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1. Anintroduction to the ALTA Registry

1.1.

1.2.

1.3.

1.4.

1.5.

Purpose

The purpose of this document is to act a User Manual to help guide Title and Settlement Agents
who are new to the ALTA Registry. It provides guidance on how to use the Registry Management
System (RMS) to establish and maintain your ALTA Registry listing(s).

A one page guide called Title Agent Listing
in 4 Easy Steps is also available for users of
the RMS.

First Things First

Obtaining a listing in the ALTA Registry is
free; there is no charge for creating a
Company or Individual record or its
maintenance and you do not have to be an
ALTA Member to participate, all you need is
an account with ALTA. There is no charge
for an ALTA Account. If you know that you
do not have an ALTA Account, see Search
for or Create Your ALTA Account.

Getting Started

To establish or maintain your listing in the
ALTA Registry, a user must have a
connection to the Internet and a standard
browser. In the URL field at the top of the
browser enter: alta.org/registry/ which will
take you to the registry home page shown
here to the right.

Short-cut for experienced users

News & Updates

Who Should Be an ALTA Registry Customer?

Confirming Underwriter and Title Agent on-boarding has begun!

e I your underwrieer hiz Begun Check the progress of yoar

Real Estate Attomney on-boarding will begin in January of 2018

vill begin in January of 2018

© Want to be Listed In the ALTA Registry?

How You Will Benefit
The ALTA Registry s a sesrchable an

What You Can Expect

# Registry Management System
jou your ALTA Regisiry iiings, you will be dreciad o og In

© Want to Use the ALTA Registry?

£ ALTA Registry Website

If you are familiar with the Registry Management System (RMS) the short cut that takes you
right to the log in section is alta.org/rms. Once you arrive here you go to section 1.8.

ALTA Registry Structure

%

It is important to know that the ALTA Registry is populated from ALTA’s own databases
:1\ located on the website listed above. Title and Settlement Agents manage their information
in the Registry Management System (RMS) and then this information is pushed nightly to the

g publicly available ALTA Registry.
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1.6. Tools and RMS Access

On the page that displays the following
options are available:

1.6.1.

1.6.2.

1.6.3.

Get Started for information about
the ALTA Registry and instructions
on requesting and managing
listings in the ALTA Registry.

Have Questions? A list of
Frequently asked Questions (FAQ)
is available to help with common
user questions.

Registry Management System to
view or manage your ALTA Registry
confirmed agent listings.

ALTA Registry Website to be
directed to the ALTA Registry
website where your confirmed
listing will be published for lenders
to view.

ALTA Title & Settlement Agent Registry

= The ALTA Registry: Efficient. Accurate. Needed.

News & Updates

Confirming Underwriter and Title Agent on-boarding has begun!

Sce f your underwriter s begun the process. Chack the progress of your

Estate Attorney on-boarding will begin in January of 2018.

Registry Customer on-boarding will begin in January of 2018.

registryBalta.org.

© Want to be Listed In the ALTA Registry?

If you want to be listed as a title agent, real estate attorney, or underwriter direct office, or if
you want to become a confiming underwriter, get started here,

Get Started Have Questions?

# Registry Management System

Have Questions?

£ ALTA Registry Website

If you want to request or manage your ALTA Registry listings, you will be directed to log in
to access your account here.

Registry Management System

Regardless of who you are, to search confirmed listings, select this option to be directed to
the ALTA Registry website at www.altaidregistry.org.

View the ALTA Registry

1.7. Getting Started

The Getting Started section will provide you with a variety of resources, including but not limited

to:
1.7.1. Understanding the ALTA Registry - Frequently Asked Questions
1.7.2. Using the RMS — “How to” guides and Job Aids available for Download
1.7.3. Glossary of Terms
1.7.4. Reference and Marketing Materials are available for
Download ALTA Login
Login Name
1.8. Registry Management System (RMS) <4m
To begin the process of managing your details that will appear Login Password
in the ALTA Registry the user must have an ALTA account <=
(login name and password) to access the RMS. m ‘
1.8.1. Log Into the RMS: Go to the RMS landing page et

alta.org/rms.

Get a reminder here.
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1.8.2. If you have an ALTA login name and password enter it in the ALTA Login box to the right.

Forgot Your Password?

If you have forgotten your password, proceed to Forgot Your Password?

If you are not sure if you have an account or need to create a new account,
proceed to Search for or Create Your ALTA Account

Arrive at Welcome to the ALTA Registry
Management System!

ALTA Login
Login Name

Go to the RMS landing page alta.org/rms.
If you have an ALTA account but have forgotten Login Password
your password, click Get a reminder here.

m P e —

#% Get a Password Reminder

Forget your password?
Get a reminder here.

» Enter your e-mail address below
» Your login and password will be e-rmailed o you immediately.

& |'I" you do not see this e-maoil, check your spamfunk folders.

E-mail Address:

Request Password «

Enter the email address associated with your account and click Request
Password.

Your login name and password will be e-mailed to you immediately. If you do
not see this e-mail, check your junk folders.

Return to Log In to the RMS.

If you still do not receive an e-mail, it may mean that you do not have an
account. See Search for or

Create Your ALTA Account e ey
for more information Welcome to the ALTA Registry Management System!
1.9. Search for or Create Your ALTA Account
QQ Already have an ALTA login? Log in to the right and get started!
1'9'1' GO to the RMS Iandlng page Q New user or not sure if you have an ALTA login? Search Here #
alta.org/rms. o= . ) _ _
e= For mare information about the ALTA Registry visit Understanding the Registry.
1.9.2. If you are not sure if you have an @  For more information about how to use the RMS visit ALTA Registry Resources.
account, or need to create a new
account, click Search Here.
1.9.3. Enter data in at least one field, click I'm not a robot, and click Search.
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1.9.4.

1.9.5.

1.9.6.

Q, Search for Your Individual ALTA Account

+ Pleas Iready in our system.

First Nams

Last Name
E-mail Address
Company Name
Cicy.

State
‘ fmnat a robot
=l &

Review the Account Search Results. If no results were returned it may mean that you do

not have an account. See 1.9.6.

If your name is listed, click Request

Password to have your login name and

password e-mailed to you immediately.

. If your name is listed but you do
not see the Request Password

button, it means you do not have
an e-mail address on record and should

Contact ALTA Registry Staff for =0 = m==a

. Search Results
assistance.

) If your name is not listed, either:
0 Click go back to broaden your Cnisdrn
search criteria.
0 Click Create a New ALTA mp EZomm o Princess
<=

Account to set up an ALTA login

Password Individual

Martin, Paul
Martin, Paul

Martin, Paul

name and password, proceed

to 1.9.6.

If no accounts were found that match
your search criteria, either:

. Click go back to broaden your
search criteria.

. Click Create a New ALTA
Account to set up an ALTA login
name and password.

m ALTA Registry Resources @

Search Results
Sorry, we could not find any accounts that match your search.

 |f you think you should be listed, please go back and broaden your search.
s |fyou have tried to broaden your search and believe you are not in ALTA's
o You will first be asked to search for your company information.

T -

) Enter data in at least one field, click I'm not a robot, and click Search.

Copyright 2017. ALTA® and ALTA Title & Settlement Agent Registry

Page 6 of 38
Document Date 10/01/2017
Version V1.0



https://www.alta.org/registry/resources-glossary.cfm#Contacting-Registry-Staff

m ALTA Registry Resources @

Q. Search for Your Company

» Please search for your company in case it is already in our system
o Atleast one field is required to submit your search.
o Ifyou don't find your company, broaden the search criteria (for example, use part of your company name, rather than the entire name),
s Keep in mind when determining your search criteria that Co., Comp., and Company will return different records.

+ Ifyou still don't find your company, then you may create it now.

Company Name
City

State

m=p

Choose State v

I'm not a robot

=l e

Review the Company Search Results. If no results were returned, proceed to No
companies found below.

If your company name is listed, click Create Account to add your individual ALTA
account to the selected company; proceed to Create your account below.

If your company name is not listed, either:
0 Click go back to broaden your search criteria.

0 Click Create New Company to set up new company and add your
individual account to the newly created company, proceed to Create
New Company below.

m ALTA Registry Resources @

Search Results

The following companies matched your search.

+ If your company is in this list, please click "Create Account” to enter your individual information, and you wil be attached to that compary
+ If you think your company should be in this list, please go back and broaden your search.

=N

Search Results

¥

+ If you have tried to broaden your search and believe your company is not in ALTA's database, click "Create New Company” below.
+ You will be asked to enter your company information first and then your individual infarmation.
+ If your company is nat in the United States, please feel free to email ALTA Registry staff at altaregistry@alta.org or call us toll-free at 855-618-2582

ALTAID Parent ID Company Location Create Account
1165470 1165468 Zeta Title Connecticut branch 1 Trumbull, CT ‘
1185465 ZETATITLE NEW YORK willizmsville, NY
1166075 1165465 Zeta Title New York - branch 2 Williamsville, NY
1165467 1165465 ZETATITLE NEW YORK branch 1 Chesktowags, NY

Ty <=

Sorry, we could not find any companies that match your search.

should be listed, ple
arch and b

ase go back and broaden your sea
Ve your compan
pany information and then your in

please fael free to email ALTA Registr

not in ALTA|

° If no companies were found that match your search criteria, either:
0 Click go back to broaden your search criteria.
% Click Create New Company to set up new company and add your

individual account to the newly created company.

. Complete all required fields, click I'm not a robot, and click Create New

Company.
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0 Be sure to
REVIEW e
Company/DBA S S
Name and Legal Lega ey vama
Entity Name for ol e
accuracy as e —
these fields can o
only be changed o cede —
by ALTA staff e i
following initial m:::“:“_ s
creation of a R
new company. - PE— e

0 Review the G ner R
validated
address and click Cancel Address Validation
to return to the prior N S
screen to make changes 12724 Gran Bay Paioay 12724 Gran Bay Pl W
or, Accept to proceed. Jacconle Jecisomile FL

0 If th ress is not

(after further review

and update), Contact ALTA Registry Staff for assistance.

° Review the message; click Cancel to
return to the prior screen to make
changes or Continue to finish
creating your new company record.

Please Review

You are about to create 2 new company record. Once the record is created. the
Company/DEA Name and Legal Entity Name can only be updated by ALTA Registry staff. If
you would like to review or make changes at this time, click "Cancel".

. Complete all required fields and click
Create Your Account.
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& Your Individual Information
o Please enter your individual information including all required fields.
e ALTA takes online security seriously.
o Your login will default to your e-mail address, but you may change it.
o Your password should not be a password you use on other systems.
First Name Required
Middle Name
Last Name Required
Suffix
Individual E-mail Required
Work Phone = 206-494-2222 Ext: Required
Job Title
Login @ Required
Password @ Required
Retype Password Required
. Review message, click .
Please Review
Cancel to return to the
prlor screen to ma ke ‘fou are about to create & new individual account. You will then be re-directed to the login

page where you will enter the login and password you have just created.

changes or Continue to

finish creating your new

individual account.

. You will be re-directed to Log In to the RMS using the login name and password
you have just created.

REMEMBER the login and password you have just created.

1.10. ALTA Registry Website

Once all these steps have been completed the user will be directed to the ALTA Registry website
at altaidregistry.org/ to view current ALTA Registry listing information.
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2. Welcome to the ALTA Registry Management System

REMEMBER: Although your listing details appear in the ALTA Registry, all changes to your
records must be made in the Registry Management System (RMS), this section explains
how.

SORT,
£,

IMPORTANT |

2 &
% £
g

2.1. Managing Your Offices and Underwriters

2.1.1. To begin managing the ALTA Registry agent listings for your office(s) and Underwriters,
go to alta.org/rms to Log in to the RMS.

2.1.2. Ifyou are already logged in, proceed to Manage My Offices and Underwriters below

2.1.3. Click Manage My Offices and

s
Underwriters.
Welcome to the ALTA Registry Management System!
TF TAF 5 T teal Estate Attorneys and

2.1.4. If you do not see Manage My R
Office and Underwriters, you do e ik
not have access to manage ALTA

Registry agent listings in the RMS. I — has an agency or agreement with o thle insurance ur
) s [|f 5o, here equest confirmation from your underwriter and malntain all of you
See Troubleshooting for more -
o
information.

2.1.5. If you have access to manage ALTA Registry agent listings for only one Company, you
will be directed to either the Getting Started Page or the Manage Registry Listings Page.
If you have access to manage ALTA Registry agent listings for more than one ALTA
Business Structure, click Choose next to the name of the Company you would like to
manage listing information for and then you will be directed to either the Getting
Started Page or the Manage Registry Listings Page.

m ALTA Registry Resources @

ALTA Registry Management for Title & Settlement Agents
Manage Your Agent Listings

You have access to the following full ALTA business structures. @ m m
Please choose for which you wish to update information.
Choose ALTAID Company Location
. 1165339 ZETATCO ALL FOR INTERMAL TESTING ONLY Washington, DC
1165341 ZETA TCO PEL FOR INTERNAL TESTING OMNLY ‘Washington, DC

2.2. Getting Started Page — Creating an agent listing for the first time.

2.2.1. This section provides guidance on how to create brand new agent listing, including
information and tools that will help you prepare for requesting information to be
published in the ALTA Registry.

2.2.2. Downloading Your ALTA Business Structure.

. Your ALTA Business Structure includes details for the single parent Company
and all related Companies under it within the ALTA Database. If a location is not
in the ALTA Business Structure, it cannot be selected for listing in the ALTA
Registry.
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. NOTE: A user can add a New Location to the ALTA Business Structure at any
time.

. To download and review the current details of your ALTA Business Structure, do
one of the following:

o Click Download the ALTA Business Structure at the top of the page.
This action can be performed from any page within ALTA Registry
Management for Title & Settlement Agents.

m ALTA Registry Resources @

ALTA Registry Management for Title & Settlement Agents
You are currently managing the ALTA Business Structure for 1165887 - ZETA TCO FOR JOB AIDS (Seattle, WA). @
Download your ALTA Business Structure i@

. Click Download Your ALTA Business Structure within the Tips and Tools box.
This button is only found on the 'Getting Started Page'.

/#~ Before you Begin: Check out these Tips and Tools

* Prior to entering your information into the ALTA Registry Management System:
= View Understanding the Registry to learn more.

SN A GRGEECR Gl Download Your ALTA Business Structure  [ERL] Complete an ALTA Registry Worksheet

= Contact your confirming underwriters to check that their records match yours.

2.2.3. Completing an ALTA Registry Worksheet

. The ALTA Registry Worksheet is a tool to help you build your ALTA Registry
Structure offline before making your selections in the RMS.

. To download the worksheet, do one of the following:
o Click Complete an ALTA Registry Worksheet within the Tips and Tools

box. This button can only be found on the 'Getting Started Page'.

/~ Before you Begin: Check out these Tips and Tools

+ Prior to entering your information into the ALTA Registry Management System: ‘
= View Understanding the Registry to learn more.

SN g R RS GGl Download Your ALTA Business Structure [EGt] Complete an ALTA Registry Worksheet

= Contact your confirming underwriters to check that their records match yours.

0 Click RMS Worksheet within the Material for Download section.

Quick Start / How To

+ Title Agent Listing in 4 Easy Steps (Uplooded 3/22/2077)
This guide will explain how a Title Agent can easily set up their own listing in the Registry Management System (RM3), for confirmation by
their underwriter.

‘ + RMS Worksheet (Uploaded 3/28/2016)
The goal of this worksheet is to help you organize your business locations in a way that makes it easy to assign branches to the right principal
business locations (PBLs) and request undenwriter confirmation.

2.2.4. Getting Started - Add a Principal Business Location
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. When you are ready to begin building your ALTA Registry Structure in the RMS
and submitting listing requests, click Get Started - Add a Principal Business
Location below the Tips and Tools box.

) You will be directed to Adding a Principal Business Location.

/ Before you Begin: Check out these Tips and Tools

« Prior to untering your information into the ALTA Registry Management System:
+ \iew Understanding the Registry to learn mare.

[ i s B o gty Wi

derwritiers to chick that thesr recards match yours.

- Get organized with thes,

+ Contact your canfir

3. Navigating the RMS

3.1. Manage Registry Listings Page
3.1.1. When there is at least one pending or confirmed ALTA Registry listing in the ALTA
Business Structure, you will be directed to the 'Manage Registry Listings Page' upon
selecting Manage My Offices and Underwriters.
3.1.2. You will also be directed to this page after completing any new activity, such as adding a
Principal Business Location or updating listing information.
3.2. Changing ALTA Business Structures
3.2.1. If you have access to manage ALTA Registry listings for more than one ALTA Business
Structure, click Change the ALTA Business Structure.
| s # |
ALTA Registry Management for Title & Settlement Agents
Vour arg currgnely manaping che ALTA Suginesy Serocrure flor TTES330 - TETA TCO ALL FOR INTERNAL TESTING ONLY [Weahdngroa, DC) ﬂ
Download your ALTA Business Structure i | Change your ALTA Business Structurs *
3.2.2. If you do not see Change the ALTA Business Structure, it is because you only have
access to manage ALTA Registry listings for one ALTA Business Structure.
3.2.3. Select the ALTA Business Structure you would like to manage ALTA Registry listings for.
See Choosing an ALTA Business Structure.
3.3. Principal & Branch View
3.3.1. The default view for the Manage Registry Listings Page provides a view of all Principal
Business Locations and their related Branch Locations.
Manage Registry Listings - Principal & Branch View s
* Use the [ and @icons to show or hide branch locations.
* Use the ¢ icon to edit address and contact information.
+ Ared # icon indicates that missing information is required.
+ Use the I icon to manage confirming undervriters.
= (Change to Location View to remove a location from the ALTA Registry.
[ sars | o
ALTAID Company Confirming Undenariters Status @ Actions
H Principal Business Location
i Branch Location [ show all / B hide all
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3.3.2. From here you can:

° Add a Principal Business Location

. Add a Branch Location

. Submit Your Requests for Underwriter Confirmation
o Maintain Your ALTA Registry Listing Information

3.3.3. Toreturn to the Principal & Branch View from the Location View, click Principal and
Branch View.

Manage Registry Listings - Location View

= Use the # icon to edit address and contactinformation.
- Ared # icon indicates that missing information is required.
* Use the "Remove" button ta completely remaove a location from the ALTA Registry. f you use the "Remave” button:
+ Mo changes will be made to your ALTA database records, which includes your membership and licensing information.
« It will remove all relationships to other princdpal business or branch locations {where applicable).
« It will remove confirmed underwriters for the location you are removing as well as all related branch locations (where applicable].
+ It will prompt a notification to all affected confirmed undenwriters {iwhere applicable).
* Change to Principal & Branch View to manage underwriters for principal business and branch locations.

3.4. Location View

3.4.1. This view can be accessed by clicking Location View from the Principal & Branch View
and provides a view of all ALTA Registry locations regardless of Principal or Branch
relationships.

Manage Registry Listings - Principal & Branch View ‘

Use the ) and @ icons to show or hide branch locations.
* Use the #* icon to edit address and contact information.
+ Ared # icon indicates that missing information is required.
* Use the il icon to manage confirming underwriters.
* Change to Lecation View to remove a location from the ALTA Regisory.

3.4.2. From here you can:
. Edit Listing Information
. Remove a Location from the ALTA Registry
3.5. Searching for a Record

. To search for a record on any page,
type the text (i.e., ALTA ID, Company "
Name, City, etc.) you are looking for Frozen mm
and click Search.

° The screen will highlight the entered text and move to the first place on the

screen that the text appears.
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ALTAID Company Confirming Undenariters
H Principal Business Location
i Branch Location [ show all /B hide all

B 1158200 Frozen Title Services

# W 7 Backus fve
Danbury, CT

Title Underwriter Comparny

1159802 Zootopia Title Services

# B 2 Comporate Dr, 5t= 144 Title Underwriter Comparny

Status @ Actions

Under Review [

Under Review @

Shelton, CT
. To clear the highlighted text, click Clear.
. All highlighted text will remain until the

user clears the search field.
3.6. Find Address Details

To show address details from either the Principal &
Branch or Location View hover over the Company
details for the listing.

3.7. Show/Hide Branch Locations

From the Principal & Branch View click '-' hide all or '+'
show all to either hide or show Branch Location details.

ALTAID Company Confirmir

H Principal Business Location

&% Branch Location [ show all /& hide all

& 1159800 Frozen Title Services

# I Danbury. CT Tite Undg

1158802 Zootopia Title Services

# M 2 CorporateDr, 5te 144 ‘ Title Undg

Shelton, CT

W Add a Principal Business Location @ | & Add a Branch Location @

ALTA I Company Confirming Underariters
B Principal Business Location

& Branch Location [ show all / @ hide all *

Status @ Actions

3.8. Add a Principal Business Location

3.8.1. From the Principal & Branch

View C||Ck Add a PrInCIpal + Usethe # icon to edit address and contact information.
. . + Ared # icon indicates that missing information is required.
BUSIneSS Locatlon' * Use the il icon to manage confirming underwritars.

3.8.2. You will be directed to Adding

2 Principal Business Location | ™

Manage Registry Listings - Principal & Branch View

» Use the B3 and B icons to show or hide branch locations.

* Change to Location View to remove a location from the ALTA Registry.

3.9. Add a Branch Location

3.9.1. From the Principal & Branch View click Add a Branch Location.

3.9.2. You will be directed to Adding a Branch Location.

Manage Registry Listings - Principal & Branch View

+ Use the @ and @ icons to show or hide branch locations.

+ Use the # icon to edit address and contact information.

+ Ared # icon indicates that missing information is required.

+ Use the J icon to manage confirming underwriters.

+ Change to Lecation View to remove a location from the ALTA Registry.

W Adda Principal Bosiness Location @ | & Add aBranch Location @ ‘
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3.10.

Understanding Confirmation Statuses

3.10.1. To view the status of each request for Confirmed Underwriter Relationship view the
Status column on the Manage Registry Listings Page.

3.10.2. To view more details regarding the status, see Managing Underwriter Relationships.

ALTAID Company
H Principal Business Location
i Branch Location £ show all /B hide all
S 1159800 Frozen Title Services
F 4 m Danbury, CT

1159802 Zootopia Title Services

Confirming Underwriters Status § Actions
Tide Underwriter Comipany Under Review [®

Tite Underwriter Company

Under Review

# W Shelton, T

# MW Fairfield, CT

1158829 Arendale Title

Underwriting Title Services USA Not Submitted

Confirmed—The listing request has been confirmed by the selected

underwriter.

Not Submitted—The listing request has not been submitted for confirmation by

the selected underwriter.

Under Review—The listing request has been submitted for confirmation by the

selected underwriter and is under review by the underwriter you selected.

Declined—The selected underwriter has declined to confirm this ALTA Registry

listing request.

0 When a request is Declined you can hover over the status to read
additional details provided by the Confirming Underwriter.

S —

Declined .
New Agreement Required

Confirmed

Removed - Under Review—A legal entity name change has caused this
confirmation to be removed pending underwriter review.

QORT;
Sy,

IMPORTANT |

o
T L

The name of your Principal Business Location must mirror the exact details on your
written agency agreement with your underwriter therefore any changes you make to your
business name must be fully processed with your Confirming Underwriter prior to
submitting the change to ALTA.
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4. Setting Up Your ALTA Registry Locations

4.1. Adding a Principal Business Location.

for adding a Principal Business Location.

See Get Started - Add a Principal Business Location or Add a Principal Business
Location for more information about the two ways you can begin the process

4.2, Step 1: Select the Principal Business Location

4.2.1. Select the Principal Business Location from the dropdown menu.

B STEP 1: Principal Business Location e

nderwriting agreement

1 business location for the purpose of confirmation by the undenwriter

n this list? Search for an existing location or add a new location here.

4.2.2. If you do not see the location you are looking for in the dropdown menu, proceed to
Adding a New Location to Your ALTA Business Structure.

4.2.3. Ifalocation in the dropdown menu shows [Select to Manage Underwriters] it is
because this location has already been selected as a Principal Business Location. To
request an additional Confirmed Underwriter Relationship, select the location. You will

be directed to Managing Underwriter Relationships.

4.3. Step 2: Select the Confirming Underwriters

4.3.1. Select the Confirming Underwriter from the dropdown menu.

4.3.2. If you do not see an Underwriter in the dropdown menu it is because they are not an
ALTA Registry participating Underwriter. See Troubleshooting for more information.

I STEP 2: Confirming Underwriters o

Title Underwriter Company (Wapakoneta, OH) Age_ncy 23
(optionai)
I Connecticut Attorneys Title Insurance Co. (Rocky Hill, CT)
Fidelity National Title Group (acksonville, FL)
nstry participating underwriter.
¢ First American Title Insurance Company (Santa Ana, CA)
Gulf Coast Title Insurance Co., Inc. (Foley, AL)

0ld Republic National Title Insurance Company (Tampa, FL)

J Stewart Title Guaranty Company (Houston, TX)

+ Select the confirming underwriters for this principal business location and enter your unigue agency ID with the underwriter, if known.

articipating underwriter informatien.

Remove

* i TR T i T AT ) d edit (if necessary) the company listing information.
Underwriting Title Services USA (Lane, OK) v, |UEa‘t|Uﬂ5

4.4, If known, enter your unique agency ID with the Confirmi

ng Underwriter. This

information is optional and does not appear on the ALTA Registry but may assist the

Confirming Underwriter with the confirmation process.
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4.7.

I STEP 2: Confirming Underwriters o

+ Select the confirming underwriters for this principal business location and enter your unigue agency ID with the underwriter, if known.

Title Underwriter Compan apakoneta, OH ® AgencylD: Remove
pany (Wap. ) {optional) Test123 -

Add Another Underwriter ‘

Can't find @ confirming underwriter in this list? It is becouse they are not an ALTA Registry participating underwriter.
Contact your underwriter directly to inquire about their ALTA Registry stotus. View participating underwriter information.

4.5, If there is more than one Confirming

Underwriter, click Add Another Underwriter 1l STEP 2: Confirming Underwriters o

and return to 4.3.

Title Underwriter Company (Wapakoneta, OH)

4.6. To remove a Confirming Underwriter once

selected, click Remove to the right of the -

+ Select the confirming underwriters for this principal business loca

agency ID field.

I STEP 2: Confirming Underwriters o

+ Select the confirming underwriters for this principal business location and enter your unique agency ID with the underwriter, if known.

Title Underwriter Company (Wapakoneta, OH ® AgencylD: Remove ‘
pany (Wap. ) o) Test123 -

Step 3: Save

4.7.1. Review the selections made in 'Step 1' and 'Step 2' and once satisfied with those
selections, click Save & Review Listing.

° To exit the page without changes and return to Manage Registry Listings, click

Exit Without Changes.
. To clear all changes and remain on the same page, click Clear All Changes.

STEP 3: Save

* Once you have saved the above selections, you are required to review and edit (if necessary) the company listing information.
+ If applicable, you may then select additional principal business or branch locations.
+ Once all steps are completed. you may submit the listing request for underwriter confirmation. ’ ‘

» T o o

. Proceed to Editing and Confirming Listing Information.
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4.8. Adding a Branch Location
See Add a Branch Location for more information about how you begin the
process for adding a Branch Location.
4.8.1. Step 1: Select the Branch Location
. Select the Branch Location from the dropdown menu.
5 STEP 1: Branch Location
= Sefect alocation that performs work on behall of or in partnership with a principal business location for purposes of confirmation by the undenwriter.
® Evample: A sotellite location that conducts seftfement activitles on behalf of o principal bersiness locatior
Can 1 branch location in this list? Search for an existing location or add a new location here.
Choose Branch Location

cipating underwriter infermation.

. If you do not see the location you are looking for in the dropdown menu,
proceed to Adding a New Location to Your ALTA Business Structure.

. If a location in the dropdown menu shows [Select to Manage Underwriters] it is
because this location has already been selected as a Branch Location. To
request an additional Confirmed Underwriter Relationship, select the location.
You will be directed to Managing Underwriter Relationships.

4.8.2. Step 2: Select the Confirming Underwriters

. When adding a Branch Location you must select the Confirming Underwriter(s)
under each Principal Business Location that apply.

0 For example, if there are two Principal Business Locations, each having a
Confirmed Underwriter Relationship with 'Title Insurance Co.' and the
Branch Location performs work on behalf of both Principal Business
Locations, you would select 'Title Insurance Co.' twice (once under each
Principal Business Location).

% If you do not see an Underwriter you must first Add the Underwriter to
a Principal Business Location.
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1l STEP 2: Confirming Underwriters e

* Check off the confirming underwriters for this branch location and enter your unique agency |D with the underwriter, if applicable.
= If an underwriter isn't listed, youw must first return to Monage Existing Listings to add the underwriter to the appropriote principal business locations.
* View participating underwriter information.

H Principal Business Location

I Confirming Underwriter

1162526 - Incredible Title Services (Commerce, TX)

Agency ID:
‘ " Title Inzurance Co. ] (optional) @
. If known, enter your unique agency ID with the Confirming Underwriter. This

information is optional and will not appear on the ALTA Registry but may assist
the Confirming Underwriter with the confirmation process.

1l STEP 2: Confirming Underwriters o

= Check off the confirming underwriters for this branch location and enter your unique agency | with the underwriter, if applicable.
= [f an underwriter isn't listed, you must first return to Manage Existing Listings to odd the underwriter fo the approprigte principal business locotions.
* View participating underwriter information.

B Principal Business Location

I Confirming Underwriter

1162526 - Incredible Title Services (Commerce, TX)

Agency ID:
»* Title Insurance Co. @ (optional) @ Test123 ‘

4.8.3. Step 3: Save

. Review the selections made in 'Step 1' and 'Step 2' and once satisfied with those
selections, click Save & Review Listing.

o To exit the page without changes and return to Manage Registry
Listings, click Exit Without Changes.

% To clear all changes and remain on the same page, click Clear All
Changes.

STEP 3: Save

» Once you have saved the above selections, you are required to review and edit (if necessary) the company listing information.
+ If applicable, you may then select additional principal business or branch locations.
+ Once all steps are completed. you may submit the listing request for underwriter confirmation. ‘ ‘

. Proceed to Editing and Confirming Listing Information.
4.9. Adding a New Location to Your ALTA Business Structure

4.9.1. From either Step 1: Principal Business Location or Step 1: Branch Location, if you do not
see a location you are looking for in the dropdown menu, click Search for an existing
company or add a new company here.
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@ STEP I Principal Business Location o

» Select the location that i a primary or main business location fior the purpose of confirmation by the underwrite
» Exomple: The location listed on agency or underwriting agreement.
» Can't find a principal business location in this list? Search for an existing location or add a new location here. -

Choose Principal Business Location

. Enter data in at least one field and click Search. Q_Search for Your Company Location
. Review the Company Search Results. If no i
results were returned, proceed to If No
Accounts Were Found.
0 If the company name is listed with a m - '

status of "In your ABS" it means that the
company already exists within your ALTA Business Structure. You can
click the first place you see go back to return to your ALTA Registry
listings to select them in the dropdown menu.

0 If the company name is listed without a status it means that the
company exists in the ALTA Database but is not in your ALTA Business
Structure. Contact ALTA Registry Staff for further assistance.

O If the name is not listed, either:
. Click the second place you see go back to broaden your search
criteria.
° Click Add a New Location to set up a new location, proceed to

Company Location Information.

ALTA Registry Management for Title & Settlement Agents
You are currently managing the ALTA Business Structure for 1165505 - ZETA Title Company NV (Las Vegas, NV). @
Download your ALTA Business Structure @

Search Results

The following records matched your search.

485" the record already exists within your company's ALTA Business Structure. Pleas@o add a principal or branch location and look
1the 'Step 1" drop down. =
ABS" the record does exist within the ALTA database, but is not part of your company’s ALTA Business Structure. For further assistance

contact ALTA Registry staff.
 If you think your company location should be in this list, plpa%@anrl broaden your search,
« If you have tried to broaden your search and belleve your locatidmrisTiot in ALTA's database, click "Add a New Location” below.

« [f your location Is not in the United States, please feel free to emall ALTA Registry staff at altaregistry@alta.org or call us toll-free at 855-618-2582.

for them

ALTA ID Parent ID Company Location Status
1165887 ZETA TCO FOR JOB AIDS Seattle, WA Not in your ABS

T -
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) If no accounts were found that match your search criteria, either:
% Click go back to broaden your search criteria.

0 Click Add a New Location to set up a new location.

m ALTA Registry Resources (7] Manage Registry Listings (7]

ALTA Registry Management for Title & Settlement Agents
You are currently managing the ALTA Business Structure for 1165505 - ZETA Title Company NV (Las Vegas, NV). @
Download your ALTA Business Structure @

Search Results

Sorry, we could not find any company locations that match your search.

« |f you think your location should be listed, please go back and broaden your search.
+ |f you have tried to broaden your search and believe your location is notin ALTA's database, click "Add a
« |fyour location is not in the United States, please feel free to email ALTA Registry staff at altaregistry@al

‘Add a New Location _

. Complete all required fields and click Add New Location.

. Select the Parent Company in the dropdown that you would like to link the new
company to in the ALTA Database.

B Company Location Information
] @ enter the information below including all required fields.
. st location i not in the United States, please feel free to emad ALTA Registry staff at altaregistry@alta.org or call us toll-free at B55-615-2582
Parent Company 1165505 - ZETA Title Company NV (6430 Sky Pointe Dr, Las Vegas, NV, 39131—10!3:1 Required
Company/DBA Name - Required
1165505 - FZETA Tide Campany NV (G480 Sky Palrte O, Las Vegas, NV, 89131.4038)
Legal Entity Nama F V-8B t i Required
Address Line 1 Required
Address Line 2
City Required
State Choose SLate *® Required
Zip Code Required
Company E-mail Required
Company Wob Site
Company Phane Ext Required
Company Fax
o
. Review the validated address and click Cancel to return to the prior screen to
make changes or Accept to proceed.
. If the address is not able to be validated (after further review and update),
Contact ALTA Registry Staff for assistance.
Copyright 2017. ALTA® and ALTA Title & Settlement Agent Registry Page 21 of 38
Document Date 10/01/2017

Version V1.0



https://www.alta.org/registry/resources-glossary.cfm#ALTA-Database-DB
https://www.alta.org/registry/resources-glossary.cfm#Contacting-Registry-Staff

Address Validation

Entered Address
9725 Eastern Av
Las Vegas, NV
98126-3975

Click "Accept” to use the validated address.

Validated Address
97255 Eastern Ave
Las Vegas, NV
89183-6841

=l

° Review the message and, click Cancel to return to the prior screen to make
changes or Continue to finish creating your new company location.

Please Review

‘You are about to create a new company record. Once the record is created, the
Company'DBA Mame and Legal Entity Mame can only be updated by ALTA Registry staff. I
you would like to review or make changes at this time, click "Cancel".

. You will be re-directed to either Step 1: Principal Business Location or Step 1:
Branch Location where you will then be able to select the newly created
company location from the dropdown menu.

B STEP L: Principal Business Location e

| 116

= Select the location
= Example: The focat
= Can't find & principal business locatlon in this list? Search for an existing location or add a new location here.

Choos

ted on your agency or underwriting agreement,

Choose Principal Business Location

& Principal Business Location

ZETA Title Company NV {84380 Sky Pointe Dr. Las Vegas, NV,

ZETA Title Company NV - Branch 1(9725

that is a primary or main business location for the purpose of confirmation by the underwriter

ct to Manage Underwriters] _

1

5. Submitting Your Requests for a Confirmed Underwriter Relationship

From the Manage Registry Listings Page you are able to submit requests for a
Confirmed Underwriter Relationship

5.1. Submitting a New ALTA Registry Structure

5.1.1. The first time a Principal Business Location is selected; you have the opportunity to Add
Related Branch Locations and submit the entire ALTA Registry Structure at one time.
5.1.2. Once you are satisfied that you have selected all Branch Locations and Confirming
Underwriters for the ALTA Registry Structure, click Submit in the 'Actions' column.
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B Principal Business Location

@ 1159829 Arendale Title
& MW Fairfield, CT

1159800 Frozen Title Services
# M Danbury, CT

1159802 Zootopia Title Services
# M Shelton, CT

Confirming Underwriters Status @ Actions

i Branch Location (@ show all /@ hide all

Underwriting Title Services USA

Underwriting Title Services USA

Underwriting Title Services USA

Not Submitted .

Not Submitted

Not Submitted

5.1.3. Review message and click Cancel to return to the
prior screen to make changes or Continue to
complete your request.

5.1.4. Once the request is sent you will return to the
Manage Registry Listings Page and see that the
status is 'Under Review'. See Understanding
Confirmation Statuses for more information.

5.2. Submitting Additions to an Existing ALTA Registry Structure

Please Review

at time.

After the first time an ALTA Registry Structure is submitted, when a Confirming
Underwriter or Branch Location is added, in most cases it must be submitted one

NOTE: An exception is when a Confirming Underwriter is added to a Principal
Business Location and then also added to a related Branch Location. When this
happens the related Branch locations are submitted along with the Principal
Business Location.

H Principal Business Location

&t Branch Location [ show all /@ hide all

@ 1159800 Frozen Title Services
# M Danbury, CT

1159802 Zootopia Title Services
# M Shelton, CT

1159829 Arendale Title
# W Fairfield, CT

Title Underwriter Company Confirmed
Undenariting Title Services U Not Submitted
Title Underwriter Company Confirmed
Title Underwriter Company Not Submitted
Underwriting Title Services USA Not Submitted

|ND SUBMIT BU_ONI

5.2.1. Once you are satisfied with your selection click Submit in the 'Actions' column for each
request you would like to submit.

2 1159800 Frozen Title Services
# M Danbury, CT

1159802 Zootopia Title Services
# 1 shelton, CT

1159829 Arendale Title
& M Fairfield, CT

Title Underwriter Company Confirmed
Underwriting Title Services USA Not Submitted
Title Underwriter Company Confirmed
Title Underwriter Company Not Submitted
Undenwriting Title Services USA Not Submitted

e -

=1 -
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Please Review

. Review message and click Cancel to
return to the prior screen to make
changes or Continue to complete your
request.

NOTE: It is important to read the message as

¢ privocy and dota securdy very seriously. Our Privocy Policy is

it will provide details specific to what is being e oY e ary e S g O S,

ORT,
S,

§Z==» submitted to the Confirming Underwriter. =
= These details will vary based on each
submission.
° Once the request is sent you will return to the Manage Registry Listings Page

and see that the status is 'Under Review'. See Understanding Confirmation
Statuses for more information.

5.3. Re-submitting a Previously Declined Request

5.3.1. When a Confirming Underwriter has declined your request for a Confirmed Underwriter
Relationship, you can resubmit the request after addressing the reason for the denial.
See Understanding Confirmation Statuses or Troubleshooting for more information.

5.3.2. Once satisfied with your request, click Resubmit in the 'Actions' column for each request
you would like to resubmit.

ALTAID Company Confirming Underwriters Status @ Actions
B Principal Business Location

& Branch Location @ show all / @ hide all

1162552 Monsters Inc Title Insurance First American Title Insurance Company Confirmed
& Springfield, IL
T Alamo Title Insurance Confirmed
Stewart Title Guaranty Company Confirmed
& 1162554 Sully Title Agency Gulf Coast Title Insurance Co., Inc. Declined @ «
v Champaign, IL
B Fidelity National Title Group Confirmed

5.3.3. Review message, click Cancel to return to the prior screen to make changes or Continue
to complete your request.

NOTE: Itis important to read the message as it will provide details specific to what is
being submitted to the Confirming Underwriter. These details will vary based on each
submission.

SORT,
il b

5.3.4. Once the request is sent you will return to the Manage Registry Listings Page and see
that the status is 'Under Review'. See Understanding Confirmation Statuses for more
information.

6. Maintaining Your ALTA Registry Listing Information

6.1. Editing and Confirming Listing Information

From the Principal & Branch View or the Location View click the # icon under the ALTA ID for
the location that you are editing listing information for.
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6.2. Step 1: Company Contact Information

6.2.1.

6.2.2.

Review the Company Contact Information and if changes are needed, click Edit
Information at the bottom of the box to open the Company Contact Information to edit.
If no changes are needed proceed to Step 2: Registry Listing Contact Person.

If the box is already open for editing, it means that your
https://www.alta.org/registry/resources-glossary.cfm#Company is missing information
that is required for an ALTA Registry listing. Proceed to section 6.2.3. below.

B STEP 1: Company Contact Information

« This is the company information that will be included with your ALTA Registry |
= For changes to company name information, please feel free to email ALTA Registry

ALTAID 1185505
Legal Mame ZETA Title Inc NV
DBA Name ZETA Title Company NV

Mailing Address 6480 Sky Pointe Dr
Las Vegas, NV
B89131-4038

Company E-mail ZetaTitle@regtest.com
Company Web 5ite No company web site
Company Phone 702-216-5454

Company Fax Ne company fax number

Edit Information -

i at altoregistry@alta.org or call us toll-free at 855-618-2582.

The unigue 1D assigned by ALTA
For contractual agreements and to fite taxes
for general business purposes, such as odvertising

Your ALTA mailing address will alse used for
your ALTA Registry listing. unless you provide an
alternate address. Making changes to your
maiiing address here will also change your
address for ALTA business purposes.

Provide An Alternate Address

6.2.3.

Enter your updated information in the white boxes.

QORT;
Sy,

IMPORTANT |

= 3
G,
KT L

NOTE: Changes to Legal Entity Name or DBA Name can only be made by Contacting ALTA
Registry Staff.

6.2.4. If you would like to provide an alternate address for ALTA Registry listing purposes only,
click Provide an Alternate Address.
6.2.5. Whenever the Validate Address button appears, you must click it to complete address
validation prior to proceeding to Step 2: Registry Listing Contact Person.
6.3. Step 2: Registry Listing Contact Person B STEP 1: Company Contact Information
6.3.1. If Choose Registry Listing Contact . S —
appears, select a person from the
dropdown menu and click Confirm -
Contact. - e ] D
6.3.2. If a Registry Listing Contact Person is e _ o -
already showing and you are making
changes, proceed to section 6.3.8 e o
below. If no changes are needed,
proceed to Step 3: Confirm.
Copyright 2017. ALTA® and ALTA Title & Settlement Agent Registry Page 25 of 38
Document Date 10/01/2017

Version V1.0



https://www.alta.org/registry/resources-glossary.cfm#Company
https://www.alta.org/registry/resources-glossary.cfm#Legal-Entity-Name
https://www.alta.org/registry/resources-glossary.cfm#Doing-Business-As-DBA-Name
https://www.alta.org/registry/resources-glossary.cfm#Contacting-Registry-Staff
https://www.alta.org/registry/resources-glossary.cfm#Contacting-Registry-Staff
https://www.alta.org/registry/resources-glossary.cfm#ALTA-Title--Settlement-Agent-Registry-ALTA-Registry
https://www.alta.org/registry/resources-glossary.cfm#ALTA-Registry-Listing-Contact-Person
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjf3sDiwpPWAhUH_IMKHer-AZ8QjRwIBw&url=http://www.masterfile.com/search/en/stamped+document+icon&psig=AFQjCNFZgJFrhZEiT-LUwRbjp3iTuRV18Q&ust=1504887056888778

& STEP Z Registry Listing Contact Person

+ Tha ALTA Registry lsting contact MUST be an imdhidual perscn Bt i compiay prapaned o redpond i or dines ingures from ALTA Regtcy users

Rmgiary Listing Contact | Chooss Registry Lisking Cortmce

Gt

Can'f flod @ pereon ke dhiv fe?

Firsf pivw ooy chanprt ped may b mades slove By dicking “Tov Informarton® = Siep el e search for on existing person or odd' o sew perion b,

<im

6.3.5. Use the alternate e-mail and

6.3.6. When the Choose a Different

6.3.3. If you cannot find a person in the dropdown menu, see Adding an Individual to your
ALTA Business Structure.
6.3.4. Review the e-mail and phone information for accuracy and update (if needed). Proceed

to Step 3: Confirm. ———
& STEP 2: Registry Listing Contact Person

» The ALTA Registry listing contact MUST be an individual at the company prepared to respond to or direct inquires from ALTA Registry users.
« Making changes in the first section below will also change the e-mail or phone number for ALTA business purposes.

phone fields to provide ek s

Emall  Sandy@zetatitleco.com Required
information that will be used -

Phone 02-216-5454 Ext: Required

« Ifyou wish to enter an alternate e-mail or phone number, they will ONLY be used for your ALTA Registry listing.
- If nothing Is entered, the Informatian above will be used

for ALTA Registry listing

purposes only. [N el

Alternate Phone Ext

Contact button appears, you
may click it to return to 6.3.1.

& STEP 2: Registry Listing Contact Person

= The ALTA Registry listing contact MUST be an individual at the company prepared to respend to or direct inguires from ALTA Registry users.
* Making changes in the first section below will also change the e-mail or phone number for ALTA business purposes.

Mame Jane DoeRayhe

E-mail | jane@registry.com Required

Phone | 555-555-5555 Ext Required

= If you wish to enter an alternate e-mail or phone number, they will DMLY be used for your ALTA Registry listing.
= If nothing is entered, the information above will be used.

Alternate E-mail

Alternate Phone | 000-000-0000 Ext

o o I

Can't find someone? Search for an i i orodd.

new here. Note you will have to re-enter any changes you may hove made on this page.

6.3.7.

Listing Contact Person information.

When the Cancel Edit button appears, you may click it to retain the original Registry
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& STEP 2: Registry Listing Contact Person

= The ALTA Registry listing contact MUST be an individual at the company prepared to respond to or direct inquires from ALTA Registry users.
= Making changes in the first section below will also change the e-mail or phone number for ALTA business purposes.

Name Sandy Thomas
E-mall | Sandy@zetatitleco.com Required

Phone 702-216-5454 Ext: Required

= If you wish to enter an alternate e-mail or phone number, they will ONLY be used for your ALTA Registry listing.
=« If nothing Is entered, the information above will be used.

Alternate E-mail

Alternate Phone Ext-

[ cmeuzas [N

6.3.8. To edit email or phone number information for the current Registry Listing Contact

Person click Edit Contact and return to section 6.3.4 below

& STEP 2: Registry Listing Contact Person

= The ALTA Registry listing contact MUST be an individual at the company prepared to respond to or direct inguires from ALTA Registry users.
Mame Sandy Thomas
E.mail Sandy@zetatitleco.com

Phone 702-216-5454

= |f you wish to enter an alternate e-mall or phone number, they will ONLY be used for your ALTA Registry listing.
= If nothing is entered, the informatlon above will be used

Alternate E-mail Default above will be used in the registry.

‘ Alternate Phone Defoult above will be used in the registry.

Can't find someone? Search for on existing individual, or add someone new here. Note you will have to re-enter any changes you may have made on this page.

6.3.9. To change the current Registry Listing Contact Person to a new person, click Change

Contact and return to 6.3.1.

& STEP 2: Registry Listing Contact Person

« The ALTA Registry listing contact MUST be an individual at the company prepared to respond to or direct inguires from ALTA Registry users.
Mame Sandy Thomas
E.mail Sandy@zetatitleco.com

Phone 702-216-5454

= 1f you wish 1o enter an alternate e-mall or phone number, they will ONLY be used far your ALTA Registry listing.
= |f nothing is entered, the information above will be used.

Alternate E-mall Default above will be used in the registry.

Alternate Phone  Default above will be used in the registry.

EETE N

Can't find someone? Search for on existing individual, or odd someone new here. Noie you will have fo re-enter any changes you may have made on this page.

6.4. Step 3: Confirm

6.4.1. Review the selections made in 'Step 1' and 'Step 2' and once satisfied with those

selections, click Save Information.
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. To exit the page without changes and return to Manage Registry Listings, click
Exit Without Changes.
. To clear all changes and remain on the same page, click Clear All Changes.

STEP 3: Confirm

= Once you have saved the company listing information, your ALTA record will be updated.

= Ifthis is an existing ALTA Registry listing, the updated information will appear on the next business day.
» If this is a new ALTA Registry listing request, you MUST also SUBMIT for confirmation on the next page. l l
L G 1 e
. Selecting either will direct you to the Manage Registry Listings Page.
. Once you have saved the company listing information, your information will be
updated in the ALTA Database.
. If this is an existing ALTA Registry listing, the updated information will appear on

the next business day.
. If this is a new ALTA Registry listing request, you MUST also Submit Your
Request for Underwriter Confirmation.
6.5. Adding an Individual to your ALTA Business Structure
6.5.1. If you cannot find a person in the Registry Listing Contact Person dropdown menu click
Search for an existing individual, or add someone new here.

& STEP 2: Registry Listing Contact Person

+ The ALTA Registry listing contact MUST be an Individual at the company prepared to respond to or direct inquires from ALTA Reglstry users,

Registry Listing Contact = Choose Registry Listing Contact

Can't find someone? Search for an existing individual, or add someone new here. Note you will have to re-enter any chonges you may have made on this page.

6.5.2. Enter datain at least one field
and C"Ck SearCh. Q, Search for an Individual

« Plaase search for the individual in case they our already in our system.
o Atleast one fiel

6.5.3. Review the Account Search e e o
Results. If no results were e
returned, proceed to 6.5.7. Tt

E-mail Address

6.5.4. If the name is listed with a status
of "In your ABS" it means that the
individual already exists within T g——
your ALTA Business Structure and -
you can click the first place you
see go back to return to your ALTA Registry listings to select them in the dropdown
menu.

Company Name

city

6.5.5. If the name is listed without a status it means that the individual exists in the ALTA
Database but is not in your ALTA Business Structure. Contact ALTA Registry Staff for
further assistance.

6.5.6. If the name is not listed, either:
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. Click the second place you see go back to broaden your search criteria.
. Click Add a New Individual to set up an ALTA login name and password,
proceed to section 6.5.8. below
ALTA Registry Management for Title & Settlement Agents

e currently managing the ALTA Business Structure for 1165505 - ZETA Title Company NV (Las Vegas, NV). @
oad your ALTA Business Structure @

Do

Search Results

The following individuals match your search.

= [f the status is:
o “In your ABS" the individual already exists within your company's ALTA Business Structure, Please go back to Manage Listings and select the edit icon
for the location to look for the individual in the 'Step 2' Registry Listing Contact Person drop down.
485" the Individual does exist within the ALTA databasa, but is not part of your company's ALTA Business Structure. For further assistance
contact ALTA Registry stafl
» |f you think an individual should be listed, please go back and broaden your search.
» Ifyou have tried to broaden your search and believe the individual is not in ALTA's database, click "Add a Mew Individual" below.

o "N

Individual Company Location Status
Thomas, Sandy ZETA Title Company NV Las Vegas, NV In your ABS
Town, Sara ZETA Title Company CO Edgewater, CO Not in your ABS

T -

6.5.7. If no accounts were found that match

your search criteria, either: m
, :

ALTA Registry Management for Title & Settleme

® CIICk go baCk to broaden yOUr You are currently managing the ALTA Business Structure for 1165505 - Z§
search Criteria' or Download your ALTA Business Structure @
. - Search Results
. Click Add a New Individual to
set up a new individual ALTA Sorry, we could not find any individuals that match your search.
account. « [f you think the individual should be listed, please go back and

+ [f you have tried to broaden your search and believe the indivi

6.5.8. Complete all required fields and click

Add Individual. r—

. Select the Parent Company in
the dropdown that you would like to link the individual to in the ALTA Database.

& Individual Information

 Please enter the individual's information including all required fields.
« ALTA takes online security seriously.
o The individual's login will default to their e-mail address, but it may be changed.
o The password is system generated but may be changed by the individual
+ When the account is created the individual will receive an email with instructions for accessing their account.

Parent Company = 1165505 - ZETA Title Company NV (6480 Sky Pointe Dr, Las Vegas, NV, 89131-4038) ~ | Required

First Name  |ulie Required
Middle Name
Last Name = Craft Required
Suffix
Individual E-mail | jcraft@zeta.cor Required
Work Phone  702-216-5454 EXC: Required
Job Title
Login @  jcraft@zeta.com Required

T —
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. Review message and click

Cancel to return to the Please Review
prior screen to make

‘You are about to create 3 new individual account. Once complete the new user will receive a

Cha nges or continue to natification email with instructions for accessing their account.

finish creating the new - —
individual account.

. You will be directed back
to Editing and Confirming Listing Information to continue making your
selections.

7. Managing Underwriter Relationships

7.1. From the Principal & Branch View click the T icon under the ALTA ID for the location where you
wish to manage Confirming Underwriters.
ALTAID Company Confirming Underwriters Status @
B Principal Business Location
o Branch Location & show all /2 hide all
B2 1165505 ZETA Title Company NV ZETATCO ALL FOR INTERMNAL TESTING OMNLY Confirmed
S m -asl i ZETA TCO PBL FOR INTERNAL TESTING ONLY Confirmed
1165507 ZETA Title Company NV - Branch 1 ZETATCO ALL FOR INTERNAL TESTING ONLY Confirmed
T Ut i ZETATCO PBL FOR INTERNAL TESTING ONLY Confirmed
7.2. Principal Business Location
7.2.1. Step 1: Current Confirming Underwriters

° To remove a relationship with a Confirming Underwriter, click Remove to the
right of the Agency ID field for that Confirming Underwriter. NOTE: The
Confirming Underwriter will be notified anytime you remove a Confirmed
Underwriter Relationship.

. To update the agency ID with the Confirming Underwriter, update the field as
needed. This information is optional and does not appear on the ALTA Registry
but may assist the Confirming Underwriter with the confirmation process.

° Details regarding the Confirmation Status with the Confirming Underwriter are
shown in red.

I STEP 1 Current Confirming Underwriters
= Here you can edit the unique agency ID with the underwriter, if known, or remove a confirming underwriter,
* When a confirming underwriter is removed, the underwriter is also removed from all associated branch locations.
« When a confirming underwriter is removed and the status of the confirmation is Confirmed, the confirming underwriter will be notified.
+ Removing all confirming underwriters will remove this listing from the ALTA Registry.
ZETATCO ALL FOR INTERNAL TESTING ONLY (Washington, DC) Agency ID: .oy =
Confirmed ‘iiunderwrfrer on 6/21/2017 (optional) @ TH;
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7.2.2. Step 2: New Confirming Underwriters - o )
. Il STEP 2: New Confirming Underwriters
. To request a new Confirmed =
= Here you can select additional confirming undenwriters, if applicable.
Underwriter Relationship’ + View underwriter contact information.
click Add Another
. -
Underwriter.
. Select the Confirming
Underwriter from the dropdown menu.
. If you do not see an Underwriter
in the dropdown menu it is i STEP 2: New Confinming Underwriters
* Here you can select additional confirming underwriters, if applicable.
because they are nOt an ALTA * View underwriter contact information.
H HP H e Underwriter Companm; [apakoneta. Agency ID:
Registry participating Wl | eindenue ey Oapskenes 0 foone1
U nderwriter. See | \_ONESTOZa | e INSUTANCE L0, [LANCASTer, FA) .
Connecticut Attorneys Title Insurance Co. (Rocky Hill, CT)
Troubleshooting for more Fidelity National Tide Group (acksomle. L)
. . First American Title Insurance Company (Santa Ana, CA)
I nformatlo n . * Gulf Coast Tide Insurance Co., Inc. (Foley, AL)
% ou Republic Mational Title Insurance Company (Tampa, FL) ana——
° If known, enter the unique Steviart Title Guaranty Company (Housten, T) I
. o o —
agency ID with the Confirming —— e
Underwriter. This information is
optional and does not appear on the ALTA Registry but may assist the
Confirming Underwriter with the confirmation process.
g STEP 2: New Confirming Underwriters

= Here you can select additional confirming underwriters, if applicable.
= \iew underwriter contact information.

Agency ID:

Title Underwriter Company (Wapakoneta, OH) X
foptionall @

Add Another Underwriter

Test4896

*

Underwriter and repeat.

the agency ID field.

If there is more than one Confirming Underwriter, click Add Another

To remove a Confirming Underwriter once selected, click Remove to the right of

STEP 2: New Confirming Underwriters

* Here you can select additional confirming undenwriters, if applicable.
= View underwriter contact information.

Title Underwriter Company (Wapakoneta, OH)

‘Add Another Underwriter

Agency ID:

(optianal) @ Test4396

= @&

7.2.3. Step 3:Save

. Review the selections made in 'Step 1'

and 'Step 2' and once satisfied with those

selections, click Confirm & Review Listing.
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NOTE: Text in this step may vary based on the actions taken, but the user will
always need to click the blue button in 'Step 3: Save' to finalize the selections

made.
. To exit the page without changes and return to Manage Registry Listings, click
Exit Without Changes.
. To clear all changes and remain on the same page, click Clear All Changes.

STEP 3: Save

Once you have saved these selections:
= If you are removing confirming underwriters, they will be removed from this principal business location, and if applicable, all associated branch

locations.
= If you are editing an agency ID. the confirming underwriter will be notified.
- If you are adding confirming undenwriters, you will review and edit (if necessary) the company listing information and then submit for confirmation.

Ll oot e it

Do you have questions or concerns? Can't find what you are looking for? ‘ '
If you need help or more information, please feel free to email ALTA Registry staff at altaregistry@ailta.org or call us toli-free ot 855-618-2582.

. If you have added new Confirming Underwriters, you will be directed to Editing
and Confirming Listing Information. If you have only removed Confirming
Underwriters, you will be direct to the Manage Registry Listings Page (no further
action is required).

7.3. Branch Location

7.3.1. Step 1: Current Confirming Underwriters

) Add or Remove a v next to the Confirming Underwriter under each Principal
Business Location that may apply.

o For example if there are two Principal Business Locations, each having a
Confirmed Underwriter Relationship with 'Title Underwriter Company'
and the Branch Location performs work on behalf of both Principal
Business Locations, you would select 'Title Underwriter Company' twice
(once under each Principal Business Location).

o If you do not see an Underwriter you must first Add the Underwriter to
a Principal Business Location.

. To add or edit the unique agency ID enter the information next to the
Confirming Underwriter name. This information is optional and does not appear
on the ALTA Registry but may assist the Confirming Underwriter with the
confirmation process.
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g STEP 1. Confirming Underwriters e

. " Underwriting Title Services USA (optional) Testing .

* You can add or remove confirming underwriters for this branch location by checking or unchecking the boxes below.

+ You can edit the unigue agency ID with the underwriter, if known.

+ When a confirming underwriter is removed and the status of the confirmation is Cenfirmed. the confirming underwriter will be notified.
» Removing all confirming underwriters will also remove this branch location from the ALTA Registry.

+ If an underwriter isn't listed, you must first return to Manage Existing Listings to add the underwriter to the appropriate principal business [ocations.

+ View underwriter contact information.

M Principal Business Location

1 Confirming Underwriter

1159800 - Frozen Title Services (Danbury. CT)

. Title Underwriter Company

1159829 - Arendale Title (Fairfield, CT)

Agency ID:

(optional @ be removed ence confirmed in ST@

Agency ID:

7.3.2. Step 2:Save

) Review the selections made in 'Step 1' and once satisfied with those selections,
click Confirm and Submit.

o NOTE: Text in this step may vary based on the actions taken, but the
user will always need to click the blue button in 'Step 2: Save' to finalize
the selections made.

% To exit the page without changes and return to Manage Registry
Listings, click Exit Without Changes.

0 To clear all changes and remain on the same page, click Clear All
Changes.

. If you have added new Confirming Underwriters, you will be directed to Editing
and Confirming Listing Information. If you have only removed Confirming
Underwriters, you will be direct to the Manage Registry Listings Page (no further
action is required).

STEP 2: Save

Once you have saved these selections:
+ [f you are removing confirming underwriters, they will be removed from this branch location.
« If you are editing an agency ID, the confirming underwriter will be notified.
= Ifyou are adding confirming undenwriters, you will review and edit (if necessary) the company listing information and then submit for confirmation.

Confirm & Submit € ] Clear All Changes
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8. Removing a Location from the ALTA Registry

NOTE: The following actions should ONLY be performed when it is your intent to remove
an entire location from the ALTA Registry. To remove a specific Confirmed Underwriter
Relationship, go to Managing Underwriter Relationships.

SORT,
F %,

IMPORTANT |

il
Yoo pr”

8.1. From the Location View, click Remove next to the location that you would like to remove.

8.2. A location can be removed regardless of the Confirmation Status. If the location is not yet in
the ALTA Registry, i.e., 'Under Review', all pending requests will be removed from the system.

Manage Registry Listings - Location View

* Use the ¢ icon to edit address and contact information.
+ Ared# icon indicates that missing information is required.
+ Use the "Remove” button to completely remaove a location from the ALTA Registry. If you use the "Remove” button:
= No changes will be made to your ALTA database records, which includes your membership and licensing information.
= It will remove all relationships to other principal business or branch locations (where applicable).
= It will remove confirmed underwriters for the location you are removing as well as all related branch locations (where applicable).
= It will prompt a notification to all affected confirmed underwriters (where applicable).
+ Change to Principal & Branch View to manage underwriters for principal business and branch locations.

ALTA ID Company Confirming Underwriters Principal Status @ Actions
Frozen Title Services Title Und iter C Self Under Review [

1159800 & e itle Underwriter Company el nder Review
Zootopia Title Services Title Und iter C 1159800 under R L]

1150802 & S itle Underwriter Company nder Review ‘
Arendale Title Und iting Title Services USA Self Not Submitted

1159820 & frendae T nderwriting Title Services e ubmitte

8.3. Review message and click Cancel to return to the prior screen or Continue to complete the
action.

NOTE: It is very important to Please Review
read the message prior to _
. . . This action will completely remove this location from the ALTA Registry and will prompt
proceedlng. It is pOSSIbIe that notification to all of the confirmed underwriters. However, please note that this action will
. . have no affect on the record within the ALTA membership database.
removing a location could

Sonz,
$F,

NOTE: This action will also remove relationships with the following branch locations
affeCt related B ra nCh (and their confirmed underwriters). This may also result in the branch location being
Locations and those details removed from the ALTA Registry (if no other confirmed underwriter relationships exist).

will be pro\“ded in this 1165501 - ZETA Title Company CO - Branch 1 (Westminster, C0)
1165503 - ZETA Title Company CO - Branch 2 {Glendale, CO)
message. See Frequently

Asked Questions for more

information.

IMPORTANT =

% &
T L

9. Email Notifications

There are a variety of events that will trigger an email notification from either the RMS and/or the ALTA
Registry. Below is a brief description of each event and notification type a Title Agent may receive.

9.1. ALTA Registry New Listing Request

Submitting a New ALTA Registry Structure to a Confirming Underwriter will trigger the following
messages:
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9.1.1. An RMS email with the details of the new listing request will be sent to the individual
who entered the request at the time of submission.

9.1.2. If confirmed by at least one Confirming Underwriter, an ALTA Registry email will be sent
to the Company and Registry Listing Contact Person at the time the listing is made
available to the ALTA Registry.

9.1.3. If declined by at least one Confirming Underwriter, see ALTA Registry Underwriter
Notification - Declined New Confirmation Request.

9.2. ALTA Registry New Confirmation Request

Submitting Additions to an Existing ALTA Registry Structure to a Confirming Underwriter will

trigger the following messages:

9.2.1. An RMS email with the details of the new confirmation request will be sent to the
individual who entered the request at the time of submission.

9.2.2. If confirmed by the Confirming Underwriter, an ALTA Registry email will be sent to the
Company and Registry Listing Contact Person at the time the updated information is
made available to the ALTA Registry.

9.2.3. If declined by the Confirming Underwriter, see ALTA Registry Underwriter Notification -
Declined New Confirmation Request.

9.3. ALTA Registry Update

Editing Listing Information when there is an already Confirmed Underwriter Relationship will

trigger the following messages:

9.3.1. An RMS email with a summary of the changes will be sent to the individual who entered
the request at the time of submission.

9.3.2. An ALTA Registry email will be sent to the Company and Registry Listing Contact Person
at the time the updated information is made available to the ALTA Registry.

9.3.3. If the changes are declined by the Confirming Underwriter, see ALTA Registry
Underwriter Notification - Existing Confirmation Removed.

9.4. ALTA Registry Legal Entity Name Change

Changing a Legal Entity Name when there is an already Confirmed Underwriter Relationship will

trigger the following messages:

9.4.1. An RMS email with a summary of the changes will be sent to the Primary Contact at the
time of submission.

9.4.2. If confirmed by the Confirming Underwriter, ALTA Registry Underwriter Notification -
Confirmation of Legal Entity Name Change will be sent to the Primary Contact.

9.4.3. If the changes are declined by the Confirming Underwriter, see ALTA Registry
Underwriter Notification - Existing Confirmation Removed.

9.5. ALTA Registry Confirming Underwriter Removed

Removing a Confirming Underwriter from an existing ALTA Registry Structure (see Managing

Underwriter Relationships) will trigger the following messages:
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9.6.

9.7.

9.8.

9.9.

9.5.1. An RMS email detailing the Confirming Underwriter removed will be sent to the
individual who entered the request at the time of submission.

9.5.2. An ALTA Registry email will be sent to the Company and Registry Listing Contact Person
at the time the updated information is made available to the ALTA Registry.

ALTA Registry Listing Removed
Removing a Location from the ALTA Registry will trigger the following messages:

9.6.1. An RMS email detailing the listing to be removed will be sent to the individual who
entered the request at the time of submission.

9.6.2. An ALTA Registry email will be sent to the Company and Registry Listing Contact Person
for any listing affected at the time the updated information is made available to the
ALTA Registry.

ALTA Registry Underwriter Notification — Declined New Confirmation Request

A Confirming Underwriter declining a request for a Confirmed Underwriter Relationship will
trigger the following message:

9.7.1. An RMS email detailing the reason the Confirming Underwriter has declined the request
will be sent to the individual who originally entered the request.

ALTA Registry Underwriter Notification - Existing Confirmation Removed

A Confirming Underwriter declining a change to or removing an existing Confirmed Underwriter
Relationship will trigger the following message:

9.8.1. An RMS email detailing the reason the Confirming Underwriter has removed the
Confirmed Underwriter Relationship will be sent to the Primary Contact.

9.8.2. An ALTA Registry email will be sent to the Company and Registry Listing Contact Person
for any listing affected at the time the updated information is made available to the
ALTA Registry.

ALTA Registry Underwriter Notification - Confirmation of Legal Entity Name Change

A Confirming Underwriter confirming a Legal Entity Name change for a listing with an existing
Confirmed Underwriter Relationship will trigger the following message:

9.9.1. An RMS email advising when the Confirming Underwriter has confirmed a Legal Entity
Name change will be sent to the Primary Contact.

9.9.2. An ALTA Registry email will be sent to the Company and Registry Listing Contact Person
at the time the updated information is made available to the ALTA Registry.

10. Underwriters: Confirming and Contacting

10.1.

10.2.

Finding and Viewing Details for a Confirming Underwriter. There are three places to locate
details about Confirming Underwriter.
10.1.1. ALTA Registry Resources.

10.1.2. Managing Registry Listing Page.
10.1.3. Managing Underwriter Relationships.
ALTA Registry Resources
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10.2.1. From alta.org/registry/resources.cfm, click List of

Underwriters.

10.2.2. View the status of an Underwriter with the ALTA
Registry and locate contact information.

m Resources

Getting Started
Materials for Download

Frequently Asked Questions

ALTAID Company Name

(ZETALL}

(ZETAPB}

+ Click "Show E-mail” to see their e-mail address.

1162677  ZETATCO ALL FOR INTERNAL TESTING ONLY

1162678 ZETATCO PEL FOR INTERNAL TESTING ONLY

Location

Washington, DC

Washingten, OC

® ALTA Registry Confirming Underwriters

Contact

» Alltitle insurance undenwriters are eligible to confirm title agent records to be listed in the ALTA REEISITY | —

+ The following chart shows the status of confirming underwriters today. Click here for a list of all U

+ If you are an underwriter and interested in confirming your agents for listing in the ALTA Registry, please
altaregistry@alta.org or 855-618-2582

Show E-mail
555-555-5555

Show E-mail
555-125-8645

Glossary of Terms
List of Underwriters ‘

Registry Home

ALTA Registry Participation @

Confirming All Locations

Confirming PELs Only

10.3. Manage Registry Listings Page
From the Principal & Branch View of the Manage Registry Listings Page, when the Status shows
Under Review, hover over the & icon to show the phone number and email address provided
by the Confirming Underwriter for the purpose of directing inquiries regarding the status of your
Confirmed Underwriter Relationship.
8 1150800 Frozen Title Services Tithe Undenwriter Company Confirmed
7 B Danbury, CT
Undenwriting Title Services LUSA Under Review @
ijm'ﬂz :m:ilirme; Tithe Uinderwriter Company Confirmed
'I:!:“J ::-[T::'('rlm Tithe Underwriter Company Daclined @ m
llnﬂ['rv\.r.',lng Title Servioes LISA Uinder Revdew Mo ior
E-mail: regiuryfihmtitiesendcesna.oom
B_115082% Arendale Title
10.4. Managing Underwriter Relationships

From the Managing Underwriter Relationships pages hover over the & icon to show the phone
number and email address provided by the Confirming Underwriter for the purpose of directing
inquiries regarding the status of your Confirmed Underwriter Relationship.

I STEP 1: Current Confirming Underwriters

Underwriting Title Services USA (Lane, OK)
Sent to underwriter for confirmation on 1/19/2017 and is under review

Title Underwriter Company (Wapakoneta, OH)
Confirmed by underwriter on 1/19/2017

Agency ID:
foptional) @

Agency ID:
foptional) (-

+ Here you can edit the unique agency ID with the underwriter, if known, or remove a confirming underwriter.

+ When a confirming underwriter is removed, the underwriter is also removed from all associated branch locations.

+ When a confirming underwriter is removed and the status of the confirmation is Confirmed, the confirming underwriter will be notified.
+ Removing all confirming underwriters will remove this listing from the ALTA Registry.

Remove

Test123

Remove

Phone: 555-555-5555
E-mail: registry@uwtitieservicesusa.com
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Appendices

Appendix A Troubleshooting

1.

I do not see 'Manage My Office and Underwriters' on the RMS landing page.

First, you want to ensure you are logged in to the ALTA website (see Log In to the RMS). If
you are logged in and still do not see this option, it means you do not have access to
manage ALTA Registry agent listings for your ALTA Business Structure. To request access to
manage ALTA Registry agent listings in the RMS as either a Primary Contact or Secondary
Contact for your ALTA Business Structure, Contact ALTA Registry Staff.

| do not see my underwriter in the dropdown menu.

If you do not see your Underwriter in the dropdown menu, it is because they are not
currently a participating Confirming Underwriter. Contact the Confirming Underwriter
directly to further inquire about their status with the ALTA Registry.

I am not able to edit my Company/DBA Name or Legal Name.
Changes to DBA Name and/or Legal Entity Name are not permitted in the RMS. You must
Contact ALTA Registry Staff to request this change.

I clicked 'Cancel Edit' for a Registry Listing Contact, but the incorrect information still
appears on the page.

When you click Cancel Edit, the system does not clear what was entered but rather ensures
the edit is not submitted. If you return to Edit Contact, you will return to where you left off.
Only when you proceed to Step 3: Confirm is an edit submitted.

I do not see a location on my Manage Registry Listings Page that should be there.

If you do not see a location that you know to have a Confirmed Underwriter Relationship on
your Manage Registry Listings Page, it is because the Confirming Underwriter has removed
your status as a confirmed agent. If this has occurred, you should have received an Email
Notification with additional information. After resolving the reason for the removal of the
Confirmed Underwriter Relationship directly with the Confirming Underwriter, you may
Submit a New Request for a Confirmed Underwriter Relationship.

My underwriter declined my request for a Confirmed Underwriter Relationship. What
should | do now?
See Re-submitting a Previously Declined Request for more information.

I am not able to click the edit listing option?

You are not able to edit listing information on the same day confirmation of a Confirmed
Underwriter Relationship occurs. You must wait until the next day to update your listing
information.
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