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1. Reports

SEARCH DATA UPLOAD DOCUMENTS REFORTS EXPRESS ORDER

SDMNSTRATION

Order Products

Buyer/Borrower: Transaction# [New]
seller/Cwmer:

Property:

Loan #

Transaction Type: | j +

Available Pruduqﬁé

- ) ) )

Appraisal Lutomated Valuations Business Credit Clasing
Consumer Credit Document Services Flood Title
Ordered Prudut:ti__:::‘
[[None]
@ v )

Reports can be accessed from the Service Search page by clicking the Reports
button on the navigation bar at the top of the page. In order for the Reports
button to show, it must be turned ‘on’ within the Administration module.
(Please refer to the Administration User Guide)




1.1 Reports Page

SEARCH DATA UPLOAD ORDER PRODUCTS DOCUMENTS ADMIMISTRATION

Reports

Customer Reports

» Drders by Prowider - Summary

s Open Orders

n Canceled Orders

n Drder Detal by State/County

o Drder Summary by State/County

» Prowvider Summary with Turn Time

» Drder Detail with Turn Time

» Prowvider Summeary with Turn Tine and Confirmation Time

Clicking the Reports button takes the user to the Reports page where the user
is offered to build the following reports:

Orders by Provider - Summary

Open Orders

Canceled Orders

Order Detail by State/County

Order Summary by State/County

Provider Summary with Turn Time

Order Detail with Turn Time

Provider Summary with Turn Time and Confirmation Time

[N Ny I Iy Iy Oy Wy I



1.1.1 Orders By Provider Summary Report

SEARCH DATAUPLOAD 'ORDER PRODUCTS DOCUMENTS ADMINISTRATION

Customer Report- Orders By Provider Summary
Build your report

UserNa.me:I

Paﬂy:l* zc003 Test Mortgage Companyj
Select Filter Based ON PO Provider[< Providers > 7]

Appraisal

Automated Waluations
Business Credit

Closing =l

Salect date nrder:'” Beginning Date: |5|."1 jeont il
{Dafe range cannot exceed 90 days.) Ending Date: IE,’?,’EDD'I {anAddhrry)
@ oo @ oo )

Select filter on se iy Service Typel¢— Sapvice Type—» j

The user is prompted to enter the following criteria to run the Orders By

Providers - Summary Report:

o User Name: the user enters a User Name if they would like the report to

be filtered by a specific User Name.

o Party: the user selects a Party name from the drop down menu if they

would like the report to be filtered by a specific Party.

o Provider: the user selects a Provider name from the drop down menu if

they would like the report to be filtered by a specific Provider.

o Service Type: the user selects one of the following Service Types from

the drop down menu that they would like the report to be filtered by.
. Appraisal

Automated Valuations
Business Credit
Closing
Consumer Credit
Document Services
Flood
Title

o Date Ordered: the user enters the date range that they would like the

report to be run for.
Beginning Date
Ending Date



Please note the buttons located at the bottom of the page:
O View Report: after completing all required fields, click the View Report
button and the report will be displayed.
Q Back button: if the user wants to move to the previous page, click the
Back button.



1.1.2 Open Orders Report

SEARCH DATA UPLOAD ‘ORDER PRODUCTS DOCUMENTS ADMINISTRATION

Customer Report- open orders
Build your report

User Hatne:
Party:|* zc003 Test Mortgage Cumpanyj

Sqonronae Provider| ¢ Providers —> 7|

type) Service Typele— Sepvice Type —» j

Select filter on se G
. Appraisal

Automated Yaluations
Business Credit

Clasing =l

Days Open Greater Than ot Equal To:l

The user is prompted to enter the following criteria to run the Open Orders
Report:

o User Name: the user enters a User Name if they would like the report to
be filtered by a specific User Name.
o Party: the user selects a Party name from the drop down menu if they
would like the report to be filtered by a specific Party.
o Provider: the user selects a Provider name from the drop down menu if
they would like the report to be filtered by a specific Provider.
o Service Type: the user selects one of the following Service Types from
the drop down menu that they would like the report to be filtered by.
. Appraisal
Automated Valuations
Business Credit
Closing
Consumer Credit
Document Services
Flood
. Title
o Days Open Greater Than or Equal to: the user enters the minimum
number of days the orders to be displayed on the report have been
open.

Please note the buttons located at the bottom of the page:
O View Report: after completing all required fields, click the View Report
button and the report will be displayed.
Q Back button: if the user wants to move to the previous page, click the
Back button.




1.1.3 Canceled Orders Report

SEARCH DATA UPLOAD ORDER PRODUCTS DOCUMENTS ADMINISTRATION

Customer Report- canceled orders
Build your report

UserNa.me:I
Paﬂy:l* 203 Test Mortgage Cumpanyj
PrwidE’f3| <= Providers —> j
Select filleron - Service Typecle— Sarvice Type —> j

Select Filter Based OCNPIONOE,

Appraisal
Automated VWaluations
Business Credit

Closing hd|
Select date urder'j' Beginning Date: IE,H J2om fen/ddAnyr)
s e s N Enditig Date: |5.'"?.'"2DD1 fenddAnyy)
@ = @ o )

The user is prompted to enter the following criteria to run the Canceled Orders
Report:

o User Name: the user enters a User Name if they would like the report to
be filtered by a specific User Name.
o Party: the user selects a Party name from the drop down menu if they
would like the report to be filtered by a specific Party.
o Provider: the user selects a Provider name from the drop down menu if
they would like the report to be filtered by a specific Provider.
o Service Type: the user selects one of the following Service Types from
the drop down menu that they would like the report to be filtered by.
. Appraisal
Automated Valuations
Business Credit
Closing
Consumer Credit
Document Services
Flood
: Title
o Date Ordered: the user enters the date range that they would like the
report to be run for.
Beginning Date
Ending Date




Please note the buttons located at the button of the page:
O View Report: after completing all required fields, click the View Report
button and the report will be displayed.
Q Back button: if the user wants to move to the previous page, click the
Back button.



1.1.4 Order Detail by State/County Report

SEARCH DATA UPLOAD ORDER PRODUCTS DOCUMENTS ADMINISTRATION

Customer Report- order Detail by State/County
Build your report

Select service stal 8 I <— Senvice Status —> j

ﬁseere:l
Pa.tty:l* zc003 Test Mortgage Companyj

Select Filter Base::;j': OTTPTOvIder) Provider:l <— Prowiders —» j

Selectﬁllernnse:j Fype) Bervice Type:[c— Service Type —» j

Appraisal

Automated Valuations
Business Credit

Closing =]

Select State And COURD State < AL =]
Select date nrder.: Beginning Date: W e ddAnne)
{Dafe range carmof e"xceed S0 days.) Ending Date: W Ay

The user is prompted to enter the following criteria to run the Order Detail by
State/County Report:

o Service Status: the user selects one of the following Service Statuses
from the drop down menu that they would like the report to be filtered
by.

- New: orders that are new and not confirmed.

In Progress: orders that are currently in progress (includes orders

that are on hold or delayed).

Cancelled: orders that have been cancelled by the Service

Provider or the Customer.

Complete: orders that have been completed.

Delayed: orders that have been delayed.

On Hold: orders that have been put on hold by the Service

Provider or the Customer.

o User Name: the user enters a User Name if they would like the report to
be filtered by a specific User Name.

o Party: the user selects a Party name from the drop down menu if they
would like the report to be filtered by a specific Party.

o Provider: the user selects a Provider name from the drop down menu if
they would like the report to be filtered by a specific Provider.
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o Service Type: the user selects one of the following Service Types from
the drop down menu that they would like the report to be filtered by.
. Appraisal
Automated Valuations
Business Credit
Closing
Consumer Credit
Document Services
Flood
. Title
o State: the user selects a State from the drop down menu that they
would like the report to be filtered by.
o County: the user selects a County from the drop down menu that they
would like the report to be filtered by. The County drop down menu

appears once the state has been selected and includes only the counties
that are located in that specific state.
o Date Ordered: the user enters the date range that they would like the
report to be run for:
Beginning Date
Ending Date

Please note the buttons located at the button of the page:
O View Report: after completing all required fields, click the View Report
button and the report will be displayed.

Q Back button: if the user wants to move to the previous page, click the
Back button.
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1.1.5 Order Summary by State/County Report

SEARCH DATAUPLOAD 'ORDER PRODUCTS DOCUMENTS ADMINISTRATION

LOGOUT

Customer REPOI’t' Order Summary by State/County
Build your report

Select service slaf 5 I <— Sendice Status —» j

UserName:I
Pa.rt}.ril* zc003 Test Mortgage Cumpanyj
Provider) <— Providers —> 7]
Service Typeile— Sepvice Type —» j

Appraisal

Automated Yaluations
Business Credit

Closing =]

fi] Y o State:lm
d  BegiuningDate [F12001 | qamitater
(Date rangs cannot axceed 90 days.) Ending Date: [E/7/2001 | qamiaasyym

The user is prompted to enter the following criteria to run the Order Summary

by State/County Report:

o Service Status: the user selects one of the following Service Statuses
from the drop down menu that they would like the report to be filtered
by.

- New: orders that are new and not confirmed.

In Progress: orders that are currently in progress (includes orders

that are on hold or delayed).

Cancelled: orders that have been cancelled by the Service

Provider or the Customer.

Complete: orders that have been completed.

Delayed: orders that have been delayed.

On Hold: orders that have been put on hold by the Service

Provider or the Customer.

o User Name: the user enters a User Name if they would like the report to
be filtered by a specific User Name.

o Party: the user selects a Party name from the drop down menu if they
would like the report to be filtered by a specific Party.

o Provider: the user selects a Provider name from the drop down menu if
they would like the report to be filtered by a specific Provider.
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o Service Type: the user selects one of the following Service Types from
the drop down menu that they would like the report to be filtered by.
. Appraisal
Automated Valuations
Business Credit
Closing
Consumer Credit
Document Services
Flood
. Title
o State: the user selects a State from the drop down menu that they
would like the report to be filtered by.
o County: the user selects a County from the drop down menu that they
would like the report to be filtered by. The County drop down menu

appears once the state has been selected and includes only the counties
that are located in that specific state.
o Date Ordered: the user enters the date range that they would like the
report to be run for:
Beginning Date
Ending Date

Please note the buttons located at the button of the page:
O View Report: after completing all required fields, click the View Report
button and the report will be displayed.

Q Back button: if the user wants to move to the previous page, click the
Back button.

13



1.1.6 Provider Summary with Turn Time Report

SEARCH DATA UPLOAD 'ORDER PRODUCTE DOCUMENTS ADMINISTRATION
LOGO

LOGOUT

Ccustomer Report- provider Summary with Turn Time
Build your report

Provider| ¢ Providers — j
Service Typel<— Service Type —» j

Appraisal
Automated Waluations
Business Credit

Closing =l
Partgrzl *zc003 Test Mortgage Company j
State:lm
e BegimﬁngDate:Wcmwwn
{Date range cannot exceed 90 days.) Ending Date: IEH?;"EUU'I (e Ay

The user is prompted to enter the following criteria to run the Provider
Summary with Turn Time Report:

o Provider: the user selects a Provider name from the drop down menu if
they would like the report to be filtered by a specific Provider.

o Service Type: the user selects one of the following Service Types from
the drop down menu that they would like the report to be filtered by.

. Appraisal
Automated Valuations
Business Credit
Closing
Consumer Credit
Document Services
Flood

: Title

o Party: the user selects a Party name from the drop down menu if they
would like the report to be filtered by a specific Party.

o State: the user selects a State from the drop down menu that they
would like the report to be filtered by.

o County: the user selects a County from the drop down menu that they
would like the report to be filtered by. The County drop down menu
appears once the state has been selected and includes only the counties
that are located in that specific state.
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o Date Ordered: the user enters the date range that they would like the
report to be run for:
Beginning Date
Ending Date

Please note the buttons located at the button of the page:
O View Report: after completing all required fields, click the View Report
button and the report will be displayed.
Q Back button: if the user wants to move to the previous page, click the
Back button.
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1.1.7 Order Detail with Turn Time Report

SEARCH DATA UPLOAD ORDER PRODUCTS DOCUMENTS ADMINISTRATION

Customer Report- order petail with Turn Time
Build your report

Select Filter B azed O ErOvden Provider| ¢ Providers —» j

el Service Type:l<— Service Type —» j
Appraisal
Autormated Valuations
Business Credit
Closing hd|

Party:l* zc003 Test Morngage Companyj
Select State AR COUNY State < ALL> 7]
Select date ordered Beginning Date: W o Ad vy
{Dafe range canmot éxceed 20 days.) Ending Date: W (rmniddAryr)

Select filter on se i

The user is prompted to enter the following criteria to run the Order Detail
with Turn Time Report:

o Provider: the user selects a Provider name from the drop down menu if
they would like the report to be filtered by a specific Provider.

o Service Type: the user selects one of the following Service Types from
the drop down menu that they would like the report to be filtered by.

. Appraisal
Automated Valuations
Business Credit
Closing
Consumer Credit
Document Services
Flood

: Title

o Party: the user selects a Party name from the drop down menu if they
would like the report to be filtered by a specific Party.

o State: the user selects a State from the drop down menu that they
would like the report to be filtered by.

o County: the user selects a County from the drop down menu that they
would like the report to be filtered by. The County drop down menu
appears once the state has been selected and includes only the counties
that are located in that specific state.
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o Date Ordered: the user enters the date range that they would like the
report to be run for:
Beginning Date
Ending Date

Please note the buttons located at the button of the page:
O View Report: after completing all required fields, click the View Report
button and the report will be displayed.
Q Back button: if the user wants to move to the previous page, click the
Back button.
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1.1.8 Provider Summary with Turn Time and
Confirmation Time Report

SEARCH DATA UPLOAD ORDER PRODUCTS DOCUMENTS ADMINISTRATION

Customer REPOI’t- Provider Summary with Turn Time and Confirmation Time
Build your report

Select Filter Based O PTOIE Providet] < Providers —» =]

e Service Typele— Service Type —> j

S elect filter on senic
Appraisal

Automated Yaluations
Business Cradit

Closing =]

Paﬂy:l* zc003 Test Mortgage Cumpanyj
] State:l <—ALL—> vI
Select date urder_'i Beginmitng Date: |5,"'I Jfeom (A

{Date range cavmot exceed 90 days. ) Ending Date: IE,’?,’EDD'I feniddhny)
WIEW REPORT BACK
(@ vewrerorr (@ ik )

Select State And COU

The user is prompted to enter the following criteria to run the Provider
Summary with Turn Time and Confirmation Time Report:

o Provider: the user selects a Provider name from the drop down menu if
they would like the report to be filtered by a specific Provider.

o Service Type: the user selects one of the following Service Types from
the drop down menu that they would like the report to be filtered by.

. Appraisal
Automated Valuations
Business Credit
Closing
Consumer Credit
Document Services
Flood

: Title

o Party: the user selects a Party name from the drop down menu if they
would like the report to be filtered by a specific Party.

o State: the user selects a State from the drop down menu that they
would like the report to be filtered by.

o County: the user selects a County from the drop down menu that they
would like the report to be filtered by. The County drop down menu
appears once the state has been selected and includes only the counties
that are located in that specific state.
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o Date Ordered: the user enters the date range that they would like the
report to be run for:
Beginning Date
Ending Date

Please note the buttons located at the button of the page:
O View Report: after completing all required fields, click the View Report
button and the report will be displayed.
Q Back button: if the user wants to move to the previous page, click the
Back button.
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