C0 8/23/2024 0OPC0202408011089N 5267.51 $267.50
SubTotal Epic/Epic Plus Fee Remimeds: 0.00
Change Endorsement Fee:
End File # Date Palicy # Fee Pay? [
ATGF-2024-0386-C0 8/13/2024 MPCO202407008539NENT || 50.00

SubTotal Change Endorsement Fee Remitted$: 0.00

Total Fee:
Description Fee
Epic/Epic Plus Remitted $0.00
Change Endorsemant Fae emimed $0.00

Print - August 2024

Epic/Epic Plus Fee:

Agent (Member 1D: 9998)
ATGF Remittance Report for August 2024

Total $: 0.00

As you click each one, the system will sum all fees due to ATGF and display them at the bottom of the list:

File # Policy Date Policy # Remit to ATGF Pay?

WE-SamplePalicies-MS 8/14/2024 OPMS202408010320N 5400.00 cumnon -
8142024 MPMS202408010521N 520.00 s42008 a

ATGF-2024-0592-C0 8/15/2024 MPCO202408010608N §258.50 525850

ATGF-2024-0629-CO 8/23/2024 OPCO202408011089N 8267.50 $267.50

SubTotal Epic/Epic Plus Fee Remitteds: 687.50
Change Endorsement Fee:
End File # Date Policy # Fee Pay? [
ATGF-2024-0386-C0 8/13/2024 MPCO202407008539NENT || 50.00

SubTotal Change Endorsement Fea Remitted$: 0.00

Total Fee:
Description Fes
Epic/Epic Plus Remined 5687.50
Chenge Endorsement Fee Remitied 50.00
Total §: 687.50

Once you have completed selecting all the items that you need to include for payment, scroll up to reach
the top of the specific month that you are working on and click the orange Print button (in the example
the button is labeled ‘Print — August 2024’). This will generate a PDF that can be printed and included
with payment. For simplicity, you can use this to print a single check for the full amount or you can still
print a check for each file. The sum of all checks must match the remittance report; otherwise, it will be
returned to you for the corrected amount. When sending, do not attach the checks to the report as staples
or tape can cause errors in processing the check/checks. If for any reason EPIC doesn’t match your
expected amount due to ATGF, please reach out to our underwriting team as soon as possible at
Title@atgf.net. If a file is setup incorrectly, it can be fixed only if the policy was issued less than 15 days
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prior. Use the “Regenerate Policies” button in the PIT bar to enable editing. Otherwise, the file will.need
to be corrected using the 110.3b/Form E change endorsement or a combination of endorseme
depending up on the inaccuracy up to voiding the policy and setting up a replacement file.

TRUST

REPORTS

Reconcile
Payables
Reports

Trust Accounts

Reconcile

Reconciliation Dashboard

Account

Select.

This opens the Reconciliation Dashboard. Use the dropdown to select the account that you would like to
reconcile. This will open two sections, Alerts, and Reconciliation History:

Alerts

l @ Your bank ledger is balanced! Bank Ledger ‘
@ You have 6 unclear deposits to the value of $1,191,888.53 older than 5 days. View Report
@ You have 7 stale-dated checks to the value of -$6,797.00 older than 60 days. View Report

Reconciliation History

Reconciliation Date Statement Ending Date Opening Balance Amount Reconciled Closing Balance

Current Page:1

Payables
This will open the Check Printing screen. Select the account and ledger (if desired) to begin

Check Printing

Account Ledger

Select. All
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= | Custom v =l 03/24/2025 to| & o4m7/2025

| ( Pending ) ( Hold Back ) ( Disbursed ) | ( Gombined ) ( Printed )

13 Settlement 4 File 1 Payee T4 Description 4 Status
11/29/2024 Nov 1 PAT Clerk and Recorder of BOULDER County Recording Fees Pending
11/29/2024 Nov 1 PAT Attorneys Title Guaranty Fund. Inc. ‘Agent's portien Pending
11/29/2024 Nov 1 PAT ATGF Underwriter's portion Pending
11/29/2024 Nov 1 PAT Capital One Home Loans Prepaid Interest Pending
11/29/2024 Nov 1 PAT REMAX Real Estate Commission Sellers Broker Pending
11/29/2024 Nov 1 PAT Colorado State Transfer Tax Pending
11/29/2024 Nov 1 PAT RE/MAX DTC Real Estate Commission Buyers Broker Pending
11/29/2024 Nov 1 PAT Richard Tombran Cash To Seller Pending

Reports

Select Reports to be taken to a new screen that provides a list of available reports.

you need to run the report and desired date range to begin.

Reports

Account

Select..

s

| Gustom ~ )
s

(18 o3rszozs ol B o3mam02s

Reports
Reconciliation Summary
Reconciliation Analysis
Book Transactions
Trial Transactions
Cleared Transactions
Qutstanding Transachions
Voided Transactions
Funds Transfers
Megative Balances
Stale Dated Checks

Hold Back Disbursements

T4 Amount

130.00 [

1,155.00

1,155.00

201.36

26,250.00

87.50

26,250.00

822,500.00

Select the account that

From here, select the report. The information will display to the right of the screen. A PDF button is
available to save the information as a PDF for your physical records. Report options include:

Reconciliation Summary
Reconciliation Analysis
Book Transactions

Trial Transactions
Cleared Transactions
Outstanding Transactions
Voided Transactions
Funds Transfers

Negative Balances

Stale Dated Checks
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e Hold Back Disbursements

Reports Reconciliation Analysis Report - 10/1/2024 - 3/29/2025 m
Account !
Select. Bank-Only Matches (Not Entered In Book)
B — None
(Cushm V\'
—— Files With Negative Balances

e Yo Y
\E 1000172024 )m-\ﬁ 03282025} None

Reports Outstanding Deposits

Reconciliation Summary None

Reconciliafion Analysis Stale-Dated Checks

Book Transactions

None
Trial Transactions

Files With Retained Funds (after 30 Days)
Cleared Transactions

Outstanding Transactions None

Voided Transactions
Funds Transfers
Negative Balances

Stale Dated Checks

Hold Back Disbursements

Trust Accounts

This will take you to a list of your trust accounts and allow you to add new accounts. This is the same
screen that came up when you clicked on “Trust Accounts” from the bottom of the Firm Settings screen
(this was covered in the first part of this section.

Bank Accounts + Bank Account

Name Bank Name Amount

HW TEST RBC $743,00253 PR - ]
Mauricio Test TD Canada Trust $1,974,197.01 S @0
Laura Escrow Account First National $101,000.00 S O 0
Valerie Escrow Account First National $0.00 S O 8
Rachel Escrow Account PNC $2 700,604 52 S O 0
Rebecca Escrow Account FirstBank $1,085,504.53 S @0

Current Page:1

REPORTS
The “REPORTS” menu item directs you to a new page where all reports are housed. These reports are
named so that it will be easier to locate. If you need a custom report, locate an existing report that contains
all the fields that you need and then click “Duplicate”. Add or remove the fields as you need to create your
custom report.
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All Files Closing - Mext Manth -
&1 Files Clozing - Mext Wask '
All Files Closing - This Wesk

All Files Closing - Today
Calendar - Mext Week
Calendar - This Manth
Calendzr- Thiz Week
Calendar - Today

I - Stzndard Reports I - Customized Reports
Field Criteria ot Show Sum
| Fite # | |—|
ALL v
’ S
| Client | |—| G
ALL W o
! S
| Closing Date | —
’— [current | [vesr(z) W |_|
| Property Address | o
’— ALL v L]
| Seller Mame | _—
!— AL v L
[ Inctuced in 1099-5 end-of | —
I L
| |
a
m Show Sequence? | |
You can also download the report in one of these types:
@ XML () Spreadsheet (Comma delimited)
Creating a New Report

Note: Any report with green font is a customized report and can be changed/saved/deleted. Do Not
Delete any report unless you have created it. Others rely on this same list to keep custom reports that
they use. Reports that are in black font cannot be deleted or changes saved. If you need to customize an
existing report, please duplicate the report, and save it under a new file name.

Hew Report Name: |

Customize the report after you have successfully saved the duplicate and make sure you save the report
after you make the last customization.

Select a report:
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Otherwise, the changes will not save. EPIC will prompt you to save if you have not done so ‘before
navigating away from the page (it will not do this if you are closing the window).

Choosing a Report Base

Each report varies based on the information tables that the report will pull information. When creating a
custom report, you will want to duplicate an existing report that has the files containing the information
you need for the specific report. Click on the square to the right of one of the fields in the report column
(below are examples of how the field options differ between reports):

x x | %
Select Field e Select Field Select Field e

Craztion Date (Appintment Detail Lender Address
Issued Date Date Lender Fax
Status Description | Lender HUD Address

Archived Long Description Lender HUD Name

ATGF Percentage Time

ATGF Split

omey e |

Attomey Split

Billing Date

Cancellztion Date

Cancelled Files |

Client

Closing Date

Concluded date
Concluded Files |
Concluded Files

Contract Price

CPL Fes
Disbursemant Date |

Endorsement amount |

(Cancellztion Date
EFIC Foa (Cancelled Files

Fila # (Client
File Name - (Closin:

=
#

As shown above, each report may have different fields available (your options will differ). It is important
that you familiarize yourself with the existing reports to make it easier to create new reports when needed.
There is some information that is not available in all reports. Reports providing specific information
relating to files will not show detailed agency information (such as address, phone number, and email
addresses). If this information is needed, you will need to run two reports and combine the data into one
spreadsheet with two tabs. Utilize a VLOOKUP or XLOOKUP Excel formula to pull information into the
primary sheet, if needed.

Generating a Report to View
There are three options to view your reports.

Show Sequence?

You can also download the report in one of these types:
w0 XML (_) Spreadshest (Comma delimited)

Download

e View in browser
o You can click the “Go” button to view the report within the browser. Once the report has
successfully completed, the data will be launched below the window in place of field

chooser.

Erineabi Varsion

Investment Issued files(Total: 3)

Folicy) Folicy) Policy) Policy)
TI000
14500 E

70801

Palicy Number(from Policy) | Polcy Exposure(from Poiioy Premiumifrom Gross Endorsement Amount(fom | ATGF Endorsement Amouri(fiom | Number of Morlgegeson | ATGF Percemtage
Deat
.50
o0

S8 0.0}

77801

760,08

230

81008

11.00{0PC02024000120508 71208
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o Opening and reviewing data initially this way gives you the option (when available)
on row data to open either the file, or the agent information. There are some reports t
do not have this option, so do not report an issue if clicking a row data doesn’t work.

o Viewing your data prior to downloading also ensures that you have a chance to make sure
that you have included all useful data.

o To go back to the report details, click the “Customize the selected report” button.

o The “Show sequence” option by the “Go” button adds line numbers to the rows.

Investment Issued files(Total: 9)

olcy) | Poliey Expasure(irom i from Arvourtirom | Numberof Morlgages on |ATEFP ........
Deal

¢ Downloading data provides two options. XML or Spreadsheet (CSV file)
o XML is useful if you utilize an XML reader or plan to upload the data into a program that
requires the data in such a format, if not, choose spreadsheet
o Spreadsheet is useful as it has your information available instantly in a file readable by
Microsoft Excel. Remember that this is a CSV file, so you will need to save it as a .xls or
xlIsx file for many features within Excel to work properly.
e XML is the default option on the screen, if you wish to download the spreadsheet, make sure that
you change it prior to clicking the “Download” button.

Log Off
Clicking this button will log you off your current session and take you back to the login screen. Make sure
you receive the logout successful message before closing your browser window.
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Main ‘Landing’ Page

Controls Section

This shows all the files that are available to you (in the current view). The default view is ‘Recent Files’
however, you may use the options within the control box to switch your view between ‘Recent Files’,
‘Active Files’, ‘Archived Files’, and ‘Canceled Files’.

Filter

o Use this box to quickly search for files based on the selected view.

o You can use any information in the search field as long as it is contained in the row and
concurrent to each other (you cannot search part of the file number and then part of the
address at the same time). In the example below, typing in “las” reveals all the files that
have “las” in any of the displayed information; in the example, we have three files showing
in Las Vegas and one from Minnesota since the File Name was “Laser Focus”.

Files e [ | crse e | e QY e RS P35

File Property Address Policy Status Closing Date EZ';“C“O" Action

2022000204/ 1827 West Gowan Road, Morth Las Vegas, Nevada 89032 1/31/2023 E LB m

2022000209/ Test Rev 1234 Main 5t, Morth Las Vegas, Nevada 89032 Pre-Approved 2/15/2023 I S B m

ATGF-2024-0417-MN/ Laser Focus g;a?Nﬁorth Cutlaw Lane, Inver Grove Heights, Minnesota 1/26/2024 E S B

TEST-2022000202/ Test-NV- =

2027000202 1827 West Gowan Road, Morth Las Viegas, Nevada 89032 1/31/2023 P LB W
Views:

Files  Fire crwe i | e JUICHY et RN cives | carcetes o0

File Property Address Policy Status Closing Date %E;;saclmn Action

- 1827 West Gowan Rnad North | as Vienas Nevarda - —

Recent
o This view shows you the most recently opened files.
Active
o This view shows you all your files that have not been marked as “Archived” or “Canceled”
Archived
o This view shows you only files that have been marked as "Archived”
o Any file can be archived, at any time. Be sure that you really do want to archive the file as
it may make locating it later more difficult.
Cancelled
o This view shows you only files that have been marked as “Cancelled”
o Only files that have not had a policy issued can be cancelled.
Search Results (hidden when not in use)
o This view shows the results found after clicking on the “Find File” button (covered below).
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o This view appears ONLY when a full search was initiated and will remain active until you
navigate to another page in EPIC.

By default, the columns will show as follows:

FILE PROPERTY ADDRESS POLICY STATUS  CLOSINGDATE qumt C "'\ CANCELLED ACTION
File
o Displays both the file number and file name
Property Address
o Displays the full property address entered or the property description
Policy Status

o Displays the approval status
» “Pre-Approved”: The file has gone through the system review and no issues were
found that would trigger a manual review.
»  “ManualReview”: The file has triggered a manual review requiring underwriter
approval
» Blank: The file has not undergone the system’s review process (this is done by
clicking Pre-Approve in the file or at the time that a commitment is issued.
Closing Date
o Displays the closing date entered for the file
Transaction Type
o P:Purchase
o M: Refinance
Cancelled
o Shows if the cancel indicator in the file was selected
Action
o Displays Action icons to edit, archive, cancel, or restore a file.

You can click on a file to go into that file. There are options that will appear in the action column when
files are present. They function the same; however, they appear differently based on the browser you are
using. The following table provides an explanation of each. The icons used in Edge appear on the left and
those used in Chrome appear on the right in the first column.

I [

Edit This will open the file the same as if you clicked on the file number.
Archive This will archive the file and remove it from the Active Recent Files
list.
Cancel This will cancel the file and remove it from the Active Files list.
Restore This will un-cancel the file and remove it from the Cancel Files list.
Cancelled File
Find File

The Controls section was originally housed in a separate area in EPIC. This has since been moved to the
top of the screen and is located to the right of the filter box labeled “Find File”:
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——
Fies e DD -3 - EEEE 0 et

Clicking on the button will launch a new window to the left of your file list (if operating on full screen)
or over the list of files. This is completely dependent on the amount of screen real estate you have
available for EPIC to use:

atof " MAIN FILE TOOLS REPORTS

atof 7 MAIN  FILE  TOOLS  REPORTS

R S - | e IR e
Files File Property Address
File ;
2022000204/ égggwest Gowan Road, North Li
2022000 2022000206/ WE - NV -Test 1 Nevada Property Street Drive, 2
2022000 2022000207/ WE HUD TEST adfd , Alabama asdfd
2022000 2022000209/ Test Rev 1234 Main St, North Las Vegas, !
R 2022000210/ 709 Bufferfield Drive, Spring Cree
202200 Search by any or all of the criteria below.
‘Search by any or all of the criteria below. 2022000219/ WE_Purclf] Al or part of File Name Five, Absaroke:
All or part of File Name: 2022000 | |
| | 2022000222/ MT2023 Al or partof il No- Frontage oz
All or part of File No.: 2022000 | |
— Frontage Roa
|7| 2022000223/ MT2023() ) o part of Purchaser/Borrower Mame:
All or part of Purchaser/Borrower Name: 2022000 | |
| | 022000224/ MT-20231 lumbia Falls,
— 2022000 All or part of property address:
All or part of property address: - -
S 2022000225/ MT-20224| | | lumbia Falls,
| | 2022000
— Closing Date: I
Closing Date: 2022000226/ test AZ izona 11111
2022000 from| =
fmm‘ | _
202200¢ 2022000227/ WE-HUD- o | ‘ tefish, Montar
w | e
2022000 2022000229/ orth Dakota
2022000 2022000230/ alina test

The Find File search box offers more options for you to search. Use either the File Name (if you have
opted to select one) or the File Number, all or part of the purchaser/borrower’s name, the address or
portion thereof, or the closing date. Once you have entered the information and clicked “Search” your
results will appear in the ‘Files’ section. All files that match the criteria will be displayed. Remember, this
will display all matching content. The more precise you are, the less the results that you will need to
review before locating your file.

Customize the File List
In some cases, the information that defaults to show on the list of files may seem overwhelming. If this
is the case for you, you can change what columns are displayed on the list. To make this update, click
the pencil on the right side of the Controls Toolbar.

Files  Filer LA view Bl Active Cancelled )
| [ reste e [ o e IRV ecers JRRRN Avcive | concelea - o

You will be taking to the “Main List Define” page:
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Main List Define

Field Sort Order

(blank, or1,2,3, ...}
| .

EPIC will only display the last unchanged row; a new row will appear once you select the data for the
first field. The Sort Order field can remain blank; however, if you want EPIC to automatically sort the
list for you, you can enter 1 as the primary sort 2 as the secondary sort, etc. Here are the options to
chose from for the customized view:

Select Field
Status
File Cancelled
Client
File
Closing Date
Address
Transaction Type
Whao has the file

In this example, we will update the customized list to show “File”, “Address”, and “Closing Date”. I have
opted to have the closing date sorted first and then by file number:

@ @

Field Sort Order

(blank, or 1, 2,3, ...)

T |
e =
' Closing Date o |

| | e

Once the fields are chosen, just click the save icon located to the left of the trash bin icon. You will receive
confirmation that the changes were saved successfully. Click “Main” from the toolbar to go back and view
your changes:
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Files P [ceserae | e JRY e 8 s .

File Address Closing Date
2022000204/ 1827 West Gowan Road, Morth Las Vegas, Nevada 89032 1/31/2023
TEST-2022000202/

Test-N\V-2022000202 1827 West Gowan Road, North Las Vegas, Nevada 89032 1/31/2023
TEST-23-0265-ATGF/ 3

TEST-23-0265-ATGE 21258 East Pecan Lane, Queen Creek, Arizona 85142 2/9/2023
2022000209/ Test Rev 1234 Main St, North Las Vegas, Nevada 89032 2/15/2023
2022000207/ WEHUD  2eq p1abama asafd 2/23/2023
TEST

20230279/ TEST-2023- Mranmdy Dond &5 Alanan Kacada 00001 UL L LT

To revert the list to the default setting, click the pencil again. When the page loads, click the trash bin to
discard the customized columns. Two pop-ups will appear, one confirming the intention to delete and the
other confirming that the changes were discarded. The page will reload back to how it appeared when
first opening the page. Click “Main” to navigate back to the main screen.

Creating a File in EPIC

You have a few options available to you for setting up a new file. You can select the “Create File” button
from the main page:

——
flos o =Dem -3 - EREED 0

Or you can use the “Create New File” link located under the file menu:

)
cll§_.‘]£ 4 MAIN FILE TOOLS REPORTS

Create New File

Copy Existing File
Find a File

Access old EPIC

If you are looking to create a file that has most of the information you need already filled in, you can
copy an existing file. You can do this by clicking on “File” and then selecting “Copy Existing File”:
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al_g/fﬁ MAIN FILE TOOLS REPORTS

Create New File

Copy Existing File

Find a File

Access old EPIC

Instructions for creating a new file are located at the links below:

A. Creating a New File
B. Copy and Existing File

Create File field list and description

Eligibility This is the arm’s length question. Please select whether you or someone
with your organization is a part to this truncation:
ELIGIBILITY

Do any of the following statements apply to this transaction * ) Yes @ Mo

« |, my firm, or someone in my firm has a direct or indirect interest in this transaction;
« The parties involved in the transaction are related so the wransaction is not at arm's length;
« The consideration exchanged between the parties for the transaction is something other than cash or a mortgage.

Responsible This field will auto-populate if your organization only works in one state.
Producer If your organization is set up in EPIC to work in multiple states, this field
will default to blank. You will need to click on the ellipses button to the
right of the blank field and select the correct state:

Responsible Producer * | Test2 Johnson J! W
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Description

Import / Export This is used to manually import a file: R

import / Export

This works very similar to the copy existing file but was developed
specifically for sharing files between agents. Clicking the button will open
a new window:

|

 Import

! *Import From Turbo Title TWF Export File O
* Impert From EPIC XML file (O

Click the option “Import from EPIC XML file” to summon the text field:

. Import

| * Import From Turbo Title TWF Export File O

* Import From EPIC XML file @
. Copy your XML Below:

| Import | Cancel

Open your XML file that was exported from EPIC, copy everything in the
file and paste it into the text box and click “import”. Two confirmation
windows will populate to confirm successful import, prior to taking you
back to the Create File screen.

MarketPLACE At the time of writing, this section was reserved for ordering hyperlinked
commitments. They can be requested during initial setup or afterwards by
going to the policy tab.

L
atgff3 agent+

‘Select the service you would e to add 1o this title Order.

i Cost $5.00

ugh & client portal

To request the hyperlinked commitment, click the radio button to the left
of the “Hyperlinked Commitment & Client Portal” label. If you change
your mind, just click “Clear Selection” before creating the file. Once
ordered and confirmed, you cannot remove it.
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Field

File Number

Transaction Type

Foreclosure
Commitment

Closing Date

Disbursement Date

Reconveyance
Tracking

Purchase Price

Description
Use this field to select the type of disclosure document you want
associated with the file:

use Hua?

e 2015 will give you the “Closing Disclosure”
o Most commonly used
e 2010 will give you the “HUD-1” Settlement Statement
o Used usually when requested by the lender.
e Old hud
o Used least often, normally used for cash transactions where
no lender will be used.
This can only be selected from the Create File screen. Once
you change to a 2015 Closing Disclosure of the 2010 HUD,
you cannot go back to the Old hud.
This is not a required field; however, if you do enter information, it must
be unique to this file and not be repeated in any prior files:
File Name | Test Old HUD |

This is a required filed and it must be unique to this file:
Fie Nomber * | ATGF-2025-0803-MT |

This is a required field; select purchase or refinance:
Transaction Type
Purchase will force the “Purchase Price” field to appear.
Indicate if you are generating a foreclosure commitment by checking the
box:
Foreclosure Commitment 0

Enter the date currently scheduled for closing. If you do not know it, you
can leave the field blank. This date can be updated at any time prior to
issuing the policy:

Closing Date | 332023 |5
This field auto-populates based on the Closing Date and Transaction type.
The date will populate same business day for purchases or next business
days after three-day right of recission if transaction type is refinance:

Disbursement Date | 3/31/2023 | ~—

This field is used to add a reminder to your calendar. If you want to track
the reconveyance, enter the date in this field to trigger the reminder.

Tracking | | i Set Date To Trigger Reminder
This field will only appear on files where the transaction type is set to
Purchase. Enter the purchase price in this field. The amount entered here
will automatically update the policy amount field for the owner policy once
the file is created.

Purchase Pri
EEE R |25,3uu.un |

35| Page



Description

Commitment Date This field should show the good through date for the county. You can use e
this to request updates / date downs as a reminder how far back the search
needs to go to cover the gap from the initial search:

Commitment Date

|332023 |

FinCEN GTO Check the box if this file is subject to the FinCEN Geographical Targeting
Order. If you have questions, there is a hyperlink to the right of the
checkbox that will take you to the FinCEN document explaining the
process:

iiﬁﬂmﬁlggm;:d?:f;‘ recemt ™ £or more Information click here
Full Property Use this field when you do not have the full property address and need to
Address not enter a description of the property instead. Checking the box will remove
Available “Street No.”, “Street Name”, “Unit Description”, and “Unit Number”,
replacing it with “Description”:

Full Property Address Not Available ||

Street No. | 883 |

Street Name | Baily Drive |

Unit Description | B it Number|
Unchecked

Full Property Address Mot Available

Des-u'i:rliun| Baily Drive |

Checked
Description This field appears only when the “Full Property Address Not Available”
box is checked. Enter in the description of the property, i.e. Located V2

mile east of Baily Drive and Main Street, or something similar:
Full Property Address Mot Available

Dmﬁ.m| Baily Drive |

Street No. Enter the House number for the street address (2465 or 134-A):
Street No. | 883 |

Street Name Enter the name of the street. Don’t forget to include any directional
information here; i.e. North Main Street West:

Street Name | Baily Drive |

Unit Description Enter the name of the unit for the address (examples include Suite, Floor,
Building, etc.). Click the Ellipses button to the right of the blank field to
see a convenient list to click.

Unit Description | I -
Note: If nothing is entered in this field, the information in the Unit
Number field will not carry over.
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Description

e
Unit Number Enter the information that appears after the Unit description for the —
property address (a couple of examples would be 214-B, or 4):

Unit Number | |

Note: As mentioned in the previous item, information entered into this
field will not populate (EPIC ignores it) unless something is set up in the
Unit Description field telling EPIC that there should be something in this
field.

This is auto-populated by the Responsible Producer selected and cannot
be changed without selected a different Responsible Producer:

State MT

This field holds the zip code. Type in or copy/paste the zip code into this
field. Once you table out, the Town and County fields should auto populate
with the most up-to-date information that we have on file. If nothing
appears for the zip code, it means that the zip code was created since our
list was generated OR that the zip code is erroneous. To validate, look up
your request on the Post Office’s web site: https://tools.usps.com/zip-
code-lookup.htm

7P | 59912 |

This field should auto-populate with the correct information based on the
zip code entered; however, there are times it could be incorrect when a zip
code spans multiple municipalities. Verify that the information is correct
and if not, you can enter in the corrected information directly in the field
without issues:

Town | Columbia Falls l
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Description

This is a required field, the final required field to create a new file. This —
field should auto-populate based on the zip code entered in the Zip field. If

the field does not populate or has the incorrect information pre-loaded DO

NOT type in the county. To update the information, delete the pre-loaded

information and tab out of the field. You should bet a window with a list of

all counties for the selected state, if nothing appears, click on the “Search”

button to the right of the zip code field and select the county from there:

Fareo|EEY-

| (e
| County
| BEAVERHEAD
~ BIGHORN
| BLAINE
| BROADWATER
" CARBON
' CARTER
CASCADE
CHOUTEAU
" cusTER
DANIELS
DAWSON
. DEERLODGE
. FALLON
FERGUS
' FLATHEAD
" GALLATIN
GARFIELD |
. GLACIER
GOLDEMN VALLEY

GRANITE v
| 4

Ceslaitaehiieite i | Checking this box will switch between Fee Simple and Leasehold. This will
dictate how the final polices are worded.

Property Details
Leasehold Indicator [] Unless Leasehold Indicator is checked, the systern will treat interest insured as Fee Simple.
Time Share Checking this box will trigger EPIC to treat the file as a Time Share
Indicator property.

Time Share Indicator O
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Field
Property Use

Conservation
Easement

Easement Estate

Property Tax ID

Hold Open

Certificate of Taxes

Additional Charges
Description

Description
Select if the property is a 1-4 Family Residence:
Property Use 1-4 Family Residential
Yes [ | Mo

If not, once “No” is selected, a drop down will appear so that the alternate

Property Use can be selected:
Please indicate the specific imtended use of this property.
Vacant Land b

-select property use-
Commercial findustrial
Owver-4 Family Residential

Agricultural

Chioestciiiiviies Select if the property is a condominium or Planned Unit Development. If

neither apply, then leave blank:
Ownership

Structure [ Condominium [ Planned Unit Development

Note: EPIC will only allow you to select one of the two options. Once
selected, then the associated endorsements will be made available in the
Endorsement list located on the policy tab (i.e. ALTA 4, ALTA 4.1 for
condominiums or ALTA 5, ALTA 5.1 for Planned Unit Developments).
Check this box if this file is establishing a conservation easement.

Congervation Easement ]
Check this box if this file is establishing an easement estate.
Easement Estate O

W atloageniieiaiiide Check this box if the property includes a Mobile/Manufactured home. This

will trigger a manual review to ensure that property documents were
submitted, signed, and recorded to indicate permanent attachment.
Mobile/Manufactured Homes ||

Enter the Parcel/Tax ID in this field:
Property Tax ID | |

This field is not available in all states. If this property is going to be sold
again within the defined term set in the rate manual, a new policy can be
issued as a hold open. Select the hold open type here:

Hold Open

If you have a fee filed with the state to charge for a certificate of taxes,
enter that amount here if a certificate of taxes will be issued:
Certificate of Taxes Due SI—
0.00 |
If additional charges are being passed to the buyer or seller, enter a

description of the charge here:
Additional Charges Description

| Mone
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Description

Additional Charges The second filed for the Additional Charges Description contains a fee —
Bloouitiatoi et o4 1 amount and paid by field. Enter the amount that will be charged to the file
and select borrower or seller:

Additional Charges Description Paid By: =
Seller
Borrower
Create File This is the button that you will click when ready to create the file; if the

blue arrow with “Create File” is not showing, go back and check all
required fields:

Click to continue with the application.
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EPIC File Management Screens

D s
a];g(fj MAIN  FILE  TOOLS  REPORTS sctautacmn L

File #: 2022000132 File Name: LO-1PC-1MS-1SB. @ $

POLICY ISSUANCE TOOLBAR cPL - l PRE-APPROVE ] COMMITMENT [ FUUCIESI
GENINFO POLICY CLOSING DISCLOSURE/DISBURSEMENT m

agent+ You can order s MarketPLAGE service on the next tah,
Who has the file? B | e

Responsible Attorney  [Test Johnson [ ]

File Name Cancel File [ Force Manual Review [ |
e

Transaction Type

Foreclasure Commitment.

sk P 1173012022

Disbursement Date a0z

ReconveyanceTracking ™4 o, pete To Trigger Reminder

Purchase Price s G00000.00

‘Settlement Agent .
sddress: 7600 E. Eastman Avenue, Ste 130
[Denver, CO 50231-4371

‘Sales Representative ‘enterfedit
lttrece B EZ3E
Commiment Date

File subject to the
requirements of the most

O For more Information click here

recent FinCEN

Geographical Targeting

Order GTOY

Purchaser/Borrower  [Bing Enterprises, LLC |
Seller name/address  [Chandler Bing and Monica Gellar

110 New York Lane
[Barataria, Louisiana, 70036

Once a file is created, the File Management screen will appear. This will also be the landing page once
an existing file is selected from the Files section of the Main page. The main toolbar remains the same
as it is on the Main landing page.

atg(f_) MAIN  FILE  TOOLS  REPORTS actautiacn LA

The File Management page header provides the File Number, File Name, Save icon, Calendar icon, and
notes icon. This is also referred to as the EPIC Header bar.

File #: 2022000132  File Name: LO-1PC-1MS-15B @ g

Icon Name Function

5] Save Saves any changes made to the file

Calendar Launches the calendar. The calendar will show all calendar events for all files for the
current state, not just the current file. The calendar can only be accessed while in a
file as the calendar is state specific. Refer to the CONTROLS section for information

on the calendar.
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Icon Name

P2

Icon

Notes

Places an icon on the file: */

Allows notes to be added to the file by clicking on the pushpin in the file and adding
your note to the provided field. Right-clicking on the icon will allow you to delete

the note if added by mistake, or always show the memo:
o ATGF Delete Note

Rebrand and copy Always Show Note

To add a note, click and highlight the default text and delete it:
[resize] [Delete Note x

[TYPE NOTE HERE] -

-

(Created by: defaultadmin
(Created on: 12/4/2023 11:49

Then type in the note you want to leave for the next person in the file, or as a
reminder.

resize] Delete Note] x
This is a file note. -

Created by: defaultadmin
Created on: 12/4/2023 11:49
Last Modified: 12/4/2023 11:55

The note will show the “Created by:”, “Created on:”, and “Last Modified:”
information in addition to the note that was left.

Policy Issuance Toolbar (PITbar)

POLICY ISSUANCE TODLEAR [ e | Peagoe [ commimem | poices |
Name Function

Click this button to show all CPL options.
Depending on the file, you may be able to issue a
CPL for a lender and/or Borrower. If multiple
lenders are shown as insured on the file, the option

| CPL to issue a CPL will be shown here. Please consult

the rate manual for your state regarding CPL fees.
NOTE: You must have a lender selected, borrower

information entered, Loan Amount, and Loan
Number completed to issue the CPL.
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Function

This allows the user to run a check on the file to sée J
if any selections will force the file into manual

review. The ensuing popup window will tell you if

the file is pre-approved (not required to be

reviewed by the underwriter) or what selections on

the file are causing the file to go into manual

review.
Pre- Note: The file will go into manual review for the
Pre-Approve . . . . . .
Approve underwriter if a manual review trigger is active

on the file. Removing the trigger and clicking the
pre-approve button again will remove the file
from manual review. If the underwriter should
look at the file and no Manual Review is
triggering, check the “Force Manual Review” box
on the GEN INFO tab and then click the Pre-
Approve button.

Click this box to open the commitment screen:

| Commitments |

For files without commitments, you will only see

the “Close”, “Preview New Commitment” and

“Issue New Commitment” action buttons. Preview

new commitment will open a daft watermark of the

Commitme Ccommitment for preview. Use this to validate if all

m nt information is correct on the file prior to issuance
of a new commitment. Issue New Commitment will

issue a commitment with an assigned commitment
number without the draft watermark.

Note: EPIC will check to see if the “Right of Access”
question has been answered on the “POLICY” tab
as well as verify that the box is checked under
“Commitment Details” on the “GEN INFO” tab
labeled “Names match vesting” before it will open
and allow a commitment to be previewed or
issued.
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Regenerate Policies

Policies

Regenerate
Policies

Function
Click this box to open the policy screen:

Policies

mcmner Pelicy (Including Appl. Endorsements)

mh‘tg Policy to test lender (Including Appl. Endorsements)

For files without a policy, you will only see the
“Close”, “Preview” and “Issue Policies” action
buttons. Preview will open a daft watermark of the
specific policy for preview (a preview button will
show for every policy being issued; multiple lender
policies will show individually). Use this to validate
if all information is correct on the file prior to
issuance of a policy (unlike the commitment, once
issued, a policy cannot be issued again). Issue
Policies will issue all policies with an assigned
policy number without the draft watermark.

This function will allow you to move the file back
into active status and is only available for 15 days
after the policy(ies) was/were last issued. Use this
function to correct the file so that the policy(ies)
can be reissued with the corrections/additions. If
this is not available, selecting Change
Endorsement and issuing a 110.3b will allow you to
make corrections to clerical errors, or select an
endorsement that was missing from the original
setup.
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Change
Change Endorsements Endorseme
nts

CALENDAR

After the policy has been issued for longer than
days, the only way to make a correction to the
policy is using the “change endorsements”
function. This appears once the policy is issued on
the file.

Ii

‘Search Existing Endorsements

Create Click to create a new Endorsement.

To preview a previously issued change
endorsement, select it from the list (not shown).
Use the “Search Existing Endorsements” to help
find endorsements that may be in a long list
(usually an issue with construction loans that
require multiple change endorsements.

‘Search Existing Endorsements

m Click to view a draft version of a new Endorsement
Click 1o print and issue a new Endorsement.

|23»288[I - Variable Rate Change Endorsement |

Endorsement:

[ALTA 6 Variable Rate Mortgage v
[MPaz202310000220NENT | - |

L ]

Common uses of the change endorsement are to
issue loan disbursements for construction loans or
to correct policies when errors are found outside of
the 15-day grace period.

Endorsement Type:

For policy number

Premium

The calendar provides you with an at-a-glance view of upcoming tasks. Set the view to see the Day, Week,

or Month.

Note: The Calendar can only be accessed from within a file. Since the calendar is state specific, a file
will open the calendar for that state. This ensures that errors do not cause EPIC to crash when the
calendar attempts to pull data from all states for your organization.

File #: M330 File Name: Glende - 307 6THSTNW  Issued Underwriter Notes

_— 2

On the left of the calendar, you can change the view between day, week, and month; figure 3 shows the
day view as it appears in Edge and figure 4 shows the monthly view as it appears in Chrome.
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CALENDAR
December 29, 2024 - January 4, 2025

CALENDAR
Sunday VIEW
December 29

Monday

December 30 m

Tuesday

mber 31 « M330 (Reconveyance)

Wednesday
January [ ortn

Thursday

January 2 .
+

— [+]

January 3

Saturday

January 4

To add an item to the calendar, click the “Add New Appointment” icon.

The new appointment window will open:

<@ m

Appointment Type | | a

Details

|2 (eq. v3/24/2016)

Date |
Time |

Private .

Link to current file? (

Link to file | | Show File List

Appointment type is updated by selecting from the list of existing options. Click the button with the
three dots to the right of the field to access your options. If an appropriate option is not available, you can
type directly into the field. Note, if you want to save your new option to the list for future use, right click
in the field and chose “Save to favorites:

“Appointment Type” Options Saving a Favorite Same list with favorite saved

SELECT

SELECT Archive File

Attend Conference

Attend Seminar

[Committee Meeting
Conference Call

initial Meeting with Client
Lunch with -

Management Meeting
Meeting 1o Close Transaction
Meeting with Client

Meeting with Client to Sign Document
[Partners Meeting

Personal

Review Account

Review Documents

Review Report

Attend Conference

Attend Seminar

[Committee Meeting
Conference Call

initial Meeting with Client
Lunch with -

Management Meeting
Meeting 1o Close Transaction
Meeting with Client

Meeting with Client to Sign Document
[Partner's Meeting

Personal

Review Account

Review Documents

[Review Report

Note: If you accidentally add an item to your “favorites” list, click on the button with the three dots,
locate the erroneous entry and select it. Once it appears in the Appointment Type field, right-click and
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choose “Remove from favorites”. If this option is not available to you in Chrome because the menu is
missing the ATGF submenu, you will need to download the Chrome Extension. Go to the section of this
manual to setup your browser and follow the steps in the Chrome Specific Setup Instructions.

The Details section allows additional information regarding the calendar event to be set up. It is possible
to save information from this field to your favorites. Just make sure that it is generic enough to be used
in the future. This will help keep your favorite’s list organized.

The Date field should contain the date you wish to be reminded of on the calendar.
The Time field allows for specific time instead of the whole day.

The Private check box, when selected, will restrict the view of the item to the specific login. If you are
not utilizing separate logins for all users, this will not function properly.

The Link to current file, when checked, will tie the event to the current file.
Clear field will clear the file number from the box.

The Show File List button will open the list of files that you currently have active so that you can assign
the date to a different file if needed.

Click the Save icon located at the top right of the window to save the event and add it to the calendar. Or
If you have changed your mind, click on the trash bin to delete the entry and close the dialogue box.
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Tabs

The next section will go over each tab and the options that are available for each section.

GEN INFO POLICY CLOSING DISCLOSURE/DISBURSEMENT Dpoc

A recent update to EPIC has added a feature that will dock the tabs to the top of the screen once you start
scrolling down. This will cause the EPIC Header to disappear and display the following:

GEN INFO POLICY CLOSING DISCLOSURE/DISBURSEMENT Doc

GENINFO
Basic (First) section

Who has the file?
Who has the file? | i | enter/edit

Useful when multiple people are working a file, this will show at a glance, who is working in the file and
what they are currently doing. This is not a required field for a file and is only provided as a tool that is
available to make the day-to-day work in EPIC easier. Click the enter/edit button to set the status of this
field:

Close
Name File Status
[ f o]

Click the ellipses icon to open the current list of staff previously entered.

First time use will require that the staff be entered manually; however, EPIC will store this information
for current and future files so that it can be quickly recalled.

[l staff |
MNAME ADD

For a large list, use the filter function to type in the name of the individual that you are assigning to the
file. If the individual is not on the list, click the ‘ADD’ link. A new window will appear to input all the of
then necessary information to identify the employee. Note: This screen is the permanent information
about the employee, it should not be filled out specifically to one file.
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Field

Staff Member Name

Initials

UserID

Position/Job Title

Office Phone

Office Fax

| ok | cancel

Staff Member Name |

Initials I:I
UserID I -

Position/Job Title

|
Office Phone | |
|

Office Fax

Miscellaneous Contact Information

Contact Method | I - | |
Location Number Location | |

Comments
P
Name Description
~ Staff Enter the name of the employee.
Member
Name
|| Initials Enter the initials of the employee (1, 2, 3..., the system
has no requirements here)
| UserID If the employee has their own login into EPIC

(recommended), select the ellipses and chose the
employee from the list; otherwise, leave blank.

SELECT A USER

Avanze

[ | Position/Job Enter the official position of the employee (not

Contact Method |

Title required)
[ ] Office Phone Enter the direct phone number to the employee (not
required).
[ 1 Office Fax Enter the fax number used by the employee (not
required).
[ ~ Contact Enter the contact method for the employee. Click the
Method ellipses to open a list of preset options:

SELECT CONTACT METHOD
Cell Phone
Home Phone
Email
Home Fax
Work Phone
Work Fax

After selecting the contact type, enter the phone
number associated with this contact method in the
next, unlabeled field.

There are two of these fields required.
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Location Number wse | Location Pick a location number (1,2,0r 3) and enter the nﬁx&
Number of the location. This will open additional contact -
details that can be completed:

Location Number Location [Main Office

ofthe 1

Alternate Location Address

Street 7600 East Ezstman Avenus ]
\ \

City [Denver |

PR [co | zip (802314371 |

Phone [303-292-3085 | Fax |

Firm Email [Title@atgfiner [Fiem Websirelwww.angf.net |

The location field can be completed withing needing

to select a location number from the list.
Comments Comments Use this as needed. It can be used to list employee
specialties, or any other information deemed
necessary.
Once complete, click “Update List” to add/update the
employee information in the list, or click OK to not
add/update the list, just add the employee to this file
only.

Once all the information is updated for the name, click OK to return to the “Who holds the file?”
window. Update the ‘File Status’, selecting from the options available:

File Status
Order Entry e

Order Entry

Abstracting
As=essing
Order Services
Examination
Fre Closing
Closing
Recording
Issue Policy

Click close to return the GENINFO tab of EPIC. The name of the employee and file status should now
display in the first field:

Who has the file? lLaura Hammoud - Order Entry | enter/edit

2010 HUD v. 2015 Closing Disclosure

Next, EPIC will display a button to switch between a HUD or CD. If currently set to CD, the button will
appear as:

Switch to 2010 HUD

Otherwise, it will show:

Switch to 2015 Closing Disclosure
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Note: If you selected the Old hud during the file setup process, changing it to any of the other twq will
prevent you from going back to the Old hud. Additionally, clicking the button will clear all informati
entered on the HUD or CD prior to switching to the other.

Responsible Attorney
Responsible Attorney  [Tzz12 Johnson Bms

In most cases, this field will automatically populate; however, when an organization operates in more
than one state and ATGF is selected as an underwriter in more than one state, the field will remain blank
to allow the user to select the state of the property. Select the ellipses to see all the available options for
the organization:

SELECT LAWYER
Laura AL Hammoud | AL
Laura CO Hammmoud | CO
Laura MV Hammoud | NV
Montana Test | MT
Phill LA Johnston | LA
Test AZ Jones | AZ
Test MWD | MD
Test ND | D
Test2 Johnson | MS

The Attorney name will appear to the left of the bar “|” separator and the state to the right. Select the
attorney responsible for the state where the property is located.

Import/Export
Import / Export

* Export To ScftPRO ProForm @

* Export EPIC file to (xm

Import
* |Import From Turbo Title . TWF Expart File ()

* |mport Issues From Another EPIC File ()

This should only be used to Import or Export an EPIC file. Any information imported will overwrite fields
already present in EPIC. The Import feature should only be used during the initial setup process,
otherwise there is a risk of losing previously entered data with incorrect information. Follow the
instructions for using the feature located in the “Setting up a new File” section.

File Name

This displays the File Name provided when the file was setup. Since it is not a required field, the could be
blank.

File Name ATGF-23-0340 TESTC

Cancel File
Removes the file from Active status and places it as an inactive file in the cancelled view. To reactivate
the file, just remove the check from the box.

Cancel File |
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Force Manual Review
Triggers the file to go into manual review at any time a policy or commitment issuance is attempted 0P
when the Pre-Approve button is clicked. To prevent the file from triggering the manual review after the
first approval, uncheck this box. If in the manual review status prior to clicking the box to remove the
check, click Pre-Approve.

Force Manual Review |

File Number
This displays the File Number provided when the file was set up. This field will never be blank and should
always be a unique, never-before-used number for your organization.

File Mumber ATGF-23-0340

Transaction Type
This field allows the file to be identified as either a purchase or refinance.

Transaction Type |:|

Foreclosure Commitment
Check this box if the file was set up to provide a foreclosure commitment.

Foreclosure Commitment |

Closing Date
The closing date will show the closing date assigned to the file, this can be updated as necessary.

Closing Date 10/31/2023

Disbursement Date
This field changes automatically based on the closing date and transaction type. For purchases, the
disbursement date will be the same as the closing date; for refinances, it is extended to allow for the 3-
day right of recission.

Disbursement Date 10/31/2023
Reconveyance Tracking

This field can be completed to add a date to your calendar. It is not a required field and can be left blank
if preferred.

Reconveyance Tracking 1 Set Date To Trigger Rermindar

Purchase Price
This field only displays if the transaction type is set to Purchase. Enter the purchase price when shown.
Make sure to set this field to 0.00 when changing from purchase to refinance.

Purchase Price § 500,000.00
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Settlement Agent
The field will pre-populate from information that was entered in the Firm Settings. Changes to this fie
will force a manual review on the file when a CPL is issued. If using another underwriter, the
information can be updated by clicking the ellipses to the right of the field:

Settlement Agent n

|Address 7600 E. Eastman Avenue, Ste 130
Denver, CO 50231-4371
Phone:

Use the filter field to locate the settlement agent if you have a long list; otherwise, click ‘ADD’ to add a
new settlement agent:

[.-!-.II Settlement Agents ]
MNAME ATTENTION OF ADD
John Smith Laura R Harmmoud Edit | Copy | Delete

Fill out all the information requested and click “Update List” to add the new settlement agent to your
list or ‘OK’ to not update the list and just save to the file. This section links directly to the Settlement
Agent field on the last page of the Closing Disclosure under the Contact Information section.

0K | Cancel

Name | e.g. John Smith
oo R

L= —

Alternate O

Address

Phone number [ ]
T

T settiement Agent
e E—
ienet [ ] e
) 7600 E. Test Averue,
T R e 130 Derer €6

) 31-4171

R jin
R -
P
A R
e I
T E—

Sales Representative
If there is a sales representative for the file, you may enter the information in this field:

sl Represenae ] e J o
isddress:
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Clicking the ellipses will open the search function to the current list of sales representatives that y
have created. The second tab, ‘All SalesReps’ will show the full list. If the sales rep is not present, clic

‘ADD’:

|r5ear-:h ][AII SalesReps

NAME
James S Agenit

Complete the information requested:

Sales Representative
Information

 ox | cancel

MName

Address

Fax | |

Email | |

ADD

Edit | Copy | Delete

Click ‘OK’ to update the field on the open file, or ‘Update List’ to add the representative to your existing

list. Press ‘OK’ again to save to the open file after updating the existing list.

Sales Representative
Wddress:

e Jer

The ‘enter/edit’ button will open the same window that opened when clicking ‘ADD’ in the prior steps.

Clear will remove any information that was in the field.
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Commitment Details section

ommtment Lt U i Hale Lh

Commitment Date 10/25/2023 -

File subject to the
requirements of the most

[J) For more Information click here

recent FInCEN

Geographical Targeting

Order 'GTO'

Purchaser/Borrower ohn Doe enter/edit

Purciases/mio b [ enterveait |

Seller name/address Mary Seller
Lot 51, Block 21

Bilowi, Mississippi

Mames match vesting

Property Address/ Lot 51, Black 21, Biloxi, Mississippi enter/edit
e o5 ok 7 Bl s [ e

Certificate of Taxes Due 23.00

Additional Charges | |
Description

Additional Charges sl:l . .
Description Paid By:

This section provides the basic information for Schedule A of the commitment and policies.

Commitment Date
Enter the county certified date in this field. The is the date that the county certifies records as
current/official. This field should be updated each time an update/date-down is completed.

Commitment Date 10/25/2023 -

File subject to the requirements of the most recent FinCEN Geographical Targeting Order
‘GTO’
If the county is subject to the FinCEN requirements set forth by the Government, check this box. This will
serve as a reminder to send a transaction report to FinCEN. Unless otherwise specified in release updates
from FinCEN, this only applies to cash transactions. The link ‘For more information click here’ will take
you to FinCEN’s site for additional research.
File s_juhject to the (O] For more Information click here
requirements of the most
recent FINCEN

Geographical Targeting
Order 'GTOY

Purchaser/Borrower name/address
Click the enter/edit button to open the window to enter this information.

Purchaser/Borrower [ohn Doe |
name/address

Select the type of purchaser being entered to reveal the name field. Legal entity will only show one field
whereas Individual will show four. You will need to enter individual names in the fields based on how the
vesting will be established.
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(® Individual | Legal Entity

First Name |John

Middle Name |

Last Name |Dl:|e

Suffix |

State
Postal Code | |

Phone | |

Fax Number | |

Email | |

Contact Info l—v| |

Attention of | |

Business Entity? O
Signed By [ |

For individuals with more than one middle name, enter all the names that will be used there, leaving the
first and last name fields for the first given name and the last surname. Once the last name field is
completed, EPIC will present another name field for a secondary borrower. EPIC will only produce a new
field once the last name is completed for the individual or the entity name is completed for a Legal Entity.

Field Name Instructions
Enter the phone number for the party listed at the top of this section.
Enter the fax number for the party listed at the top of this section.
[900H 0 Enter the email address for the party listed at the top of this section.
Ooieee bt If additional pieces of contact information need to be documented, select the drop-
down and choose from Cell Phone, Home Phone, Email, Home Fax, Work Phone, and
Work Fax; then enter the appropriate information. Each time a new Contact Info Type
is selected, EPIC will open a new line for additional entries if needed.

Contactinte | |
| \
stitocistotoi Enter the Attention of name (if appropriate).
Business Check this box if this party is a business entity. Once checked a new line will open to
Enti allow for the documentation of the authorized signatory for that organization:
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Business Entity?

Title l ]

Enter the name and title of the authorized signor, if you have more than one, that’s
OK as EPIC will open a new section each time you complete one:

Business Entity?
Name l Author Signor ]
Title l Manager ]
Name l ]

Title [ ]

Use this section to indicate who will be signing for the listed party. This is where would
document Conservator, Power of Attorney, Trustee, Personal Representative, indicate
a name change, or use general to be more specific.

Signed By v
FMMA Loan #

Signed By

Conservator

REO #
Power of Attorney
Trustee
Personal Representative

(@ Individual () Legal Entity Now Known As

General

Firet Mama

Below illustrates the use of the General option:
Signed By [ General v]
L [ Author Signor / Court Appointed Referee ]

Name/Title [ l

Seller name/address
This field functions the same as the Purchaser/Borrower name/address field. This field will not appear
for refinance transactions. To edit, click the ‘enter/edit’ button to the right of the field.

Seller name/address Mary Seller

Lot 51, Block 21
Biloxi, Mississippi

In addition to the fields shown in the Purchaser/Borrower name/address field, the Seller name/address
has two additional fields:

Field Name Instructions

onpuce ot If applicable, enter the FNMA Loan No.
# FNMA Loan # [ l

If applicable, enter the REO #
REO # [ l
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Names Match Vesting
Select this field after reconfirming that the information entered in EPIC matches the vesting that wil

on the recorded documents. Note: You cannot issue or preview a draft commitment until this box is
checked.

Mames match vesting

Property Address/Details
This field will show the address information entered regarding the property at the time the file was set
up. To change the information in this field, as well as to access additional information regarding the
property type, click the ‘enter/edit’ button:

g'e‘:l’,'f"f Address/ Lot 51, Block 21, Biloxi, Mississippi | enteredit
alls

Full Property Address Mot Available )

Steet No. [ ]

Name |Lot 51, Block 21 |

Unit Description I:I a Unit Number| |

Town [Biloxi County |AMITE | search

The first section contains the property address or description (if the address is not available) click the
‘Full Property Address Not Available’ box to toggle between the two:

Full Property Address Mot Available

Description |L-:>t 51, Block 21 |
Town |Biloxi lcounty [AMITE =

When completing this field, NEVER type in the county. Enter the property zip code and EPIC will pull
the county with the greatest chance of matching. If, in the rare event, EPIC displays the incorrect county,
delete the county name that the system pulled and tab out of the field. A list of all counties will appear,
type the county you are looking for in the search field and click ‘Search’ or scroll down the list to locate it
(the list is in descending alphabetical order). Click the county name once located. More commonly an
issue is the incorrect Town as there are increasing number of zip codes that will span across multiple
small towns/districts. This field can be deleted and typed over without special regard towards an existing
list. Go to the next section to update/confirm the information entered.
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Leasehold Indicator [_] Unless Leasehold, Contract Purchaser or Contract Seller are checked, the systemw
Simple.

Lessee Name

Contract Purchaser [

Contract Seller [

Time Share Indicator |

Property Use 1-4 Family Residential
B Yes [ No
Ownership
Structure [C) Condominium [_] Planned Unit Development

Conservation Easement |
Easement Estate [

Cannabis Deal [

Mobile/Manufactured
Homes
Property Tax ID

If this should be set up as a Leasehold, Contract Purchaser, or Contract Seller, make sure that the
appropriate box is selected. If the Leasehold option is selected, enter the Lessee Name in the field. The
Time Share Indicator will be selected for any Time Share transactions.

The Property Use will provide two options for the 1-4 Family Residential question. Yes (it is a 1-4 Family
Residential property) or ‘No’, it is not. If no is selected, you will receive a couple of pop-up messages with
information regarding the file and steps that need to be taken.

Property Use 1-4 Family Residential Please indicate the specific intended use of this property.
Clves B No -select property use- o

-select property use-
Ownership Commercial findustrial
Structure [T Condominium (] Planned Unit | Over-4 Family Residential
Vacant Land
Agricultural

Conservation Easement |

Confirm these pop-ups to get the intended use drop down. Select the option that best suits the property
type for the file. It is important that you have this set correctly as there are endorsements that will not
show up unless the property type that they service is selected. The ownership structure works the same.
If the property is a condominium or Planned Unit Development, ensure that you select the right option.
Again, there are endorsements that will now show up if they are not selected. The next four checkboxes
identifies if this is a Conservation Easement, Easement Estate, Cannabis deal, or Mobile/Manufactured
Home. Each of these will trigger an event in epic needed to complete the file type. Cannabis will ensure
that the cannabis exception is added to the file and Mobile/Manufactured home will trigger a manual
review to confirm that either the non-affixed exception is added to the file, or all properly recorded
documents are shown to ensure the property is taxed as real property instead of personal property. The
final option in this section is the Property Tax ID. Enter the Tax ID as shown in county records here.
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Please fill description in box below

B I U %E==

In the Schedule C — Legal Description Details field, you have two options to get the Legal description
into EPIC. The first option is type or copy/paste or type in the legal inside the text box provided. If the
legal description is too massive to do this way, you can upload a PDF instead. To upload a PDF, click the
link ‘Upload a Schedule C PDF..."” and follow the instructions to upload files.

File {PDF cnly) Choose File | Mo file chosen

Click Choose File to locate and select the file containing the legal description. After you have selected
the file and clicked OK from the file explorer, click ‘Upload’ on the screen. Once the upload is complete,
click ‘Close’. Scroll back to the top of the screen and click Close to save changes to the system and
refresh EPIC with the latest changes.

Certificate of Taxes Due
This will normally pre-populate based on the information provided in the Firm Settings. If the field is
pink, it means that the information was overwritten. To remove an overwrite and insert your latest
information, right-click on the pink field, go to the ATGF and then click ‘Remove Overwrite’ from the
available options. Once the field is no longer pink, updates can be made to the field. An existing
overwrite will not take a change to the overwritten field, you must remove the overwrite and restore the
field to the original state before you can overwrite with a new amount.

Additional Charges Description
This is not a required field; however, it always appears on the final commitment. I prefer to complete
the field with ‘None’ instead of leaving it blank, it just allows for a better-looking commitment.
Alternatively, you can also use this field to place fees for additional services such as a secondary parcel
search, etc.

Additional Charges
Description

Additional Charges 0.00 ) ]
Description S Paid BY'

none

Additional Charges Amount
Enter the amount of the additional charge. If no charge, enter 0.00. This will prevent the commitment
from having a floating ‘$’ with nothing associated to it.
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Paid By:
This field should be changed to show the party responsible for the additional charge, the seller or the
borrower. It does not need to have information completed if the additional charges are 0.00.

W

Seller
Borrower

Owner Policy Details
This section will only appear on files with transaction type of Purchase.
Dwner Policy Details
Owner Policy Jacket Policy # Policy Date Palicy Amount

- | U | & [s00,000.00 |

Rate Table Discount

8 =8
Recording Infc4 | B

Policy Time: | |( eg. 10:00 am.)

Owner Policy
When the transaction type is set to Purchase, this field will default to ‘Owner Policy’. Select this option
to change to ‘Not Insured’ if a policy will not be needed.

Owner Policy
Cwner Palicy »
Met Insured

Owmer Policy

Jacket
This field will allow a selection for the type of policy needed and varies based on the filed rates for each
state.

Jacket
|Standard n
To change, click the ellipses button to the right of the Jacket field and choose the policy type needed.
SELECT
Mone
Extended
Homeownear's Paolicy
Standard

Policy#
This field cannot be edited and will be populated by EPIC once the final policy is issued.

Recording Date
The policy date will be the recording date. You can either type the date in as #/#/#### or click the
calendar icon and select the recording date.

Recording Date
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Policy Amount N\
This field is automatically populated based on the amount entered for the purchase price. If a differe

amount is being requested, the field will need to be updated manually which will trigger an overwrite
confirmation. This field should always match the Purchase Price field in the first section unless the
amount of insurance is less than the purchase price, if so, then you should update this field with the
insured amount.

Policy Amount
500,000.00

www.attorneydonedeal.com says

Overwrite calculated value?

Rate Table
The information available in this field is based on the filed rates in the rate manual. In most cases, there
will be only two options; however, in states where an owner policy has multiple rate tables, they will
appear here. Click the ellipses button to the right of the table type currently selected. Any rate table shown
in the rate manual that affects the owner policy will show here.

Rate Table
=
SELECT
Mone
Base Rate

Discount
Like the rate table (shown above), this field is based on the filed rates and available discounts. Click on
the ellipses button to the right of the current discount type shown (the default is none). This is based on
the discounts available in the property state and may not match the below screen shot.

Discount

=] - |

SELECT

MNone

Charity/MNon Profit

Hold Open - Foreclosure
Hold Open - Investment
Judicial Foreclosure
Leazehold

Reissuance

Builder 1-50

Builder 51-100

Builder = 100

Time Share
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Recording Info
This is an editable field with the preformatted text available by clicking the ellipses button to the righ
the text field. Since this field is being inserted into documents, all responses should begin with ‘the’.

Recording Info a

SELECT
the Deed in Lieu of Foreclosure
the Public Trustes’s Confirmation Deed
the Special Warranty Deed
the Warranty Deed

You can add to this list of items by typing in the type of document being recorded. Right-click on the
manually entered text and choose ‘Save to favorites’ from the ATGF submenu:

Recording Infa[the ASSUMPTION WARRAN

Emoji

Undo

Paste

s plain text

Writing Direction

Open in reading mode m

ATGF Select from favorites

Get image descriptions from Google Save fo favorites
Remove from favorites

Inspect

Now the new recording info will show in the options that are displayed from the ellipses button:

SELECT
the ASSUMPTION WARRANTY DEED
the Deed in Lieu of Foreclosurs
the Public Trustee's Confirmation Deed
the Special Warramty Deed
the Warranty Deed

Policy Time
The policy time will be the time shown on the recording stamp from the county. You can enter the time
in either 12h or 24h formats (i.e. 1:00 p.m. or 1300). We have had users enter “Exact time of recording”
instead of an actual time.

Policy Time: i eg. 10:00 a.m.)
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Lender Policy Details

Lender Policy Details
Lender
1 ‘ United Wholesale Mortgage, ‘a Ll

Amount
| 5480000 |

Loan #
1225070237 |

Document Date
| 212812025

Interest Rate Days in Bank Year

Palicy

Jacket

Policy Amount
| 548,800.00 | |

Recording Date

Policy #
TBA

Rate Table
a

Policy Time: |

\ |- R

New Deed of Trust borrower matches new vesting
deed

Discount
a

|( eg. 10:00 am.)

Lender

The lender information is entered/selected by using the ellipses button located to the right of the Lender
field. All the information needed to complete this will be included in the lender closing instructions.

Lender
1 |Unitedwhnlesale Mortgage, |n )

The window that launches will have two tabs “Search” and “All Lenders”. By default, there are no lenders,
the list is built by each agent as policies are set up. The “Search” tab enables a search of all lenders entered
in to EPIC under the currently active account. To visually search the entire list, click on “All Lenders”. If
no lenders are present or the lender needed is not on the list, click “ADD”:

[search | &l Lenders [search | all Lenders ]

Search My List

Name Contains: |

LENDER BRANCH
°Academy Mortgage Corporation
aliina lender

alina IE lender

ADD
Edit | Copy | Delete
Edit | Copy | Delete

Edit | Copy | Delete

Complete as much information as possible to prevent a need to edit the information later, I have split out
sections in multiple screen shots below:

 sect Another | 0K | cancel

Lender Name

Branch | |

Successor Language |.=.n d/or its successors and assigns as their i|

MERS Language |Mongage Electrenic Registration Systems, I|

In the first section, information entered here directly ties to the information shown on Schedule A of the
policy. First, enter the name of the lender and then the branch information can be used to help with
identifying the lender in the future. Branch information shows up in the Branch column whenn searching

or scrolling through the list of All Lenders.

NMLS 1D

License ID

Lender Address

Phone

Fax

[ ]
[ ]
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In the second section that I have cropped out, you will see the NMLS ID, License ID, Lender Address,
Phone, and Fax. This information will automatically fill in on the Closing Disclosure so that you do not
need to re-enter it each time you select the specific lender in the future. The lender address section has
two fields, the first should be for all street address info and the second should be for the city, state and
zip code. Again, fill in all pertinent information so that you do not need to add it again if you use the same
lender on a different policy.

Contact Name
First Name
Middle Name
Last Name

Suffin
NMLS ID

LicenselD
Fax

Email

Processors
Name

Phaone
Fax

Email

There are other parts of EPIC that will use information from this section, such as the CPL Lender
Information, and Address for document/policy return Once you have completed all the fields you can,
click ‘OK’. This will update the lender’s information on the file and save that information for future use.

Amount
Enter the amount of the note (this is the loan amount is written on the Deed of Trust/Mortgage). This is
not the insured amount.

Amount

400,000.00

Loan #
This should be provided by the financial institution; however, if it is not available you may use TBD or
simply leave the field blank. It is not required to have information here to complete a file setup. You will
not be able to create a CPL unless there is information in this field.

Loan #
123456

Document Dated
This field reflects the closing date. This is the date that will be shown on all recorded documents
indicating the date the documents were signed.

Document Date

10/11/2024
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Interest Rate \—/
This is not a required field. Information used here will transition to the HUD.

Interest
Rate

2.9000 |%

Days in Bank Year
This enables the system to calculate interest on the loan correctly. It is not a required field but will

transfer into the HUD and assist in making it easier to complete that document.

Days in
Bank Year

Policy
The Policy drop down enables you to select the between Mortgagee and Not Insured.

Policy

Mortgagee w

Policy
Mortgagee
Mot Insured

Mortgagee

Jacket
This works the same as the jacket for the owner policy. The options available are based strictly on the

rates filed in the property state.
Jacket

-]
SELECT
Mone
Extended
Standard
Short Form

Policy Amount
This field is for the insured amount. Normally, EPIC will auto-populate this field once the “Amount” field

is entered. This field can be overwritten to change the amount of coverage being requested. Most
commonly used for reverse mortgages where the coverage amount is 2/3 of the loan amount or in cases
where lenders want more coverage than being loaned (such as coverage for the value of the property).

Policy Amount

400,000.00

Recording Date
This field captures the recording date and (in most cases) will be the same date shown in the ‘Policy

Date’ on the Owner’s Policy.
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Recording Date

Policy #
This field is not editable and will populate once the final policy is issued.
Policy #
TBA

Rate Table
This is like the Rate Table shown in the Owner Policy section. The available options to select will be based
on the filed rates for the state where the property is located and specifically tied to all lender-based rate
tables shown in that state’s rate manual.

Rate Table
B
SELECT
Mone
Base Rate
Bundled Refi
Junicr

Bundled Residential Reverse

Discount
This section allows you to select available discounts to provide for the lender policy. The discounts
shown will be based on the approved rate manual for your state.

Discount

fronel [

SELECT

Mone

Charity/Mon Profit
Commercial Refi
Constr. to Permanent
Home Equity
Leazehold

Refinance
Reissuance
Simultan=ous

All the discounts that are shown in the rate manual will show up here. If a discount is selected that is not
compatible with the file, an error message will be displayed when attempting to issue a commitment.
Additionally, selecting some of the discounts will present a new set of questions in the Lender Policy
Details section once the screen closes.

67| Page



Rate Table Discount

a [constr. 1o Permanent a
Policy Time: | |[ eg. 10:00 a.m.)

Is this Permanent Loan replacing a Construction Loan issued within the i@ Yes () No
last year? R HEEAS

Old Policy Amaount: I:I

Figure 1: Construction to Perm Discount Rate example

Policy Time
The “Policy Time” will be the time shown on the recording stamp from the county. You can enter the
time in either 12h or 24h formats (i.e. 1:00 p.m. or 1300). Some lenders are fine with entering “exact
time of recording”.

Policy Time: | |[ eg. 10:00 a.m.)

Minnesota & North Dakota

These two states have an additional two questions that need to be answered: “Construction Loan?” and
“MERS Language?”. Please select the appropriate option based on the loan type and the lender
preference. MERS Language tells EPIC how to display the lender in Schedule A. Failing to answer this
question will cause the lender information to not show on the final policy properly, if at all.

Construction loan? ) Yes (@ No
MERS Language? () Yes @ Mo

Add Lender
In the even that you need to add more than one lender to a file, click the ellipses button to the right of the
blank Lender field located just below the Lender information that was just completed:

| |-

This will operate the same as the Lender field shown previously.

HUD 2010
This appears only on lenders added to the file after the primary. This allows the setup of a separate HUD-
1 settlement statement or CD for that specific lender. To use the HUD-1 settlement statement check the
2010 HUD field, otherwise, leaving it unchecked will provide the CD.

2010 2010
HUD? HUD?
L
Figure 2: Configuration for CD Figure 3: Configuration for HUD-1
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New Deed of Trust borrower matches new vesting deed
Select this box when you have confirmed that the vesting for both the Deed and Deed of Trust/Mortga
match.

Mew Deed of Trust 0
borrower matches new
vesting deed

Listing/Seller Agent
This section allows you to enter the information for the Listing Agent. The benefit to completing this
information is that it allows EPIC to update the HUD/CD for you.

Listing/Seller Agent Realtor 1 emerfedit | clear
Realor 1 [ | emev/edit ] clear
Commission % |2.80 | Commission Amount EIMJ':":":'-DD |

If this is an agent that was on a prior file, you can click the ellipses button to locate them from the list (use
the search tab to search by name or scroll through the list from the ‘All Agents’ tab), if you could not locate
them, you can use the ‘ADD’ link to enter the agent’s information; however, you can skip directly to
entering the information by clicking the enter/edit button.

ok ] cancel

Name | Realtor 1
NMLS ID | |
License ID | |
Address
P

Phone | |
Fax | |
Email | |
Attention of | |

First Name | |

Middle Name | |

Last Name | |

Suffix | |

NMLS 1D | |

LicenselD | |

| |

Fax

Transaction Coordinators
Mame | |

Phone | |

Fax | |

-
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Once you have entered the information (or updated existing information), click the “Update List”
to save the agent to your ongoing list and/or click the OK button to save the information to this file a
go back to the GENINFO tab.

Next, enter the Commission% or the Commission Amount. The system will automatically calculate the
Commission Amount if the Commission% is entered first. This information will be transferred to your
closing docs.

Selling/Buyer’s Agent
Follow the same instructions here as shown for the Listing/Seller Agent section.

Selling/Buyer's Agent  [Realworz emter/edit | clear
Reahor2 . | enter/ecit | clear |
Commission % | 200 | commission Amount 3| 10,000.00

Mortgage Broker
Follow the same instructions here as shown for the Listing/Seller Agent section.

orggeBker i 57 5

Address 3004 Canal 5t
Ruston, LA 71270

Other Side’s Attorney/Title Agent
Follow the same instructions here as shown for the Listing/Seller Agent section.

— v BCDs
Attomey/Title Agent Buyers Attorney  Tel #sdfs  Fax #df | =

Other Side’s Attorney Attorney
Follow the same instructions here as shown for the Listing/Seller Agent section.

Oersides ey [ 75 7z [ J e J o]
Attorney

Policy Details Summary
This section provides a summary of the file and policy information. The fields in this section cannot be
edited directly, but are completed by EPIC as additional updates/entries are made in the file:

Policy Details Summary
Owner: Not Insured

Lenders:

1 United Wholesale Mortgage, LLC: Mortgagee Type: Standard Policy #: TBA
2 Bank of America, N.A.: Morigagee Type: Extended Policy #: TBA

To edit the policy, click the Policy Tab
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Archive File

The icon located at the bottom center of the GENINFO screen allows you to Archive the file. This is uw
done to get rid of dropped deals, but keeping the information in EPIC in case the deal comes back or a
new deal for the same property comes through.

=
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Policy Tab

GEN INFO POLICY CLOSING DISCLOSURE/DISBURSEMENT DocC
Master Action List
Master Action List

Premium Calculator

Schedule A
Recording Information OP($300,000.00): $2,000.00 ()
Full rate OP: $2,000.00
MP 1(5400,000.00): $840.00()

5 - TRID

Chain of Title TRID OP: S

Deeds
TRID MP 1: 81,6000 |

Difference
commitment/ TRID §0.00
Remit to ATGF: §743.75
Schedule A

Click on the ‘Recording Information’ link to open the window to update the Deed of Trust recording
information. Note: this screen will only require updating when a lender policy is listed in the GENINFO
tab under the Lender Policy Details section. In the header section you will have the ability to update the
“When recorded return to:” information:

When recorded return to:
Mame: |Att-:urne3.rs Title Guaranty F|

7600 E. Eastman Avenue, Ste 130, Denver, CO
Address: 802314371

o

The next section labeled, “Lender Policy — Recording Information” presents all lenders, regardless as to
whether the policy is insured. All information is pulled from the GENINFO tab, make sure that you have
updated the recording dates there in the Policy Date field for the owner policy and the Dated Date field
for the lender policy(ies). You should only need to update the “Trustee” and “Instrument Number” fields.

1 |Ca|:i'.a| One Home Loans |

-

Trustor: |.John Doe |
Trustee: | |
Beneficiary: |Eapi‘ta| One Home Loans |
Recorded: = (eg. 03/24/2016)
Instrument Number: l:l

Deed of Trust exscuted by John Dos, as Trustor, granted to Capital One Home Loans, its successor and assigns, as
Beneficiary, , as Trustee, to secure the payment of $400,000.00, dated October 31, 2023 and recorded December 5, 2023 in
, AMITE County Records.

Minnesota and North Dakota have a different screen as well, only displaying the option for the policy
date, recording date and Document No / Reception Number / Book and Page and is only limited to what
can be typed into the field. Keep in mind that anything that is typed in the field will be preceded by
“document number”, so type information into the field based on that, i.e. document number “696859 in

72| Page



Book 576 at Page 34”. You also have the ellipses button that will give you several different preformatted
clauses to choose from.

Note: Do not make changes to the Clause field until you have completed all the information in the input
fields prior to it. Once the information is changed in the clause box, it will stop getting updates from the
fields above it.

Lender Policy - Recording Information

1| Bank of America, N.A. |
Policy Date:| 10/7/2024 | 1=
Recording Date:| 10/7/2024 | =

Document No. / Reception Number or Book and Page: | 2024:65355

Mortgage, dated 10/7/2024, recorded 10/7/2024 a5 document number 2024:65356,
securing 5350,000.00, executed by Sven J Svensson mortgagor, to Mortgage Electronic
Registration Systems, Inc. as nominee for Bank of America, N.A., mortgages.

Select
Mortgage from ...
Mortgage from _..
MERS Mortgage from ...
Mortgage, dated ..
Mortgage, dated ... Assignment
MERS Mortgage, dated ...
MERS Mortgage, dated ... Assignment
Mortgage, full date ... asignment

Note: Depending upon the state, some of these fields will be missing. For instance, UT does not have the
text box, it has the fields available for the Document Date, Loan Amount, Trustor, Trustee, Beneficiary,
Recorded Date, Entry Number, Book Number, Page number, as well as a section when the original Deed
of Trust needs to be re-recorded:
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Lender Policy - Recording Information

1 | Academy Morgage Corpt

Date: 12/18/2024

Amount: 275,000.00

Trustor:

Trustee:

Beneficiary: Academy Mortgage Corporatii
Recorded: + (eg. 03/24/2016)
Entry Number:

Book:

Page:

Re-recordings
= Purpose of Rerecording:

Recorded: = (eg. 03/24/2016)
Entry Number:
Book:

Page:

The clause will auto generate based on the information that is entered above it. If any information needs
to be manually updated, the clause can be edited directly in the text box. Do this only after all the fields
above the clause are complete. Once changes are made to the clause field, it will change to an overwritten
field and no longer update. Always remove the overwrite a field before changing it.

Deeds
This section contains the 24-month chain of title. Complete all the fields before entering another deed.
Once you have completed both the Grantor and Grantee, you will see the current entry receive a “#1 Deed”
to the left of the “+” sign. After completing the information for the current deed, click the “+” sign to open
a new blank card to enter another. Continue this until you have entered all the deeds recorded in the last

24 months.

+
Grantor Grantee
Instrument Type Document Name Document Date Recorded Date
Book Page Document #
Clause
e

The clause will auto complete based on the information entered in the fields above it.
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NOTE: The “Book”, “Page”, and “Document #” fields will only update the clause if theyw—/
information; otherwise, the clause will not show “Book”, “Page”, or “Document #” if they are blank.

Book Page Document #
Clause
Marilyn Monroe to John Doe by Warranty Deed dated 1/25/2023 and recorded 1/25/2023 in the Official Records of AMITE
County.
4

Book Page Document #

20230189635
Clause

Marilyn Monroe to John Doe by Warranty Deed dated 1/25/2023 and recorded 1/25/2023 FELN e et s Ly e gt s [ [ E e e
in the Official Records of AMITE County.

Book Page Document #
56 20230189635
Clause

Marilyn Monroe to John Doe by Warranty Deed dated 1/25/2023 and recorded 1/25/2023 []ENs859as Document Number
20230189635 in the Official Records of AMITE County.

Book Page Document #
56 321 20230189635
Clause

Marilyn Monroe to John Doe by Warranty Deed dated 1/25/2023 and recorded 1/25/2023 in Book S6lEEara] as Document
MNumber 20230189635 in the Official Records of AMITE County.

In some instances, you may need to change the clause from the pre-format provided. This is allowed in
EPIC, but it is recommended that you fill in all the fields prior to changing any information located in the
Clause field. Once all edits are made, press the Tab key to tab out of the field and trigger the overwrite
confirmation box. Upon confirmation, the field will turn pink to visually indicate that it was overwritten.

Note: You will need to remove the overwrite prior to making any corrections. This will clear all changes
and put the field back to the default clause. Make all the updates necessary to the clause prior to tabbing
out of the field and confirming the overwrite.

Add another Deed by clicking the ‘+’ located at the top of the window:
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Grantor Grantee

Marilyn Monroe | 'H:"r Doe

Repeat the above steps for each deed in the 24-month chain of title. You can change the order of the deeds
by right-clicking on a deed tab and selecting either “Move Deed Up”, “Move Deed Down”, or “Delete
Deed” from the ellipses button.

Move Deed Up
Move Deed Down
Remove Deed

When complete, click ‘Close’.

Premium Calculator
This provides an overview of the file’s coverage and premiums, including the agent/underwriter split, and
TRID calculations.

Premium Calculator

OP(3500,000.00): $2,000.00 ()
Full rate OP: $2,000.00
MP 1(5400,000.00): 5840.00()
TRID

TRID OP: 5/1,240.00
TRID MP 1: 5/1,600.00
Difference

commitment/ TRID AL
Remit to ATGF: 374375

The TRID can be updated from this screen without launching the full Premium Calculator window. The
TRID information populates section ‘H’ of the Closing Disclosure. The TRID is calculated using
information from the CFPB; however, to get the information to appear in the CD so that it matches the
actual EPIC premiums, you may need to update these to reflect the OP and MP amounts shown on this
window.

To get additional information on the file, click “Premium Calculator”.
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Date when Rate was o ) .
Quoted L Fill this in only if the rate calculated automatically does n¢

the quoted rate

Premium Split Percentage: Member/Agent: [ ATGF: [ Pe

Owner Policy

Policy Date [12/5/2023

OP Amount P ——
o[50000000 |

OP Premium 8!2-033 00 |

v . ATGF Premium Information
o  Calculate

Lender: Capital One Home Loans

’ Gross Premium s[: 840.00
MP Amount $400,000.00 | Endorsements §(35.00
MP Premium 5@ Agent Reinsurance Contribution  $0.00 ($0.00
Mortgage £2 CPL Fee §[25.00

Lender: al;ina lender

Remit to ATGF S|
MP Amount $5000.00
Retain S‘—

MP Premium $0.00 |

Date when Rate was Quoted
This field is used when quoting rates after a rate change. Inputting a date prior to the new effective date
will force EPIC to use the old rates.

ettt B — -
Quated Fill this in cnly if the rate calculated automatically does not match
the quoted rate.

Note: This is most commonly used when there are new rate filings with the state. This ensures that the
price that is quoted for closing remains and is not updated based on the newly filed rates.

Premium Split Percentage: Member/Agent

These fields are for information only and cannot be edited. The information shown reflects the current
split based on the agency agreement currently in effect. If this rate should differ (issuing a file prior to a
new split agreement), the underwriter will need to update the split on file until the policies are issued and
change it back.

Premium Split Percentage: Member/Agent: | [ ATGF: [ fe

Owner Policy

This field indicates whether the owner policy selected from the GENINFO tab is insured or not (this will
not appear when refinance is selected during file setup). It will display Owner Policy or Not insured. If
the file is a refinance, this field will not show on the premium calculator.

Owner Policy

Note: If there is an owner policy field showing in the Premium calculator for a refinance file, it means
that there is information hidden in the Owner Policy field. To fix this, go back to the GEN INFO tab and
change the file to Purchase and change the sell price to $0.00. Then, go down to the Owner Policy Details
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section, make sure the coverage amount is $0.00 and then change the Policy from Owner Policyto Not
Insured. Once this is done, you can change the file type back to refinance. That should have resolved th
problem.

Policy Date
The Policy date is the recording date and can only be changed from the GENINFO tab. This field will
not show up for all states.

pﬂll{ff Date 12/5/2023

[ o= T

OP Amount
This field reflects the coverage amount for the owner policy. This is normally the purchase price, but
may differ based on information entered in the GENINFO tab.

OP Amount 4[500,000.00

OP Premium
This field reflects the premium charged based on the OP Amount (coverage). Any discounts selected
will also be reflected in the premium.

OP Premium ¢/2,000.00

Mortgage #1: Lender
This field shows the name of the lender in the first (#1) position as entered in the GENINFO tab.

Mortgage #1

- Capital One Home Loans
Lender:

MP Amount
This field reflects the coverage amount listed in the Policy Amount field from the GENINFO tab.

| MP Amount 5 400,000.00 |

MP Premium
This field reflects the premium charged based on the MP Amount for this mortgage less any selected
discounts shown on the GENINFO tab.

| MP Premium 3{540.00 |

Note: All additional lenders that are entered on the GENINFO tab will also appear in separate boxes
below the Mortgage #1, each labeled with the corresponding lender from the GENINFO tab.

Mortgage #2

Lender: al;ina lengder

MP Amount 3=.000.00
MP Premium £0.00
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ATGF Premium Information:
Gross Premium ~—

This is the total of all policy premiums. This amount is subject to the split mentioned in the previous
section.

ATGF Premium Information

Gross Premium 2,640.00

Endorsements
This reflects the sum of all endorsements that were added to the file from the Policy tab. This amount is
subject to the split mentioned in the previous section.

|Endorsements §/35.00

Agent Reinsurance Contribution
In most cases, this field will remain 0.00; however, any file that exceeds $20,000,000.00 (at the time
this manual is written) will require additional premium to be paid by the title agency. The amounts due
will be shown here. Note: The Agent Reinsurance Contribution amount is not subject to the split
calculations, the full amount shown in this field should be included in the remittance amounts to ATGF.

Agent Reinsurance Contribution 3 0.00 (50.00 cale.)

CPL Fee
This field shows the sum of all CPL charges for the file. One CPL fee per lender issues. It will not charge
if corrections need to be made and reissued. Note: The CPL is not subject to the split, all funds collected
for CPLs are forwarded to ATGF (unless otherwise specified in a rate filing)

CPL Fee 8125.00

Remit to ATGF
This is the calculated amount based on the following calculation (this may differ by state): ((Gross
Premium + Endorsements) X ATGF Split) + (Reinsurance + CPL Fee)

Remit to ATGF §|743.73

Retain
This is the calculated amount based on the following calculation (this may differ by state): ((Gross
Premium + Endorsements) X Member/Agent Split) + (Reinsurance + CPL Fee)

Retain $12156.25

Endorsements
This section will list all endorsements added to the file from the Policy Tab. When first opened, the
Endorsements will be collapsed, click on the ‘+’ in the triangle to expand and see all the endorsements.
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100 Restrictions MP1 835

Each endorsement will be listed individually along with which policy the endorsement is issued to
followed by the fee.

MarketPLACE
agent+

Click on the “Order Marketplace Service” button to access the agent+ services currently available.

Hyperlinked Commitments

MaePLACE
a];g/f-3 agent+

Select the service you would like to add to this title Order.

Prepars your own hyperiinked commitment you can share through a client portal Cost: §5.00

Currently, only the Hyperlinked Commitment & Client Portal is available in the above option. The fee for
the service will appear to the far right (in this case $5.00). After selecting all the options needed for the
file, the system will present the “ORDER NOW” button.

ORDER NOW

The screen will change to show the services ordered. Before working on the Hyperlinked Commitment,
complete all the exceptions, requirements, and endorsements on the file. To prepare the hyperlinked
commitment, click the button:

agent+ [ Prepare Hyperlinked Cammitment ]

The new window will list all the vesting information, requirements, and exceptions, regardless of
reference to any recorded documents. For each section, click on “Browse” to locate the file and then click
Open. The file path information will appear in the gray text field. Click “Upload” to attach to the
commitment. Repeat this process for each item that a file is available to upload.
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Sedtion/ Clause Upload Documents

Current Vesting

see Seller |
Upload

Requirements

12023 Property Taxes have been paid. ]

| pload |

Exceptions

&l taxes for the year 2024 and subsequent years, which _

\are liens, but are not yet due and payable asdfklasd. o
1)

Verify that the files selected were correct by verifying the file name and clicking to view the document on
the hyperlink (this will be the name of the file that was uploaded. Remember to always double-check to
ensure that the system grabbed the correct file. If an incorrect file is found, click the delete link (shown
in red text). The text field located under the hyperlink is the text that will show up on the commitment.
You can change this to whatever you want, “View Document” is just the default text. The text has been
changed to be more specific to the document such as “Click to view current vesting document” or “Click
to view Property Tax document”.

Affidavit of Sellers Residence.pdf —delete
|\.'iew Documsnt |

After the file has been QC’d, the commitment can be previewed. Scroll to the bottom of the window and
click the “Preview Linked Commitment” button.

[ PREVIEW LINKED COMMITIMENT |

The commitment will have links labeled “View Document” (by default, but will be labeled as it is entered
in as the Link Name while setting up the hyperlinked commitment) at each point in the commitment a
supporting document was supplied.

4. The Title is. at the Commitment Date vested in:
View Document

Once commitments are issued, hyperlinked commitments will show in the system differently from non-
hyperlinked commitments, a link will be presented that can be emailed to the recipients instead of an
attachment.
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Commitments
e Comren
Existing Commitments
Commitment PCUT202408011114N [ view |
Commitment PCUT202408011117N  view |

‘ https://atgfdoc blob.core.windows.net/ |

COPY LINK TO CLIPEOARD

Commitment PCUT202501000365M =

Exceptions

Issues/Special Exceptions
The first option available is the “Arrange” button. This can be used to put exceptions and requirements
entered in EPIC into a specific order.

Issues/Special Exceptions

[* Other (Custom Emry)

added manually .sdfgsdfgs sdfgs dfgsdf

[* Terms itions of Assig of Land Contract

[Terms, agreements, provisions, conditions and obligations as contained in by and between , as Assignors and, as
|assignees, recorded on at

[* Taxes - Taxes for Calendar Year

|Taxes and assessments for the year(s) 2024 plus any penalties and interest that may accrue.

[ Divorce
[Tems and provisions of a Judgment of Divorce, in Cause No. 2023126598, Circuit Court, Madison County, State of
Mississippi, filed on July 5, 2023, and recorded July 15,2023

LCETCTS

el
(1]

quirements

|* Other{Custom Entry)
added manually .sdfgs fg sdfg

[ Deed Disposing of Interest - General

[Deed or evidence of proper legal proceedings, approved by counsel for the Company, its agents or subsidiaries,

|dispesing of the interest of

[* Deeds - Require Deed

[The Company requires for its review a satisfactory Deed conveying the title 1o the Land. The Deed must then be signed,

liversd and recorded.

[* Deeds - TD - Require Deed of Trust.

Proper it d recordation rights of a Deed of Trust by the propesed mortgager (and spouse,
hen required by law) to the Proposed Insured.

|* Taxes - Payment of Taxes at Closing

[The Company requires the payment of all taxes and assessments and any penalties and interest, due and payable at
losing.

Issues/Special Exceptions

LCTCTS

“T

44

Use the arrows to the left of the exceptions and requirements to move them up and down the list as needed
to meet the needs of the file.

Quick Type Exceptions
This link will allow the addition of pre-typed exceptions to the file without adding them individually. Click
the link to open the Quick Type Exception screen.

Quick Type Exceptions

The window will display an option to Create New or Select.

Quick Type Exceptions Create Mew

W
1]

i
5]

Click “Create New” to enable entry of the exceptions. In the “Name” field, enter the label for the exceptions
being entered. It is recommended that you use the title of the subdivision so that it can be easily found
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when needed on a later file. Enter the exceptions into the main text box as seen below, when complete,
click “Process”.

Quick Type Exceptions Creais Mew

el Mame: | Capitol Hill |

Type in the first exception on one line and hit enter. Remember, it doesnt matter if the
exception spans multiple lines, EPIC will consider it one exception until ‘Enter’ is hit to force a
new line.

Type in the second exception on the next line and hit enter.

Type in the third exception on the next line and hit enter.

Type in the fourth excepticn on the next line and hit enter.

Once the exceptions are processed, the screen will display the text, and the name assigned to the group
of exceptions.

Quick Type Exceptions Creaie New Convert 1o Regular Exceptions
[Copital Bl | yome: | Gapitol Hill | updar- L
Select he

Type in the first exception on one line and hit enter. Remember, it doesn't matter if the exception a
spans multiple lines, EPIC will consider it one exception until 'Enter’ is hit to force a new line.
Type in the second exception on the next line and hit enter. a
Type in the third exception on the next line and hit enter. a
Type in the fourth exception on the next line and hit enter. a

A new button will appear called “Update” which when changes/corrections are made to the exceptions,
clicking update, will save the changes to be used on future files. To the left, “Select Another” will display
the list of all saved exceptions:

[AII Exceptions ]
NAME

Baker

Capitol Hill

If the list is too long to review easily, use the filter field to search for exceptions, the field only searches
the assigned exception name, not the contents of the exceptions. Click on the exception list needed for
the file. EPIC will automatically add it to the exceptions for the file but will not combine with any other
exception list selected.
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Capitol Hill Name: | Capitol Hil

Baker

another  Typeinthe first exception on one line and hit enter. Remember, it doesn't marter if the exception
‘spans multiple lines, EPIC will consider it one exception until Emter' is hit to force a new line.

cme

Type in the second exception on the next line and hit enter.

Type in the third exception on the next line and hit enter.

Type in the fourth exception on the next line and hit enter.

ame| Sk B
Another  Exception1
Exception 2
Exception3
Exception 4

Switch between the exception “groups” by clicking the assigned name of the exception to the left of the
window, as seen above. These exceptions should always appear after the exceptions selected in the main
list. If these need to appear in a specific order, the quick type exceptions can be converted to regular
exceptions. To do this, click the “Conver to Regular Exceptions” button located at the top of the Quick
Type Exceptions pop-up window.

Quick Type Exceptions Create Mew

Capitol Hill

Baker

Excepticn 1

Name: Baker

Convert to Regular Exceptions

A confirmation box will appear asking for confirmation to convert the quick type to regular exceptions.
Select OK to continue. After conversion, a conversion successful confirmation box will display.

Note: Doing this will convert all exceptions that were shown in the window, this includes all selected

groupings.

The Quick Type Exceptions window will close, scroll to the bottom of the Exceptions list to find “Other”
or “Other - Blank" to see the list of the converted Quick Type Exceptions:

Other - Blank

0

Hovering over each exception will reveal the text (as seen above with the first exception).

Other (Custom Entry)
Commitment

Owner Policy
Mortgagee Folicy  edit
Other (Custom Entry)
Commitment

Qwner Policy
Mortgagee Folicy  edit
Other (Custom Entry)
Commitment

COwiner Policy
Mortgagee Policy  edit
Qther (Custom Entry)
Commitment

COwiner Policy
Mortgagee Policy  edit
Other (Custom Entry)
Commitment

Owner Policy
Mortgagee Policy  edit
Other (Custom Entry)
Commitment

Owner Policy
Mortgagee Policy  edit
Other (Custom Entry)
Commitment

Owner Policy
Mortgagee Policy  edit
Qther (Custom Entry)
Commitment

Qwner Policy
Mortgagee Policy  edit

delete

delete

delete

delete

delete

delete

delete

delete

Type in the first exception on cne line and hit enter.
Rememiber, it doesn't matter if the exception spans
multiple lines, EPIC will consider it one exception until
"Enter’ is hit to force a new line
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Exception Library
ATGF strove to provide as many pre-formatted exceptions to assist the title agent in quickly getting t
part of the Title policy setup completed. Exceptions vary by state and additional Exceptions can be
added upon request. The list shows the headings for similarly grouped exceptions that can be selected
to add to the policy:

Adverse Interest

Agricultral Land
Amount of Policy
¥ Deeds
General N Dok Anarsion Wy D Deseription n as much as the deed recorded purperts 1o be
. . a deed in lieu of foreclosur reafter referred 1o as the.
Judgments | =T “Deed’), then this Policy does not pravide coverage against
Arbitration H characterization of DIL&s | any claim relating to the invalidity or aveidance of the Deed
under those sections of the Federal Bankruptcy Code
Bankruptcy H conceming or zppertaining 1o fraudulent conveyances or
preferential wansfers or similar state insolvency or creditor’s
Boundary Lines v ners Folicy - Creditors Rights | rights laws.
- ¢ Deeds-DIL-Loan Policy - Creditor's Rights
¢ Deeds-TD-Deed of Trust
Cemetery ¢ Deeds - TD - Deed of Trust - Partially Released
Churches ¢ Deeds-TD- Deed of Trust- Assignment
. ¢ Deeds-TD - Deed of Trust - Collateral
Mechanic's Liens e
Minerals ¢ Deeds-TD- Deed of Trust - Modification
¢ Deeds-TD - Deed of Trust - Subordination
Mortgage/Deed of Trust/Liens ¢ Deeds-TD-Trustee Substitution
Condo/HOA ¢ Deeds-TD- Notice of Trustee's Sale
et ¢ Deeds-TD- Notice of Defaut
e = ¢ Deeds-TD-Doubtful Priority
Companies ¢ Deeds-TD- Assignor is Not the Holder
Cotenancies ¢ Deeds-TD-Missing Trustee
¢ Subordination - Subordination Agreement
CC&Rs
Estate
Deeds

After selecting the header, a new window will populate showing all the pre-formatted exceptions for that
subject. In the example above, “Deeds” was selected to reveal nearly 20 different Deed-related exceptions
that can be chosen. As the file is being setup, you can select the same exception more than once if needed.
These are here to help guide you with verbiage, etc. Locate and select the desired exception to load the
dialogue box to customize the exception. Exceptions and requirements are state specific. What is shown
above may not be available in your state. In this example, “Deed — TD — Deed of Trust” was selected:

Deeds - TD - Deed of Trust

Summary

Deeds - TD - Deed of Trust

Fill out the Description before selecting policies.

Description

Deed of Trustfrom to  forthe benefitof | filedon |, andrecorded securing an indebtedness

inthe amount of § , and being dus and payable on [ eat |

[_| Commitment
|| Omer ooy Item is not activated.
[ Mortgagee

Policy

In the “Description”, some exceptions will have grey text boxes that indicate additional information is
needed to be input to complete the exception.

Description

Dead of Trust from D'.-::- for the benefit of | filedon | and recorded securing an indebtedness
in the amount of § , and being due and payable on

Click in the first field and enter the requested information (use visual cues based on what is typed, the
field does not specify what information should be entered). After completing each field, pressing TAB will
jump to the next field without the need of moving the mouse and clicking. If verbiage needs to be changed
in the areas that are not grayed in, the edit feature for the description must be activated. To do this, click
the “edit” button to the right of the Description field.
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Descripticn

Deed of Trust from Party of the first to Party of the second for the benefit of Party of the third, filed on . ‘
December 1, 2023, and recorded December 2, 2023 securing an indebtedness in the amount of

$5,000,000.00, and being due and payable on January 1, 2055. m

Once selected, the description box will have a border appear around it to indicate that edit mode is active.
Make the necessary updates to the prefilled text and click out of the Description box once changes are
complete to save them and exit edit mode. To control where the exception is applied, you can check the

documents that it should appear:

|| Commitment
[ | Owner Policy

[T Mortgagee
Policy

If an exception will be removed a requirement is met, click “Commitment” only. If this should appear on
only one of the policies, click the policy that it should appear. This section will not contain more than the
Commitment, Owner Policy, and Mortgagee Policy regardless the number of lenders that a policy will be
issued. In the case of the Commitment and Mortgagee Policy, a “Note” field will appear:

Commitment ~ Action:
Oowner Note:

Policy

Mortgagee %

Policy Deed of Trust from Party of the first to Party of the second forthe  This will be an
———— benefit of Party of the third, filed on December 1, 2023, and recorded exception to

the

December 2, 2023, securing an indebtedness in the ameount of
Commitment

$5,000,000.00, and being due and payable on January 1, 2055.

Summary,
Commitment

The note field will populate a comment below the exception; however, it will only appear on the document
selected at the time. Make sure that the note being typed will appear on the desired document. In the
section above, if a note were typed, it would appear as a note under the exception for the Commitment.
The Mortgagee Policy would need to be clicked on and a note updated there as well if it should appear

there. Below we have a note entered for the commitment:

Commitment  Action:

Owner Note:  |Thjs exception will move to Scheduls B Part Il of

Policy the policies.

Mortgagee Ed

Policy Deed of Trust from Party of the first to Party of the second forthe  This will be an

———— |benefn of Party of the third, filed on December 1, 2023, and recorded exception to
December 2, 2023, securing an indebtedness in the amount of the
$5,000,000.00, and being due and payable on January 1, 2055. Commitment
Summary
Commitment

It would appear on the commitment as follows:

18. Deed of Trust from Party of the first to Party of the second for the benefit of Party of the third, filed on December
1, 2023, and recorded December 2, 2023, securing an indebtedness in the amount of $5,000,000.00, and being due

and payable on January 1, 2055.
This exception will move to Schedule B Part II of the policies.

Adding another note to the same exception, but to have it appear on the lender policy this time. Click the
Mortgagee Policy tab on the left, enter the note and click close to save the changes.
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¥ Commitment  Action: Exception v

4 Owner Policy Note: This is the note as it will appear on the lender

P — olicy.

4 Mortgagee peliey

- P

- This will b
Deed of Trust from Party of the first to Party of the second for the anls vt Be
benefit of Party of the third, filed on December 1, 2023, and recorded S
A A

Similarly, the Note would show on the lender policy below the same exception as seen below:

16. Deed of Trust from Party of the first to Party of the second for the benefit of Party of the third, filed on December
1, 2023, and recorded December 2, 2023, securing an indebtedness in the amount of $5,000,000.00, and being
due and payable on January 1, 2055.

This is the note as it will appear on the lender policy.

This functionality is for any exception added to the file regardless as to it being a pre-formatted exception
or a manually created exception. It must be in the standard exception list to work; notes are not available
for quick type exceptions.

TIP: When using notes, add “Note:” or “Note to the above:” to the beginning of the text to make it easier
to differentiate from the exception. A reference to the exception the note applies to would also be helpful
to ensure that the reader understands which reference the note applies.

When finished, click the ‘Close’ button located at the top and bottom of the window. If it becomes
necessary to do multiple endorsements of the same type, instead of clicking ‘Close’, click ‘Add’ (located at
the top center of the window):

Add will save the changes made to the current exception and reset the window to as it was when first
opened. This allows for the next exception to be completed without the need to click in the exception
library, locate the exception from the list and open it back up. Continue this until all exceptions of that
type are entered into EPIC.

Other Exceptions — Subordinate Liens
The section marked “Other - Blank” exception allows you to freely type in an exception that may not be
listed in the exception library. This is also where you will need to list out any subordinate liens. To do
this, draft your subordination clause, i.e.:

A Deed of Trust from to in the original amount of

$ recorded on as Instrument No.: in the official

records of the County Recording Office. Said Deed of Trust is made subordinate to the

deed of trust insured herein by that certain Subordination Agreement recorded on
as Instrument No.: in the official records of the

County Recording Office.

Once complete, select all documents that the exception should appear (Commitment and Mortgage
Policy):

Commitment Action: Exception ﬂ

Mortgagee Note: 1
[Policy o)

W

On the Mortgagee Policy tab, click on the Action drop down and change it from “Exception” to
“Subordinate” to move the exception to Schedule B Part II of the policy:
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Commitment Action: F:x
" Resolve at Closin
Subordinate
—_— --Select Action =
Verify right of access to and from the land
This must be completed to issue a commitment and/or policy. Manual review of the file is triggered when
‘No’ is selected. This allows the underwriter the opportunity to review the file, confirm no right of access

and ensure that the lack of access exception was added to the file. The Lack of Access exception is located
under General:

¥/ General
?  General - Coinsurance Description :The _effect of the apparent I_ack of access to
1 Haraous SistrceExcpton ToCoverage | 1S oo rery bl e o o
¢ [Lack of Access || marketability of the title of the land.
¢ Manufactured home not affixed
¥ Rerecorded document
¥ Shert Sale Purchass-Money
¢ Tenant rights
¢ Terms, conditions, etc.
¢ Cannabis

Requirements
This section of EPIC is used to document any requirements that must be met before closing.

Quick Type Requirements
This link will allow the addition of pre-typed requirements to the file without adding them individually.
Click the link to open the Quick Type Requirement screen.

e,

' PR S—————

The window will display an option to Create New or Select.

Quick Type Requirements Create Mew

Click “Create New” to enable entry of the requirements. In the “Name” field, enter the label for the
requirements being entered. It is recommended that you use the title of the subdivision so that it can be
easily found when needed on a later file. Enter the requirements into the main text box as seen below,
when complete, click “Process”.
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Quick Type Requirements Create New

Mame: | Standard Requirsments |

Execution of an Owner's and Contractor's Affidavit, Owner's/Seller's Affidavit and Motice of
Availability of Owner's Title Insurance, all forms acceprable to the Company.

Documents satisfactory to the Company that convey the Title or create the Mortgage to be
insured, or both, must be properly authorized, executed, delivered, and recorded in the Public
Records.

Provide a land survey satisfactory to the Company, prepared by a registered land surveyor,
dated no more than 30 days prior to closing this transaction, and certified to the proposed
Insured(s) and the Company or the standard survey excaption will remain (unless the
underwriting requiraments are satisfizd to issua the Shart Form Loan Pelicy). Upan review of
the survey, the Company reserves the right to make such additional requirements as it may
deem necessary.

Immediately prier to disburzement of the clesing proceeds, the search of the Public Recerds
must be continued from the Commitment Date. The Company reserves the right to raise such
further exceptions and requirements as an examination of the information revealed by such
search requires.

The Company reserves the right to make further requirements and/or exceptions after
receipt and review of the proposed documents and is able to ascertain all details of the
proposed transaction.

Company requires the payment of 2023 property taxes which are due and payable in the
amount of $754.53. Tax ID 29 08 19 2 001 073.XXX

Once the requirements are processed, the screen will display the text, and the name assigned to the group
of requirements.

Quick Type Requirements Create MNew ‘Convert to Regular Requirements
Standard i
Requi Mame: | Standard Requirements | 0]
Select Another Execution of an Owner's and Contractor's Affidavit, OwnefSufSeHer"s Affidavit and Motice of a
Availability of Owner's Title all forms ble to the C:

A new button will appear called “Update” which when changes/corrections are made to the requirements,
clicking update, will save the changes to be used on future files. To the left, “Select Another” will display
the list of all saved requirements:

[AII Requirements ]
NAME

Standard Requirements

If the list is too long to review easily, use the filter field to search for requirements, the field only searches
the assigned requirement name, not the contents of the requirements. Click on the requirement list
needed for the file. EPIC will automatically add it to the requirements for the file but will not combine
with any other requirement list selected.

md Name:‘Slm‘lﬂfd Requirements |m 0} Quick Type Requirements Creaie Hey ‘Convert to Regular Requirements:
Test
Requirement | Execution of an Owners and Contractor's Affidavit, Owner's/Sellers Affidavit and Notice of a
availability of Owners Title Insurance, all forms acceptable to the Company. S
Test R it W
Requremens _|Name:| st Reauiremen ==
Documents satisfactory to the Company that convey the Title or create the Mortgage 1o be a Test
insured, or both, must be properly authorized, executed, delivered, and recorded in the Public i Pay off all previous liens against the property. !
Records.

Provide a land survey satisfactory to the Company, pmpanedby aregistered land surveyor, dated S A
o more then 90 days prior o clasing th certified d insured|s) Provide owner affidavit validating no new liens against the property in the last 12 months. a
and the Company o th | remain (m\eﬁ
requirements are satisfied to issue the Short an Loan Pulum;) Upon review of the survey, the
Company reserves the right to meke such additional requ\remzms as n may deem nec?ssaly
e e b ofh i ha Buibli et

Switch between the requirement “groups” by clicking the assigned name of the requirement to the left of
the window, as seen above. These requirements should always appear after the requirements are selected
from the main list. If these need to appear in a specific order, the quick type requirements can be
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converted to regular requirements. To do this, click the “Conver to Regular Requirements” button located
at the top of the Quick Type Requirements pop-up window. -

Quick Type Requirements Create Ney Convert to Regular Requirements
Standard Name; | Test Requirement Update
Requirements -
Test z .

Ser e Pay off all previous liens against the property.

A confirmation box will appear asking for confirmation to convert the quick type to regular requirements.
Select OK to continue. After conversion, a conversion successful confirmation box will display.

Note: Doing this will convert all requirements that were shown in the window, this includes all selected
groupings.

The Quick Type Requirements window will close, scroll to the bottom of the Requirements list to find
“Other” or “Other (Custom Entry)" to see the list of the converted Quick Type Requirements:

Other(Custom Entry)
0 Other (Custom Entry)

f an Owner's and Contractor's Affidavit,

Commitment edit| delete !
ler's Affidavit and Notice of Availability of

© gﬁxﬁ;;&m i‘;‘;f st 2 Insuranee, all forms acceptable 10 the
0 Other (Custom Entry)
Commitment edit| delete
o Other (Custom Entry)
Commitment ~ edit | delete
0 Other (Custom Entry)
Commitment  edit| delete
o Other (Custom Entry)
Commitment edit| delete
o Other (Custom Entry)
Commitment edit | delete
o Other (Custom Entry)
Commitment  edit| delete
o Other (Custom Entry)
Commitment edit| delete
o Other (Custom Entry)

Commitment edit | delete

Hovering over each requirement will reveal the text (as seen above with the first requirement).

Requirement Library
ATGF strove to provide as many pre-formatted requirements to assist the title agent in quickly getting
this part of the Title policy setup completed. Requirements vary by state and additional Requirements
can be added upon request. The list shows the headings for similarly grouped requirements that can be
selected to add to the policy:

Bankruptcy
Desds
Churches W/ ¢ Deeds- Require Deza Description :Proper execution and recordation without
Condo/HOA M . S intervening rights of a Deed of Trust by the proposed
! e R e S mortgagor (and spouse, when required by law) 1o the
Companies Deeds - Require General Warranty Deed Propased Insured

Deeds - Require Warranty Deed

Cotenancies Dezds - DIL - Current Transaction -

CCERS Transfer to Acquiring Lender

Deeds - DIL - Post-Transaction - Transfer
Estate from Acquiring Lender

De=ds - TD - Require Deed of Trust
Deeds i : =

eeds - TD - Require Deed of Trust - with

General Named Mortgagor and Amount

Deeds - TD - Require Assumption
Leases Agreement

Desds - TD - Review of Prior Foreclosure
Deeds - T - Payoff of Credit Line

Deeds - TD - Payoff and Satisfaction - DOT
Deeds - TD - Payoff and Satisfaction - DOT
Deeds - TD - Payoff and Satisfaction - ALR
Deeds - TD - Lost Assignments

Deeds - TD - Proof of Payoff - Anather
Party Disburses

Deeds - TD - Hypothecated or Collateral
Security

Dezds - TD - Deed of Trust

Marital Rights & Homestead
Marketability

Mechanic's Liens

Minerals

Minors & Incompetents
Names/Partnerships/Trusts

Native Americans
Deeds - Delivery - Substantial Delay in
Recording

Property
Divorce

After selecting the header, a new window will populate showing all the pre-formatted requirements for
that subject. In the example above, “Deeds” was selected to reveal over 20 different Deed-related
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requirements that can be chosen. As the file is being setup, you can select the same requirement.nore

than once if needed. These are here to help guide you with verbiage, etc. Locate and select the desi
requirement to load the dialogue box to customize the requirement. In this example, “Deed — TD — Deed
of Trust” was selected:

Deeds - TD - Deed of Trust

Summary

Deeds - TD - Deed of Trust

Commitment

Fill out the Description before selecting policies.

Description

Deed of Trust from  to  forthe benefitof | filedon |, and recorded  securing an indebtedness

in the amount of $ , and being due and payable on| . m

2 Commitment  Action:

Note:

e

Deed of Trust from to for the benefit of , filed on , and recorded This will be a
,securing an indebtedness in the amount of §, and being due and requirement in
payable on . the Commitment

Summary,
Commitment

In the “Description”, some requirements will have grey text boxes that indicate additional information is
needed to be input to complete the requirement.

Description
Dead of Trust from [:]'.-::- for the benefitof |, filedon |, and recorded  securing an indebtedness
in the amount of 3 , and being due and payable on

Click in the first field and enter the requested information (use visual cues based on what is typed, the
field does not specify what information should be entered). After completing each field, pressing TAB will
jump to the next field without the need of moving the mouse and clicking. If verbiage needs to be changed
in the areas that are not grayed in, the edit feature for the description must be activated. To do this, click
the “edit” button to the right of the Description field.

Description

Deed of Trust from Party of the first to Party of the second for the benefit of Party of the third, filed on
December 1, 2023, and recorded December 2, 2023 securing an indebtedness in the amount of
$5,000,000.00, and being due and payable on January 1, 2055. m

Once selected, the description box will have a border appear around it to indicate that edit mode is active.
Make the necessary updates to the prefilled text and click out of the Description box once changes are
complete to save them and exit edit mode.

The note field will populate a comment below the requirement; however, it will only appear on the
document selected at the time. Make sure that the note being typed will appear on the desired document.
In the section above, if a note were typed, it would appear as a note under the requirement for the
Commitment. The Mortgagee Policy would need to be clicked on and a note updated there as well if it
should appear there. Below we have a note entered for the commitment:
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£ Commitment  Acion:

Note: Mote to the above Requirsment: ...

Deed of Trust from Party of the first to Party of the second for the This will be a
benefit of Party of the third, filed on December 1, 2023, and recorded ~ requirement in

December 2, 2023,securing an indebtedness in the amount of the
$5,000,000.00, and being due and payable on January 1, 2059. Commitment
Summary,

Commitment

It would appear on the commitment as follows:

22, Deed of Trust from Party of the first io Party of the second for the benefit of Party of the thind, filed on December
1, 2023 and recorded Decemnber 2, 2023 securing an indebiedness i the amount of $5,000,000.00, and being due
and payable on January 1. 2059,

Mole Lo the above Requinsmen: ...

This functionality is for any requirement added to the file regardless as to it being a pre-formatted
requirement or a manually created requirement. It must be in the standard requirement list to work;
notes are not available for quick type requirements.

TIP: When using notes, add “Note:” or “Note to the above:” to the beginning of the text to make it easier
to differentiate from the requirement. A reference to the requirement the note applies to would also be
helpful to ensure that the reader understands which reference the note applies.

When finished, click the ‘Close’ button located at the top and bottom of the window. If it becomes
necessary to do multiple endorsements of the same type, instead of clicking ‘Close’, click ‘Add’ (located at
the top center of the window):

Add will save the changes made to the current requirement and reset the window to as it was when first
opened. This allows for the next requirement to be completed without the need to click in the requirement
library, locate the requirement from the list and open it back up. Continue this until all requirements of
that type are entered into EPIC.

Endorsements
Here is where all the endorsements available for a file are housed. EPIC separates the endorsements into
two categories, Common Endorsements and Other Endorsements.

Common Endorsements
This section contains the most commonly issued endorsements and will vary by state. Consult the rate
manual for all available endorsements.
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& Commen Endorsements
> 1005
¥ 110.1-Deletion of ltem From Policy
& ALTA

1 AITA 62021 Wariable Rate Mortgage

1 ALTA6.2-2021 ariable Rate Mortgage-
Negative Amortization

1 ALTATO6 Manufactured Housing Unit

1 AITAB.1-2021 Environmental Protection
Lien

¥ | ALTA 9-06 Restrictions, Encroachments,
Minerals

* ALTA 9.2-06 Restrictions, Encroachments,
Minerals-0Owner-improved Land

* ALTA 9.3-06 Restrictions, Encroachments,
Minerals-Loan

* ALTA 9.5-06 Restrictions, Encroachments,
Mineralz-Owner-Improved Land

* AITA11-2021 Morigage Modification

*  ALTA 22-06 Location

1 ALTA 22.1-06 Location and Map

In the example above, there are CLTA endorsements as well as ALTA endorsements. Some endorsements
will only appear when certain items are selected on the file. If a P.U.D. endorsement is required, go back
to the GENINFO tab and select that as the property type under property details. Follow similar steps if a
condominium endorsement is required or if commercial endorsements are needed. Not all endorsements
are affected this way, but the vast majority will show up only when they are available for the specified
configuration.

Once an endorsement is selected, a new window will appear:

Issues WorkBench™
ALTA 8.1-2021 Environmental Protection Lien

=== = =l

Summary
ALTA 8.1-2021 Environmental Protection Lien
Fill out the Description before selecting policies.

|| Mortgagee
Policy

The endorsement is not active until the policy that it should be applied is selected. Place a check in the
box beside the policy. In some cases both owner and mortgagee policy will show; however, if the
endorsement is not available for one or the other, it will not show.

Item is not activated.

Mortgagee Action: Include by Reference w
Policy S ) .
DR Include by Reference mP1
Premiums:
Summary
Mortgagee Policy

Once selected, additional options will show in the body. The first, “Action” allows to change how the
endorsement is reflected on the policy. Selecting ‘Include’ will add the endorsement to the end of the
policy, whereas ‘Include by Reference’ will check a box on Schedule A.

Action: [Include by Reference w |
Include

Include by Reference

—Select Action—
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The second option “Applies To:” allows you to select all policies that fall in that policy type (MP1;
MP3, etc.), only the number of lender policies being issued will appear. Having a second lender on
account, but marking it as Not Insured will cause that policy not to show on this screen. Remember to
select and/or unselect each lender policy that should receive the endorsement.

Applies To: MP1

The next field, “Premiums” will reflect the cost of the endorsement. This will always appear blank when
first launched. To see if a fee applies, close the window, and reopen it, or review the premium calculator.
Note that the endorsement amount will show the total charged for each lender policy being covered.

Other Endorsements
Like the Common Endorsements section above, the ‘Other Endorsements’ section shows a different list
of endorsements, some of which will not display if the property is not configured for their use.

& Other Endorsements
D 102s
> 150
& ALTA
* Limited Pre-Foreclosure Date-Down
®  ALTA1-06 Strest Assessments
®  ALTA2-06 Truth in Lending
' AlLTA 3-2021 Zoning
® |ALTA 3.1-2021 Zoning-Completed
Structure
®  AITA3.2-2021 Zening-Land Under
Development
T ALITAT7-2021 Manufactured Housing-
Conversion-Loan
 AITAT.2:202 Manufactured Housing-
Conversion-Owner
® ALTA9.6-06 Private Rights-Loan
®  AITA9.6.1-06 Private Rights-Current
Assessments-Loan
¥ ALTA9.7-06 Restrictions,
Encroachments, Minerals-Land Under
Development-Owner
¥ ALTA 9.8-06 Covenants Conditions and
Restrictions-Land Under Development-
Owner
¥ ALTA9.9-06 Private Rights-Owner

¥ ALTA9.10-06 Restrictions,

Follow the same instructions from the Common Endorsements to apply to the policy(ies).

_ &
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Closing Disclosure/Disbursement Tab

There are four subsections in this tab; Closing Disclosure, Disbursement, 1099S, and Discharges.
Clozing Disclosure Dishursemeant 10995 Discharges

Closing Disclosure
In the first section of this tab, there are four options. Draft, Print, Create Document — Closing Disclosure
2015, and ‘Include Closing Disclosure in Disbursements?’.

Draft ]
prin:
DB BT RS RET R Include Closing Disclosure in Disbursements?

The Draft option should be selected when a draft CD needs to be printed.

Drirl't

The Print Dropdown controls the printing of the Full, borrower, or seller CD:

Primt: Full Closing Disclosure
Full Closing Disclosure
| Seller Only

| Bosrower Oniy

The ‘Create Document — Closing Disclosure 2015’ button generates the CD based on the options
selected.

Create Document - Closing Disclosure 2015

The ‘Include Closing Disclosure in Disbursements?’ option will transfer the information entered in the
CD to the Disbursement sheet if checked.

Document Deliver Tracking

Click the ‘+’ in the black triangle to open the contents of this section.

Document Delivery Tracking A
status
Loan Estimate [ 1% tea 032412018

Delivered
Closing Disclosure
Type Prepared By/On Signed By/On Delivered By/On [')f;'t‘;;r; Received By/On Cur'l::!rtnr'::.lj:lun

[ v ] | | | || | |
| | | || | |

[

Fill in each field to track the CD. See the table below for detailed instructions:
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Field Name Description

Status status Select the status “Estimate” or “Final” S
Loan Estimate poncsmere | mwoms - Enter the date the loan estimate was delivered
Delivered
Closing Disclosure
Type

Type e Select Seller or Borrower
Prepared By / On [ e Indicate the preparer and date prepared

L
Signed By / On i Indicated the signer and date signed

[ e
Delivered By / On e Indicate who delivered the CD and date delivered

[ e
Delivery Method e Entered the method of delivery
Received By / On o™, Indicate who received the delivery and the date
Confirmation Method “hethod Indicate the method that this delivery receipt was

I

confirmed

Closing Information / Transaction Information / Loan Information
Most of the information for this section will auto-populate based on the information entered in the
GENINFO tab. Fill in any necessary fields that are missing:

Print Signature Lines on Closing Disclosure

Closing Disclosure This form is a statement of final loan terms and closing costs. Compare this document with your Loan
Estimate.
Closing Information Transaction Information Loan Information
Date Issued L = Borrower loanTem@ [ ]
Closing Date %307 Aamsevelt Averue Azasmet 2 @1 Purpose
Disbursement Date =I5 Prodecid | ]
Settlement Agent LoanType [ Convertional [ | FHA
File # Lender - OwD
LoaniD
Property wee |
o ]
|npp.-aispd Srop Value ‘ | -nt,c-m[n|
Field Name Example Description
Date Issued Date Issued | |z Enter the issue date for the closing disclosure
Closing Date T Auto-fills from EPIC
Disbursement Date Disbursement Date Auto-fills from EPIC
Settlement Agent Setlement Agent Auto-fills from EPIC
File # File# Auto-fills from EPIC
Property Property Auto-fills from EPIC
v |
<blank> 2l | Thisfield is for personal property value
Appraised Prop. | [ Enter the appraised property value here.
Value — :
Bortower [ v | Auto-fills from EPIC
Borrower |' 301 Roosevelt Averue Apartment BG||
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Field Name p Description

Seller

Lender
Loan Term

Purpose

Product

Loan Type
Loan ID

MIC #

Loan Terms
Field Name

Loan Amount

Interest Rate

Principal & Interest

Seller

Martha Washingtan

|35-6 Street rame Arkabutla, M2 38402 |

Lender |Cap".= One Hame Loans: |
Lo Tom
Purpose Purthase w

Pt 3

Loan Type Conventional [ ] FHA

Owa
Example
ﬂ 2333.00 _1)

J [l

592530

Auto-fills from EPIC

Auto-fills from EPIC

Enter the term of the loan as 30 years, 1 yr. 6 mo., 9
months, etc.

Auto-fills from EPIC

The first piece of information is any payment feature
that may change the periodic payment, which
includes Negative Amortization, Interest Only, Step
Payment, Balloon Payment, or Seasonal Payment.
The second piece of information disclosed is whether
the loan uses an Adjustable Rate, Step Rate, or Fixed
Rate to determine the interest rate applied to the
principal balance.

Select the appropriate option

Auto-fills from EPIC

This is for the FHA issued electronic Mortgage
Insurance Certification number.

Description

Auto-fills from EPIC. Select if the amount can
increase after closing.

Auto-fills from EPIC. Select if the amount can
increase after closing.

Select the payment frequency, amount of the

e T e P&I payment, and indicate if the payment can

See Frojected Payments below for your

Total Payment ol ey 7] Poyment

Prepayment

Penalty i

Balloon Payment

Number of

Columns Number of Column
Projected Payments

Field Name Example

Payment Calculation Vaars

Principal & Interest

Mortgage Insurance

s min
L fmax

change after closing.

Indicate the frequency of the next section’s
projected payments.

Indicate if the loan has a prepayment penalty, if
so, select the highest amount of the penalty and
the number of years it is in effect.

Indicate if there is a balloon payment, if so,
indicate the amount and date it is required to be
paid.

Select the number of columns to be displayed in
the Projected Payments section.

Description
Enter the number of years

Enter the minimum and maximum payment
for P&I payments

Mortgage Insurance
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Field Name Description

Estimated Escrow + |:| Estimated Escrow
. Estimated Total ] Select the payment frequency and estimated
Estimated Total E— e il
Ef;?;;ig g‘(axes, S|:| Enter the total estimated Taxes, Insurance &
Assessments amomth W Assessments and select the frequency.
Select if the estimates for the above include
Property Taxes O roperty Taes

Property taxes and if it is Escrowed.
Homeowner Select if the estimates for the above include

Insurance e aEnee " Homeowner Insurance and if it is Escrowed.
Other Select if something else is included in the
er [~ . o ey
S estimates above and if it is escrowed.
Costs at Closing
Clozing Costs S Includes §___*22¢]in Loan Costs + in Other Costs SI:| in Lender
Credits. See page 2 for details.

cash o Close S Includes Closing Costs. Sze Caleulating Cash 1o Close on page 3 for details.

CLOSING DISCLOSURE PAGE 10f 5+ LOAN ID-i

Closing Cost Details

Click on the ‘+’ in the black triangle to the right of “Open/Close Loan Costs” to update information for
this section.

Loan Costs

Closing Cost Details

Dpen/Close Loan Costs  _

ot | of Lozn amoun (Poimsllg [
N 3| - | \ | | |
S B \ | | | |
Sl B \ | |
N 2| - | \ | | |

P |

R —
I —

Title - Lender's Title Insurance so: Ation |
. Title- Erdurzament Cee to: Tast Jokng: |2

\ | |
~l B \ | |
~l B [ | | |
~EL B \ | |

Add Services Borrower Did Shop For
Loan Costs Subtotala (A + B +C) -
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Section A — Origination Charges

Enter items associated with origination. The & icon indicates that the amount charge will be paid by the
purchaser. You can change to the seller by clicking the icon once to open the window and moving the
amount from the borrower to the seller.

Section B — Services Borrower Did Not Shop For
Section C — Services Borrower Did Shop For
Section D — Total Loan Costs (Borrower-Paid)

Click on the ‘+’ in the black triangle to the right of “Open/Close Other Costs” to update information for
this section.

Other Costs

Section E — Taxes and Other Government Fees

Disclose Other Costs on a separate page? ||
Other Costs

Recording Fees Dead: § i} mortgage: o B P |
szl B \ | |
] B \ | | | |
~SpJ B \ | | ]

Note: In sections that contain the “B” or “S” box, click these to move the charge from the Borrower to
the Seller.

Section F — Prepaids

Homeowner’s Insurance Premium | |mo)| |3 [
e = 1 |
p,mid |mgrgmmdayﬁm |4,'-.~2012 ||= mls.'-;z\m |ﬁ
[ B

[o¢ Jrropery rses | (e \ | |
N | L | \ | |

=

Section G — Initial Escrow Payment at Closing

[ ]

[y e—— e - _—— ] —
T e WA ] ] ]
ey et e ] ] ]
Bl | Jpemowsal |mf@ ] ] ]
e —— Y - - -
B —— - — —
N o — Y ] ] ]
Ca[p—— ]

Section H — Other
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an.anl

Section I — Total Other Costs

I
Other Costs Subtetals (E+F +G + H) ]

Section J — Total Closing Costs (Borrower-Paid)

55170
Closing Costs Subratals (0 +1) =70 [ | [

Lender Credite {Includes Lender Credit? [ )

Agent’s pertion of the total title i premi .-1| Ti H

Underwriter's portion of the total title insurance premium 1o;|#TSF 3 45800

i
!
i

Calculation Cash to Close

Use this table to see what has changed from your Loan Estimate

Calculating Cash to Close

Tetal Closing Costs (J) - !-551 -v * Your Tatal Closing Costs Did Mot Change

i

70|
oo = You Did Not Pay Any Closing Costs Before Closing

Closing Costs Paid Before Closing )

Closing Casts Financed (Paid from your Lean Amount)

Down Payment/Funds from Berrower

Daposit

Funds for Borrower

Seller Credits

o[

Adjustments and Other Credits

Cash o Close

L
LI

Summaries of Transactions

Use this table to see a summary of your transaction

Summaries of Transactions

Click ‘+’ in the black triangle to expand the section.

Section K
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BORROWER'S TRANSACTION
100,551.70

01 Sale Price of Property 4 10000000

02 Sale Price of Any Personal Property Included in Salel:l
03 Closing Costs Paid at Closing (J)

o a

Adjustments

|
N — |-
I |-

Adjustments for [tems Paid by Seller in Advance

uscnyhmtama!| & | |E‘
09 Ceuntytm ! |“”"3m |I‘=*| t“‘|”€'mcm |'=|
1o.e.aaeaarrma!| |&@ | [5] c|
1| [ -] | o] =@

12| |-| | | =@

13 |!| |& o |

14| |!| |& | |'=|

15| |!| |6 | [Elc

g 55170

J00 LM

L7 S S

0

Note: “POC” boxes indicate if the item is being paid outside of closing. For fields containing a “C” box,

click this to open the calculator. Functionality changes based on the field being updated.

Section L

01 Deposit

O

103 Existing Loan(s) Assumed or Taken Subject to

o] | .. [Poc)

05 Seller CrediffaTe)

Other Credits

o EEI
| - |oc

Adjustments

o |G
M
—
m— |-

00 OO O
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Section M

Section N

Adjustments for ltems Unpaid by Seller

12Cﬂyﬂowntanee.| |‘7°| |@E 3|

13mumytamee - |2m;zuzz |§| ] |mr2|m |r=—-:| 3|

S [ —"

15| | -1 | v [ <
1| I -] |& v =8
17| [ -] |& to] =@

Total Due from Borrower at Closing (K)

Total Paid Already by or on Behalf of Borrower at Closing (L)

Cash to Close From To Borrower

SELLER'S TRANSACTION

101 Sale Price of Property

02 Sale Price of Any Persons property Includsd i Sale| |
o E
04 | - [Poc]
sl [ . froc]
| | - [Poc]
o | . fPoc]
o | . roc]

Adjustments for ltems Paid by Seller in Advance

OO0

ﬂgchy.fTowntamea'| |w| |I§I

10&,,_,,-,(,.% ! |4n;zuz: |[§| o |1ra1m2:1 |r=—-:|

11 assessments <o [l | |90 @

LT S

12] | -] |@ | 2
1 | -] | o] i
14| [ -] | ol @
15| | -] |@ | &
16| | | | o] i

00
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Loan Disclosures

01 Excess deposit !

02 Closing Costs Paid at Closing (J)

03 Existing Loan(s) Assumed or Taken Subject to

04 Payoff of First Morigage Lclan
05 Payoff of Second Mortgage Lclan
o8| |’@
o] | . [Poc]

08 Seller Cred'rt@

os| | - [Poc]

10 | . |Poc]

il | - |Poc]

12 | - [Poc]

1] | .. [Poc

Adjustments for [tems Unpaid by Seller

L

14cnynmtam-| |& | [

15 County taxes oo ' ez |go[sea g

16 assessments =~ [ [EE [

7 S S 7 1

17| | -] |@ | [2
18] | -- | | 1] 5
19] | -] | 1o [E

J

Total Due to Seller at Closing (M)

Total Due from Seller at Closing (M)

Cash From  To Seller

Loan Disclosures

Click ‘+’ in the black triangle to expand the section.

i (0

0
E
=
=
g
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Assumption

|f you sell or transfer this property to another person, your lender

[ will allow, under certain cenditicns, this person to assume this
loan cn the original terms.

[_] will not allow assumption of thig loan on the original terms.

Demand Feature
Your Loan

[C) has a demand feature, which permits your lender to require early
repayment of the loan. You should review your note for details.
["] does not have a demand feature.

Late Payment
If your payment is more than l:l days late, your lender will charge a

eteeot ]

Negative Amortization (Increase in Loan Amount)

Under your loan terms, you

[] are scheduled to make monthly payments that do not pay all of
the interest due that month. As a result, your loan amount will
increase (negatively amertize), and your loan amount will likely
become larger than your original loan amount. Increases in your
loan amount lower the equity you have in this property.

[_] may have menthly payments that do not pay all of the interest

due that month. If you do, your loan amount will increase
({negatively amortize), and, as a result, your loan amount may
become larger than your original loan amount. Increases in your
loan amount lower the equity you have in this property.

(] do not have a negative amortization feature.
Partial Paymems
Your lender
[~ may accept payments that are less than the full amount due
(partial payments) and apply them to your loan
[_] may hold them in a separate account until you pay the rest of the
payment, and then apply the full payment to your lean.
[[] does not accept any partial payments.
If this loan is sold, your new lender may have a different policy.
Security Interest
You are granting a security inmerest in

I -

You may lose this property if you do not make your payments or
satisfy other obligations for this loan.

Escrow Account

For now, your loan

[ will have an escrew account (alse called an “impound” or "trust"
account) to pay the property costs listed below. Without an escrow
account, you would pay them directly, possibly in one or two large
payments a year. Your lender may be liable for penahies and
interest for failing to make a payment.

Escrowed $ Estimated total amount ever year 1 for
Property Costs your escrowed property costs:
over Year 1
Non-Escrowed $ Estimated total amount over year 1 for
Property Costs your non-escrowed property costs:
over Year 1

You may have other property costs.
Initial Escrow $ A cushion for the escrow account you

Payment pay at closing. See Section G on page 2.
Monthly Escrow $ The amount included in your total
Payment monthly payment.

[ will not have an escrow account because || you declined it () your

lender does not offer one. You must directly pay your property
COs1s, such as taxes and homeowner's insurance. Contact your
lender to ask if your loan can have an escrow account.

Estimated $ Estimated total amount over year 1. You
Property Costs must pay these costs directly, possibly
over Year 1 in one or two large payments a year
Escrow Waiver Fee $

In the future,

Your property costs may change and, as a result, your escrow pay-
ment may change. You may be able to cancel your escrow account,
but if you do, you must pay your property costs directly. If you fail

to pay your property taxes, your state or local government may (1)
impose fines and penalties or (2) place a tax lien on this property. If
you fail to pay any of your property costs, your lender may (1) add
the amounts to your loan balance, (2) add an escrow account to your
loan, or (3) require you to pay for property insurance that the lender
buys on your behalf, which likely would cost more and provide fewer
benefits than what you could buy on your own.

Loan Calculations

Loan Calculations
Total of Payments. Total you will have paid after you make
all payments of principal, interest, mortgage insurance, and
loan costs, as scheduled.
Finance Charge. The dollar amaunt the loan will cost you.

Amount Financed. The loan amount available after paying
vour upfront finance charge.

Annual Percentage Rate (APR). Your costs over the loan
term expressed as a rate. This is not your interest rate.

Total Interest Percentage (TIP). The total amount of
interest that you will pay over the loan term as a percentage
of your loan amount.

LITIT

Other Disclosures
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Other Disclosuras

Include Appraisal clauss?

Appraisal

If the property was appraised for your loan, your lender is required to give you a
copy at no additional cost at least 3 days before closing. If you have not yet
received it, please contact your lender at the information listed below.

Contract Details
See your note and security instrument for information about
= what happens if you fail to make your payments,
- what is a default on the loan,
- situations in which your lender can require early repayment of the loan, and
= the rules for making payments before they are due.
Liability after Foreclosure
If your lender forecloses on this property and the foreclosure does not cover the
amount of unpaid balance on this loan,
[ state law may protect you from liability for the unpaid balance. If you

refinance or take on any additional debt on this property, you may

lose this protection and have 1o pay any debt remaining even after

foreclosure. You may want to consult a lawyer for more information.
[C] state law does not protect you from liability for the unpaid balance.

Refinance
Refinancing this loan will depend on your future financial situation, the property
value, and market conditions. You may not be able 1o refinance this loan.

Tax Deductions
If you borrow more than this property is worth, the interest on the loan amount
above this property’s fair market value is not deductible from your federal income
taxes. You should consult a tax advisor for more information.

Contact Information

Lender Mortgage Broker Real Estate Broker(B) Real Estate Broker(5) Settlement Agent
ane I | =
Address | | | | [ | [Emrp—
NMLS ID ] | | [ | \ | | |
License ID l:l | | | | ‘ | | ‘
=z | | | | | | | |
Contact NMLS ID ] | | | | \ | [ |
Contact|vs |Licensed | | | | | | ‘ | | |
Email L 1] | | | | \ | | |
pene — I ] |

Remove Signatures? ||

Information in this section should automatically populate based on the information that was entered in
the GENINFO tab. Any information that is missing or incorrect can be manually entered to overwrite the
field.

Disbursement

Clesing Disclosure Disbursement 10995 Discharges
Create Disbursements Document
Transfer to QuickBooks Online
Bank Account Information

Disbursement Tool Bar

(s Dsousemens | remore | unemore | conbre | urcomite | Ao cone
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Cash Receipts

Cash Receipts

Line Item Check Received From

Lozl |Loan Amount |
303 |adddd |

] |

Cash Disbursements

Cash Disbursements

Line ltem Check Payable To

03[  |Martha Washington |

F03[] |Capital One Home Loans |

1108[)  |ATGF |

1107 [ |Attomeys Title Guaranty Fund. Ir|
|

o |

Memo/Description

Total Cash Receipts: $100,551.70
Amount

| Loan Amount

| Cash From Borrower

Memao/Description

&

2,333.00

g 9821870

I

Total Cash Disbursements: $100,551.70
Amount

| Cash To Seller

|Prepaid Imierest

| Underwriter's portion

|Agem's portion

5 100,000.00

&

&

il

11.70
459.00

81.00

Note: Total Cash Receipts and Total Cash Disbursements amounts need to match to validate a file that is
in balance. If these do not match, it is necessary to review the Closing Disclosure for any errors. An
additional validation method to check if the file is in balance is by looking for the “Difference
Receipts/Disbursements” located at the bottom of this page. A balanced file will show $0.00.

Difference Receipts/Disbursements: 50.00

-

1099S
Closing Disclosure Disbursement 10998 Discharges
Verify Seller Data
Verify Seller Data
7]
=
3
[
= o Buyer's
i Street City/ s Gross Part of
?5 2| e I L, Addr Town State | Zip | piocaeds |Real Estate] ™
E'., : Tax
o
2
L]
o0 ' Martha Was | | MS W |
|111 See Details

Account Number:

Transferor received or will receive
property or services as part of the
consideration

1099-5 Filings List

[ Include in 109%-5 end-of-year list

0

Using the information collected at closing, complete all the fields shown for each seller. Once complete,
place a check in the box below the file number if the seller received property or services as part of the sale.
Select “Include in 1099-S end-of-year list” if this file will be sent as a bulk upload to the IRS. Remember,
the IRS requires all 1099’s reporting to be submitted using the IRS FIRE system. Use the 1099s
questionnaire and 1093 completed by the seller to gather the information for this screen.
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Field Instructions
Check this box if this line will be reported to the IRS.

Check this box if the seller is a non-US citizen. Refer to FIRPTA
guidelines

If you did not include a forwarding address in EPIC, the report will show
above the property address. Use this to change to the forwarding address.

This is the name of the seller.

Enter the TIN/SSN of the seller

Enter the forwarding street address for the seller.

Enter the forwarding city/town for the seller.

Enter the forwarding state for the seller.
Enter the forwarding zip for the seller.

Gross Proceeds This is the Gross transaction amount, not the amount the seller walks
away with. If there is more than one seller and each sold individually, the
amount of the gross proceeds must be split according to the party’s
shares. Individuals filing jointly are considered a single party, for
example John Seller and Sally seller as joint tenants, and Brian Smith are
the three parties to the transaction; however, John and Sally Seller are
filing jointly, then the gross proceeds would be split in half.

ihgoer dieiee i Enter $0 unless the buyer paid the property tax at closing for the tax year
Real Estate Tax due. Do not include credits, only include amounts actually paid to the
taxing authority for that year.

This section is for

Blank — individual report

# — Married Filing Jointly (this number is placed by the parties filing
jointly), if there are more than one party that file jointly, then place a
different duplicate number for each pair, i.e. 1, 1 and 2, 2, etc.

Verify Seller Data

Proceeds |Real Estate
Tax

Addr Town

= E ) Buyer's
e Name | TIn/ssn | Street Cty/ | gate | zip Gross Partof |
~

=

=

aADGE SE IPPE JWES

O .| Luey Liu I |123-5&-73£ 383 N 7001 || NorthSahI| |s4054 ||13?,5m.n| |n.m |
0O .| SEII‘_\fAnnS‘ |234»5&-?a£ || 4918 Legar || Herriman | |s409& ||13?,5m.n| |n.m |
|

O [ somuel as|

|-‘||-L|| |

34543&4371” 4913Legm|| Herriman | |s409& ||13?,5m.n| |n.m

\J
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[lvoib  [] CORRECTED

FILER'S name, straet address, city or town, state or province, country, 1 Date of closing OMB Mow 1545-0997
Aftomeys Tiile Guaranty Fund. Inc. 1099-S
. . Form -
9220 BASS LAKE ROAD STE 238 15112025 Proceeds From Real
NEW HOPE, MN 55428-3108 2 Gross procesds (Rew, January 2022) Estate Transactions
1 (800) 800-8001 For calendar year
(800) ¢ 137500.00 2024
FILER'S TIN TRAMSFEROR'S TIN 3 Address (including city, state, and ZIP code) or legal description chy [
42345 123-56-7804 8835 West 3000th South, Magna, Utah For Filer
TRANSFEROR'S name 84044
Lucy Liu
4 Check here if the transferor received or will receive For Privacy Act
Street address. including apt. no.) Propety of serices as part of the consideration = D and Paperwork
383 N 700th West, Unit B § Check here if the transferor s a forsign person Reduction Act
City or towm, state or province, country, and ZIP or forsign postal code (nnlnresldent alien, fcralgn pBI‘tnEI"shlp lr.me-gn seizie, Notics, see the
oreign trust) . current General
North Salt Lake UT, 84054 Instructions for
Account number (see instructions) 8 Buyer's part of real astate tax Certain Information
ATGF-2025-0821-UT $ 0.00 Returns.
Foem 1099-8 (Rev, 1-2022) wiwlrs govForm 10898 Department of the Treasury - Intemal Revenue Service

[ || GCORREGTED (if checked)

FILER'S name, street address, city or town, state or province, country, 1 Date of closing OMBE No. 1545-0997

ZIF or foreign postal code, and telaphone number

Attorneys Title Guaranty Fund. Inc. 1131/2025 Fom1099-8 (g - ds From Real
e 2 Gross proceads (Rev, January 2022 | Estate Transactions
NEW HOPE, MN 55428-3108 " F - —

. or calendar year

1 (800) 800-8001 ¢ 137500.00 2024

FILER'S TIM TRAMSFERCH'S TIN 3 Address (including city, state, and ZIF code) or legal description Copy B
42345 934-56-7891 8835 West 3000th South, Magna, Utah For Transferor
TRAMSFEROR'S nama 84044 This is important tax
Sa"y Ann Se"er information and is being
Samuel A Seller 4 Transfaror recaived or will receive property or services yotr;’m:ﬁ;ﬁ;r:i :
Streat address ncluding apt., no) as parl of the consderation [ checked) . . . » I:‘ roturm, a negligence
4918 Legacy Springs Dr 5 If checked, transfaror is a foreign person (nonresident xg ?_‘::;r:
Gity or town, state or pravince, country, and ZIP or forsian postal code :I"::" fnrug'\ parlnefshlp fmslgn oatata, N:me-g: l:l imposed on you if this

. ’ T e 5 recquired 10 be

Herriman UT, 84096 tonbrted crrt he FES
Account number (see instructions) § Buyer's part of real astate tax determines that it has
ATGF-2025-0821-UT $ 0.00 not been reported.
Form 1099=-8 ([Rev, 1-2022) (keap for your records) wwivi,Irs.gowForm 10935 Department of the Treasury - Intermnal Revenue Senice

1099S IRS Export File

Application for Filing Information Returns Electronically
Original Transfer
Do net transmit anything to IRS/ECC-MTE
as & Replacement’ file unless the
CHECK FILE STATUS option on the
FIRE System indicates the file is bad.

Type 1 Comrection EES=EsEE1E

Type 2 Comection [ESSs= &5

Before the IRS FIRE system can be used, companies must obtain a TCC (Transmission Control Code).
Follow this link on setting up a TCC number: https://www.irs.gov/tax-professionals/about-information-

returns-ir-application-for-transmitter-control-code-tcc-for-filing-information-returns-electronically-

fire. Use this section only if transmitting individual files to the IRS. Bulk uploads are available that can
be done at the end of the year for all files processed during the prior year.

Original Transfer
Clicking this button will open the IRS file window, verify the information in the first section.
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https://www.irs.gov/tax-professionals/about-information-returns-ir-application-for-transmitter-control-code-tcc-for-filing-information-returns-electronically-fire
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IRS Filing

Click here for more information

Contact Name [Test Johnson |
Firm Name |Anome3rs Title Guaranty Fund. Inc. |
Street Address 7600 E. Eastman Avenue, St= 130 |
Address 2 | |

City |Derwer |
State [co | zip|B0231-4371 |
Phene [1(800) 800-8001 | Fax|1 (800) 800-8002 |
Federal Tax ID #

IRS Transmitter Control Code

Enter any alternate (company) filing information for the IRS in the section labeled ‘Alternate Firm
Information for IRS Filing’. This is only used when filing under a parent company. If you are filing under
your own credentials, then there is no need to complete this section.

Alternate Firm Information for IRS
Filing

Contact Name

Firm Name

Street Address

Address 2

City

State | Zip| |

Phone | Fax | |

Emil 1

FederalTax D # ]
IRS Transmitter Control Code I:I

Now enter the filing year and click on “Check Required Data” to verify that a valid file can be created.

10995 Filing Year I:I
Filing for Prior Year? [ Electronic files SENT December 21 or later must have Prior Year selected.
Test File ]

Create IRS file [l Check Required Data

Any errors in the required data will be shown as a pop-up message in EPIC. Click “View Data” to see the
information that will be transmitted to the IRS. When you are done, click Create IRS File. A “.asc’ file will
be created. Save this file to your desktop or an easily accessible location. Log into the IRS FIRE System
and upload the file according to the site’s direction.
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Discharges

+ Add

Lender
Lender Address

Lender Phone
Lender Fax
Document Date
Recording Date
Trustee

Amount

Land record

Assignment

Payoff Letter

The section enables tracking of lien releases. The ellipses button to the right of the Lender field ties
directly into the saved lender list covered in the GENINFO section.

DOCS

The DOCS tab houses all the state specific documents. If you need additional documents uploaded, please
contact the underwriter to assist with this. Click the ‘+’ beside of each section to reveal all documents

|! MERS [
|

[ ]& (ea v32402m8)
[ ]& (eg 0324128

Vol / Bock I:I
Page I:I
ey [ ]
oanno [ |

psignee [ ]

Val / Bock I:I

Pge [ |

= = (eg. 03/24/2016)
Date = (eg. 03/24/2018)
Mumber

Signing

we [ ]
amout(9[000 ]

GEN INFO POLICY

Document Control ltems: &7

& 1. Policy
[ 2. HUD
3. CPL

@ 4. Pre Closing

@ 5. Closing

@ 6. Post Closing
@ 7. Forms/Misc.
@ Other Documents

[ Special Documents for this File Only

Payoff
Motification

Release of
Mortgage

Name
ngempex [ |
Loan Paid i:E' (eg. 03/24/20186)

Lender
Description

e 2122 |5

Releass = (eg. 03/24/2016)
Datesign [41/2022  |E (eg. 03/24/2016)
winess1 [ ]
wiess2 [ ]

Signed At:

sme [ ]
T [ ]
cny [ ]

Lender
Signatory

Neme [ ]

me [ ]
Gender

CLOSING DISCLOSURE/DISBURSEMENT Doc
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available for use specific to each section. A search box is available to type in all or a part of the filesname
to quickly locate files withing the need to search:

Document Control ltems: W Search:

& 1. Policy
[ 2. HUD
3. CPL

[@ 4. Pre Closing
UTAH - Party Wall Agreement

@ 5. Closing

@ 6. Post Closing
[ 7. Forms/Misc.
[ Other Documents

[ Special Documents for this File Only

Before exporting any of the documents, it is recommended that the fields in the Document Control Items
be completed. To reveal the fields, click the ‘+’ in the black triangle.

GEN INFO POLICY CLOSING DISCLOSURE/DISBURSEMENT Doc

Document Control ltems:.4 Search: | |

Document Date: | |

Signature Date: this| |day of| March |,| 2025 |

Notary Date:| |S‘tate:| Utah |Coun‘ty:| |

Enter the dates for the documents, the signing date and notary information. This will update the
documents exported from EPIC with the information specific to this file and the notary.

Policy
The first item, Policy, houses all the policies and commitments issued on the file.
GEN INFO POLICY CLOSING DISCLOSURE/DISBURSEMENT poc
Document Control ltems: % Search: |7|
O 1. Policy

Draft hMtg Policy to United Whelesale Mortgage, LLC (Including Appl. Endorsements)
Draft Mtg Policy to Bank of America, N_A. (Including Appl. Endorsements)

& 2. HUD
& 3. CPL

@ 4. Pre Closing

[ 5. Closing

@ 6. Post Closing
& 7. Forms/Misc.
[H Other Documents

[ Special Documents for this File Only

HUD
Item two houses the HUD/Closing Disclosures and Disbursement Statements
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GEN INFO POLICY CLOSING DISCLOSURE/DISBURSEMENT Doc

Document Control ltems: %7 Search: | |

& 1. Policy

O 2. HUD
Disbursement Statement
HUD 1 - United Wholesale Mortgage, LLG
HUD - Borrower Closing Statement - United Wholesale Mortgage, LLC
HUD - Seller Closing Statement - United Wholesale Mortgage, LLC
CD - ATLA Borrower Settlement Statement - United Wholesale Mortgage, LLC
CD - ALTA Combined Settlement Statement - United Wholesale Mortgage, LLC
CD - ALTA Seller Settlement Statement - United Wheolesale Mortgage, LLC
Mortgage #2 - HUD 1 - 2015 - Bank of America, N.A_
Mortgage #2 - Borrower Closing Statement - 2015 - Bank of America, N.A.

[ 3. CPL

@ 4. Pre Closing

[@ 5. Closing

[ 6. Post Closing
@ 7. Forms/Misc.
[ Other Documents

[ Special Documents for this File Only

CPL
Item three houses the CPLs issued on the file.

GEN INFO POLICY CLOSING DISCLOSURE/DISBURSEMENT pac

Document Control ltems: % Search: | |

& 1. Policy
[H 2. HUD

0O3.cPL
Mortgage for United Wholesale Mortgage, LLC - CPL - 25-02002/Rate Hang-up Issue
Mortgage for United Wholesale Mortgage, LLC - CPL - 25-02002/Rate Hang-up Issue

@ 4. Pre Closing

@ 5. Closing

& 6. Post Closing
@ 7. Forms/Misc.
@ Other Documents

[ Special Documents for this File Only

Pre Closing
The fourth item houses documents that need to be completed prior to closing. These are all for the
convenience of the user and are not required to be completed. Use only what is needed for the file.

GEN INFO POLICY CLOSING DISCLOSURE/DISBURSEMENT Doc

Document Control ltems: W Search: | |

[ 1. Policy
[ 2. HUD
E3.CPL

O 4. Pre Closing
ATGF - Authorization to Release Information
ATGF - Mailout transmittal - seller
ATGF - Owners & Contractors Affidavit and Agreement
EBlank Affidavit of Business Entity
Fannie Mae - 10995 Closing Information(F)
Fannie Mae - Closing Instructions(F)
Fannie Mae - ERRORS AND OMISSIONS CORRECTIOM AGREEMENT(F)

Crmmin bdan Cinal 88idauis and Aarmnemans Callas/Th

Closing
The fifth item houses documents related to the closing. These will vary by state, only a small sample of

these documents are shown below:
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GEN INFO POLICY CLOSING DISCLOSURE/DISBURSEMENT Doc

Document Control ltems: W7 Search: | |

[ 1. Policy
[H 2. HUD
[ 3. CPL

[ 4. Pre Closing

O 5. Closing
1-FIRPTA BUYER AFFIDAVIT, INSTRUCTIONS AND INDEMNIFICATIONS
1099-5 - Proceeds from Real Estate Transactions - current year(F)
1099-5 - Proceeds from Real Estate Transactions - prior year(F)
ATGF - 10995 Certification Exemption Form(F)
ATGF - 10995 Closing Information(F)
ATGF - Address Forwarding
ATGF - Closing Instructions(P)
ATGF - Compliance Agreement Long Form(F)
ATGF - Statutory General Warranty Deed - Tenant in Common(F)
ATGF - Statutory General Warranty Deed - Tenant in Common(F)

ATGF - Statutory Special Warranty Deed - Joint Tenant(P)
Bnrar alnsine Dasbams

Post Closing
Item six contains Post closing documents; these documents will vary by state.
GEN INFO POLICY CLOSING DISCLOSURE/DISEURSEMENT poc
Document Control ltems: W Search: | |
& 1. Policy
[ 2. HUD
3. CPL

@ 4. Pre Closing

@ 5. Closing

O 6. Post Closing
ATGF - Legal Description
ATGF - Statutory General Warranty Deed - Joint Tenant(P)
ATGF - Statutory General Warranty Deed - Tenant in Commen(P)
ATGF - Statutory Special Warranty Deed - Joint Tenant
ATGF - Statutory Special Warranty Deed - Tenant in Common
Cower Letter Encl Loan Policy
Coweer | etter Facl (hwner Policy

Forms/Misc.
Item seven contains miscellaneous documents and will vary by state and individual. Any agent specific
documents will likely be contain within this section unless specified to be housed in another section.

GEN INFO POLICY CLOSING DISCLOSURE/DISBURSEMENT Doc

Document Control items: W &arch:| |

[ 1. Policy
& 2. HUD
& 3. CPL

[ 4. Pre Closing

& 5. Closing

[ 6. Post Closing

0O 7. Forms/Misc.
Affidavit Of Scrivener's Error
Affidavit Of Successor Trustee Upon Death of Trustee
Affidavit Of Successor Trustee Upon Trustee's Incapacity
Affidavit of Successor Trustes Upon Trustee's Resignation
Affidavit of Survivorship and Termination of Joint Tenancy
alina add new doc test - utah
Allinclusive Deed of Trust (Promissory Notel
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Other Documents
Item eight is not numbered and is labeled as “Other Documents”. When documents for a specific st
are found and may not belong well within any of the other categories, they will be placed here. In most
cases, this will not contain any documents.

GEN INFO POLICY CLOSING DISCLOSURE/DISBURSEMENT Doc

Document Control ltems: W 595“"'“' |

& 1. Policy
& 2. HUD
3. CPL

[ 4. Pre Closing

[@ 5. Clesing

[ 6. Post Closing

@ 7. Forms/Misc.

O Other Documents
Foreclosure Report Certified
Litigation Guarantee
steven test(P)

& Special Documents for this File Only
Special Documents for this file only

The final item in the list is for documents related specifically to the current file. Unless a document is
uploaded specifically for the file, this section will remain empty.

GEN INFO POLICY CLOSING DISCLOSURE/DISEURSEMENT poc
Document Control ltems: W7 595mh1| |

& 1. Policy

[ 2. HUD

3. CPL

@ 4. Pre Closing

@ 5. Closing

@ 6. Post Closing
@ 7. Forms/Misc.
[@ Other Documents

O Special Documents for this File Only
{none)

Selecting a file will download either a word document or PDF (based on how the file was originally set up
in the system). If transitioning from the old EPIC system to the new system, it is important to remember
that EPIC will not save the documents (currently). When a document is downloaded, save it to an easily
accessible location for printing/editing as needed, and if multiple people are working on the file,
remember to save documents to a shared drive so that all users will have access.

Switching between a Closing Disclosure and HUD-1
The file can be updated to reflect either the Closing Disclosure or the HUD-1 Settlement Statement. As
mentioned earlier, during the file setup process, there is an option to select the Old hud. If the Old Hud
was selected at setup, it can be changed to either of the two options listed here; however, it cannot be
changed back. A new file would need to be created to get that function back. When switching, be very
cautious to ensure that you do need to switch before confirming. To switch between the two, go to the
GENINFO tab and click the “Switch to 2010 HUD” button located just below the GENINFO tab:
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GENINFO POLICY CLOSING DISCLOSURE/DISBURSEMENT m L

Switch to 2010 HUD

If the button reads “Switch to 2015 Closing Disclosure” then the file is already set for the HUD-1 and no
changes are necessary.

Note: Switching between the HUD-1 and Closing Disclosure (2010 HUD and 2015 Closing Disclosure)
will cause all changes entered in to that screen to be deleted.

GENINFO POLICY CLOSING DISCLOSURE/DISBURSEMENT m

Switch to 2015 Clesing Disclosure

Click on the Closing Disclosure/Disbursement tab again to access the HUD-1.

GENINFO POLICY CLOSING DISCLOSURE/DISBURSEMENT Docs

HUD Disbursement 10998 Discharges
print

el S Include HUD in Disbursements? |
Create HUD 1 Addendum Document

Print Signature Lines on HUD [_|

Estimate [_| Final [_]

OMB Approval Mo. 2502-0265

TG A Settlement Statement (HUD-1)
Wl
il

3
.r“

b
%, &

“iw peve®

J ug
o,
e

oW

B. Type of Loan
1. () FHA 2. [ RHS 3. () Conv. Unins. 6- File Number 7. Loan Mumber 8. Mortgage Insurance Case Number.
a ’_| VA m | |CEHD[QN3E2|51| ‘
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Appendix

Basic

Troubleshooting EPIC

The first step in troubleshooting any
issue is to clear your cache and attempt
to replicate the issue. Before doing any
troubleshooting steps, always follow
this procedure as your first course of
action.

In your browser press CTRL + SHIFT
+ Delete on your keyboard (this works
the same for both Edge and Chrome).
Make sure that you have the time range
set to “All Time” and the ‘Browsing
history’, ‘Download history’, and
Cached images and files’ boxes checked
and click “Clear Data”:

Once complete, close all browser
windows. You may need to check your
task bar to ensure that all windows have
closed. If your taskbar indicates that
another window is open, right-click on
the icon and click ‘Close all windows:

Next, verify that the problem
experienced was corrected or if it is
persisting. Continue to the next
appropriate troubleshooting step as
necessary.

Time range

All ime

autocompletions in the addr

Download history

None

Cookies and other site data

Cached images

Frees up less tha

Mew window

out of most sites.

. Some sites may load

Mew InPrivate window

Microsoft Edge

Unpin from taskbar

Close all windows

e J

|
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Cannot open a PDF file.
Step Instructions

PDF’s must be handled by Adobe and not
the browser. Check your computer to
ensure that the system is set up to use
Adobe Acrobat as the default reader. To do
this, locate a PDF on your computer (any
pdf will suffice). Right-click on the file and
chose “Properties” from the submenu:

Next, locate the “Type of file” and “Opens
with” section of the properties window.

It should show Adobe Acrobat for both, if
not, click “Change”. In the pop-up, locate
and select Adobe Acrobat from the list of
available programs. If a section appears
that allows you to check a box to always use
Adobe, click it before clicking OK on the
window.

This should resolve the issue; however, if
you are still encountering problems you will
need to make changes to your browser
settings.

If you are using Google Chrome, jump to
step 9.

Example

Cut

Copy

Create shortcut
Delete

Rename

Properties

Type of file:  Adobe Acrobat Document {.pdf)
Cpens with: Adobe Acrobat Change...

How do you want to open .pdf files from
now on?

Keep using this app

Adobe Acrobat
ju

Featured in Windows 10
. Microsoft Edge
Open PDFs right in your web browser.
Other options
Firefox
E Google Chrome

Internet Explorer

L

OK
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Step Instructions Example

m = O L 8 @ J

New tab
New window

t  New InPrivate window
Zoom

Favorites

O w

History
Downloads
For Microsoft Edge:

Click on the ellipses located at the top right
of the browser, towards the bottom of the
menu click on Settings:

Apps

o B e

Extensions

a0
2

Browser essentials

1]

Print
Find on page

More tools

Settings

Help and feedback
Close Microsoft Edge

Managed by your organization

or maximized, you will see a search field

located in the top left of the screen, if the

screen is not fully maximized, the search
field will be in the top right of the screen.

Type in ‘PDF’ in the search field and hit

enter.

In the search results, scroll down until you
locate pdf documents and click on it:

Once loaded, verify that both options
shown are turned on. They should appear
on your screen as shown:

For Google Chrome:

In the top right corner of the browser,
locate and click on the three vertical dots. More tools
Locate and click on “Settings” from the Edit

menu list that appears: Setfings
Help

Bt

I If you are viewing the settings in full screen
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Step Instructions Example

In the search bar located at the top center J
of the settings screen, type in ‘PDF’ and hit
enter. Scroll to the bottom of the list and Additional content settings
click ‘Additional content settings’:

Locate and click on ‘PDF documents’:

m documents

Make sure that Chrome is set to open PDF
document in the browser:

Chrome handles the files from Chrome
differently than Edge. For the information
to be transferred from EPIC into the pdf, it
needs to open in Chrome before you save
the file elsewhere.

PDF documents

Download PDFs

Note: If you are using a Mac, you
will need to set this to download @ 7 Open Pofs in Chrome
PDFs and make sure you have the
Adobe Acrobat Reader downloaded
and installed on your computer.
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Cannot Download Documents
This issue is identified when you click to download a document (the closing disclosure as an example).
After clicking a window appears that says “Merging...” for a few seconds, then disappears. Nothing
shows up in your download list and no download notifications are received. Follow these steps to fix
this issue.

Go to settings by clicking the ellipses at the
top right of your browser (In Edge the
ellipses are horizontal and in Chrome, they
are vertical).

Scroll down the list to locate the settings
option and click on it. It will be one of the
last few menu options at the bottom.

® Settings
After the settings screen opens, look at the :
menu on the left of the screen and click on R
“Downloads” -

Next, locate the option “Ask me what to do

with each download” or “Ask where to save

each file before downloading”. Turn this Ak wihere 10 5ave e e befrs downlading
option off (the screen should look exactly

as it does to the right).

You can now close this tab and download o B pelat ety
the file.
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PDFs print corrupted

Important: If you are using a Mac, the
process will be different. Please follow the
normal installation processes for a Mac.

Download the Adobe Acrobat Reader from
https://get.adobe.com/reader/ and then click
“Download Acrobat Reader”. The system will More add-ons
automatically detect the computer you are
accessing the site from and provide you with
the correct download file. e

Included with your download

B install McAfee Security Scan Plus

tee utility to check the status of my PC security. it will not maodify

15 program or PC settings

Note: Check for anything on the page that
says, “More add-ons” or “Included with your
download” and uncheck the box so that you
are only downloading the reader and not any

third party software.

Once downloaded, run and install the Recent download history
application. Follow the on-screen

instructions. [E Reader Install Setup.exe

1,419 KB - Done

To verify that Adobe Reader was set as the

default PDF reader, you will need to do a quick
check of a pdf file. Locate a pdf file on your
computer.

Open with Adobe Acrobat
Print
© Share with Skype
B Edit with Notepad++
Scan for threats
‘® Edit with Adobe Acrobat
I-i Combine files in Acrobat...
'a. Share using Adobe Acrobat
& Share
Right-click the file and choose properties from Open with
the bOttOl’l’l Of the Submel’lu. Always available offline
Restore previous versions

Send to

Cut

Copy

Create shortcut
Delete

Rename

Properties

Once the property window launches, check

the General tab for the “Type of file” and

“Opens wit ”’ it should appear as follows: Type of fle:  Adobe Acrobat Document (pdf)
If it does, close the window and try to access
the file again in EPIC, you will want to
download a fresh file. If this doesn’t work, or
the screen to the right doesn’t match the

Opens with: Adobe Acrobat Change...
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https://get.adobe.com/reader/

properties window on your computer,
continue to the next step.

How do you want to open .pdf files from
now on?

Keep using this app A

Adobe Acrobat

Featured in Windows 10

To update what the computer uses as your . Microsoft Edge

default reader, click the “Change” button and Open POFS gt in your web brovser
select Adobe from the list. If it has an option
to check if you always want to use this
application, select it before you click OK. Firefox

E Google Chrome
Internet Explorer

_ I Anle Ffar an ann in tha Blicracaft Cara

Other options

OK

Check to see if this resolves your issue. Make
sure you go back into EPIC and download the
file that you need again.

If you still have issues, contact ATGF.
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EPIC will not launch.
Step Instructions

Restart your browser. Remember to close all instances of the browser windows; otherwise

- it may not clear all your session data.

4.

If not resolved, email support@ldd.ca and title@atgf.net, include the following
information:
1.
2.

3.

Browser you are using

Screen shots of any errors that you are getting (error code 404 or 503, etc.)

Verify if you can get to any other website to confirm that you do have internet
access.

Any recent changes such as installation of new virus software, etc.

IT will review the information and check the servers to verify no issues. If a reboot of the
server is required, it will take approximately 5-15 minutes to come back up
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Field Update not affecting file

When making updates to a field, changes are not reflected in the rest of the file. This is usually due to
overwritten field. Changes cannot be made to a field that was previously overwritten, the overwrite needs
to be removed before the field can be updated again. Please see below.

Step Instruction Example
_ Verify the form field is pink. If not, go to step 4.
Click in the field to reveal the “x” located to the left of the 2E0000.00

overwritten field. Click the “x” to clear the overwrite,
restoring the default data.

The field should no longer be pink and the values in the field

may have changed (reverted to the default value).

Update the field, if necessary, and verify the changes that

took effect in the other areas of EPIC or forms.

You may need to confirm that the field should be overwritten

again.

If this did not fix the issue, please contact ATGF Title@ATGF.net

124 |Page


mailto:Title@ATGF.net

File Locked

EPIC utilizes cookies to store information that is referenced by the server on your computer. This ensur
that while you are actively working in a file, someone else cannot make changes to the file. Long periods
of inactivity (i.e. when working in Quick Type exceptions for periods longer than 10 minutes) may cause
this lock to expire.

When working in EPIC, there are times that someone else may get into a file. Or, in other cases, the
browser may have refreshed after a time of being idle. In either case, you will get a message that advises
you the file is being locked by another user (messages vary slightly between Edge and Chrome but will
mean basically the same.

To avoid unintentional locking of a file, never close your browser while still in a file, always navigate back
to the main page (by clicking “Main” on the menu bar). This will tell the server that you have completed
working on the last file and release the lock.

Step Instruction

When in a file, a message appears that you are locked out of the file due to another user being
in the file.

Get out of the file and go back to the Main screen. Search for your file again and re-open.

Check to see if that has resolved your issue; if not, continue to step 3

Send an email to Title@atgf.net with the file number as the subject of the email. Simply indicate
that the file is locked and you need to have it unlocked. We will unlock the file and email you
back as soon as we’re done.
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Lender Information not showing on policy (MN & ND properties only)
In some instances, lender information may not appear on the policies correctly. If your property is in
Minnesota or North Dakota, follow these steps.

Step Instruction Example

Open the file and navigate to the GEN INFO S = = = O e
tab of EPIC. Scroll down to the Lender Policy e

Details section

At the bottom of the active lender, under the ok T eman e temen)
“Policy Time” look for the radio buttons o

marked “Construction Loan?” and “MERS

Language?”, if these were unanswered, take a

moment to answer each.

If these questions in Step 2 were unanswered, I et i

go back to the draft policies and check to see if o s seccesors an asigns s el neress may appet
that resolved the issue. If not, continue to the

next step.

From the GEN INFO tab, pull up the lender’s Lender Policy Details
information. Click on the ellipses button to the Lender
right of the lender’s name. 1 | Frandsen Bank & Trust | !

x |

[searcn 2l Lenders ]
Search My List

Name Contains: | fangsen

o @rrandsen Bank & Trust - - Edit | Copy | Delete
In the pop-up window, search the current
lender’s entry.
When the search returns, locate the lender
(the one with the check mark in front of it. — =
Click on “Edit” to the far right to load the I
lender’s information. PP—— T ot e, \

Branch \ |

MERS Language Morigage Electronic Registration Systems, |

NMLLS ID ‘7‘

License ID ‘7‘

Lender Address ‘ 7429 Excelsior Road PO Box 2690

| Banter, Mn s6225

K

Phone [
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Step Instruction Example

Here you can manually set how the —
information should appear. If this is not a

MERS lender, then delete all the information

from the MERS Language field.

Determine how the successor language should Successor 1 | ntor it susoessrsand assins s et
be worded for non-MERS lenders, i.e. “and/or =t [ '
its successors and assigns as their interests

may appear” or “ISAOA ATIMA”. Enter that Or

information in the “Successor Language” field

and delete everything in the “MERS Successor [ |

MERS L ‘ Mortgage Electronic Registration Systems, | |

Language” field.

Or vice versa for the MERS Language.
Determine how the MERS Language will
appear “Mortgage Electronic Registration
Systems, Inc. as nominee for Frandsen Bank &
Trust” or “Mortgage Electronic Registration
Systems, Inc. as nominee for Frandsen Bank &
Trust ISAOA / ATIMA”.

Check the Lender Policy to see if the correction
fixed the issue. If no, email support@ldd.ca
and Title@atgf.net.
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Premium not showing up on the Premium Calculator
Note: This issue should have been fixed in an EPIC update from 3/24/2025. If you come across tht
issue, please report it to ATGF at Title@atgf.net or you may call your primary ATGF contact if you

prefer.

In rare cases, there may be issues where the premium does not populate in the premium calculator,
commitment, or policies. This is usually related to a disconnect with how the information for the policies

was saved during the setup process. Follow these steps to fix this issue:

Step Instruction Example
r=-3 =8 —— =
Open the file in EPIC and navigate to the GEN %: %‘: = B3 B
INFO tab. Scroll down the page to locate the =~~~
policy that is not calculating a premium inthe —.=... « = == o me e e
Premium Calculator. e = = N
Click on the ellipses button to the right of the Jacket
Sl i =
*
Select
A pop-up will appear. Select “None” to change Tfﬁir
the jacket type to None. Standard
Short Form !
Verify that the Jacket selection changed to Jacket
“N on e” .
Scroll to the top of the screen and save your B
file. This will ensure that any issues are
cleared out.
Scroll back down and locate the jacket that Jacket
you just changed to “None” and change it back u
to the previously selected option.
++ Scroll to the top of the screen and save your @
file. This will ensure that any issues are
cleared out.
Premium Calculator
‘OP(5647,900.00): $1,032.30()
Full rate OP: $1,720.50
MP 1(3660,000.00): $99.00 ()
TRID
g o LD ElE g22450 |
Navigate back to the POLICY tab and verify
. . . TRID MP 1z 5159500 |
that the premium is now showing. , E—
Agent Reinsurance
sl § 000 |(s0.00 calc)
E::fu:wﬁ?:w:mnmn $(688.20)
Remit to ATGF: $565.65
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Error Message: Bundled Rates cannot have other discounts. Please change your selection
EPIC displays this message after a bundled rate is selected.

When switching from the “Base Rate” to a
bundled rate under the “Rate Table” option,
an error message appears advising that the
bundled rate selected cannot have any other
discounts.

Select the “Rate Table” ellipses button to open
the list and change back to “Base Rate”:

Once the change takes effect, click on the
“Discount” ellipses button to open the list and
change it to “None”:

Once the discount updates to “None”, click on
the “Rate Table” ellipses button again and re-
select the appropriate bundled rate.

Bundled Rates cannot have other discounts. Please change your

Recording Info | - | Setect

[Nane

Policy Time:| exacttmeof recording | eg. 1000 am)

[Bunciea Rer
[Concurrent Residential Buned
Lander Polloy Dataile | [sweamiined Bundied Ret
Lender zror M) Re
1 [ Bank of America, nA . 2} [Bundied Residential Reverse |
Paolicy Jacket |
[Morigagee v] anad [ |

Rate Table
a
Policy Time:

|exact tme of recorgng. | eg. 104

Select

=
Construction
Reissuance
Simultaneous
Time Share

Discount

[Simultaneous| -

Select

None

Base Rate

Bundled Refi

Concurrent Residential Bundled
Streamlined Bundled Refi

ATGF Qualified Mortgage (QM) Refi
Bundled Residential Reverse
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Word documents corrupted
When using Google Chrome, accessing some files requires that the file is downloaded as a word docume
instead of viewing as a PDF.

Step Instructions Examvple
Click on the document that you need to | cewwro | poucy | ciosie oisciosureoisaursevent  ERES
Open/download Document Control items:

1. Policy
002, HUD
Disbursement Statement
HUD 1 - CO Lender
Borrower Closing Statement - CO Lender
ATLA Borrower Settlement Statement - CO Lender

E3.CPL

@ 4. Pre Closing

@ 5. Closing

6. Post Closing
@ 7. Forms/Misc.
@ Other Documents

[ Special Documents for this File Only

Once downloaded, a download

confirmation should show at the top right A\ W = o A2
of your browser window. If it doesn't,

press CTRL+J on your keyboard to open yournewDocument (8).doex [ [A
the recent download list. 7.0 KB + Done

Error message occurs when you attempt to
open the file from here, or your download
folder. If error occurs, open Microsoft
Word, click Open...

7 Open

Get Add-ins
Info

Save a Copy

Other locations
E@ This PC

Then click browse —da‘::l Add a Place

I~ Browse
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Then navigate to where the file is saved,
probably your download folder

Click once on the file that you want to open.
Be sure to click once, do not double-click

Finally, click the drop down arrow located
to the right of the Open button and select
“Open and Repair”

Folders (7)

' bjects
E Documents

Open in Protected View

Open and Repair
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Quick Start Guide

Microsoft Edge — IE Mode Setup Instructions

Note: Before we begin, please note that this will only work on a windows computer. If you are using
Microsoft Edge on a Mac, these steps will not work. IE Mode is not available in Microsoft Edge for Mac.
Additionally, it is not recommended that you use this by default, this work-a-round was made available
to EPIC users who still use QuickBooks Desktop. Microsoft discontinued support for Internet Explorer
and has plans to discontinue IE Mode by 2029. ATGF is not updating EPIC for Internet Explorer because
of this. We recommend either Microsoft Edge or Google Chrome for EPIC.

At the time of the writing of this manual, Microsoft still supports Internet Explorer functionality through
its new web browser Edge. This feature is referred to as IE Mode. There are a few steps that you need to
go through prior to using EPIC in IE Mode.

Step Instructions
1 To set IE Mode up for EPIC, you must first update the registry in your computer to grant the
specific permissions that Edge will need to activate IE Mode properly. To do this, download the
program and the following link:
https://www.lawyerdonedeal.com/rplus/images/iemodeon.reg
2 | Once downloaded, close all Microsoft Edge windows, the easiest way is to just right click on the
Edge icon located on the taskbar and click either “Close Window” or “Close All Windows”:

% Microsoft Edge
52 Unpin from taskbar

Close all windows

A 6 D T A

3  Locate the file iemodeon.reg that you just downloaded. It will be in your downloads folder. By
default, this is C:\Users\username\Downloads\ (or similar)

Double check your download location by copying and pasting the following into either your
Chrome browser’s address bar or Microsoft Edge:

chrome://settings/downloads
edge://settings/downloads

Once located, double-click on the file to run it. You will receive notices letting you know that
the program will change your registry and could harm your computer, please accept and
confirm all pop-up messages until you receive confirmation that the registry update was
complete.
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You can now open Microsoft Edge. Copy and paste this link into the address bar in Edge:
edge://settings/defaultBrowser

This will load the settings screen and direct you directly to the “Default Browser” page. Your
screen may differ slightly than the screen shots below; select the option on your screen that
matches the instructions closest.

In the section: “Let Internet Explorer open sites in Microsoft Edge”, set that to “Incompatible
Sites Only”:

Let Internet Explorer open sites in Microsoft Edge Incompatible sites only

In the section: “Allow sites to be reloaded in Internet Explorer mode (IE mode)”, set this to
“Allow”

Allow sites to be reload n Internet Explorer mode (IE mode)

Note: At any point, you may see an option displayed asking you to restart Edge. If this
comes up, click restart. When Edge reloads, continue with the configuration.

In the section: “Internet Explorer mode pages”, click “Add” and type in the following:
https://www.attorneydonedeal.com/epicplus

Internet Explorer mode pages

Add a page

Enter a URL:

https://www.attorneydonedeal .cum,’ep\cplusl

Add Cancel

Next, copy and paste the following link into the Edge Address bar:

edge://settings/appearance

Scroll down to the section labeled “Customize Toolbar” and begin looking for the “Select which
buttons to show on the toolbar:” grouping appears:

Customize toolbar

Select which buttons to show on the toolbar:

Towards the bottom of this list you will see the “Internet Explorer mode (IE mode) button
switch, make sure that is turned on like so:

[_‘ Internet Explorer mode (IE mode) button
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Once you are ready to log in, go the main page and look at the toolbars in Edge: ~——®

(@] & 3

(@]}

If the icon on the far right that appears to be an ‘e’ over a square is showing, you are Not in IE
mode. Click that icon to put Edge in IE mode.

https://www.attomeydonedeal.com/epicplus/logi L 3B -

s O (@

Once you have clicked the button, the page will reload and a pop-up window may appear, if it
does, make sure all switches are turned on and click done:

This page is open in Internet Explorer
mode

Most pages work better in Microsoft Edge. For
e asons, we recommend you leave this mode
u're done browsing this page.

Open this page in Compatibility view

Open this page in Intemet Explorer mode
next time

Manage

Compatibility Mode: IE(Unknown)

) Protected Mode: On

Zone: Invalid

This will make sure Edge remembers to load EPIC in IE Mode. You must always check to ensure
that you are being logged in under IE Mode prior to entering your login credentials to ensure
that information wasn’t lost. To validate look for two items on your screen; 1. The ‘e’ in the
address bar:

And then the edge logo on the IE mode button on the right in the toolbar:

To Disable IE Mode, download and run the follow registry file (remember to close all
Microsoft Edge windows):
https://www.lawyerdonedeal.com/rplus/images/iemodeoff.re

Once you have run, follow the instructions above to turn off IE Mode in the EPIC settings.
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EPIC Utility Setup

Prior to using EPIC in either Chrome or Edge, you will need to install the utilities to ensure smoo
functionality. There are times that you may need to run this going forward. Since the possibility that these
programs can become corrupted, if you have issues with EPIC, you may need to re-run these programs.
Just follow these steps if you need to re-run them in the future.

If running EPIC in Google Chrome from an Apple device (i.e., iMac, Macbook, Macbook Pro, Mac Mini,
Mac Studio, etc.) you will not need to perform these steps.

Navigate to the EPIC login screen:
https://www.attorneydonedeal.com/epicplus/login.asp

Do not log in. Locate the list of programs towards the bottom of the screen:
Dovwnloads: Online Utility Guide | Online Utility | Secunty Utility | Microsoft XML 4.0 5P 3.0

Click on “Online Utility” and then click “Run” or “Open File”. Follow the instructions shown
making sure to select “Continue”, “Next”, or “OK” to progress through the installation. If you
are presented with a screen asking to “Install”, click “Install”; otherwise, click “Repair”. Once
complete, you will receive a confirmation dialog, click OK to finish.

ATGF Online Wtility for 64-bit System
wersion 2.1.13.4
by ATGF

ATGF Online Utility is a light selfextracting and
installing software for legal document printing,
spell checking, QuickBooks integration, and
other features in ATGF online applications,
https: e lawsyerdonedeal.com/
support@(dd.ca

@ 2005-2015 LawyerDoneDreal Corp. &l rights reserved.

IrztallS hield

Continue I Cancel

InstallShield Wizard

Welcome
Modify, repair, or remove the program.

‘welcome to the ATGF Online Utility Setup Maintenance program. This program lets you madify
the current installation. Click one of the options below,

" Modify

Select new program components to add or select curently installed
components to remowve.

+ Repair
@ FRieinstall all program components installed by the previous setup.

" Remove

Fiemaove all installed components,

InstallS hield

< Back Mext > I Cancel
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Information x

1 The installation/maintenance of LOD Gnline Utility completed
¥ successtully.

Note: You may need to have administrative rights to run this on your computer. If this is not
you, please contact your IT person to run the program for you.

Next, click on “Security Utility” and then click “Run”. You may bet a popup advising that the
program may be harmful to your computer, click “Keep” to initiate the download. Once
complete, click “Open File”.

RPWSecurity.reg could harm your device. Do you
want to keep it anyway?

Keep Delete

L RPWSecurity.reg
E® Open file

Note: You may need to have administrative rights to run this on your computer. If this is not
you, please contact your IT person to run the program for you.
Next click on “Microsoft XML 4.0 SP 3.0” and then click “Run” or “Open File”:

msxml.msi

Open file

Click “Next”:

#8F MSXML 4.0 5P3 Parser Setup e

Welcome to the MSXML 4.0 SP3
Parser Setup Wizard

The Setup Wizard will allow you to change the way MSXML
4.0 5P3 Parser features are installed on your computer or
even to remove MSXML 4.0 SP3 Parser from your computer,
Click Next to continue or Cancel to exit the Setup Wizard.

=

Next, click either “Install” or “Repair”:
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Modify, Repair or Remove installation
Select the operation you wish to perform.

Modify
Allows users to change the way features are installed.

Repair
Repairs errors in the most recent installation state - fixes
missing or corrupt files, shortcuts and registry entries.

Remove
Removes M3XML 4.0 SP3 Parser from your computer,

Next, click “install”

ﬁ MSEXML 4.0/ 5P3 Parser Setup *

Ready to Install
The Setup Wizard is ready to begin the Repair installation

Click Install to begin the installation. If you want to review or change any of your
installation settings, dick Back, Click Cancel to exit the wizard.

| <Bak [ msl || cancel

Once the installation is complete, click “Finish”.
It is best to close your browser windows and relaunch to make sure your session is linked to
the newly updated applications on your computer.
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Logging In - Administrator

The administrator login is the first login created for you by ATGF. This gives the user access to all aspe

of the account. If you do not want to provide everyone in your organization access to this, you can set up
individual logins from the Firm Settings screen (this screen is only available to the account
administrator). To login, navigate to the EPIC login screen by going to:
https://www.attorneydonedeal.com/epicplus/login.asp

AGENT BULLETIN >
Procedures during COVID-19 \
Closures of Recording =
Offices

ATGF is aware that some state or county
offices have closed in response to public

health concerns related to the COVID-19 ACCOUNT
outbreak. This information is rapidly

developing, and local operations must USER

be alert to changes in recording

availability. In an effort to continue PASSWORD

uninterrupted service to you, we are
addressing these potential possibilities.

Login
In the event a County Clerk and
Recorder Office is Fully Closed and
will not accept documents for
recording, you must use the NEW
Affidavits for the Seller/Borrower and
Buyer now available in EPIC.

Enter the account name and administrator password, do not enter any information in the
“User” field (see below).

ACCOUNT  [demo ]

Forgot your password?

Access Help |  www.atgf.net

USER
PASSWORD srreasnaa
Login

Forgot your password?
Click the “Login” button, this will take you to the “Main” page.

a]_g/[-3 MAIN FILE TOOLS REPORTS defaultaﬂdm Log Off
N R - - | - O - I 40
File Property Address Policy Status Closing Date jIi=asacton Action =

Type

4097 Winet Rumnn Drad Kiarth | o Vnnne Klnunda -
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Logging In — User Account

After setting up user accounts, the user can login to EPIC to view and work on files within. They will ha
full access to EPIC outside of administrator functions such as changing information, creating automatic
file numbers, creating new users, etc. To login, navigate to the EPIC login screen by going to:
https://www.attorneydonedeal.com/epicplus/login.asp

AGENT BULLETIN =
Procedures during COVID-19 \
Closures of Recording =
Offices

ATGF is aware that some state or county
offices have closed in response to public

health concerns related to the COVID-19 ACCOUNT
outbreak. This information is rapidly

developing, and local operations must USER

be alert to changes in recording

availability. In an effort to continue PASSWORD

uninterrupted service to you, we are
addressing these potential possibilities.

Login
In the event a County Clerk and
Recorder Office is Fully Closed and
will not accept documents for
recording, you must use the NEW
Affidavits for the Seller/Borrower and
Buyer now available in EPIC.

Enter the account name, user name, and user password, (see below).

Forgot your password?

Access Help | www.atgf net

ACCOUNT demo
USER Phill
PASSWORD sessnanens

Forgot your password?
Click the “Login” button, this will take you to the “Main” page.

a]_g?j MAIN FILE TOOLS REPORTS nm Logoff
- R ,0
File Property Address Policy Status  Closing Date  TTASACtion p D

Type

In the top right-hand corner of the screen, you should see the Logg Off button. To the left, you
will see the account and user that is currently logged in. In this case the account that is logged
in is “demo” and the User is “Phill”
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EPIC Setup — Enabling Pop-ups
Many areas in EPIC require pop-ups to allow for data entry as well as downloading documents. This will

walk you through to quickly enable pop-ups for EPIC.

Next, copy and paste the following link into the Edge Address bar:
edge://settings/content/popups

Locate the section labeled “Allow” and click “Add”. Enter the URL [*.]attorneydonedeal.com/
and then Add the URL [*.]lawyerdonedeal.com/

Allow

Add a site

Site

[*]attomeydonedeal.com

Add

Add a site

Site

[*]lawyerdonedeal.com

Add
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EPIC Administrator - Creating new User logins
As an EPIC Admin, it is within your capabilities to grant access to your EPIC files for others. Follow t
below instructions on setting up users in EPIC.

Navigate to the EPIC login screen by going to:
https://www.attorneydonedeal.com/epicplus/login.asp

Enter your login credentials and click “Login”

Click on the “Tools” drop down form the menu and then select “Firm Settings”:
TOOLS  REPORTS

Calendar Preferences
Export to IRS

Contact Us

Agent Monthly Billing Report

Agent Remittance Report

Scroll down the page to locate the section called “Users”
A Users
And then chck on “Add a New User”:
NewUser
)]

Fill in the information requested:

User #12:
Delete this User

Last Name |

Login Info:

User 1D |

Type regular v

The User ID, Password, and Confirm Password are the only required files; however, it is
strongly recommended that you take a moment and complete all fields to make it easier to
identify which section needs to be deleted or updated later down the road.

Note: At the time of writing, the “Type” field only has the one option, “regular”. This may be
changed in a newer release. Users can change their password by accessing the “Firm Settings”
screen.
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EPIC Instructions — Creating a New File
Setting up a new file is easy in EPIC. The following instructions cover how to set up a new file. As wel
covering what fields are required to complete the initial setup.

Click on the “Create File” button from the main screen:
S f_.ﬁ
Files Fiter| [ creme Fie | Fna e LY ece I Aschivea | Conceles] 0]
Or, you can click on “File” and select “Create New File” no matter where you are in EPIC (even
from an existing file):
al}I[ﬁ MAIN FILE TOOLS REPORTS
Copy Existing File

Find a File

Access old EPIC

When the screen first populates, you will need to answer the “Eligibility” question. This is asking
if the transaction is an arm’s length. If you or someone in your first is a party to the transaction
in any way, click “Yes”; otherwise, click “No”. This will trigger a manual review when you are
ready to issue your first document. This ensures that ATGF underwriters can be your second
pair of eyes and minimize risk to your organization:

ELIGIBILITY

Do any of the following statements apply to this transaction * () Yes () No

« I, my firm, or someane in my firm has a direct or indirect interest in this transaction;
« The parties involved in the transaction are related so the transaction is not at am's length;
+ The consideration exchanged between the parties for the transaction is something ather than cash or a morigage.

The next section “Responsible Producer” should auto populate unless your company is in more
than one state. If that is the case, it will be blank. Click the ellipses button and select your state
from the list:

Responsible Producer * B

Select Lawyer
ladam Hyp | MD
[Eric Morgan | MT
|Jefrey Dobberpuhl | MN
|Laura Hammoud | NV
|Laura Hammoud | AL
[Lis= Quintanar | UT
[Phill Johnston | LA
[Rita Kennedy | ND
[shawna Smith | CO
|Shawna Smithh | AZ
|Test2 Johnson | MS
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Once you have done this, the screen will fully populate with all the setup options:
The first section — File
This houses the overall details about the file:

File

Use Hud? 2015w
File Name:

|

Please Note: you must enter a unique File Name or Number in order to save your file to the system

File Number | AT6F-2025-08014T |

Transaction Type *
‘Split Transaction

Olgl
i
<

Closing Date.
Disbursement Date

Reconveyance Tracking
Set Date To Trigger Reminder

Commitment Date

In this section, only the File Number and Transaction Type are required. Note that when
information is entered into both the File Name AND File Number fields, EPIC will require that
they be unique values and cannot be repeated in any existing file you have previously setup.

The second Section — Property Address
As the name suggests, this section is for the property address:

Property Address

Full Property Address Not Available [

Street No.

SweetName | |

Unit Description | | I it pamber |

Stmte UT e | |

Town | ounry | ==

If you do not know the full address, check the box “Full Property Address Not Available” and
the “Steet No. and Street Name fields will change to “Description”. Enter a brief description of
the property here.

Property Address
Full Property Address Not Available

Description |
state UT e | |

o | oy [

The only field that is required in this section is the County. You can pull the county by entering
a zip code (If you don’t know the exact zip code, you can look it up online at
https://tools.usps.com/zip-code-lookup.htm And searching By Address or by City and State. If
you only know the county because of rural agricultural land or other reason, click the Search
box to the right of the County field and select the county from the list.

Note: EPIC will not accept the county if it is typed in manually. It must either be selected from
the list of counties shown under the search button or auto populated by entering in the zip
code.

The third section — Property Details

In this section you can select Leasehold if it is not a Fee Simple file, the Property Use, ownership
structure, easements, water rights, etc. There are no fields required in this section:
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Property Details
Leasehold Indicator [7] Unless Leasehold Indicator is checked, the system will treat interest insured as Fee Simple.
Property Use 1-4 Family Residential
Yes [_INo
Ownership
Structure () Condominium () Planned Unit Development

Water Rights [m]
Mobile/Manufactured Homes [

Property Tax ID |

Centificate of Taxes Due

Additional Charges Description ‘

Additional Charges Description 4 y
g Paid By:

After all required fields have been completed, the “Create File” button will appear at the
bottom of the screen:

Click to continue with the application.

If you prefer to scroll back to the top of the screen to review your work, the button will also
appear at the top of EPIC:

[ creare e 2
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EPIC Instructions — Copy an Existing File

In some cases, you may want to create a file based off of one that was previously created. Some examp
could be: Handling multiple parcels for a vendor that has subdivided a lot, handling another transaction
on the same plot of land, etc. The purpose of this feature is to allow for EPIC to copy over the address,
legal description, requirements, exceptions, etc. so that you spend less time recreating the file and more
time ensuring that all parts of the transaction are handled efficiently.

Step Instructions Example
Hover over the File menu option at the top of D MAN fLE 00LS REPORTS
the screen and click on “Copy Existing File”. atgf N

A new screen will display all the recent files. You
can switch between Recent files and Active files
by clicking the corresponding button at the
bottom of the list.

Once the file is located, select the row (this can
be done with a single-click)

HINT: The list does not have a search feature on
it; however, one can quickly locate a file by using
the find feature within the browser. To use this,
just press CTRL + F on the keyboard and type in
the file number in the search box.

Is your file missing and not showing on
the list of available files to copy even if
you switch between “Recent files” and
“Active files”? Go back to the Main screen and
search for the file. Once it has been located,
open the file and go back to step 1. You will find
the file in the recent list once you repeat step 1.
The ensuing window asks what items need to be
excluded from the new file.

Check each box that should not be copied to the
new file. If copying a purchase file to be used as
a refi, check the “Seller” box and the HUD to
ensure that the file starts with a clean HUD.

A new addition is the question: “Would you like
to copy Hyperlink documents?” Checking this
box will ensure that any documents that were
uploaded to the file being copied for the purpose
of completing a hyperlinked commitment will
also transfer to the new file.

Create New File

Copy Existing File

Find a File

Access old EPIC

Select an existing file to copy from
Files

Transaction cancelled Action

File Property Address
Type

Policy Stats  Closing Date
1827 West Gowan
Road, North Las
Vegas, Nevada
89032

2022000204/ 1/31/2023 @

z
&

fsEEE

883 Baily Drive,
Columbia Falls,
Montana 53312

2022000224/ MT-

20230307-1208 3/31/2023

&
z

SBEE

883 Baily Drive,
Columbia Falls,
Montana 53312

2022000225/ MT-

20220307-1700 3/31/2023

-a=Rilic]

| =
g

4 Main st, town,

2022000226/ teStAZ o Ty

3/2/2023

z
g

SBOE

2022000230/ alina test
e

, North Daketa 5/31/2024

z
&

a=Rulc
9711 North Outlaw -

VW [eecemies Dactmefies

VIEW Dﬂecemﬁles D.ﬁ.miveﬁles

Please select the information you want to exclude from the copy
[CJ Purchaser
[ seller
(] Property
[ HuD

Would you like to copy Hyperlink documents 7 (|
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- Click OK when done.

The next screen will launch the “Create File” _ )
window. —

Go to Step 2 in the EPIC Instructions — Creating E';a;f" e =
a New File Section to make sure all fields are
completed properly.

Additional step for hyperlinked commitments.
If you checked the box to transfer the Hyperlink
Documents, you will need to first order the
hyperlinked commitment form the Policy tab
after creating the file. This will ensure that the
user can agree to the hyperlink commitment fee.
Once the request is successfully submitted, the
button will change to “Prepare hyperlink
commitment”. Click the button to show all
documents that were transferred.

This feature was enabled to allow agents the
ability to create a master file where the base
documents common to all transactions for the
specific deal (subdivision/project) can be
created and uploaded once to EPIC, and then
copied to a new file each time they are needed.
This can be a massive savings in time.

146 | Page



EPIC Instructions — Issuing a CPL

A CPL or iCPL is a Closing Protection Letter normally issued to the Lender but may be requested by t
borrower as well. Currently EPIC only has the ability to issue a CPL to the lender and borrower. Below
are the instructions to issue a CPL along with the required data and where it is completed.

Step Instructions Example
Verify that you have entered all the
purchasers/borrowers on the file. If any names
are missing, click the enter/edit button to the
right of the field and make the necessary

Purchaser/Borrower name/address

Sally M. Birkstrum
52300ths

Nephi, sh 84648

updates.
Next, ensure that all information regarding the Erm
lender is present, specifically the address for the
lender and the loan number. x
 sclet s J 0k | Gancel -
To verify the lender’s information, click on the p——
ellipses button to the right of the lender in the vender ame [Femronens okoticisore |
Lender Policy Details section of the GEN INFO S :M‘S"::
tab. MERS Language [orgage Eecronc Regsmenon sytems |
e s
Lender Address | |
| |
Phone | |
Fax | |
Contact Name | |
| )
Middle Name | |
tasthime | |
o | \
wso | |
| |
o | | .
Now, click the CPL button and click on the party Lender 1

you want to issue the CPL to.

In the pop-up windows that comes up, click on
“Create”.

‘x

‘Search Existing CPL's

[ oo [LTRRSR——

Verify the information is correct shown on the
screen and fill in anything that is missing and ===
necessary. When complete, click “Issue”.

=0 oo view o et version of anew GPL
Click to print and issue & new CPL
GPL Name: Simuitaneous - 202410111048

Date Issued:
ATGF Agent Name: Attomeys Title Guaranty Fund. Inc.

Member Number: 459999
ATGF Agent Address: 7600 E. Test Avenue, Ste 130, Denve, GO, 802314371

Lender Information
Lender Name:

Lender Address:

4

anerien [(om s bepaimen ]

Referenceto loan # (202410111126 | amount| 30000000 |

Borrower Namel(s) [ saly M. iksm |
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A new tab or window will appear with the new
CPL document. A valid ATGF CPL will have a
confirmation code and link to where the party
can authenticate the CPL located at the top of
the first page of the PDF.

American Land Title Association Closing Protection Letter-Single Transaction
2016 v. 02.00 (04-02-2021)
atgf Adopied 04-02-2021

ALTA CLOSING PROTECTION LETTER
SINGLE TRANSACTION
issued by
ATTORNEYS TITLE GUARANTY FUND, INC.
To Retrieve or Authenticate CPL go to:

Enler Canfiemation Code: UTFSHZT-CONZF-V

Addressee: First National Bank of Lodisiana
AQISA ATIMA
1409 Lair Avenue
Metarie, LA 70003

Date: January 9, 2025

Issuing Agent or Approved Attorney: Atiornays Tile Guaranty Fund. Inc., 7600 E. Test Avenue, Ste 130, Denver,
CO, B0231-4371, Agent of Altoreys Tile Guaranty Fund, Inc., 750 West Hampden Avenue, Suite 475,
Englewood, Colorado B0110-2165.

Issuing Office: 7600 E. Test Avenue, Ste 130, Denver, CO, 80231-4371
Issuing Office’s ALTA Registry ID: 44
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EPIC Instructions — Preview and Issue a Title Commitment

A title commitment (also referred to as a Preliminary Report “PR” in some states) is issued to parties
the transaction as the underwriter’s promise to issue a final policy once all required items are met in
Schedule B Part I. The below steps cover all required information needed in EPIC to issue the
commitment as well as the process of previewing and issuing the final commitment.

Step Instructions Example
Verify that you have entered all the -
purchasers/borrowers as well as Sellers Gf """ Sl
applicable) on the file. If any names are missing, ... —

516 Hidden Lane N
North Sah Lake, Utsh, 4054

click the enter/edit button to the right of the
field and make the necessary updates.

Check the box in the field labeled “Names match
vesting” to indicate that you have confirmed
that the information for the borrower and seller Names match vesting

match the current vesting as well as how it will

appear once the property is sold (if applicable).

Confirm that all property details are correct.

Click on the “enter/edit” button to the right of = reswasscssocas 6 i Loy orh Sk, U 4054 e |
the field “Property Address/ Details”

The Property Details screen will open, verify the

correct address is entered and ensure that the — =
county has been populated. Next ensure the -

property information is correct, add the S =.
Tax/Parcel ID, and make sure that the Legal S
Description is complete. T —
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Step

Instructions

Next, click on the Policy Tab, verify that all the
requirements and exceptions are entered
properly. Make sure Requirements are listed in
the requirements section, not in the Exceptions
as there are separate sections in the
commitment for each of these.

Below the exceptions, indicate whether the
property has access. If not, remember to add the
access exception.

Next, verify that all currently requested
endorsements are added to the file.

Now that all the data has been validated, click
on the “Commitment” button located at the top
of the screen in the PIT header.
If any information was missed, EPIC will
display a message at the top of the screen before
opening the commitments pop-up window.
Once the Commitments pop-up window has
opened, you will have two options:
1. Preview New Commitment
a. Click this button to review a draft
commitment. Some lenders
want to have a draft
commitment to review prior to

Example

Requirements
Quick Type Requirements
Construction

Deed
o Deed of Trust
Commitment edit | delete
o Release of Deed of Trust
Commitment edit | delete
0 Warranty Deed
Commitment edit | delete

Tax

o Taxes
Commitment edit | delete
Additional Docs

0 Copy of death certificate
Commitment  edit | delete

General

0 Underwriter Require
Commitment edit | delete

Other(Custom Entry)
Exceptions
Quick Type Excepticns
General

Mortgage/Deed of Trust/Liens
o] SUBORDINATION AGREEMENT
Commitment

Mortgagee Policy
Trustee Sale Guarantes  edit | delete

Easements
Legal Description
Plats and Condominiums

Tax
o} Taxes
Commitment
Morigagee Policy
Trustee Sale Guarantee edit | delete
Assessments

Other (Custom Entry)

Verify right of access to and from the land ® Yes () No
Endorsements

Common Endorsements

Other Endorsements

T

Commitments

Issue New Commitment
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the issuance of the official
commitment.
2. Issue New Commitment

When ready, click the “Issue New Commitment”
button. EPIC will begin a check for any issues
with the file that may require a manual review.
If not, go to Step 13.

If so, it will give you a notification. Click “OK” to
confirm (you may get two pop-ups, just confirm
both). Close the Commitments pop-up window
and scroll to the top of the screen to see the
reason for the manual review (in this example,
itis due to “No. of Policies with the same Vendor
Exceeds Maximum Allowable”).

Note: A notification is sent to ATGF that the file
is in manual review; however, if you need
immediate  attention, you can email
Title@atgf.net to request immediate assistance.
Once approved, if you are still in the file, refresh
your screen (F5 on the keyboard or the refresh

icon in your browser “E”). You should see the
message in the Manual Review box has changed
from under review to approved.

Repeat steps 8-10.

You will receive a confirmation pop-up once the
commitment is successfully generated and
saved to the file. Click ‘OK’ to dismiss the
confirmation.

You will now have at least one commitment
saved to the list of existing commitments. The
most recent commitment will always appear
that the bottom.

Click the View button to open a PDF of the
commitment that can be saved to your folder
and sent to the appropriate parties.

www.attorneydonedeal.com says

Manual Review Required

Manual Review Status - Approved:

www.attorneydonedeal.com says

Issued successfully!

Commitments

Existing Commitments

Commitment PCUT202501000409N
Commitment PGUT202501000410N
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EPIC Instructions — Preview and Issue a Policy

The final policy will be issued once all recorded documents are accounted for and is generally require

be issued no later than 30 days after the closing date. Make sure you have validated your state’s
requirements. Generally, issuing a final policy is quick and easy as all the information that was entered
into EPIC was confirmed at or prior to the commitment being issued.

Step Instructions Example
From the GEN INFO screen fill in the recording
date and Policy Time located under both the == = —
Owner Policy Details and Lender Policy Details. - .
If there are more than one lender, make sureto == = = e
enter the information for each lender based on =" =n f’“ — =

the corresponding recorded mortgage or deed.
If you do not have a lender on the file, skip to
step 4.

For any file where a lender policy will be issued.
Go to the Policy tab and locate and click on the
“Recording Information” link under Schedule A
of the Master Action List.

The Lender Policy — Recording Information
window will open. Fill in all the missing
information. Click “Close” when complete.

Note: The screen will vary by state and may not
appear exactly as the screen shot shown.

Now click the “Policies” button located in the
PIT header to open the Policies pop-up window.
Click “Preview” to preview the final policy and
do a quick validation that everything is showing
properly. When satisfied with the results, click
“Issue Policies” button.

........

P T L.
=

Master Action List

Schedule A
Recording Information

Chain of Title
Deeds

| ‘When recorded return to:
Name: ‘ Anomeys Title Guaranty

7600 E. Test Avenue, Ste 130, Denver, CO

Address: 8023143711

Lender Policy - Recording Information

1 ‘ First National Bank of Lol

Date: | 10102024 |
P | 300,000.00 |

Trustor: ‘ Sally M. Birkstrum |

Trustee:

Beneficiary: | First National Bank of Louisie |
Recorded: | | (eq. 03/2472016)
Entry Number: ‘ ‘
Book: \ |
Page: ‘ |
I Purpose of Rerecording: | |
Recorded: | | (eo. 0312472016
Entry Number: | |
Book: [ ]
Page: | |
| Policies
5
=
Policies
Issue Policies
(B2 10 Policy to First Netional Bank of Louisiana (Inciuding Appl. Endorsemens)
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Step Instructions Example
Click “View” on each policy to open and save a
copy to be sent out to the insured. potces

[=0 orco202312000627M

[0 Pco202312000428N
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EPIC Instructions — Policy Corrections

From time to time, an error may slip through the many reviews on a file which will necessitate correctio
EPIC provides a grace period of 15 days following the date of issuance to make corrections directly in the
file. After this period, change endorsements will need to be issued.

Step Instructions Example
Prior to making corrections to the file,
determine if you can make corrections directly
to the file or if you need to issue an
endorsement. Open the file in EPIC and review
the PIT header bar. If a button “Regenerate
Policies” is present, then the file is still within
the period where changes can be made directly
in EPIC instead of issuing a change
endorsement.
If the Regenerate Policies button is not present,
the file has exceeded the 15-day period and will
require a change endorsement.
Go to the Step 2 if the button is present;
otherwise, proceed to step 4.
Click “Regenerate Policies”, confirm all off the
notifications.
Make the necessary corrections to the file and
reissue the policy the same as indicated in “EPIC
Instructions — Preview and Issue a Policy” Step
4.
To correct a file that is outside of the
regeneration period, a change endorsement will
be necessary. For most states, this endorsement
is the 110.3b (Minnesota and North Dakota will
use Form E).
Click the “Change Endorsements” button to
begin.
Once the Endorsement pop-up appears, check
for any existing change endorsements. View -
each one to ensure that the correction has not
|

already been created.

Regenerate Policies

X

In this example, there are no existing
endorsements. Click “Create” once confirmed
that none of the previously issued
endorsements correct the error.

] Click to create a new Endorsement.
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Step

Instructions

The screen will change to show the file number
the endorsement will be issued on and show a
drop down titled “Endorsement Type”. Click the
drop down and select either 110.3b or Form E.

Click the ellipses button to the right of the “For
policy number” field and then select the affected
policy.

This will cause the pop-up to close and go back
to the Endorsement window. Enter the text to
document the change to the policy.

Review the change endorsement and click the
“Issues” button to send the change off for
manual review. ATGF will receive a notification
that the file is in manual review; however, if you
need to get the approval faster, send an email to
Title@atgf.net. Close the pop-up window and
then click the save icon in the top right-hand
corner of the EPIC header.

Once the manual review is approved, either go
back into the file or refresh the file if you are still
in it.

Click the Change Endorsements button to open
the endorsement pop-up window.

The change endorsement will no longer show
that ti is in manual review, but instead display a
“Retrieve Data for” button. Click the button to
open the approved change endorsement.

Example

]

m Click to view a draft version of & new Endorsement.
[ e S —

Endorsement: | 2024m08010392 ‘

Endorsement Type: 110.3§ - Correction o! Commitments/Policies

For policy number [ -]

Change

|
Premium [000 |
Fiter] |

[A\I Policies ]
Policy Number Policy Type
OPAL202501000228N oP

MPAL202501000229M MP

]

Click to view a draft version of a new Endorsement,

Click to print and issue a new Endorsement.

Endorsement: | 2024maB010392 |

Endorsement Type: [170.3b - Conrection of Commitments/Policies

| mPaLzu2501000z29MENT -]

For policy number

Change The policy is hereby amended as follows:
'Schedule A hem 3:

The Title encumbered by the Insured Mortgage is vested in:
Diego Salazer, Jr. and Diego Salazar Montalve

Premium 0.00

Endorsement under Manual Review: ATGF-23-0352 - New Review

@)

b 00000000
‘Search Existing Endorsements

Click to create a new Endorsement.
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Example
‘0 Once the “View” button appears, click it to =
download the change endorsement pdf file.

Step Instructions &

Endnrsemem:‘ ATGF-23-0352 |

Type: [110.3b - Gomrection of Commitments/Policies
Forpolicy [ 14PC0202312000423NENT ‘
number

Change The policy is hereby amended as follows:

Schedule A ltem 3:

The Title encumbered by the Insured Mortgage is vested in:
Diego Salazar, Jr. and Diego Salazar Momalve

Premium 0.00

.+ Save the file so that it may be printed, signed,
and sent to the insured.
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EPIC Instructions — Tax document preparation — Individual 1099S documents

In most instances, a sale will require a 1099-S and must be reported to the IRS. EPIC helps make thi
much easier for you. Throughout the year, as you process files and complete closings, the information
collected should be collected and saved in EPIC. 1099-S forms are no different. EPIC has a specific tab
located under the Closing Disclosure/Disbursement tab labeled 1099S where you will place this
information.

On each file, make sure to gather the TIN/SSN for each seller and save to EPIC under the 1099S tab. Each
part listed as a seller will show up here. It is important that you list the actual vested owners of the
property on the GEN INFO tab. Do not replace a current vested party with a personal representative of
signer, you can set up signers for each vested party in the lower section of each seller’s section. See the
section Seller name/address section for more information on setting this up.

GEN INFO POLICY CLOSING DISCLOSURE/DISBURSEMENT Dpoc

HUD Disbursement Receipts & Disbursements 10995

Discharges

Verify Seller Data

73]

o

=
a g E Street City/ . Gross ?’:‘:z?
E1 - Name | TIN/SSN | "y 4 Town |5tate| Zip | b0 coads |Real Estate] ™

3, : Tax

o

g
O [ mary MCD] 12345678 || 2 James Ci || East Grand |[WiNw] | 56721 || 250,000.0 | | 0.00 | 1_| B
[:].[Dann:.r McD] |234—56—?Bg||2James Ci|| East Grand | |56??_1 ||250,nuu_u| |u_on | |1_| B
0 .[Mark Mch] |345-67-891 || 604 13t s || East Grand | [jaNw] | 56721 || 2500000 | | 0.00 | |Z| . |
[:]![Dawn Wum] | 456-78-912 || 604 13th & || East Grand | [aNw] | 56721 || 250.000.0 | | 0.00 | |2_| B

Account Number: | ATGF-2023-0942-ND | See Details
Transferor received or will receive 0

property or services as part of the

consideration

1099-5 Filings List
Include in 1099-3 end-of-year list

Field Name Instructions
Place a check in this box to ensure the item is reported.

Foreign? Place a check in this box to indicate if the seller is foreign, refer to
FIRPTA guidelines.

Same adder as above Use this to save typing. This will take the address from the row
immediately above it and copy to the current row for the button
that you have pressed.

Name This information can only be entered from the GEN INFO tab on
the Buyer/Seller information screen.

TIN/SSN Enter the SSN for each individual or the TIN for each entity shown.

This is the only place in EPIC that houses the SSN/TIN.
Street Addr
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Field Name Instructions

Enter the address for each party. This should be the address after -
closing
Gross Proceeds Enter the gross proceeds for the transaction. This is the sales price.
Make sure that this is divided according to ownership of the
property. Using the above screen shot, there are four entities, so
that purchase would be split in half, since both pairs are filing
jointly. If only 2 of the 4 parties were filing jointly, you would divide
the sales price by 3 and place a third of the amount in each box.

o aices oo Enter taxes paid by the sellers for the current tax year only. Do not
Taxes include any amounts that were reimbursed.

M This section is used to group parties that are filing joint returns.
Place duplicate numbers be each party that will be filling jointly,
only changing the number to indicate a different grouping of joint
filers, i.e. place “1” in each box in the M column for the parties filing
jointly on their return and then a “2” beside the next set of parties
that will be filing jointly, “3” for the next and so on. See the
screenshot above.

Seller Old Information screen. This will display the information
that was originally transmitted to the IRS.

This field should auto-populate with the file number used in EPIC
on the GEN INFO tab.

Neiiiova s yadaiyec ot 8 Check this box if the state is true

receive property or services

as part of the consideration

1099-S Filings List Check this box if you want this record to be included in the end of
year 1099S filing.
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EPIC Instructions — Tax document preparation — Get a TCC and create FIRE system
credentials

EPIC includes the ability to export your 1099 tax filing for the IRS. In order to utilize this, you must be
registered with the IRS appropriately. Follow the steps below to get everything setup.

1.

Go to the IRS FIRE webpage to access all the publications: https://www.irs.gov/e-file-

providers/filing-information-returns-electronically-fire
Go to the login screen here: https://la.www4.irs.gov/esrv/esam/pages/landingPage.xhtml. If you

already have an ID.me account, login with it. If you do not already have one, create an ID.me

account to validate your identity; click on “ID.me Create an account” button to begin setting up

your account.

Once logged in, fill out the online application. Be careful to ensure all information about your

business is entered accurately.

It can take up to 45 days for the IRS to process your TCC application. You can monitor your

application online or wait for the IRS to mail notification to you. The assigned TCC will typically

be active 48 hours after your effective date shown on your application.

Your TCC will be a 5-digit alphanumeric code that identifies you as a transmitter of electronic

information returns. Your TCC should start with a number for use with the FIRE system.

Once you have your TCC, log into EPIC and add it to the Firm Settings and add the TCC to the

field labeled “IRS Transmitter Control Code”, make sure to check the Federal Tax ID field as well,

if blank, fill that in. These fields are necessary for EPIC to generate the file for IRS.

Now, you will need to setup login credentials for the IRS FIRE system.

a. Go to the FIRE Website: https://fire.irs.gov/
b. Click on the "Create New Account" link.
c. You will need to enter the following information:

i. TCC: Your five-character Transmitter Control Code.

ii. EIN: Your Employer Identification Number (for businesses) or Social Security
Number (for individuals, if applicable). Enter it without hyphens.

iii. Legal Business Name: Enter your legal business name exactly as it appears on
your IRS records. This is case-sensitive and includes punctuation and spaces.

iv. User ID: Create a User ID that is between 8 and 25 alphanumeric characters (no
special characters or spaces).

v. Password: Create a password that is between 8 and 20 characters and includes
at least one uppercase letter, one lowercase letter, one number, and one of the
following special characters: # ? ! @ $ % ~ & * ., - . The User ID or Username
cannot be part of the password.

vi. Verify Password: Re-enter your chosen password.

d. Click the "Create" button.

Make a note of your User ID.

f.  You will then be prompted to create a 10-digit Personal Identification Number (PIN). This
PIN is required when you submit your electronic files. The 10 digits cannot be all the same
number or sequential.

g. Finally, you will create a secret phrase (between 8 and 20 characters with specific
requirements similar to the password). This phrase will help you reset your password if
you forget it.

®
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EPIC Instructions — Tax document preparation — Create FIRE system file.
EPIC includes the ability to export your 1099 tax filing for the IRS. Follow these steps on validating yo

information and setting up your IRS FIRE system 1099 S file.

From the main menu in EPIC, click on “Tools” and the “Export to IRS”.

TOOLS TRUST REPOF

Firm Settings

Calendar Preferences

Export to IRS
Comtact Us
Agent Monthly Billing Report

Agent Remittance Report

Verify listed information is correct. If you are filing for your own organization, this section should reflect

all of your company’s information:

IRS Filing
Click here for more information

Contact Name | Rita Kennedy |
Firm Name | Attorneys Title Guaranty Fund. Inc. |
Street Address | 9220 BASS LAKE ROAD |
Address 2 | STE238 |
city | NEW HOPE |
State | MN | zip| 554283108 |
Phone | 1 (800) 800-8001 | Fax| 1(800) 800-8002 |
Federal Tax ID # | 23452 |
IRS Transmitter Control Code | IRS |

If you have a parent organization that will be filing the 1099S on your behalf, you will also need to ensure
that their information is entered correctly, if not, do not alter any information in this field, let it remain

blank:
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Alternate Firm Information for IRS Filing

Contact Name | altirs

Firm Name |

Street Address |

Address 2 |

city |

State |

Phone |

Email |

Federal Tax ID # | 42345

IRS Transmitter Control Code | 44

Once all the information is validated, you are ready to review your files for export. AT the bottom of the
screen, enter the prior year in the 1099S Filing Year field. Check the “Filing for Prior Year?” box. Next

click the button “Check Required Data”:

1099-8 Information

10995 Filing Year | |

Filing for Prior Year? (] Electronic files SENT December 21 or later must have Prior Year selected.

Test File O

Create IRS file ;| Check Required Data

This will show you all of the files that you have which are “OK” or if something is wrong, what is missing:

[File Name/Number: ATGF-2024-0548-MN/ATGF-2024-0548-MN

Seller:
Paul Sachs

Missing Information:
-proceeds
-buyer part

[File Name/Number: ATGF-2024-0548-MN/ATGF-2024-0548-MN

Seller:
Shawna Sachs

Missing Information:
-proceeds
-buver part

[File Name/Number: ATGF-2024-0548-MN/ATGF-2024-0548-MN

Seller:
Pamela J Sachs

Missing Information:
-proceeds
-buyer part

[File Name/Number: DB-24-00158/ATGF-2024-0653-CO

Seller:
The Estate of John K. Lawto

Missing Information:
-TIN

[File Name/Number: CD Testing SS/ATGF-2024-0703-CO OK
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In several fields of the screenshot above, we see the file information on the left and the missing
information on the right. The system will tell you which field incorrect and what items is are missing. Use
this to go in and fix those files. Once you have fixed them all, go back to the prior screen and select “Check
Required Data” button again. If all files show OK, then everything is set to continue. Note that the files
showing under “View Data” button are only the files that were fixed. As you fix them, that list will get
longer.

When you are ready to export your file, click “Create IRS file”. A file labeled “Test.asc” will download to
your designated download folder. Please do not attempt to open the file, an accidental change of any data
within the file could cause the IRS to reject the filing. You can view the data contained within the file by
clicking the “View Data” button from the above screen.

Log into the IRS Fire System https://fire.irs.gov/. Go to the Main Menu:

Click Send Information Returns

Enter your TCC and TIN and click submit

The next screen will have you review your company information, if all is correct, click “Accept”

You will now have the option to upload an Original File, Replacement File, Correction File, or

Amended File. Choose the option that you are attempting to complete.

On the next screen, enter your PIN that was setup during registration.

Now you have made it to the screen to upload your file. Click “Choose File”, locate the test.asc file

that you saved from EPIC earlier. Then click “Upload”.

7. The IRS will rename your file once it is uploaded; however, when you check the file, it will provide
your file name as well as the new file name assigned by the IRS.

8. A “FILE STATUS” email will be sent within a few days regarding the status of your file. If it is not

received within this timeframe, log on to the FIRE system and go to “CHECK FILE STATUS” to

verify the status of your file.
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NOTES:
e Ifyou do a test file, select the “Test File” checkbox on the “Export to IRS” page in EPIC.
e Ifyou need to make a correction, open the file in question and go to the 1099-S screen.

o Click on the ellipses “...” button beside the vendor whose information you need to correct.

o The “Seller Old Information” screen will pop-up. This information will be exactly as it was
when it was sent to the IRS. The IRS requires both the incorrect and corrected information
to be sent with the correction, therefore, the “Seller Old Information” screen. Close this
screen and enter the correction vendor information on the 1099S screen. Once the
information was corrected, read the “See Details” beside the “Type 1 correction” and “Type
2 correction” to determine what kind of correction you need to do. If it is a type 1
correction, click “Type 1 correction” button and continue as above. If it is a type 2
correction, the correction is performed in two steps. First click the Type 1 correction and
post to IRS as above, then click the type to correction and post to the IRS as above.

o A replacement file is needed when the status of the export is bad. If it is a programming
error, the programmers will have to see the error which was received as well as the .asc file
that was exported to fix the issue. Once the problem is fixed, open the file in question in
EPIC. Go to the 1099-S page, edit any information that needs changing and click the
“Replacement” button. Post to the IRS as above.
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