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Introduction

This document provides user instructions for processing orders from Ellie Mae’s Encompass application with AIM+ Lender
Connect. Instructions include receiving new orders, and sending notifications and documents to Lenders relating to
Encompass orders.

Prerequisites
As a prerequisite, you must have Encompass enabled for your company-

TEFS users are responsible for enabling Encompass, and accepting new orders for Affiliates within the Encompass portal.

Stewart Affiliates are responsible for processing orders within AIM+ Lender Connect. Email notifications will be sent to you
from commonworkflow@stewart.com regarding orders.

Using the Encompass

Effective October 6, 2017 AIM+ Affiliate sites currently receiving electronic orders from Lenders through RealEC have the
ability to start receiving electronic orders from Lenders that utilize the Ellie Mae Encompass application.

Encompass Lending Platform is Ellie Mae’s Loan Origination System (LOS). A few highlights about Encompass include:
e 165,000 Active Users
o Over 35% of Mortgage Originations completed by lenders using Encompass in 2016

e Ellie Mae is seeing increased demand from lenders to support title ordering, fulfilment, rate generation, and
document exchange within Encompass

To perform tasks on an Encompass order, Stewart Affiliates use Lender Connect within AIM+, and the TEFS Encompass
Oversight Team use Encompass portal.

Company-level vs. File-level Access

Company-level permission and File-level permission determines what tasks can be completed when processing
Encompass orders. Stewart Affiliates (Direct Office users) need File-level permissions to perform tasks on the file in
AIM+ Lender Connect. File-level users cannot accept new orders.

See the table below for a brief explanation of access and responsibilities:

User Type Permissions/Access Responsibility/Tasks to Complete Based on Permissions
Stewart Affiliates | ¢  File-level access only to use e Once new order notification is received via email from
Lender Connect within AIM+ commonworkflow@stewart.com , perform tasks on the file
such as sending notifications and documents via Lender
Connect.
e View Notes received form Lender in Lender Connect.
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Pending Notifications for File-level Users

AIM+ File-level users working Encompass files will notice a pop-up message display of pending notifications with
documents and information. This notification displays any time the file is open.

The File-level notifications are updated as they are responded to. Notifications end when all tasks/notifications for the file
are submitted to the Lender, or the Lender has cancelled the order.

Order
==

Pobcy

Additonsl Instrisctions

E:E
E|\iﬁ
E

a0 (ender conaect e L ST

Party andor Property Informaton from the Lender has been added to Fie
Hrtes. View Fie Nates,

Pending Lender Notifcations and for Documenits for s Sle:

1) Comemitrant Compheted
Curste Cleared

) Settiement Statement in Progress
) Settiement Statement Completed
Closing Completed

Loan Funded

) Final Pobcy

SN

Hanigate to Lender Connect to send natifications and or documents when
reacy as requned by the knder,

=
L__________________________________________________________________J
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Order Data Entry with Encompass

For linked files, data from an Encompass order flow to File Notes.

For newly created AIM+ files, data from an Encompass order flows to three modules in AIM+: Order Entry, Properties and
Parties.

Order Entry

From the Order screen, if the Encompass order is linked to an AIM+ file, then no data on the existing file’s Order screen
changes.

If the AIM+ file is new, then the following will for be set when accepting the Encompass order and creating the new AIM+
file:

File Number

Tracking Location

Order Date

Branch

Escrow Unit (optional)

File Number Project Description Tracking Location
17-0634 Main Office//Sabiha/EnCompass/ hd
Order Date * Need By Date Closing Date Order Type*®
08/25/2017 X X * X Test File »X [ AgentlssuedPolicy
Transaction Category Transaction Type® Associated File Number
(") Commercial (%) Residential LR1 Loan Onty/Refi - HELOC X
File Status Status Date Status Reason
100 New “H | ~ x| | il
Branch * Master Project Description
2 Branch 2 A v x
Office Locations
Country State/Province County
US  United States of America % || - X| | ” %
Escrow Unit Escrow Officer

- X * x
Bank Account Business Development Officer

X X
Title Unit Title Officer

X X
Underwriter Agent*
STGC Stewart Title Guaranty Company T x 060062 060062 X
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Properties

If the AIM+ file was created upon the acceptance of the order, the Property Address information sent will map to specific
fields. The Property Address information maps to different fields, depending on two scenarios.
Scenario 1: Where ESB sent Property data in different fields
In this scenario, the following fields are populated with Property Address information:
e Street Number From
e Street Name
e Street Type
e Unit Number

o City

e Postal Code
e Country

e State

e County

Scenario 2: Where ESB sent Property data in just single field
In this scenario, the following fields are populated with Property Address information:

e Street Name

e City

e Postal Code
e Country

e State

e County

If the order is linked to an existing AIM+ file, then the Property Address information flows to File Notes.

T3
Property Description ®Property Type * Sales Price
Property 1 UMK Unknown X $480,000.00
Area Site/Store Number
-x Show
Property Address
M 10f1 oMo X
Street Number From Street Number To
[12354) |
Direction Street Name Street Type Direction
¥ X Skycrest dr X X

Unit Type Unit Number

%
City Postal Code
Sugar Land LECYE] [~ unincorporated
Country State/Province
us United States of America X OTH Texas X
County Town/Tax Authority
157 | Fort Bend X X
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Parties

If the AIM+ file was newly created upon the acceptance of the Encompass order, then the Borrower/Buyer and
CoBorrower/Co-Buyer information maps to the following fields:

¢ Role

e First Name

e Middle Name

e Last Name

e Address

e City

e Postal Code

If the Encompass order is linked to an existing AIM+ file, then the Borrower/Buyer and CoBorrower/Co-Buyer information
flows to File Notes.

Q Note

Lender information is not populated in Parties or File Notes.

#H F Sendtn Sorelisse

(i

Wbt ™

[ —

| Commurscation Trpa D [ |

[ Con | [ [TF
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Working Encompass Orders from the File-level

With the Encompass integration with AIM+, it is important to note that the title, closing and policy business processes do
not change. What changes is the means of communication with the Lender.

Lenders want to see where you are in the order process and with documents. Encompass users will use this screen for
sending related notifications and documents. Using the same screen, any notes sent from the Lender can also be viewed
by AIM+ users.

To access Encompass from the File-level, click the Lender Connect module on the left navigation menu. The Encompass
tab displays a screen that details the natification status (Completed and Pending) as well as documents available on the
order. More specifically, the File-level user, you can view the following items from this screen:

¢ All pending notifications and/or documents

e All completed notifications and/or documents

¢ Notes from the lender

As a File-level user on this screen, you can also send documents, and order notifications/statuses.

Londor Connect

Sl Lender Connect

g BT - notcetions end Documents
© Crest Datrbuton :
£ Scht Caboufatons EERLECARITI Work Action Effective Date Transaction Lender Loan Humber Property Adaress Property Co File Humper  ~ | Brancn

) Revenus Reporter =
= = Commitment Completed DB/Z22017 332 PM | Refinance Bank of America | ofando-03 ap: mingham, | Jeflerson existing01 Main Office
Highiand road 76
Curative Cleared 082202017 332 PM | Refinance Bank of Amerca | onando-03 apartment Birmingham, | Jefierson exisfing01 Main Office
AL 35214

> P 03t 76
Setement Statement in

Birmingham, | Jefferson existingd1 Main Cffice

08222017 232 PM | Refinance Bank of America | orando-03
Progress
o) 10. " 1-7 ol 7 fems
Completed Notifications and Documents
Work Action ~ | Completion D Transaction .~ | Lender - | Loan Number Froperty Address PropertyCo..  ~ | FlleMumber  ~  Branch
Highiand road 76 -l
Order Confirmed 08222017 332 PM | Refinance Bank of America arlando-03 apartment, Birmingham, | Jefferson exstingd! NMain Office

AL 35214
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Viewing Notes and Messages

Currently, communication is only one way: Lender to AIM+ file. As the File-level user, you currently do not have the

ability to initiate or respond to a Lender message. All Notes sent from Lenders go directly to the inbox on the Lender
Connect File-level screen.

Once the order is placed by Lender they can send notes to the inbox. To view notes from the lender, simply click the
Inbox button. The Notes screen displays and stores a history of Notes.

Lender Connect o
o8
Notes
Notes ~ | From ~ | Reguires Action ~ | Services ~ | Date & Time
Test Message 2 from Lender for Mianna Tapio for Loan Number UATNPOOS _— 09/06/2017 3:25 AM
Test Message 1 from Lender for Mianna Tapio for Loan Number UATNPOOS Lender Title 09/06/2017 3:23 AM
=
IR T ° I 1-2of 2items
Note Details
Test Message 2 from Lender for Mianna Tapio for Loan Number UATNPO0S
4
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Sending Notifications with Documents

The section below explains how to send naotifications with documents to the Lender.

@ Note

All the documents that have been sent to the Lender display on the Attach and Submit Documents screen
in Document Work History grid.

Users can send same notification more than once by following the steps explained in below sections.

Sending a Notification with One Document Attached

Steps
1. From the Lender Connect screen, use the Select File Status Notification drop-down to select the desired
notification such as Commitment Completed to be sent to the Lender.

2. If the system recognizes the naotification as one that requires a doc, the system auto selects the Attach
Documents checkbox. The user can deselect if no document is to be added.

Send Document(s)

Select File Status Mofification

Sales Contract Received| v

W Attach Documents
Submit Notification

BT oo onnconons ano Documents
“ | Proparty Co. = Flle tumber ~ | Branch

Send Documeni(s) Wark Action < | EffectveDate  ~ Transacton  ~ Lengsr Loan Humibsr = | Pr
|

S "
Coemmiment Completed 08223017 332 PM | Refinante Barik of Amenca | onando.03

Jeflerson exteingot Main Office }

ngham, | Jeflerscn exising01 Main Office

Setbement Satement Completad

Cicsing Comploted
L 3

3. Once a selection is made, the Attach and Submit Documents screen displays. The document associated to the
selected notification displays in the Document Name drop-down.

Aftach and Submit Documents

‘‘‘‘‘‘‘‘
1 W 1t D HUDIITAG I SOCURANE KETH #0080

Sutwed et Cione | Sctered o S et £

Click the Upload Local Document button.

Enter in any description (if required) in the Description textbox.
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6. Once the document is uploaded and attached to the order, click Submit and Close.
7. A Lender Connect Alert pop-up displays, confirming the document and notification are sent.
8. Click the OK button.

Lender Connect <;>

Lender Connect Alert

The document "Sales Contract” for work action "Sales
Contract Received” has been submitted successfully.

9. The document is added to the Document Work History grid. The lender then receives the document and the
notification sent.

Sending a Notification with Multiple Documents Attached
Steps
1. From the Lender Connect screen, use the Select File Status Notification drop-down to select the notification type
to be sent to the lender.

1. Click Submit Notification button.

2. The Attach and Submit Documents screen displays. The document associated to the selected natification displays
in the Document Name drop-down.

Exitiog01 ¢ L Carmct
Lender Connect <:>

L )

Attach and Submit Documents

Bocumen t Name. Bescription

Tille Commitment

Upioad Local Document

Note: Attached document will not be submitted It document size exceeds 30MBs,
Document Work History

Dotument ~ | Descriplion ~ | File Name ~ | Work Attion ~ Sent Dae

‘Submit and Send Nexi Doc

Click the Upload Local Document button to add and attach a document.

Type in any description (if required) in the Description textbox.
Click the Submit and Send Next Doc button.
A Lender Connect Alert pop-up displays, confirming that the document and notification have been sent.

ook w
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7. Click the OK button.

Lender Connect ,L?

N

Lendar Connect Alart

The document “Sales Contract” for work action “Sales
Contract Receved” has been submated successtully

L
8. Click OK button.
9. The document displays in the Document Work History grid.

10. The lender then receives all of the documents sent from AIM+.
11. For adding more than two documents, simply follow steps 4- 8 above. You can change the Document Name and
description for each documents that user uploads.
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Sending a Notification without a Document
Follow the steps below to send a notification (without a document) back to the Lender:
Steps
1. From the Lender Connect screen, use the Select File Status Notification drop-down to select the notification type

to be sent back to the lender.

2. If the system recognizes the notification as one not requiring a document, then the Attach Documents checkbox
is not auto-selected.

If the system recognizes the notification as one that requires a document, then the Attach Documents checkbox
will be selected. Deselect this checkbox.

Pending Notifications and Documents

Work Action ~ | EMettve Date  ~ Tramsachon . - Lender ~ | LoanMumber - | Propery Address - | Property©o., - FieNumber | Beanch >
Seiect Fie Status Hobfication Hgriana oad 76 =
Curalve Cleared DARFZGONT 32 PM | Refinance Bank of Amerca | oriando-03 apartment Brmingnam_ | Jetersan exstngl] Main Office
Curaine Cleared ir
AL 36214
W Aach

ght 7
Seltlement Slabement n Hightand road 76

0AZZE0IT IA2PM | Refnance Bank of Amerca | 0nlando-03 apartment, Bemingham, | Jemsrson exstng0 Main Omce 4
BT o e

Hightand road 76
08222017 332PM | Refinance Bank of Amerca oriando-03 apanment. Brmingham. | JeMarson ewsting01 Main Office.
AL 35214

1 o w ) 1-6 016 tems

Setfement Satement
Comnpleted

=

3. Once a selection is made, click the Submit Notification button.

“ Pending Notifications and Documents:

Send Document(s)

Work Action - | Eftetive Date ~ | Transaction .. ~ | Lender ~ | Loan Humber  ~ | Propery Address «| PropertyCo... | FileNumber .~ | Branch
Select File Status Notification Highland road 76 [~
Curative Cieared 0B/22/2017 3:32 PM | Refinance Bank of America | orfando-03 apanment. Birmingham. | Jeflersen exsingo1 ain Ofmce
Curative Cleared =1 AL 35214

F anach Documents
Highland road 76

212017 332 PM | Refinance Bank of America riando-0: 0 Jefterson existingt Main Office
Submit Notification Progress AL 88244

Hghland road TE
DBEZZ01T 332 P | Refnance Bank of Amenca | orando-03 apartment. Birmingham, | seflerson enstingl Bain Office
AL 35214

Semement Statement
Completed

=)

w) (e 10. " 1- 6006 flems

A Lender Connect Alert pop-up displays, confirming the notification sent. The notification will be moved from the
Pending Notifications grid and into the Completed Notifications grid.

4. Click OK to continue.

Lender Connect Aler
ﬂ “Cuialive Cheared™ $enl sucessfully

oK
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Sending a Document to a Lender

You can also send a document to a Lender, without sending a notification or status.
Steps

1. From the Lender Connect screen, click the Send Document(s) button.

Fpnging Nolif alions and Datumants

ok dgfion * | Efecive Dade = Tramsachon = Lender = Loan hemmer < Peoperly Adds = Propery & = | Fi hamigas = Dearchi

St P Shatn Nmas aton Highiang road 76 =

Coniig CHaied ATITNT 1T P | el s ] eyl Grwwghies | MBeGh | ey a1 ki Ot
R

Caratwe Ceared
B dcamn o metrs
Heghiand mad 76
CAZIT0NT 130 P | Bateunce Bank of Amarica | prande 0 martwrd Semingan | Jefierson gty ManCmce
AL 35T
Hghiand road MY
EZIGNT R G PU Sebeanr ] sparirard Brmngear, | mfenon gunbrgdy L e
AL asn

Use the Document Name drop-down to select the document type.

Click the Upload Local Document button to attach the document.

User can provide any description (if required) in the Description text box.

When finished, click Submit and Close. A pop-up displays confirming the document was sent.

aprwbd

6. Click OK to continue.

7. The document will be added to the Document Work History grid. The lender then receives the document attached.
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Checking the File-Level Pending and Completed Grids

To view outstanding work user can view Pending Notifications and Documents grid for that order.

To view completed work user can view Completed Notifications and Documents grid for that order.

Pending Notifications and Documents

‘Work Action ~ | Effective Date ~ | Transaction ~ | Lender ~ | Loan Number v | Property Address ~ | Property Co. ~ | File Number ~ | Branch ~

Highland road 76
08/22/2017 3:32 PM | Refinance Bank of America orlando-03 apartment, Birmingham Jefferson existing01 Main Office
AL 35214

Settlement Statement in
Progress

Highland road 76
Setilement Statement

08/22/2017 3:32 PM | Refinance Bank of America orlando-03 apartment, Birmingham, | Jefferson existing01 Main Office
Completed
AL 35214
Highland road 76
Closing Completed 08/22/2017 3:32 PM | Refinance Bank of America orlando-03 apartment, Birmingham, | Jefferson existing01 Main Office

AL 35214

=

] « 1 o > Ll 1-50f5items

Completed Notifications and Documents

‘Work Action ~ | Completion D ~ | Transaction ~ | Lender ~ | Loan Number ~ | Property Address v | Property Co ~ | File Number ~ | Branch v
Highland road 76 ;I
Curative Cleared 08/22/2017 3:59 PM | Refinance Bank of America orlando-03 apartment, Birmingham, | Jefferson existing01 Main Office
AL 35214

Highland road 76

Commitment Completed 08/22/2017 3:56 PM | Refinance Bank of America orlando-03 apartment, Birmingham, | Jeflerson existing01 Main Office
AL 35214
Highland road 76

Order Confirmed 08/22/2017 3:32 PM | Refinance Bank of America orlando-03 apariment, Birmingham. | Jeflerson existing01 Main Office

AL 35214

|

" « 10 » » 1-30of 3 items

After sending one or more notification(s) if user reopens AIM+ order, all File-level notifications that are completed do not
display on the Pending Natification and Document Reminder pop-up. Only remaining notifications display.

Steps

1. From AIM+, on the Order screen, locate the file number of the order. The Pending Notification and Document
Reminder pop-up displays. The pop-up lists all the notifications pending and yet to be finished.

2. Click OK when you are finished viewing the pop-up.

TTTTEE
T .
444

o
© sobt cakadavons
£ Revenue Reporter

Mgt to Lender Comect 1o send natficatans and or documents when
ready os requred by e e,

3. Returnto Lender Connect to process the remaining work indicated on the Pending Notification and Document
Reminder pop-up.
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4. When all remaining work is completed, reopen the file.
5. From the Order screen, no Pending Notification and Document Reminder pop-up displays.

E ¥ [ 3 File Number: Existingd1

| Data Entry Groups

Existing01 : Order

B o Order

4y Properties [=] E

8 Parties

#y Title Charges
- File Information

Prior Policy

& Disbursements Additional Instructions

£ File Notes

% CreditDistribution Unique Transaction Identifier

#3 Spiit Calculations
£ Revenue Reporter
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Canceled Orders

Viewing Canceled Orders from the File-level

If you are using Lender Connect/Encompass Portal at the File-level, you will be notified if the Lender cancels an order.
You will see notifications in red on three screens, indicating that the Lender has cancelled the order:

File-level Screen:

Lender Connect ]
.
RealEC Encompass
“ The lender has canceled the electronic order.
ST Pending Notifications and Documents
Seseck Fle Stalus Work Action « | EMective D... ~  Transacti. ~ | Lender « | Loan Nu.. | Property Addr « | Propen
MNotification &
o " ONOEET 15T 207 Platinum Drive
Commiiment Comg v Commitment Completed 'P"1 S " | Refinance Cank of Texas | UATNROOS Birmingham, AL Jetferst
F attach Documents ° 35213
TR EAD 207 Bratinum Drve,
m Curalive Cleared I"PI1 - ! " | Refinance Dank of Texas UATHROO2 ] ham, AL Jeflersc
. 3
Settiement Statementin | 09052017 1217 207 Fistinum Drve
i SRR TS petinance Bank of Texas | UATHROO3 Birmingham, AL Juflersy
Progress M
: A5213 =
ol | LlJ
Notes Screen:
The lender has canceled the electronic order.
MNotes ~ | From =

Documents Screen:

Landsr Coansct

Lender Connect

T B

_Attach and Submit Documents

The lender has canceled the electronic order

Hame
ALTA Sefiment Statement | £

Upload Local Document

Note: Attached will not be it

size excesds J0MBs.

Dacument Wark History

Deurment - | Description File Hame ~ | Work Action
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Additional Information

Accessing AIM+

You can access AIM+ one of two ways depending on your setup:

e If you access AIM+ through the Citrix environment, AIM+ is automatically updated to the latest version when you log
in. If you are new to StewartWorkPlace or TitleWorkPlace, contact Customer Care at 1.877.800.3132 for assistance.

e If you are using AIM+ in a Citrix environment, maximize the Citrix screen and the AIM+ screen for best viewing
results.

Training

Through the AIM+ Help Contents, you can access an online library of interactive tutorials and quick reference cards by
clicking the Additional Learning Resources link or navigate to the AIM+ Training Center page.

Technical Support

For technical support, contact Stewart Customer Care Center at 1.877.800.3132 or CustomerCareCenter@stewart.com.
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