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ProSuite and FCT

Do you order Title Insurance from FCT? Do you order online and find yourself
manually completing much of the same information that you have already
entered into your ProSuite file?

We are pleased to provide you with the ability to order title insurance from
FCT directly from your ProSuite file. This feature automates the completion of
many of the fields on the FCT order website. Save valuable time and increase
efficiency for your firm by eliminating duplicate data entry and reducing
errors that may result in repetitive work.

In order to place FCT title insurance orders, FCT requires that practitioners be
registered with them and have valid login credentials. If you are not already
registered with FCT, see the Enroll Now section below.

Once you have the necessary credentials, completing the initial setup is easy
and should take only a few moments.

Practitioner Setup

You must have Administrator or Supervisor permissions in ProSuite to
complete the setup. From the Main Menu ribbon, click the My Firm button
and open the Firm Personnel tab. Select the practitioner you wish to setup.

Title Insurance Provider

Select the practitioner’s preferred SRR

title insurance provider from the o -4
Title Insurance Provider drop EZ‘ZTQT?:!Z:Q o

down. S 5

The title insurance provider as FCT Account Information

selected here will automatically S ——— |%

populate each new file opened for

this practitioner.

NextSTEPS Account Information

Profile 1d

The title insurance provider can
easily be changed on a file by file
basis if necessary.
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Enroll Now

If the practitioner is not already registered with FCT, click the Enroll Now link.
This will take you to FCT’s enrollment page.

Update Credentials

Click the Update Credentials FCT Account Information

Solicitor name on file New user? _Enrol now

button to enter the Login ID and R e N T
Password as provided by FCT.

Once the credentials have been
entered, click the Validate button.
. . FCT Account Infi
The system will validate the sotrnameenie [ | togam [

Firm name on file Password

credentials and automatically

|: Validate | || Cancel

populate the Solicitor name on
file and Firm name on file as
registered with FCT.

Ordering a Policy

Data Completion

Complete all information in your file as you normally would prior to accessing
the Title Insurance tab.

Fle  Wowsshwe  Poperty  Gewrd  pwtes  Mogages  TawsiCosm  GST | Survey/Ttlelns | swatfinc  Undertang  Acous  Adusmens st
s Suvey | Title Insurance

If any of the information e

Tite Insurance Agent. FCT 2al (8

poicy Nurbests)

required by FCT is not o B
completed, the Incomplete
Fields popup will be

FCT Reference Nmber
FOT Staks

SurveyfTite Ins ¢ FCT Puschase Test

displayed in the lower right
hand corner of the screen.

This popup provides details

of the tab and field names for the missing information and will remain visible
throughout the file until all information is completed. The popup can be
minimized.

All missing information must be completed before you can proceed to submit
your title insurance order.
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Submitting A Policy Order

| Continue To Order Page

When you are ready to submit your order, the | button will

become available on the Title Insurance tab.

Clicking this button will open the FCT tab, log the practitioner in and display
the FCT online order form with the information from your ProSuite file
already populated.

Fle MNotes/Share  Property  General Borrowers  Mortgages  Taxes | Survey/Title Ins | Strats/Insurance Accounts  Procesds  Trust
»  Survey Tiemnswance | EERFCT |

JFCT SR - v oo 8. |

New Order

» This is a draft order that has not been submitted to FCT.

Please fill in the applicable fields below and click the Next Section button to proceed.
Fields marked with a red asterisk ' * * are mandatory prior to order submission.

Preview Order | Save Draft Order

Owner Documents

for FCT

Transaction
Details

Property |

Mortgages Property
to be Insured Questions

Your file no.

LawyerMatary *  [Denise Hinton =
Contact First Name: * Cathy —
Contact Last Name: * Glatiotis

Contact Email

cathy@doprocess.com

Is this order in conjunction witha * () ves @ No
Managed Mortgage Solution
(MMS) transaction?

Survey(Title Tns : FCT Mortgage 2015-06-23-001a

Type of Transaction * | Refinance/on-Purchase Mortgage
Type of Policy: * Homeowner @ Lender
Closing Date

Notes To FCT:

Clear Changes

Once your order has been submitted, the FCT Reference Number and the FCT
Status fields will be populated on the ProSuite Title Insurance tab.

Updating A Policy Order

If you have submitted a title insurance order but have not yet received your
policy, and information that affects your order is changed in your ProSuite

file, you must notify FCT. Click on the Continue To Order Page, button or the
Survey/Title Ins > FCT tab and the updated information will automatically
populate the FCT fields. Click the Update Order link to finalize the update.
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To see the current status of your title insurance order, simply click on the Title
Insurance tab and review the FCT Status field.

Obtaining The Policy and Invoice

If the policy is available immediately, you can download a copy together with
a copy of the invoice as soon as the order is submitted.

If the policy is not available immediately, an email notification will be sent to
the contact email when the policy is ready for pickup.

To pick up your policy, go to the Survey/Title Ins > FCT tab and go to the Policy
Details and Documents tab.

Cancelling a Policy Order

If you have submitted a draft title insurance order and you no longer wish to
proceed with the order, you may delete the draft that was submitted.

Fle MowsShere  Property  Generd  Partes  Morigs  Tawesfomm  GST | Survey/Tblelnc | Sraiaf  Underising Ao Adusiments Trus

e e T - : - On the Title Insurance tab,

e - select the Delete Draft button.

Notification is sent to FCT to
delete the draft.

ke Ins . FCT st Fle-001- Deleted

All reference to the order is
removed from the title
insurance screen.

If you have submitted a title insurance order and you have not yet received
your policy, you may cancel the order from the Title Insurance tab.

If required, title insurance orders can be resubmitted after cancellation has
completed.
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Select the Cancel Policy check | e [
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-
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Enter the reason for

TR e
Cancelrer o1
aason o Cancelaton.

cancellation in the Reason box

Raquest Cancellation

Continue To Order Fage

SurvenfTife b FCT Fest Pl 401 Seleted

that appears.
Click the Request Cancellation button.
All reference to the order is removed from your title insurance screen.

Support

For support with setup and use of this new feature please contact Do Process
Customer Support at 416.322.6111, 1.866.367.7648 or
inquiries@doprocess.com. For help with FCT enrollment, credentials or FCT
order screens, please contact FCT at 905.287.3122 or 1.866.804.3122.
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