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2. Closing Portal Registration

Follow these steps to register for the Closing Portal:

1. 1. Create a User Account (Username and Password)
2. 2. Validate Email Address

3. 3. Activate User Account (Select Location ID)

4. 4. Approve the Location (PSG)

5. FAQs

5.1. Q: How do I retrieve my username?
5.2. Q: What if | lost my validation email?
5.3. Q: How do | retrieve my password?

Start: Go to www.realmanage.com and click on "Closing Portal"

1. Create a User Account (Username and Password)

Enter the information requested in the following screen:

. wpremier
RealManage O e oo

Closing Portal powered by RealReports

Seauity Question: | Make of your first car? w

Create User

When you complete this step, you will see the following screen informing you that the account was

ctinnncefiillvs Araatad-
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Closing Portal pevered by RealReports
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2. Validate Email Address

The system sends an email similar to the one below to the email address you entered. The email contains the
username, password, and a link that must be clicked to validate the new account.

Note: Many problems with registration can be traced to failure to either receive the email at all or to click
the link. If you do not see the email within a minute or so of registering, check your junk mail folder.

RealManage Portal Registration
Do_Not_Reply@realmanage.com

i Ches ONed
P wpremier
RealManage ORI e o

Registration Step 2: Follow The Link to Activate User Account

Your usemame is ChrisONeill

Your password i chris.

hittp:/ warw realmanage com/ ClosingPortal ToginV alidatel ser_aspx?e=chris oneill % realmanage com&u=ChrisONeillfg=5696dfcd-ddec-4a22-as3d-
db031eeal8l] Processing Department RealManage LLC

To validate the email address, access the email shown above and click on the link. This brings you to the

following screen:
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Ihiprerﬁliﬁr"l L
RealManage P e
Closing Portal pewersd by RealReports Changa Password | Logout

Your email has been validated suocessfully.

Click here to contnue on to the user sebup page

Continue to step 3.

3. Activate User Account (Select Location ID)

In this step, the title agent must select a Location ID. This is a unique ID created for each title company
office. Any title agent that logs in may access records from any other agent in that same office. This
facilitates office collaboration in case the person who requested the documents is away. On-screen help text
is provided.

B 1"’prer
RealManage o
Closing Portal powsred by RealReports “hange Passw

Registration Step 3: Activate User Account

Congratulations, You are almost dons.

You have complebed Step 1 where you created 3 User Account,

You have completed Step 2 where you validated your Email Address,
Mow, in Step 3, you must activate your User Aocount.
Activating Your User AcCount

In ordes to procesd with activating vour User Account, you must know
your Location 10,

o If you know your unique Location ID, please fill in the information
Baaleng
» If you do not know your unigue Location 1D, please click here

Location I0x

Firsh MoEsme

Last Marme:

Work Phore:

el Phone:

raxc
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| Save Information
Help Text:

Acoount Overview: Access b0 the RasiMansge Closing Portal is based on your
“User Aconunt,” your "Lecation Account,” and vour “Compary Account.”

Once set up and acitabed, & singls Company Account (such as that for "DHI Title™
fior excample) may have multiple Location Accounts associabed with i (ie. sach
physical office lacation will have & ssparate Location Apount), and each Location
Aocount may haves multiple User Accounts mssociated with & (Le. Users will specify
which office they work at).

Uiser Acooamnt: Your “User Account” B uragus to yvou and is comprsad of your
User Nasne, password, and emad address,

Locathon Account: Your "Locathon Account” is shaned by you and all the oo
veorkers in your physical office kocalion.

A Location Account is comprised of your Company's Name, Location Addess (Le.
your office address], ard Locakion ID

All Usars whi share the same Localion Account [La. shars the samea Locstion 1ID)
harve the option of working together on the RealManage Closing Portal
requesting, sssng and retrieving each othar's settisment documents.

http://www.realknowledge.com/index.php?title=RealManage_Communi...

If you do not know the Location ID, click the link just above the information fields. This brings you to the

following screen:

-
e “Prenier cer
wl
RealManage COMMUNIt Rmocistoen
Closing Portal powered by RealReports Change Password | Logout
I Location 1D
If you are unable to find your Location in the dropdown below, then click
here to register a new location
Plaase sadact your company flocation: o
Asfington TX / 1251 W Green Oaks Bhd # 130 b

If the location has already been entered, it will appear in the drop down box. Once you select the

location, this screen will appear:

I Location ID

The following colleagues have already registered for this location. To reaister yourself
for the same location please use the Location ID shown below.

Location ID: 9242cfb28b

Karen Salmon | ksalmon@phmsw.com

Write down the Location ID shown above and then Click Here .
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If you must come badk later, when you are ready log in to the Closing Portal using your
User ID and User Password, and follow the steps.

When you click on the link to continue, the Location ID will be auto-populated.

your Location ID.

+ If you know your unigue Location ID, please fill in the
information below
+ If you do not know your unigue Location 1D, please click here

Location ID: | 0247cth28h0

First Name: |

Last Mame:

Work Phone: |
I

el Al

If the location has NOT been entered, click the link to register a new location. This brings you to the
Create Location Account screen. Enter all the information.

Company Mame: | DMNell Title

Company Type: | Title Company bt

Locaticn Adress: |1 6200 Addimeon Rd, Sce 247

Addison, TX 7500L

Frattane:  [Ghag

Last Mame: |0N5il|

WerkFhone:  |1214) 269-2624

Cill Phgne |

Fax -

Create Location I

Help Text:
fWhwen pnternn a il neainn Address. wndl meosE enter a valkd malinn addrecs inckodn a

If you enter an address that already exists in the system, or if you enter the phone number in an invalid
format, you will get an error like one of these below.
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6of 7

I Create Location Account

Compary Name: |5ﬁﬁnﬂ

Company Type: | Tithe Company ‘!}'

Location Address: i'uzou Addizcn Rd, Ste 150
iRodissn, TH TS001

This address has aheady besn regstered.

Click here 1o find cut your Looation ID, if you do not know your Location ID,
o do not inow if someone from your office has sready regstened your

Locaton.
First Name Im
Larst M |0Nd|
ek e li214) 2692524 by (00w
el Phone: I 2
Faxt | -
Help Text:

When enbenng a Locabion Address, you must enter & vald maling address induding a vald street
address o PO B, folowed by City, State and Do code, For example:

PO, Boo BOIESY
DOallas, T 75380

Location Accounk: Your “Locaton Acoount” is shaned by you and &l the co-workers in your physcal
office location.

& Locaton Account & comprsad of your Company'’s Mams, Location Address (e, your office address!,
and Locabon D,

Al Users who share the same Locabon Account (e, shane the same Location 1D) have the opfion of
warking together pn the ReaManage Closing Portal ~ requesting, seeng and retrieving each other's
sattiement documents,

I Create Location Account

Company ame: [DNaiil'ﬁ'la
Company Type: | Title Company

Location Address: (3 gang Addison Rd, Ste 150
Addisen, TX 75001

First Mame: ICMB
Last Nama: |f.'INuiI
WorkFhone:  [3142692524 vz Doc oo aian:
Call Phone: l
e | |
Help Text:

When entering a Location Address, you must enter a vald maling address induding a vakd street
adidress or PO Bow, followed by City, State and Tip code. For exampis;

P.0, Box 803555
Daldas, Tx 75380

Location Accounk: Your "Location Account”is shared by you and all the co-workersin your physical
office location,

A Location Account is comprised of your Company's Hame, Location Address {l.e, your office address),
and Location 1D,

Al Users wha share the same Locaton Account (e, share the same Location 1D have the oplion of
working toge ther on the RealManage Closing Fortal — requesting, sesing and refrieting each other’s
setthement documents.

http://www.realknowledge.com/index.php?title=RealManage_Communi...
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Once the information is correctly entered, click "Create Location,” and you will see the following message:

T
RealManage

| By |
New Request My Document Reguests

Closing Portal powersd by RealReports Change Password

""P'rfmler
MaANAgETi
COMMUNIEYioscciations

Logout

l hank you for your request to register a new Location

Your recuest to regsher a new locabon will be processed in the next 24 hours, and
onE processed we will oSy you via amal

Lintd that tme , bacaome your User Aocount has not yel basn activated, we ask that

16 processing Ereslmanage, oom

your suthmit any Rush document requests (that reguire & responss within the next day)
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