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This guide shows you how to work with orders
in Titan Office — from creating your first order,
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to sending an invoice to the client.
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Titan Office — Working with orders

Log | n To access Titan Office, simply go to www.TitanAppraisal.com and log in with your a la mode
username and password.

The first time you log in, you're taken to a list of sample reports in your Titan Reports Appraisal
To log in, use the same email

address and password associated Desktop. You can get back to this screen by clicking the Reports tab on the upper right.
with your a la mode account. Click
the “Forgot password” link if you
need to reset your password.

v Orders [&} Contacts $ Accounting @ Help « o Michael 5. =

Ort € Move/Copy (I Rename @ Delete o Deliver & Export ¥ File Versions

earch n \m| Advanced | T Last 12 months = |
le No. Borrower Name Report Description 4 City State Appraised Value Inspection Date Major Form Fee Total Last
1004 [Template] URAR
2055 Exterior-Only [Template] Exterior-0...
2055 Exterior-Only UAD [Template] Exterior-0...
Condo UAD [Template] Condo [UA...
Desk Review [Template] Residential...

The other tabs across the top — Orders, Contacts, Accounting, Help, and User Settings —
contain actions related to Titan Office. In this guide, we'll focus primarily on the Orders tab.
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The orders
grid

Default view shows
the last 90 days’ orders

View orders that share
the same internal status

You can access all of your orders at any time through the Orders tab of Titan Office. Simply
click Orders on the upper right.

To view the details for a specific order, or to take action on it, double-click it. Or, select it and
click Open in the toolbar on the upper left.

Sort list by clicking column heading

Filter orders by client
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Internal Order #

Internal Order# Address

5TES-180328-08
JES5-180328-07 1253 Rockview Rd

MIC5-180328-05
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2018APR2511 2333 Golden Aster

MICS-180328-06 3855 N Huron Blvd
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11800 5 Will Cook Rd

2234 N Sacramento Ave

$ Accounting @ Help - &s Michael 5. =

Dashboard RelfENEs:

v || All Clients ¥
a City Due Date Borrower Client
Naplas 05/23/2018  Stacey Forbes
Naples 03/17/2018  David Henshaw
Naples 06/07/2018  Rick Wood S. Rush
St Clermont  04/28/2018 Annice Alke
Naplas 10/23/2018  David Henshaw Sharon Tho

Go to page: Show rows: mz! 1-50f5 4 >
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(reate
an order

To reduce the amount of manual
data entry, make sure you've
completed the initial setup of

Titan Office before you create an
order. For details, visit https://help.
alamode.com/TitanOffice/Setup.pdf

Drop-downs for Appraiser,
Supervisor, and Lender are pulled
from your Contacts database

To create a new order in Titan Office:
1. From the Orders tab, click New in the toolbar on the upper left.

2. At minimum, enter the Property details — including the street address, city, state,
country, and ZIP — and the Due Date.

3. When you're finished, click Save.

Manually type client’s name or click Select Client to choose from your Contacts database

[ Reports [RVANeIGIICHM [z} Contacts $ Accountin @ Help » o Michael 5.
P g

Orders List

@ RecentOrders + [ New [ Open « Batch Completion

© Titan

Add Order

@ contacts @ Help =

O Rreports $ Accounting

Assignment
Last 90 Day v Internal Or

*Client: [B) Select Client Lender: non-selected
All Open Crders 5] _ X .
TSI @ Appraiser: non-selected v Supervisor: nan-selected
New Orders 0 o —
2018JUN27 *Order Date: | 0B/06/2015 m *Due Date: ] Int: m
2018JUN27
In Progress 2019MAYZ] Priority: Prop. Rights: nan-selected
Awaiting Acceptance 0 2018)otzT—@® Job Type: non-selected v Internal File #:
Mod Request 0 Prop. Type: non-selected v Lender Case #:
Accepted 5
Insp Scheduled 1 Loan Purpose: non-selected v Type: non-selected v Client File #:
Ordered By: FHA/VA #:
Ship To: MNon-Selected v Other Ref #:
Job Typeand Payment Metha (ot shown) _

elections are pulled from Office Settings

*Address: *Country: USA

Address 2= *State: F


https://help.alamode.com/TitanOffice/Setup.pdf
https://help.alamode.com/TitanOffice/Setup.pdf
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ASS |g n a n Once you've created an order, the next step is to assign it to an appraiser so that they can
begin working on it.

O rd er To assign an order:

1. From the Orders tab, find the order you want to assign and double-click it to view the
order details.

2. Click Edit on the upper right.
3. Select the assignee from the Appraiser drop-down menu.

4. When you're finished, click Save.

[REEELLLE ' Orders ;] Contacts  $ Accounting @ Help = MichaeIS. -
O Add Status @ Attach File <@ Deliver $invoice 1 Delete | Edit @

- Nua Intarnal- 11/1R/7010 = - 11/21/2019

n TIJ[aﬂ [3 Reports EVEeIGIIEMN [z} Contacts  $§ Accounting @ Help + - I‘vIS. -
Edit Appraisal Order - 2512 Briar Ridge Road

*Client: - Kathy Franklin (XSite Client) BY Select Client Lender: Kathy Franklin (XSite Client) v
. 3
Appraiser: non-selected v

Supervisor: non-selected M
non-selected — ]
*Order Date: *Due Date: 10/17/2019 = Int: 10/14/2019 =]
David Henshaw S —
Priority: Jessicka Smith Prop. Rights: non-selected v
Rick Wood
Job Type: Internal File #: 2018JUN2722

Steven Shera

Prop. Type: non-selected v Lender Case #:
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Link a TOTAL
report with
an order

Linking TOTAL reports to Titan Office orders allows you to keep your order information up-
to-date and allows changes to flow between TOTAL and the Order in Titan Office.

To link aTOTAL report with an order in Titan Office:

—
.

Order and go to the Assignment PowerView.

2. Click the Link Titan Office Order button
in the list of Order Form Options on
the lower left. Then, click Link Order to
confirm and view your list of orders.

3. Choose the order from the list and click
Link Order on the upper right.

From TOTAL's Appraisal Desktop, open the report you want to link with your Titan Office

Order Form/Tnvoices

Order Form Options

Show Subject Map
Automnated Directions

Show Detailed Contacts

Show Detailed Billing

Show Detailed Property Info

[ Auto Internal Order #

Refriese Salds

Link Titan Office Order

Property Rights Appraised [ Fea simple  [] Leasenold
Property Address 2512 Briar Ridge Road

City Naples
county Collier
Legal Description  SHORES OF SUNNY BEACH LOT|
Neighborhood  Sh|
Wiap Ref. 18880 & Tacw. 2012
YearBlt. 1995  TotRms. 12 TotBdms. 5 |

PROPERTY

ink with Titan Office

‘/ \I Would you like to link this assignment with an order already in
b )/ Titan Office?

T

4. When you receive the notification
that the report was successfully
linked to the order, click OK to return
to your report in TOTAL.

Once the report is linked to a Titan

Listed below are

Last 90 Day

All Open Orders

New Orders

In Progress

@ Titan Office
Link Order with TOTAL Report

orders that aren't linked to a report. Select an order to "Link” with your TOTAL report.

v Internal Order# Address

2018JUN2723
Rl 20181UN2722
2018JUN2724
2019MAY2725
2018)U12726

waiting Acceptance 0

Mod Request

¥ | ® Starts With © Contains | Last 30 Days

2328 N Monticello Ave  Naples
2512 Briar Ridge Road

3900 Sagan Circle

v | AllClients Link Order

~ city DueDate  Borrower Client Appraiser

09/17/2019  Rick Wood StevenShera  Inf

les  10/17/2019  Sarah Sawa Kathy Franklin Jessicka Smith Ins,
Naples 10/07/2019  Stacey Forbes Sharon Thomas Rick Wood Ink
Naples  12/03/2019  Robert Forrest..  Annice Alker JessickaSmith I

Naples  10/23/2019  Stacey Forbes s, Rush Rick Wood nt

Gotopage: 1 Showrows: 20 1-50f5 KN

Office order, click Titan Office Order

Details in the list of Order Form Options to quickly access the Order Details and review
information or update the order status. You can also unlink the order at any time from
TOTALs Assignment PowerView— just click the Unlink Titan Office Order link that appears

below the order details button.
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SEt O rd er As you continue to work on an order, changing the internal status helps to keep track of your
progress. At any time, you can go back and change the status of an order by simply clicking

StatUS Add Status in the order details screen.

From the Orders tab, find and double-click your order.

2. When the order details appear, click Add Status in the top toolbar.

. 1
ﬁ Tltaﬂ [} Rs VAol =7 Contacts $ Accounting @ Help v &z Michael 5. «
d

2512 Briar Ridge Road

06/27/2019 Unassigned Inspection Not Scheduled Due Internal: 11/18/2019 Due to Client:
History (In Progress) Report Attachments
27,)un, 2018 COrder Changed By Appraiser (Michasl Smith): To View Change History: \ View History \ Neo Attachments Available

27, Jun, 2018 In Progress By Appraiser (Michael Smith)
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Set O rd er 3. Choose the appropriate status from the drop-down menu.

- If you choose Inspection Scheduled, additional fields appear for you to specify the

Stat U S date and time of the inspection.

CO n-ti n ed - If you set the status to Completed, click Choose File next to the type of file you're
U uploading. Then locate the file, select it, and click Open. Repeat this for any additional

files (based on your client’s requirements).

4. lfyouwish o nclude any note

With the Change in StatUS, type Select the appropriate status for this order and enter any comments.
them in the Notes field.

Order #: 2019)UN2727 Product: Unknown Appraisal Type
5. If you want to send a notification Due:  11/21/2012 @Inspection Scheduled v
to the client(s) informing them _
Inspection | 4414/5018 9:00am v
about the status change, check schedulec:
the Send e-mail to client with @
Notes: he homeowner has been contacted and the inspection has been
notes bOX. Then’ enter the scheduled for 10/11 at 9AM
. . . . o
reci plent | nformatlo n an d da @ugu Send e-mail to client with notes.
subject in the fields that appear.
To: BobWalsh@Matrixalliance.biz
6. When you're finished, click Save S er—
c: nio@smi Appraisal.niz
to update the internal status of
Subject: Inspection Scheduled for 2512 Briar Ridge Road
the order and send any necessary
updates to the client(s). G
Save ‘ Close ‘
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Access the
invoice

Send email to client with PDF
copy of invoice attached

Add additional line item charge(s)
by selecting the fee description
from drop-down menu

Enter payments received

To access the invoice for an order:
1. From the Orders section of Titan Office, double-click any order to view the order details.

2. Atthe top of the order details, click Invoice.

3. Add information to your invoice by typing the new information in the appropriate field,
or select it from a drop-down menu.

4. When you're finished, click Save on the upper right.

@ Titan

2512 Briar Ridge Road

[ Reports [RVGNOG =T Contacts ntin, @ Help = & Michaels. =
P E P

@Add Status Y Attach File o Deliver  § Invoice i Delete [linkReport) |Edit

06/27/2018  Unassigned Inspection: 10/03/2019 | Due Internal: 10/14/2019 | Duse o Client: | 10/17/2019 |

ntered:
History (In Progress) Report Attachments

MISMO Deliverable &

07, Aug, 2018 Document Uploaded By Ap1ra\ser(M|chae\ smith)

. §3/2019 9:00am
Tltaﬁ [ Reports  + Orders  [& Contacts

Edit Invoice : 2512 Briar Ridge Road

e s — - _

5 Accounting ROEEEIIRS F-

[(order [BExportPDF <fSend EdMarkas Paid 53\49‘«@

Description Amount Delete
Bill Due 06/27/2018 [ ‘ .
@ Select job type v 0.00 m Lender Information
Invoice #: 1004 Full/URAR (UAD) 550.00 % Kathy Frankiin
Total: S 550.00 B
Invoice 06/27/2018 = ‘
Date: ¥ Require payment before client can pickup report.
Internal 2018JUN2722
Order #: ) — i
e (I fee splits are enabled)
Lender Contact Date Paid Percent Amount H H
canen Choose recipients, date paid,
Jessicka Smith (XSite Us ¥ 0.00 0.00 .
FHA File: percentage, and amount paid
[None Selected] v 0.00 0.00
Client File [None selectad] v 0.00 0.00
#:
# Type Ref # Description Amount
Other File Payment ¥ Reference # Description Payment Date Payment L‘v‘:u'\

Total Paid: $ 0.00

Additional comments

Total Due: $ 550.00

for the invoice
e —

Comments:

Bill To: Kathy Franklin (XSite Client) ~

Subject: 2512 Briar Ridge Road -

Company: Smith Appraisal

#:

4

[] Save as default invoice comments



