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1. Service Search 

 
 
Welcome to the Service Search Report Page.  This page allows users to check 
the status of orders previously placed through RAPID.   
 
Please note the Order Products, Documents, Data Upload, Turn Time, 
Administration and Logout buttons located on the navigation bar at the top of 
the page. 

q Data Upload button: allows a user to upload data into the RAPID 
system. 

q Order Products button: allows a user to enter in a new service or 
order request. 

q Documents button: displays all documents that have not been viewed 
or printed, sorted by PDF documents, PCL documents and Other 
documents. 

q Turn Time button: allows a user to track the turn around time for 
each Service Provider. 

q Administration button: if the user has administration rights, this 
allows the user to the edit company and user information. 

q Logout button: if the user chooses to logout of the web site, click the 
Logout button, this takes the user to the RAPID Home Page. 
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Please note the buttons located at the bottom of the page: 
q View Report button: once the user has selected the report criteria, click 

the View Report button, this builds and displays the Reports page listing 
all the returned orders matching the entered criteria. 

q Download button: if a user wants to download a copy of the report, click 
the Download button. 

q Clear Form button: if the user decides that the data entered is 
inaccurate click the Clear Form button to clear all the fields on this 
page and allow the user to start again. 
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1.1 RAPID Search and Report Capability 

 
 
The Service Search Page allows the user to search for orders using different 
criteria.   The criteria are combined to filter the orders returned on the Service 
Search Results Page.  The following criteria is available for search: 
 

q Service Status: Select a specific order status and click View Report. 
• New: searches for orders that are new and not confirmed. 
• In Progress: searches for orders that are currently in progress 

(includes orders that are on hold or delayed). 
• Cancelled: searches for orders that have been cancelled by the 

Service Provider or the Customer. 
• Complete: searches for orders that have been completed. 
• Delayed: searches for orders that have been delayed. 
• On Hold: searches for orders that have been put on hold by the 

Service Provider or the Customer. 
• Service Status: searches for all orders regardless of status. 
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q Transaction Number: to use this search criteria, type in the Transaction 
number and then click View Report.  If only a partial Transaction 
number is available, type that in and click View Report.  RAPID 
displays all transactions that contain the partial Transaction number. 
 

q Loan Number: enter a specific loan number and the click View Report.  
If only a partial loan number is available type that in and click View 
Report.  RAPID displays all transactions that contain the partial loan 
number. 
 

q Buyer/Borrower’s Name: enter the buyer/borrower’s name and click 
View Report.  If only a partial buyer/borrower’s name is available, type 
it in and click View Report.  RAPID displays all buyer/borrowers that 
contain the partial information. 
 

q Seller/Owner’s Name: enter the seller/owner’s name and click View 
Report.  If only a partial seller/owner’s name is available, type it in and 
click View Report.   RAPID displays all seller/owners that contain the 
partial information. 
 

q Street Address: enter a street address, and the click View Report.  If 
only a partial street address is available, type that in and click View 
Report.  RAPID displays all transactions that contain the partial street 
address. 
 

q Service Type: select a specific service type and click View Report.  
Service Type searches for all products regardless of type. 

• Appraisal: searches for orders that have appraisal products. 
• Closing: searches for orders that have closing products. 
• Credit: searches for orders that have credit products. 
• Document Services: searches for orders that have document 

services. 
• Flood: searches for orders that have flood products. 
• Title: searches for orders that have title products. 
• Valuation: searches for orders that have valuation products. 

 
q Provider Name: used to search for orders with requests to different 

Providers.   Type in Provider name and click View Report. 
 

q User Name: used to search for orders submitted by different users.   
Type in user name and click View Report. 

 
q Has Documents: used to search for orders that contain documents or 

products. 
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q Date Ordered Range: if a user would like to search for all orders opened 
in a specific date range, they can enter a valid Beginning Date, Ending 
Date, and click View Report. (The dates must be in the following format: 
MM/DD/YYYY) 

 
q Date Activity Range: if a user would like to search for all orders with 

activity in a specific date range, they can enter a valid Beginning Date, 
Ending Date, and click View Report. (The dates must be in the following 
format: MM/DD/YYYY) 

 
RAPID allows the user to format the results of their report inquiry into 
different criteria.  A user is allowed to sort by one criteria, two criteria, or 
three criteria. 

q None: displays the results in no specific order. 
q Transaction Number: displays the results by specific order number. 
q Loan Number: displays the results by loan number. 
q Buyer/Borrower’s Name: displays the results in alphabetical order by 

Buyer/Borrower Name. 
q Seller/Owner’s Name: displays the results in alphabetical order by 

Seller/Owner Name. 
q Street Address: displays the results in alphabetical order by street. 
q Service Type: displays the results by order type, for example Appraisal 

Orders, and then Title Orders. 
q Vendor Name: displays the results by Vendor Name. 
q Date Ordered: displays the results by the date it was ordered. 
q Current Status: displays the results by the status of the order, for 

example In Progress, Complete, and then Cancelled. 
q User Name: displays the results by the user name. 

 
RAPID allows the user to select the number of rows per page displayed on the 
Service Search Results page. 
 
Please note the buttons located at the bottom of the page: 

q View Report button: once the user has selected the report criteria, click 
the View Report button, this builds and displays the Reports page listing 
all the returned orders matching the entered criteria. 

q Download button: if a user wants to download a copy of the report, click 
the Download button. 

q Clear Form button: if the user decides that the data entered is 
inaccurate click the Clear Form button to clear all the fields on this 
page and allow the user to start again. 
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1.2 Service Search Results Report 

 
 
After the user selects the Search Criteria, and clicks View Report, the Service 
Search Results Page displays.  The Service Search Results Page lists all orders 
that fit the criteria previously specified.  The report shows the Transaction 
Number, whether or not the order has a document associated with it, 
Date/Time of the order, Type of Service, Description of Service, Current Status 
of Order, Property Address, Buyer/Borrower, Seller/Owner, Loan Number, 
Customer and User Name. 
 

q Transaction Number: the Transaction Number is the reference number 
that was assigned to the order when the Customer submitted the order.  
To get more information about a specific order, click the Transaction 
Number hyperlink associated with the order to display the Service Detail 
Page. 

q  : if a specific order contains a Document Icon, it denotes that this order 
has documents associated with it.  When the user clicks on the document icon, 
the Document Reports Page displays. 

q Date Ordered: displays the date that the Customer submitted the order. 
q Service Type: displays the type of product that the Customer is 

requesting from the Service Provider.   
• Appraisal 
• Closing 
• Credit 
• Document Services 
• Flood 
• Title 
• Valuation 

q Service Description: displays the description of the service ordered. 
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q Current Status: displays the status of the order 
• Received: the Customer has submitted the Product Order to RAPID.  
• Routed: RAPID has routed the Product Order to the Provider. 
• Confirmed: the Provider has accepted the Product Order. 
• Closed: the Product Order has been completed. 
• Cancelled: the Product Order has been cancelled by either the 

Customer or the Provider. 
q Property Address: displays the property address of the subject property. 
q Buyer/Borrower: displays the name of the Buyer/Borrower. 
q Seller/Owner: displays the name of the Seller/Owner. 
q Loan Number: displays the loan number of the transaction. 
q Service Provider: displays the Service Provider to perform the service. 
q User Name: displays the name of the user that placed the order. 
q Ordered By: displays the Customers name that placed the order. 

 
Please note the button located at the bottom of the page: 

q Download button: if a user wants to download a copy of the report, click 
the Download button. 

 
If the report contains multiple pages the navigation bar is located on the 
bottom of the Service Search Results Report. 
 

 
 
Clicking First takes the user to the first page of the report.  Clicking Last takes 
the user to the last page of the report.  Entering the Page number and clicking 
Go takes the user to the desired page of the report.  Clicking Next takes the 
user to the next page of the report.  Clicking Previous takes the user to the 
previous page of the report.  Any options that are unavailable are grayed out. 
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1.2.1 Service Detail  

 
 
The Service Detail Page provides the user specific information about the 
selected order.  The following details of the order are found on this page: 
 

q Transaction Summary Section 
• Transaction  # 
• Loan # 
• Property Address 
• Buyer (primary) 
• Seller (primary) 

 
q Transaction Details Section 

• Service Status 
• Service Type 
• Product Type 
• Date Ordered 
• Transaction Type 
• Special Instructions 
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q Event History 
• Event 
• Date 
• Document – if an order has a document icon it denotes that the order 

has document(s) associated with it. 
• Comment 
• Party 

 
Please note the buttons located at the top and bottom of the page: 

q Add Product button: if the user would like to add an additional product 
to the transaction, click the Add Product button, this will take the user 
back to the Order Products Page where the user can select the product 
they would like to add to the transaction. 

q Add Event: if the user would like to add an event to the selected order, 
click the Add Event button. 

q Summary: if the user would like to get more detailed information about 
a  specific order, click the Summary button. 

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

q Logout button: if the user chooses to logout of the web site, click the 
Logout button, this takes the user to the RAPID Home Page. 
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1.2.1.1 Add Product 

 
 
Clicking the Add Products button brings the user back to the Order Products 
Page so the user can select the product they would like to add to the 
transaction. 
 
Any products already ordered will be shown under the Ordered Products 
Section.  
 
Once the user has finished selecting the additional products that they would 
like add to the order, click the Submit button that will appear at the bottom of 
the page. 



 13

Please note the buttons located at the top and bottom of the page: 
q Search button: if the user wants to go to the Service Search page, click 

the Search button. 
q Data Upload button: allows a user to upload data into the RAPID 

system. 
q Documents button: displays all documents that have not been viewed or 

printed, sorted by PDF documents, PCL documents and Other 
documents. 

q Turn Time button: allows a user to track the turn around time for each 
Service Provider. 

q Administration button: if the user has administration rights, this allows 
the user to the edit company and user information. 

q Logout button: if the user chooses to logout of the web site, click the 
Logout button, this takes the user to the RAPID Home Page. 

q Cancel button: if the user decides that they do not want to continue the 
current page, click the Cancel button, any entered or changed 
information will not be saved. 
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1.2.1.2 Add Event 

 
 
The Add Event Page allows a user to add an event to a specific order to update 
all parties as to the status of the order. 
 
The Events that a user can add are: 

q Comment: this event allows a user to enter in a comment about the 
specific order. 

q Cancel Service: this event allows a user to cancel an order. 
q Complete Service: this event allows a user to complete an order. 

 
Event Date: this is always the current system date and time. 
 
Event Comment: this allows the user to enter up to 255 characters of detail 
regarding the event. 
 
Please note the buttons located at the top and bottom of the page: 

q Search button: if the user wants to go to the Service Search page, click 
the Search button. 

q Logout button: if the user chooses to logout of the web site, click the 
Logout button, this takes the user to the RAPID Home Page. 

q Back button: if the user wants to move to the previous page, click the 
Back button. 
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q Clear Form button: if the user decides that the data entered is 
inaccurate click the Clear Form button to clear all the fields on this 
page and allow the user to start again. 

q Submit button: if the user is satisfied with all the data entered, click the 
submit button to send the event. 
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1.2.1.3 Transaction Summary  

 
 
The Transaction Summary Page provides the user with a detailed report of the 
original order information: 
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q General Information 
• RAPID Number 
• Transaction Type 
• Sales Price 
• Loan Number 
• Loan Type 
• Loan Amount 
• Source of Business 

q Property Information 
• Address 
• Subdivision 
• Lot 
• Block 
• County 
• Section 
• Type 
• PIN/APN 
• Legal Description 

q Party Information 
• Lender 

o Name 
• Borrower 

o Name 
o SSN 
o Home Phone Number 
o Work Phone Number 
o Cell Phone Number 
o Pager Number 
o Email 
o Type 

• Seller 
o Name 
o SSN 
o Home Phone Number 
o Work Phone Number 
o Cell Phone Number 
o Pager Number 
o Email 
o Type 

• Lender 
o Company 

 
q Service Information 

• Type of Service 
o Product 
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o Status 
o Date Ordered 
o Date Due 
o Special Instructions 

 
Please note the buttons located at the top and bottom of the page: 

q Search button: if the user wants to go to the Service Search page, click 
the Search button. 

q Logout button: if the user chooses to logout of the web site, click the 
Logout button, this takes the user to the RAPID Home Page. 

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


