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Introduction

This document walks you through how to set up your Lenders and use the Stewart Title Company interface in
Collaboration Center to place orders.

Prerequisites

Lender Setup

An on-boarding process is required for Lenders to be set up properly to use the Stewart Title Company interface in
Collaboration Center. Before this integration can be used, an account with Stewart must be created with the names of
users who will submit orders. Your Stewart Representative will provide you with the necessary form, as shown below to
request access to this interface. You can also view the form here.

M stewart

Collaboration Center User Setup Form for Lenders

Complete this form to add a Lender Organization, Point of Contact, and Collaboration Center Org ID (if Available) for Stewart setup with the
Collaboration Center.

Adding a New Lender/Bank and Stewart Title Integration Access
In the table below, please enter the fields below:

Lender Name/Organization Name

Lender Collaboration Center Org ID - (If Available)

NMLS ID

Lender Address

Lender Contact Name

Lender Contact Email

Lender Contact Phone

Stewart Representative Name

Stewart Representative Name

To acquire the Stewart Title integration access, please complete this PDF form, save your changes on the PDF and email it to

lenderregistration @stewart.com

© 2020 Stewart. All rights reserved. | (B00) STEWART | stewart.com | /4 Collaboration Center User Setup | Form

Browser Compatibility

Collaboration Center works best when opened in Microsoft Internet Explorer 11 or above.
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https://www.stewart.com/content/dam/PI/Products/CollaborationCenter/CollaborationCenterUserSetupFormforLenders.pdf

Launching Collaboration Center

To get started, log into Collaboration Center with the credentials provided to you by the Collaboration Center team. Once
logged in, you can open an Order with Stewart Title.

Opening an Order with Stewart Title
Follow these steps to open an Order with Stewart Title:
Steps

1. Start by creating a new folder. To do this, from the Home screen, click on New Folder.

1"
||' | ’ ’l COLLABORATION

1006 Lovell Ave Status
Campbell, CA 95008 New
B: 8.14.1 Cooper S:Ken Cool

108 Friar Way Status
Campbell, CA 95008 New
B: David Detz S: Fred Harris

108 Friar Way Status
Campbell, CA 95008 New
B: 8.12.1 Cooper S: Jeff Carter

1951 Dry Creek Rd

Campbell, CA 95008 New
B: 8.9.3 Cooper S: Sue Miles

621 Parkhurst Status
Campbell, CA 95008 New
B: 8.9.2 Cooper S:Pete Harrison

4514 Baker Status
Campbell, CA 95008 New
B: Aug 8.9.1 Cooper S:John Smith

1417 E Main St
Auburn, WA 98001 New
B: 8.7.1 Cooper S:Sam Harris

1633 Adrien Dr Status
Campbell, CA 95008 New
B: Aug 1.1 Cooper S:Don Seller

4512 Baker St
Campbell, CA 95008 New
B: July 31.1 Cooper S:John Thomas
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2. Complete these fields:

LM
111]| coLLaBoRATION

\!m’ 1| coLtAn Ramsey, Iramsey77 ~
M

2 e o stas. (D

ﬂ Address Buyer/Borrower
P — - A STE/APT/FL _ Seller
g:ag"ff?“égopesrog?mn CGNOelW City
108 Friar Way Statu: SEE
B Dow etz & FreaHams 2ip Code
108 Friar Way

Campbell, CA 95008 New
B:8.12.1 Cooper S: Jeff Carter All Files v

1951 Dry Creek Rd stu
Campbell, CA 95008 New
B: 8.9.3 Cooper S: Sue Miles

New Message
621 Parkhurst Ststus
Campbell, CA 95008 New
B:8.9.2 Cooper S:Pete Harrison

To

Subject
4514 Baker Status
Campbell, CA 95008 New Body P —————
B: Aug 8.9.1 Cooper S:John Smith Normal fMivAv B F U i= = v, * E B E = = oo oo —
1417 E Main St Status
Auburn, WA 98001 New

B:8.7.1 Cooper S: Sam Harris

1633 Adrien Dr Sta
Campbell, CA 95008 New
B:Aug 1.1 Cooper S:Don Seller

4512 Baker St

Campbell, CA 95008 New
B: July 21.1 Cooper S: John Thomas create Foider |l cancel |

e Property Address in the Address field.

e Buyer/Borrower’s name in the Buyer/Borrower field.
e Seller’s name in the Seller field.

e City in the City field.

e Select the State from the State drop-down menu.

e Zip Code in the Zip Code field.

3. Once all information has been entered, click on Create Folder.

4. Next, add files or documents to the folder created. To do, simply select the folder from the left menu and click on
Add File.

b4 6 |
i
i

COLLABORATION ‘
l ! | EoNTER Ram

P e ot [Proderactonso Status:

B Folder ID 2153 Abbey Lane B: Pamela Kendr
Campbell, CA 95008 §: Bert Thomas

2153 Abbey Lane o

Campbell, CA 95008 New
B: Pamela Kendry S:Bert Thomas

Add File PDF Compare
1006 Lovell Ave ” B3] pa

Campbell, CA 95008 New :
B:8.14.1 Cooper S:Ken Cool File Upload

108 Friar Way
Campbell, CA 95008 New
B: David Detz S: Fred Harris

Drop files here

ease select fi

108 Friar Way Status
Campbell, CA 95008 New

Cancel
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5. Click on Select File and select the XML file you want to upload.

@2 Add File G5 PDF Compare

File Upload

Drop files here

Cancel
Niria @ File Upload X
8 14 2 Collg MR « Mortgage Caden... » Test XMLs v O ML yel
Organize v New folder S ow | | 0
i TR A
B This PC Name Type
J 3D Objects | 82 1Collaboration Center - Title Order X... XML File
Desktop =| 871892893 Collaboration Center - Tit... XML File
| 871892 Collaboration Center - Title Or... XML File
*| Documents =
| 871 Callahoratinn Center - Title Order X... XMI File | V|
& Downloads v K >
File name: | 8 2 1Collaboration Center - Title Orde ~ ’ All Files v

6. The file you selected display in the menu. Click on Upload. The file will show up in the lower menu.

Folder Actions @

Folder ID 2153 Abbey Lane B: Pamela Kendry
Campbell, CA 95008 S: Bert Thomas

Cancel
Name Description CategoryType Size
8 14 2 Collaboration Center - Title Order XML Example. xml xm  6kB

&2 Add File Xy PDF Compare All Files
File Upload
Drop files here
m 1 file(s) in queue
8 2 1Collaboration Center - Title Order XML Example.xml (text/xml) - 6.80 kb (pending) remove
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7. From the lower menu, click on the down-arrow button and select Edit.

Name

D M 8 14 2 Collaboration Center - Title Order XML Example.xml

Edit ]

@ Eat |
4 Send

= o Hessage

@ Delete

Description CateqoryType Size

Date

xml 6kB 8:28 AM

&3% Folder Contacts

8. In Edit, enter in the Description and select the Category as Ti

tle Order — XML. Only this category can be used

and should always be selected each time opening an Order. To confirm, click on Save.

HUD-1 Settlement Statement
Lender Closing Instructions

Lender Closing Doc Package

Folder Actions @

Folder ID

Lender Title Policy
Mortgage/Deed of Trust
Other

Owners Title Policy

Payoff Document

B3

@ Add File

PDF Compare Results

Promissory Note

File Upload
i Purchase/Sales Contract
Settlement Order - Doc

Settlement Order - XML

8 2 1Collaboration Center - Title Order XML Exampl

Settlement Statement (Buyer)

)

Settlement Statement (Seller)

Title Commitment - Final

Title Commitment - Prelim

Cancel
Title Order - Doc
Name Description Title Order - XML
8142 Uniform Closing Dataset
Collaboration
Center - Title | Title Order
Order XML

Ramsey, Iramsey77 ~

B: Pamela Kendry

S: Bert Thomas

All Files 2
1 file(s) in queue
) remove
Upload
Type Size Date i
v
M Cancel xml 6kB 828 AM
v
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9. Now, the Order has been created and is ready to be sent to Stewart Title. To do this, click on New Message
located next to the Communications heading.

statvs: (D

Folder ID 2153 Abbey Lane B: Pamela Kendry

Campbell, CA 95008 S: Bert Thomas

&8 Add File E:B PDF Compare All Files v

Name Description Category Type Size Date

N
(%]
@)
o

llaboration Center - Title Order XML

6,, . Title Order  Title Order - XML xml 6 kB 8/14/2019 8:28 AM
Example.xml

New Message

To [ 2) susie@stewart.com "]

Subject New Order 2153 Abbey Lane

Body i = o s S T e
Normal A B 7 U= x, 2 EEE E Zcoch —

Please open Title on the attached Title Order XML

8 14 2 Collaboration Center - Title Order XML Example . xml *

Send Message

10. Compose the email. This includes adding a recipient with a Stewart.com email address, email subject, and the
email message itself.

Note: For Stewart Centralized Title customers only, please use this email address: ctstitleclosing@stewart.com
to send order requests.

11. After your email is drafted, use the attach button to attach the file or document you wish to send. This file or
document should display with the Category listed as Title Order — XML.

Bd New Message 433 Folder Contacts

New Message

To [af] susie@stewart.com "]

Subject New Order 2153 Abbey Lane

Body e p—

Normal A B 7 UiZi= xR EEE E =cogh —

Please open Title on the attached Title Order XML

8 14 2 Collaboration Center - Title Order XML Example.xml *

Send Message
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12. When finished, click on Send Message and your Order will be sent to Stewart Title.

13. You can communicate with Stewart using the New Message option. You can attach Documents to your
messages.

Sttus

Folder ID 664 W Sunnyoaks Ave B: 8.20.1 Cooper

Campbell, CA 95008 S: Bill James

&8 Add File (&) PDF Compare Al Files v

Name Description Category Type Size Date
Signed Loan Package Funding Package doc 69kB  8/26/2019 1:25 AM

Title 2 Title Order - XML xml 6 kB 8/20/2019 10:14 AM
& | |Fom To Test doc 8/26/2019 1:37 AM
B~ Erom To test doc
[~ From To Signed Loan Package - Test
B v From To Sunny Oaks New Order - New Order
~— From To ATTN Required :: Title Order Status
B v From To 664 W Sunnyoaks Ave Order - New ( 8/20/2019 10:12 AM

We appreciate your business. We hope you find the integration with Stewart Title Company easy to use. For further
assistance, contact Stewart Customer Care at 1.877.800.3132 or CustomerCare@stewart.com.
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