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Online Access To Your Title Orders
24 Hours A Day - 7 Days A Week
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Overview of FeaturesOverview of Features
• 24 Hours a Day, 7 Days a Week Access to:

• Submit New Orders

• Track File’s Progress

• View, Print and Submit Documents

• Communicate with Closer Via Secure 
Internet Connection

• Real Time Information Exchange
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Login StepsLogin Steps
• Go to our Home 

Page at 
www.theclosingagent.com

• Click “Access 
Closing 
Documents” on the 
left side of the 
home page
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Login StepsLogin Steps
• Go to our Home 

Page at 
www.theclosingagent.com

• Click “Access 
Closing 
Documents” on the 
left side of the 
home page

• Enter User Name 
and Password

© Copyright 2010 THE CLOSING AGENT, INC.



E-ViewE-View

LobbyLobby
• Starting point once 

you log in
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LobbyLobby
• Starting point once 

you log in

• Can submit a new 
order
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LobbyLobby
• Starting point once 

you log in

• Can submit a new 
order

• View Open, Closed, 
Cancelled, or All 
files
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LobbyLobby
• Starting point once 

you log in

• Can submit a new 
order

• View Open, Closed, 
Cancelled, or All 
files

• View Tasks 
assigned to you
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Submit A New OrderSubmit A New Order
• From Lobby, select “New 

Order”
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Submit A New OrderSubmit A New Order
• From Lobby, select “New 

Order”

• Navigate through sections 
and add information to new 
file
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Submit A New OrderSubmit A New Order
• From Lobby, select “New 

Order”

• Navigate through sections 
and add information to new 
file

• Click “Add New Order” to 
submit order when done 
entering information
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Submit A New OrderSubmit A New Order
• From Lobby, select “New 

Order”

• Navigate through sections 
and add information to new 
file

• Click “Add New Order” to 
submit order when done 
entering information

• Confirming file number 
received after new order is 
submitted
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Submit A New OrderSubmit A New Order
• From Lobby, select “New 

Order”

• Navigate through sections 
and add information to new 
file

• Click “Add New Order” to 
submit order when done 
entering information

• Confirming file number 
received after new order is 
submitted

• Return to “Lobby” and select 
file to track or view its 
documents
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Track A File’s ProgressTrack A File’s Progress
Conference Room for A 

File

• Select a file from the Lobby
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Track A File’s ProgressTrack A File’s Progress
Conference Room for A 

File

• Select a file from the Lobby

• The following sections are 
available for a file in it’s 
“Conference Room”

• Contacts

• Property Info

• File Status

• Documents
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Track A File’s ProgressTrack A File’s Progress
Conference Room for A 

File

• Select a file from the Lobby

• The following sections are 
available for a file in it’s 
“Conference Room”

• Contacts

• Property Info

• File Status

• Documents

• Send contacts of the file an 
Email directly from the 
“Contacts” screen
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Track A File’s ProgressTrack A File’s Progress
Conference Room for A 

File

• The “Property Info” screen 
displays:

• General Information of 
the property(s) of the file

• The Full Legal for the 
property(s) of the file
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Track A File’s ProgressTrack A File’s Progress
Conference Room for A 

File

• The “File Status” screen 
shows the progress of the 
file
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Track A File’s ProgressTrack A File’s Progress
Conference Room for A 

File

• The “File Status” screen 
shows the progress of the 
file

• Select “Add Note” to review 
and submit notes to your 
file
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Track A File’s ProgressTrack A File’s Progress
Conference Room for A 

File

• The “Documents” screen 
allows you to review and 
submit documents online
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Track A File’s ProgressTrack A File’s Progress
Conference Room for A 

File

• The “Documents” screen 
allows you to review and 
submit documents online

• Check the “Print” boxes to 
select docs to be printed

© Copyright 2010 THE CLOSING AGENT, INC.



E-ViewE-View

Track A File’s ProgressTrack A File’s Progress
Conference Room for A 

File

• The “Documents” screen 
allows you to review and 
submit documents online

• Check the “Print” boxes to 
select docs to be printed

• Click “Print” to print 
documents
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Summary of CapabilitiesSummary of Capabilities
• View and submit all of your closing documents via 

a secure online connection wherever you have 
internet access

• 24 hours a day, 7 days a week access

• Real-time data exchange

• Fast, easy, secure
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www.theclosingagent.com
407-425-2400
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http://www.yourwebsite.com/
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