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SUBJECT:

📧 INFO@NAVITITLE.COM 
🌐 WWW.NAVITITLE.COM

ALL NAVI STAFF

TAYLOR CRIM 

10/27/25

RON SIGNINGS WITH NTS PROS

1) YOU WILL RECEIVE AN EMAIL FROM NTS RON ORDERS WITH A LINK TO SET UP YOUR
ONLINE ACCOUNT. YOU WILL USE THE EMAIL ADDRESS THEY PROVIDED ALONG WITH
THE TEMPORARY PASSWORD TO SET UP YOUR ACCOUNT

2) ONCE SIGNED IN, YOU WILL FIND SCHEDULE ORDER IN THE TOP RIGHT HAND CORNER 
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3) THE CLIENT ACCOUNT DROP DOWN WILL SHOW YOUR DEDICATED BRANCH AND
THEN YOU WILL EXPAND THE ESCROW OFFICER /CLOSER SCREEN AND THE
PROCESSOR SCREEN 
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4) ON THE RIGHT HAND SIDE YOU WILL SEE A LIST OF THE EO’S FOR THE BRANCH –
THESE WILL ACTUALLY SHOW THE NAME OF THE EO AND THEIR EMAIL ADDRESS, YOU
WILL CLICK ON THE EO NAME AND WILL POPULATE THE LEFT HAND SIDE WITH YOUR
INFORMATION. 
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5) FOR THE PROCESSOR, YOU WILL ENTER THE INFORMATION OF THE CONTACT
PERSON OTHER THAN THE EO , ONCE COMPLETED CHECK MARK THE BOX AT THE
BOTTOM AND HIT OK. THIS WILL SAVE THE INFORMATION UNDER ADDRESS BOOK FOR A
SIMPLE CLICK ON FUTURE ORDERS 
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6) NEXT SCREEN IS WHERE YOU PUTT ALL YOUR SIGNING DETAILS AND CLICK SUBMIT
ONCE COMPLETED 



OFFICAL 
TECH MEMO

M A K E  S O M E T H I N G  B E T T E R  T O D A Y  

TO:

FROM:

DATE:

SUBJECT:

📧 INFO@NAVITITLE.COM 
🌐 WWW.NAVITITLE.COM

ALL NAVI STAFF

TAYLOR CRIM 

10/27/25

RON SIGNINGS WITH NTS PROS

7) ONCE YOU SUBMIT IT, IT WILL SHOW ON YOUR DASHBOARD

8) YOU WILL SEE ON THE RIGHT HAND SIDE A RED ENVELOPE, YOU WILL OPEN THAT UP
AND THAT IS WHERE YOU WILL DROP THE DOCUMENTS FOR SIGNING 
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9) YOU CAN CLICK THE CALENDAR VIEW AND SEE ALL YOUR UPCOMING SIGNINGS
ALONG WITH THE TIME ONCE IT IS SCHEDULED 



11) HAVE QUESTIONS OR NEED TO SEND A QUIT NOTE , JUST CLICK THE ?

OFFICAL 
TECH MEMO

M A K E  S O M E T H I N G  B E T T E R  T O D A Y  

TO:

FROM:

DATE:

SUBJECT:

📧 INFO@NAVITITLE.COM 
🌐 WWW.NAVITITLE.COM

ALL NAVI STAFF

TAYLOR CRIM 

10/27/25

RON SIGNINGS WITH NTS PROS

10) YOU CAN ALSO DOWNLOAD THE INVOICE ANYTIME AND NOT HAVE TO WAIT UNTIL
THE SIGNING IS COMPLETE 
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