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Utilizing the Reconcile Recording Charges Report

This job aid will outline how to utilize the Reconcile Recording Charges Report in conjunction with reconciliation of
your Recording fees.

Note: The Reconcile Recording Charges report replaces the existing ProForm reports: Reconcile Recording
Charges By Bill Code, and Reconcile Recording Charges By CDF/HUD-1 line.

The Reconcile Recording Charges Report can be found in the ProForm Reports/Default as shown below:

o)\ - H (@ )
ProTrust ProDesign
) s J — <

NewOrder~ Order Searchj Reports | New Grot

Orders

ProForm Reports a x
¥ Default ~
Aged Accounts Receivable
Orders By Contact
Orders By Employee
Orders By Location
Orders By Marketing Rep
Orders Received
1 Open Order Tasks
il Completed Order Tasks
. My Reports
il Orders By Status
il Workflow
. Production
) Fees by Bill Code
Fees Not Disbursed

|J_Recondle Recording Charges |

Double Click the Report to load it. The report can be filtered by the parameters you specify, but the only items required are
indicated with an asterisk.

This report is typically used in conjunction with the Collected vs Actual tab in the Recording Fees section of the
CDF/Commercial Statement (CSS)/HUD-1 as will be shown below. This report can assist in helping reconcile recording
charges by showing the amount of the overage or loss. If E-Recording is utilized via a Vendor available on our 360
Integration, the actual recording amounts will auto populate with acceptance of the recorded documents. If 360 is not utilized,
you can manually enter the actual recording charges to still utilize the Report.
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Parameters for report:

Reconcile Recording Charges

Include columns:

Reconcile type:*
Include orders with $0.00 actual
Include reconcile completed ord:

Summary onl

O - :

Trust Account Code:*
Office: [] ADIRONDAK ~
P [J HuNOVAL
5. O
[ TGHAWA
[J TITANCA
[ TITAN-WA
O TITAN-WI
[ Tss-AZ
[ TsscA v
Order status:” Al e w
Settlement date from None 0 =
Settlement date through: None ~

[ Ordertype
[] Escrow officer name
|:] Property county (1st)

All orders with refund and loss |v

All orders with refund and loss amounts
Amounts to Refund

Amounts of Loss

All orders, including in balance

2

Format for export:

Report comments

(K

* Required

0K Cancel

0 Trust Account Code: Select to run the report for an individual trust account or select the default of All trust accounts.
@ Office: Select an individual office or keep it blank and the report will pull all orders for all offices.

@ Order status: Defaults to All or you can select to only include orders with a status from the list.

Q Settlement date: Keep blank to include all orders or narrow down to a specific timeframe.

Include columns: Choose to include the Order type, Escrow officer name, and Property county for the first property. See Examples
A & B below to see how including the Columns affects the report.

e Reconcile type: Defaults to All orders with refund and loss amounts, or select Amounts to Refund, Amounts of Loss, All orders,
including in balance.

Include orders with $0.00 actuals: When selected, the report will include those orders that have charges in the Total Collected
column, but $0.00 Actual Initial and Actual Re-Recorded amounts.

Include reconcile completed orders: Check to include orders that were checked as reconciled on the Collected vs. Actual dialog.
Summary only: Pulls only the totals from each category; it does not show the detailed data.
0 Format for export: Formats the report to be exported to Excel.

@ Report Comments: Type in any comments here you would like to display on the report.
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Depending on the parameters selected above the Report will display in the formats shown below.

Parameters set for both Examples:

Showing all Trust Accounts/Not filtered by Office/Order Status of All/Not filtered by Settlement Date/Showing all orders

with Loss and Refund/ Not Including orders with $0.00 actuals or Reconciled Orders.

Example A:
Order type, Escrow officer name, and Property count columns NOT displayed.

of i-@-)-
ProForm  ProTrust  ProDesign  Pro1099  SPimage  SPAdmn 360 Report
@ ] Rzoomn o
B Q) 200m Out
Reload | 100% Find
View Zoom Tools
StartPage Reconcile Recording Charges x  Order CDF-19-0213NCRecorded

) This report was generated on 8/5/2019 at 4:48:59 PM

Bl =y

Reconcile Recording Charges

Office: All
Order Status: Al
Settlement Date: 05/01/19 through 08/05/19
Reconcile Type: Al orders with refund and loss amounts

Order Number Settlement Date
P Total Total Total Total Reimbursable ~ Amountto Amount of
Buyer Seller  Collected Actual Actual Refund Loss
Bill Code
Line Description Buyer Seller
TRUST ACCOUNTNot Entered
OFFICE: SS
[[_CDF-15-0213NCRecorded 06/04/2019 ]
Recording Fees 28.00 28.00 56.00 56.00 56.00 0,00 0.00
REC
EO01 Recording Fees 28.00 2800
Transfer Taxes 55.00 0.00 55.00 50.00 50.00 5.00 0.00
RTX
E03 Transfer Tax 55.00 0.00
Recording Service Charges 10.00 0.00 10.00 10.00 10.00 0.00 0.00
RCN
E02 Recording Service Charge 10.00 000

TOTALS: 93.00 28.00 121.00 116.00 116.00 5.00 0.00

Disbursed/Transferred Total: 0.00

Example B:
Order type, Escrow officer name, and Property county columns displayed.

al i-a-)-
ProForm ProTrust ProDesign Pro1099 SPImage SPAdmin 360 Report
1 RQzoomin | o
2 Q) zoom Out
Joad || 100% Find
e Zoom Tools
StartPage | Order CDF-19-0213NCRecorded Reconcile Recording Charges x

D This report was generated on 8/7/2019 at 11:33:45 AM.

Reconcile Recording Charges

Office: Al
Order Status:  All
Settlement Date:  05/01/19 through 08/05/19
Reconcile Type: Al orders with refund and loss amounts

Order Number Settlement Date  Order Type Escrow Officer Property County
Category Total Total Total Total Reimbursable Amount to  Amount of
Buyer Seller Collected Actual Actu; Loss
Bill Code &
Line ipti Buyer  Seller c°'”";1"5 dispiay
TRUST ACCOUNT Not Entered ere.
OFFICE: 55
5 o ST oo o
ecording Fees
REC
E.O1 Recording Fees 28.00 28.00
Transfer Taxes 55.00 0.00 55.00 5000 50.00 500 000
E.03 Transfer Tax 55.00 0.00
Recording Service Charges 1000 000 1000 1000 10.00 000 000
RCN
E.02 Recording Service Charge 10.00 0.00
TOTALS:  93.00 2800 12100 11600 116.00 500 000

Disbursed/Transferred Total: 0.00
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The below shows how this report is utilized in conjunction with the Collected vs. Actual Charges to help users to reconcile
the actual recording/transfer tax fees charged by a vendor against the fees charged to the buyer/seller at closing.

The Collected vs. Actual Charges dialog can be found in CDF Section E, HUD Section 1200, and at the bottom of CSS
orders Statement Charges screen.

Note: The Collected vs. Actual dialog takes the place of the existing Actual Charges dialog that was accessible from any
CDF Section E or HUD-1 Section 1200 line.

T i Work
7 swteage  ordermupis-ourmca x
S
g Q Recording Charges
i =T E
i o Cthers: § Desciption
s » 1201 Recordngfoes
B rr—
@
- Bl Codes Actual indial
= - = =H
— —r ~— . 50,00
= Recordng
. = o3 mo-1te: 6 Clerk of C:
T s
Bu
Sel
- e - s s
P u = g =) s g S
- o
— -
""""""""
i
Collected vs. Actual %
Bil Codes Actua il il Intal, i | Ack Pl Recamied Total Actual  Rembursable Actusl Total Collected Amount to Refund Amount of Loss
1 v o e ] 6 e $56.00 $56.00 $56.00 $0.00 $0.00
Transfer Taxes e [ @ $50.00 e $50.00 9 $55.00 @ $5.00 Q $0.00
Recording Service Charges | RCN [ @ $10.00 $10.00 $10.00 $0.00 $0.00
Other None v ] $0.00 $0.00 $0.00 $0.00 $0.00
Totals $116.00 $0.00 $116.00 $116.00 $121.00 $5.00 $0.00
D%nii\e complete Close

Fields on the Collected vs. Actual

0 Category: 4 different categories to associate one or multiple bill codes (Recording Fees, Transfer Taxes, Recording Service Charges,
Other).

9 Bill Codes: Associate a bill code to a category. A bill code cannot be associated to multiple categories. For example, Bill Code MIS
cannot be associated to Recording Fees and Transfer Taxes.

NOTE: These bill codes should match up to the bill codes assigned on the CDF/HUD/CSS line as shown below.
This is how it matches the Actual to the Collected.

E. Taxes and Other Government Fees
Charges for Line 01

BorowerPad BorowerPad  SelerPad  SelerPad Pad By
Derciption = I ACosng BeforeClosng  ACosing Before Closng Others
» 1 Recordng Fees G 2800 800
Collected ws. Actual
Fees Detals Payors Payees
1 Feotype: [Recordng Fee Tt T [RecordngFees Re Category o Bll Codes Actual
To G [v| MName: [Gefol Cout —
» Rec Fesy | BEC
Borower Pad SelerPad Paid by athers:
| .
A dosng: $28.00] Before closing At cosing Transfer Taxes BTX
O R
—y— s O 1
Other Hone
Tolerance: [10 ] Loan estimate
Totals 31
A complete
Collected vs. Actual Close 1"'
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Line Description Buyer Seller
?;f;;cig"" S (If you have multiple fees \
TIBEBE0TE on your CDFIC?S!HUD ]
Recording Fees with the same bill codes 12.00 188.00 126.00 126.00 62.00 0.00
<UNASSIGNED> the report will group by
1201 Recording - Deed the Bill code. Y,
1201 Recording - Mortgage/Deed of Trus 1
1201 Recording - Release 0.00 12.00
Transfer Taxes 0.00 150.00 150.00 0.00 0.00 150.00 0.00
<UNASSIGNED>
1203 State tax/stamps - Deed 0.00 150.00
1203 State tax/stamps - Mortgage/Deed of 0.00 0.00
Trust
TOTALS: 176.00 162.00 338.00 126.00 126.00 212.00 0.00

9 Actual Initial: The amount the Recorder’s office actually charged the first time for recording documents or taxes, recording service

o090 OO

charges, or other miscellaneous fees.

NOTE: This will automatically populate if you accept in the recordings via our 360 integration with one of the available 360
E-recording vendors.

Actual Initial Reimbursable: Select this checkbox to indicate that the Actual Initial amount is expected to be collected. Leaving this

unchecked will indicate that you were not expecting to collect this amount and will instead take it as a loss.

See screen shot below:

The box is

unchecked so it
Category Bill Codes Actual Intial Qj;gu;‘gje RE_REQ‘;‘;:L M;ﬂﬂi&ﬂm’d“ takesitasa Jual Reimbursable Actual Total Collected Amount to Refund Amount of Loss
Recording Fees REC ] ] Loss. 00 $56. 5600 $0.00 50.00

b Trenafer Taxes RTX £ $5000 $000] 55500 RO — (550.00]
Reconding Service Charges | RCN ™ 1 ST000] $T0.00] $1000] S000] S0.00
Other None ¥ $0.00 $0.00 $0.00 $0.00 $0.00
Totals $116.00 $0.00 $116.00 $66.00 $121.00 $55.00 ($50.00)

[[] Reconcile complete Close

Actual Re-Recorded: The amount the Recorder’s office charged for the Re-Recording of any of the category items.

Actual Re-Recorded Reimbursable: Select this checkbox to indicate that the Actual Re-Recorded amount is expected to be
collected. Leaving this unchecked will indicate that you were not expecting to collect this amount and will instead take it as a loss.

Total Actual: The sum of the Actual Initial and the Actual Re-Recorded columns.
Reimbursable Actual: The sum of the Actual Initial and the Actual Re-Recorded when the Reimbursable box is checked.

Total Collected: The sum of all CDF Page 2 lines, HUD Page 2 lines, and CSS Statement lines where the bill code matches the bill
code associated to a category.

Note: In addition, any amounts in CDF Section E, HUD 1200 Section, and CSS Recording & Transfer Tax charges where the
bill code is empty and the fee schedule type matches the category will also be included.

Fee Schedule Type Category
Recording Recording Fees
City/County tax/stamps Transfer Taxes
State tax/stamps Transfer Taxes

See screen shots on the next page.
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CDF Section E — Recording Fees Line

e Charges for Line 01
COF-15-021MCRecorded
3 N BorowesrFad o}
Descrption Re o ACiosng Bl
b1 Recondng Fesa 6 516600
o
o
o
%
T
® =
1 Feetype: [Recordng Fee Tota V] [Recordng Fees
T . F ™
s | o e [Oek of Cout
I Borower-Pad Sellr Paid
At losing: 5766.00] Before closng At closing:
» Long
Other ¢ Costpaid: [Cosng v
E Taxes, :
Tolerance: |10 | Loan estmate.
Note on COF Saction E on the
= Details tab no Bill Cods s selectsd
» oo
B N Colected va Adtual
o d
03 |Property Tares

Order COF-19.021CRecorced

Charges for Line 01
p— i o Boonerfad BorowerPad  Selerfad  Selerad Pad sy
) encreion ° ° ACosng BefowCosng A Cosing_Bfre Cosng Others

| [» 1 Recoung Fees d 516500

o

[

[

®

o

- Pages Document Fee Schedie Aot SebrPay . Fee Tipe

- NC -Deed Recordng Fee 52600 Recordng Fee For Deed

o.TOTAl 00T 514000 Recordng Fee For Matgage

Oesar

Lo
Other G
E Taxes Note on same CDF Section E on the

Fees tab the Fee Schedule Type is
Recording,

b o

7

CDF Section E — Transfer Tax Line

=" 2 Order Historv &% Field Code Bromser || ) Oveday Order
Javested Tasks  Notes
E. Taxes and Other Government Fees

Quick Links Charges for Line 02

CDF-19-0213NCRecorded
A

) Descrption Re To

b 1 Transfer Tax

0
o
05
Mo %
s =
[ = -
1 Feetype: [Transfer Tax Total ~ ransfer Ta
To ~| Name: |Clerk of Cout
D. TOTAI
- P
pesci Bomower-Paid SelerPaid
A closing $1,400.00| Before closing A dosing
» loanC
Other C Costpad |MCosng | Bil code v
- X

Bomower-Paid

E. Taxes and Other Government Fees
Charges for Line 02

Descrption Re T BomowerPad  BomowerPad  SelerPad SelerPad

MCosng BeforeClosing ~ AtClosing _ Before Closing
» 1 Transfer Tax G $1.400.00 $100.00
b [7ares [P
Fee Schedule Type Pages Document Fee Schedule Amount  Seller Pay Fee Type
v Morgage/Deed of Tust | FL - Mortgage Transfer Tax $1.400.00 Morigage Surcharge State

As shown on the Collected vs. Actual dialog box below, the Total Collected column is still totaling the items. They are being totaled
by the Category NOT the Bill Codes since no Bill codes were added as shown on the above Details tabs.

: = k
5al¢ Collected vs. Actual X
ord
o Category Bil Codes Actual Initial Qj;gugﬂje fens M;ﬂ;‘;ﬁ?“ Total Actual Reimbursable Actual Total Collected Amount to Refund Amourt of Loss
» MNone E] = $0.00 $0.00 $166.00 $166.00 $0.00
- Transfer Taxes None ] ] $0.00 $0.00 $1.400.00 $1.400.00 $0.00
Recording Service Charges | None @ 7] $0.00 $0.00 $0.00 $0.00 $0.00
Loal Other \ None \ E] el $0.00 $0.00 $0.00 $0.00 $0.00
o Totals \ =z 0.00 $0.00 $0.00 $0.00 $1.566.00 $1.566.00 $0.00
No Bill codes - so grouped by
Ad i
Category instead
city Reconcile complete Close
Cou

Any other charge line that does not have a bill code that matches one assigned to a Category will not be pulled into the Total Collected

amount.

NOTE: The Total Collected amount is only for the Buyer Paid at Closing, Seller Paid at Closing, and Paid by Others; Paid
Before Closing amounts do not pull in to the Total Collected amount.

negative amount.

Amount to Refund: Calculated by taking the Total Collected, minus the Reimbursable Actual, when it is a positive amount.
Amount of Loss: Calculated by taking the Total Collected, minus the sum of the Total Actual plus Amount to Refund, when it is a
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@ Reconcile Complete Checkbox: Once the recording has been reconciled, the user can check the Reconcile Complete checkbox.
Checking the Reconcile Complete box will disable the Collected vs. Actual dialog.

In my examples above notice how the amounts on the Collected vs. Actual on the CDF match up to the Report.

Collected vs. Actual X

B Codes Actualintisl  poivalinta PR |iAcial B Secerded Total Actual  Rembursable Actual Total Collected Amourtto Refund Amount of Loss

REC v v $56.00 $56.00 $56.00 5000 $0.00

ATX v v $50.00 55000 $5500 5500 $0.00

Recordng Service Charges | RO v v 51000 $1000 $10.00 5000 $0.00

Other None v v 5000 5000 $0.00 5000 $0.00

Totals $116.00 $0.00 $116.00 $116.00 $121.00 $5.00 $0.00
D(econu\e complete Close

ProDesin sPimage Ack % epor
p=3

StartPage x

This report was generated on & 44 1

RlET Ry -

Reconcile Recording Charges

Yo Tow  Tow  Tow Rembursate [ Amountto [amountor
Boer  Seler Colecwd  Acum | Acus| | Reond [ Cows
sater
orrce: 55
EOUZOTS ]
Tw  me  %e e %o | %
© 20
T 5000 )
5w o
o om0 e 1000 oo [ oo
0o o
Tous s e mm  mew  1iee s | ow
Tow: 000 i

Once you have handled any reconciliation needed (refunds or losses) you can then check the Reconcile Complete box
and when running the report DO NOT check to Include reconcile complete orders.

Collected vs. Actual X
Category Bil Codes Actualntial  pctuat inkta cisprau |kl R econded Total Actual Reimbursable Actual Total Collected Amount to Refund Amount of Loss
» [RecodingFees | REC 0 v v $56.00 $56.00 $56.00 $0.00 $0.00
Transfer Taxes RIX v v $50.00 $50.00 $55.00 $5.00 $0.00
Recording Service Charges | RCN $10.00 v v $10.00 $10.00 $10.00 $0.00 $0.00
Other None v v $0.00 $0.00 $0.00 $0.00 $0.00
Totals $116.00 $0.00 $116.00 $116.00 $121.00 $5.00 $0.00
T ot conpite Close
Reconcile Recording Charges x
fooded  Reconcie Recordi T
Oss
[ TGHAWA
[ TITANCA
00 TTANAWA
O TiTanwi
O ssaz
[ Tssca v
Order status” N g
Setlemet date rom v
Setement dtetrough: g
nciude cokanns 0 Ondertype
[ Escrow officer name.
[ Property county (1st)
Not checked by
Default.
Reconcie e Al oders wh eund and
Inchde orders wih $0.00 scusl:
Inchde reconcie conpleted orders
Sy oy
R =
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