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Introduction to the User Administration Console

This is an online function that allows you to create, maintain and control the logins of people that
access your online accounts and information through ntcLINK, the Secure Client Access portal
on the Nationwide Title Clearing (NTC) website.

You use ntcLINK to access your accounts and detailed information for the services that NTC is
performing for you. There are several web-based services and features available within
ntcLINK, these are TrackingLINK, ReportsLINK and ReleaseLINK.

Depending on the specific services NTC is performing for you there may be several different
accounts or contracts available to you. An “account” typically refers to contracts or statement of
work that applies to a specific project or on-going workflow that NTC was hired to perform for
your company. Some NTC clients may have 1 account while others may have 15 different
accounts. This is specific according to your contracts with NTC and is usually separated by the
service being performed.

An important new feature with ntcLINK is the ability for you to access multiple accounts and
services with one user name and login. You can now also create and manage different users at
your shop and control the access rights for each user. You can assign permission for specific
users to gain access to certain accounts or to restrict access to accounts or functions at your
discretion. This user maintenance feature is helpful to track accountability of specific employees
and greatly improve security standards.

Initial Login

Your Account Manager will give you the user name and password for the User Administration
Console. Typically only one user name/login will be created for your company that will have
permission to access to this feature for security reasons. We recommend that you keep this
user name and password very secure. Only an NTC Administrator can create and edit users
with access to your User Administration Console. This administrator login only has accessto
this feature and has no access to other functions of ntcLINK such as TrackingLINK,
ReportsLINK or ReleaseLINK. If you want access to these other functions you may create an
additional login for yourself to access those features under that login.

The client login screen will always appear the same and be in the same location on the NTC
website. You can find this at: www.nwtc.com and select the “Client Login” button and this will
take you to: www.nwtc.com/portal. You may bookmark that page and it will always remain the
same. The only thing that changes is that each user will have custom access to different
functions of ntcLINK and what they see after they login will be unique to their user account.

©2015 Nationwide Title Clearing, Inc. All rights reserved.
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This is the initial login screen:

e
a2NTC

@ User Name:

@ Password:
| |
Login

[CJRemember Login

Reaister

Forqgot Password ?

Password Standards

User Access Rights to this Feature

As mentioned earlier, only a user with administrator rights can access the User Administration
Console feature described in this manual.

All additional users created and managed by you (the User Administrator) will automatically
have standard user rights and cannot be given administrator rights. Only NTC personnel have
authorization to create additional users with administrator rights. Users with standard rights are
individually managed under this console to assign access to specific accounts as well as
permission within each account to features such as TrackingLINK, ReportLINK or ReleaseLINK.

Chapter: Introduction to the User Administration Console
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Getting Started: The User Administration Console

This console allows you to create new users, edit or delete existing user profiles as well as grant
or deny permission to ntcLINK features.

Each of these functions will be explained in detail in subsequent sections. This section is
provided as an overview of all the features within this console.

Overview of the User Administration Console

This is the primary screen that will be displayed while using this console:

User Admin
Console Manual

-

NcLINK User
Administration Console

o

™ Manage Users
q‘# Select User to Begin: | TLExample2 Vv

Contract Code

Add User Access Permissions for TLExample2

Contract Name

TLExample2’s User Information 3 (TABIM Transportation Alliance Bank File Imaging
Display Name TrackingLINK Example 3[TBWRC Taylor, Bean & Whitaker Mortgage Corp. Recon Contract
User Name TLExample2 IE [TDERC Texas Dow Employees Credit Union Recon Contract
First Name Tracking [TEST Test account #1 Recon Contract
Last Naroe ek WB[TEST Test account #1 Recon Contract
’ m @|TEST123 TEST TRAINING CONTRACT FOR RECONS  [Recon Contract

O L;ck Dses Aottt L3 [TESTA2 [TEST - ASSN2 Assignment Contract

E§[TESTREL Test Recon Contract

GB|TESTRET TEST - RETRIEVAL Doc Retrieval

[TFSRC Third Federal Savings Recon Contract

@ Client Administrator Users ..78910111213141516

TLExample2's Assigned Permissions

(Unrestricted sccess to enter, QC & submit orders to NTC)

Chapter: Getting Started: The User Administration Console

w TrackingLINK - Access to Lookup & View Order Data and Images. TEST Doc Retrieval

m TrackingLINK - Access to Lookup & View Order Data and Imsges TEST Exception Curative

m TrackingLINK - Access to Lookup & View Order Data and Images TEST Recon Contract

oy ReleaseLINK - Full Access Data Entry & Quality Control .

[DFEETE) ) TEST Doc Retrievsl
(Unrestricted sccess to enter. QC & submit orders to NTC)

[BELE l Release.LlNK - Full Access Data Entry & Quality Control TesT Exception Curative
(Unrestricted sccess to enter. QC & submit orders to NTC)

E ReleaseLINK - Full Access Data Entry & Quality Control
M try Y TEST Recon Contract

©2015 Nationwide Title Clearing, Inc. All rights reserved.
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Selecting a User or Adding a New User

When you first login with the User Administrator rights login you will see this screen:

.’N ' c Contract Selection trackingLINK TrackingLink Tutorials

Client Admin

B ntcLINK User
Administration Console

> Manage Users |
@57 select User to Begin: [SelectUser v

Client Administrator Users

You have two choices: 1) Select User to edit an existing user under the dropdown list, or 2)
Add a New User. Each of these options will be covered in detail in the subsequent sections.

These options are visible at all times while on this screen. At any time if you wish to change the
user you wish to edit just select the user from the drop down list. Once you select a user the
screen will display all current details regarding that user. If you do not have a user selected the
screen will remain blank.

The Three Main Panels

Once you have selected a user the full screen will appear. There are three main panels on your
screen for editing users. The field names above each panel change according to the user you
selected to edit.

©2015 Nationwide Title Clearing, Inc. All rights reserved.
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1) Add User Access Permissions for (User Name).
2) (User Name’s) User Information
3) (User Name’s) Assighed Permissions.

These three panels are indicated below:

»

User Admin
Console Manual

(-

. NtcLINK User
7 Administration Console

<

Add User Access Permissions for TLExample2
Panel 1

Contract Name

Manage Users v - -
Select User to Begin: [ TLEXample2 v W

Panel 2 TLExample2’s User Inf ]

Contract Code

Transportation Alliance Bank File Imaging
Display Name TrackingLINK Example ﬂhBWRC Taylor, Bean & Whitaker Mortgage Corp. Recon Contract
User Name TLExample2 IEITDERC |Texas Dow Employees Credit Union Recon Contract
First Name Tracking nhEST Test account #1 Recon Contract
Last Name ek HITEST Test account #1 Recon Contract
m nJTEST123 [TEST TRAINING CONTRACT FOR RECONS  [Recon Contract
0O Lo;k e 2 aI'rESTAz TEST - ASSN2 Assignment Contract
IEITESTREL Test Recon Contract
ﬂhESTRET TEST - RETRIEVAL Doc Retrieval
ﬂITFSRC Third Federal Savings Recon Contract
@ Client Administrator Users ..78810111213141516

TLExample2's Assigned Permissions
Panel 3

‘

Chapter: Getting Started: The User Administration Console

m TrackingLINK - Access to Lookup & View Order Data and Images TEST Doc Retrieval

m TrackingLINK - Access to Lookup & View Order Dats and Imsges TEST Exception Curative

h‘m TrackingLINK - Access to Lookup & View Order Dsta and Images TEST Recon Contract

[ 2 R INK - Full A ta it tr

I" y l eleaseLINK - Full Access Data Entry & Quality Control TesT Doc Retiieval
(Unrestricted sccess to enter, QC & submit orders to NTC)

i;. o " ReleaseLINK - Full Access Data Entry & Quality Control TesT Exception Curative
(Unrestricted sccess to enter. QC & submit orders to NTC)

5 ReleaseLINK - Full Access Data Entry & Quality Control

m TEST Recon Contract

(Unrestricted sccess to enter. QC & submit orders to NTC)

©2015 Nationwide Title Clearing, Inc. All rights reserved.
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These panels are shown here with more detail.

1) Add User Access Permissions for (User Name).

This is where you can select the permissions for this particular user. This list will be
custom according to your specific overall services and contracts.

Add User Access Permissions for TLExample2

3| TABIM ransportation Alliance Bank File Imaging

&3 [TBWRC ITaylor, Bean & Whitsker Mortgage Corp. Recon Contract
L§|TDERC ITexas Dow Employees Credit Union Recon Contrsct
|TEST ITest account #1 Recon Contract
GBI|TEST Test account #1 Recon Contract
3|TEST123 ITEST TRAINING CONTRACT FOR RECONS |Recon Contract I
L3|TESTA2 TEST - ASSN2 Assignment Contract
GJ|TESTREL Test Recon Contract
EB[TESTRET TEST - RETRIEVAL Doc Retrevsl
|TFSRC Third Federal Savings Recon Contract

.. 78910111213141516

2) (User Name’s) User Information

This is where you can view, edit or delete a user.

TLExample2's User Information

Display Name TrackingLINK Example
User Name TLExample2

First Name Tracking

Last Name Link

R -

DE

D Lock User Account

©2015 Nationwide Title Clearing, Inc. All rights reserved.
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3) (User Name’s) Assigned Permissions.

This is where you can view the current assigned permissions and delete permissions.

TLExample2's Assigned Permissions

TrackingLINK - Access to Lookup & View Order Data and Images
TrackingLINK - Access to Lookup & View Order Dats and Imsages

TrackingLINK - Access to Lookup & View Order Data and Images

ReleaseLINK - Full Access Data Entry & Quality Control
(Unrestricted sccess to enter. QC & submit orders to NTC)
ReleaseLINK - Full Access Data Entry & Quality Control
(Unrestricted sccess to enter, QC & submit orders to NTC)
ReleaseLINK - Full Access Data Entry & Quality Control
(Unrestricted sccess to enter, QC & submit orders to NTC)

EEEEEE

TEST

TEST

TEST

TEST

TEST

TEST

Doc Retnieval
Exception Curstive

Recon Contract

Doc Retrieval

Exception Curstive

Recon Contract

How to Create a New User

To create a new user for your account, click the Add a New User button.

,.- ntcLINK User

" Administration Console

Manage Users

(’ Select User to Begin: | Select User

Client Administrator Users

This will open a new window for you to enter the basic user information for the new user.

©2015 Nationwide Title Clearing, Inc. All rights reserved.
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" sontcLINK "IFIFIEICR.

Secure Client Access HOME SERVICES  ABOUT  CONTACT CLIENT LOGIN

feSample  Logout

Create New User Account

* User Name: I (<]
* First Name: I (]
* Last Name: I €]
* Display Name: I [¢]
* E-mail: I o
* Password: I (<]
* Confirm Password:[— €]

e |

Rules for Creating New Users

The general rules for creating new users are as follows:
1) You must create a unique user name for each individual.
2) Passwords must contain a minimum of 7 characters. You may use any combination of
letters and/or numbers with no restrictions other than length.
3) Itis recommended that the email address provided should match the user, however, the
system does not prevent you from entering duplicate email addresses for different users.

Note on User Email Addresses: The user email address is primarily used in the event that
the user forgot their password. In that case they may request it to be sent to them and the
system will automatically send it to the email address on record. This email address may
also be used in the future for notices or updates to the system. As the system administrator
you can opt to set each individual user up with their existing email address or enter your
own email address in place of theirs at your own discretion.

When finished entering all the fields click the Create New User button.

©2015 Nationwide Title Clearing, Inc. All rights reserved.
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—Create Mew User Account

User Mame: ITLExaraneE (]
First Name: ITran:king O
Last Mame: |Link o
Display Mame: I'I'rackingLINK Example (¢
E-mail: hrackingLINK@nmﬂc.cum (4]
Password: [sesecesns o

[¢]

Confirm F'aEEWDrl:I:llll""l|

D s &

Selecting Cancel will allow you exit this screen without saving.
L% Bl

New User Error Messages

If there was any trouble creating the new user, you will get an error message indicating the
error. Some possible errors might be not completing all mandatory fields, incorrect password
format, duplicate user name, etc. Follow the prompts to enter the new user correctly.

©2015 Nationwide Title Clearing, Inc. All rights reserved.
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r Create New User Account

User Name: ITLExampIeZZ e r Create Mew User Account
FEilETE ITracklng o User Name: ITLExampIeQ [«)
1ESIIETE |L|nk o First Mame: ITracking ()
Display Name: I'I'racklngLINK Example [+] ST |Link o
E-mail: ItrackmgLINK@nwtc.com (] Display Name: I'I'rac:kinngNK Example (]
Password: I e E-rnail: ItrackingLINK@nwtc.cum [«)
Confi
o 1rm| o Password: | ¢
Password:
Confirm Passwurd:l (]
Password length minimum: 7. Non-alphanumeric
) Please enter a different user name.
characters required: 0.
| T ik &y
¥ 3 n -
et & o

Once you have created the new user correctly you will get a message indicating that the new
user was successfully created. Click Continue.

—Create New User Account
Complete

User account has been successfully created.

i

View of New User Screen

You will now return to the main User Administration Console screen as shown below. This
new user will now be accessible from the drop down list for the future as well as displayed on
your screen for editing.

Chapter: How to Create a New User
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When adding a new user the system does not assign any permission rights. If the user does not
have any permissions assigned to them, you will see the (User Name’s) Assigned
Permissions panel appear empty. You will need to assign permissions before this user will be
able to access any features.

Main User Administration Console screen:

Add User Access Permissions for TLExample2

B el eers - [Eampez | R

Contract Code Contract Name Service

TLExample2's User Information TABIM [Transportation Alfiance Bank File Imaging
Display Name TrackingLINK Example k’ITBWRC Taylor, Bean & Whitaker Mortgage Corp Recon Contract
User Name TLExample2 L‘:|TDERC ITexas Dow Employees Credit Union Recon Contract
First Name Tracking latesT [Test account #1 Recon Contract
Losl Name Lo : ITEST Test account #1 Recon Contract
M m kHITES'H 23 ITEST TRAINING CONTRACT FOR RECONS  |[Recon Contract
vk it ns i lg[TEsTA2 [TEST - ASSN2 [Assignment Contract

\B[TESTREL  [Test Recon Contract

ﬂITESTRET TEST - RETRIEVAL Doc Retrieval

EITFSRC 'Third Federal Savings Recon Contract

& Client Administrator Users | 78910111213141516

TLExample2's Assigned Permissions

This new user information is now visible on the right panel on the screen titled (User Name’s)
User Information as shown below.

— TLExample2’s User Information

Selected User Information

Dizplay Mame TrackingLIMK Example
User Mame TLExample?

First Mame Tracking

Last Mame Link

h EDIT User

I Lock User Account

©2015 Nationwide Title Clearing, Inc. All rights reserved.
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About User Permissions

The procedure of adding permissions is the same for existing users as it is for new users. This
can be done at any time and immediately updates the system.

Select the user you wish to edit as shown below:

| éontcLINK TIFICIEICHR

Secure Clent Access HOME SERVICES  ABOUT  CONTACT CLIENT LOGIN

fgSample  Logout

n _ntcLINK User

~ Administration Console

~ Manage Users
57 Select User to Begin: | Select User 'I
Select User
Samplel

Example123
Example1234

This will open up the full view of the User Administration Console which will appear different
for users with no permissions than users with existing permissions.

User with No Permissions:

. ntcLINK User
7 Administration Console

& o :ta"ugf tl::eé:gm TEampiez = i g e — o= Add User Access Permissions for TLExample2
Contract Code Contract Name Service
TLExample2's User Information TABIM Transportation Alliance Bank File Imaging
Display Name TrackingLINK Example anBWRC Taylor, Bean & Whitaker Mortgage Corp. Recon Contract
User Name TLExample2 E:ITDERC Texas Dow Employees Credit Union Recon Coniract
First Name Tracking anEST [Test account #1 Recon Contract
LaskName ok = |TEST Test account #1 Recon Contract
M m |TEST123 TEST TRAINING CONTRACT FOR RECONS  [Recon Contract
T nITESTAz TEST - ASSN2 Assignment Contract
la[TESTREL  [Test Recon Contract
u}|TESTRET TEST - RETRIEVAL Doc Retrieval
\3[TFsRe Third Federal Savings Recon Contract
# Client Administrator Users ..78910111213141516

Example2's Assigned Permissions

©2015 Nationwide Title Clearing, Inc. All rights reserved.
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User with Existing Permissions

20T

User Admin
Console Manual

(-

. NteLINK User
" Administration Console

Add User Access Permissions for TLExample2

TLExample2's Assigned Permissions

(Unrestricted sccess to enter. QC & submit orders to NTC)

Seloct User to Begin: Y il
o Contract Code Contract Name Service
TLE; ple2’s User Inf ] Transportation Alliance Bank File Imaging
Display Name TrackingLINK Example HITBWRC Taylor, Bean & Whitaker Mortgage Corp. Recon Contract
User Name TLExample2 ITDERC |Texas Dow Employees Credit Union Recon Contract
First Name Tracking nhEST Test account #1 Recon Contract
Last Name ek HITEST Test account #1 Recon Contract
m anEST123 TEST TRAINING CONTRACT FOR RECONS  [Recon Contract
0O Lt;t;k = 2 aITESTAz TEST - ASSN2 Assignment Contract
E]TESTREL Test Recon Contract
ﬂITESTRET TEST - RETRIEVAL Doc Retrieval
ﬂITFSRC Third Federal Savings Recon Contract
@ Client Administrator Users ..78810111213141516

‘

m TrackingLINK - Access to Lookup & View Order Data and Images TEST Doc Retrieval

m TrackingLINK - Access to Lookup & View Order Data and Imsges. TEST Exception Curative

.m TrackingLINK - Access to Lookup & View Order Dsta and Images TEST Recon Contract

[ 2 R INK - Full A ta E it trol

... y l eleasel! ull Access Daf ntry & Quality Con TesT Doc Retrieval
(Unrestricted sccess to enter. QC & submit orders to NTC)

i;. T ' ReleaseLINK - Full Access Data Entry & Quality Control TesT Exception Corative
(Unrestricted sccess to enter, QC & submit orders to NTC)

=5 ReleaseLINK - Full Access Data Entry & Quality Control

| DECETE ) TEST Recon Contract

Assigning User Permissions

To assign new permissions, you perform this function in the panel labeled Add User Access
Permissions for (User Name). This list contains all accounts, services and features

associated with your company.

©2015 Nationwide Title Clearing, Inc. All rights reserved.
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Add User Access Permissions for TLExample2

Contract Code Contract Name Service
o3| TABIM ransportation Alliance Bank File Imaging
&l [TBWRC Taylor, Bean & Whitsker Mortgage Corp. Recon Contract
&§[TDERC ITexas Dow Employees Credit Union Recon Contract
&a[TEST ITest account #1 Recon Contract
GBITEST Test account #1 Recon Contract
@[resT123 [TEST TRAINING CONTRACT FOR RECONS  [Recon Contract [
L3 TESTA2 ITEST - ASSN2 Assignment Contract
GJ|[TESTREL Test Recon Contract
E3[TESTRET ITEST - RETRIEVAL Doc Retrievs!
EJ[TFSRC IThird Federal Savings Recon Contract
.. 78910111213141516

“m ADD User Permissions

Click the [+] symbol next to the account name to open the drop down box and expand a listto
see which special features are available to that account. Each service type will have different
options that are applicable to that type of service.

Add User Access Permissions for TLExample2

Contract Code Contract Name Service
TABIM Transportation Alliance Bank File Imaging
L']|TBWRC ITaylor, Bean & Whitaker Mortgage Corp. Recon Confract
n]TDERC Texas Dow Employees Credit Union Recon Contract
=3 (TEST est account #1 Recon Contract

g"LueaseUNK Service (Choose Options) | |

i+ |trach‘nngNK - Access to Lookup & View Order Data and Images

..78910111213141516

m ADD User Permissions

0
c

i)

3

reportLINK - Access to Run or Downlcad Status Reports o é
mITEST Test account #1 Recon Confract E
faltesTi23 TEST TRAINING CONTRACT FOR RECONS _[Recon Contract o
)

ka[tEsTAZ TEST - ASSN2 Assignment Contract )
{B[TESTREL Test Recon Contract ?_,
>

\3|TESTRET TEST - RETRIEVAL Doc Refrieval 3
ﬂlTFSRC Third Federal Savings Recon Contract <
R

Q

g

a

©

<

@)

=
\l
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Rights are assigned per type of service, feature access and by access levels within each
feature. There are helpful descriptions within each feature to help you understand all permission
levels. If the user is not given any rights to the service or feature it will simply not appear on their
screen when they login. To assign rights for this particular user put a checkmark or select the
button next to the features or level of permission you want to give them access to, as shown
below.

Add User Access Pemissions for TLExample2

Contract Code Contract Name Service
TABIM Transportation Alliance Bank File Imaging
h}lTBWRC Taylor, Bean & Whitaker Mortgage Corp. Recon Contract
ﬂlTDERC Texas Dow Employees Credit Union Recon Confract
= | TEST Test account #1 Recon Contract

i |releaseLINK Service (Choose Options)

(® ReleaseLINK - Full Access Data Entry & Quality Control
(Unrestricted access to enter. QC & submit orders to NTC)

® TrackingLINK - Access to Lookup & View Order Data and Images

O ReleaseLINK - Restricted Data Entry
(Required to submit entered orders to QC Queue)

O ReleaseLINK - Unrestricted Data Entry
(Unrestricted access to enter & submit orders to NTC)

© ReleaseLINK - Quality Control Only
(Review & submit orders to NTC from QC Queue)

Project Code:
Clear Options
=3 [irackingLINK - Access to Lookup & View Order Data and Images [ ]

O TrackingLINK - Full Access
(Access to Rush, Hold or Cancel orders and view order data and images)

O TrackingLINK - Project Code Access to Look-up files only in project codes

Project Code: | > |

l Clear Options L

reportLINK - Access to Run or Download Status Reports | O

EST Test account #1 Recon Confract
E|TEST123 TEST TRAINING CONTRACT FOR RECONS  [Recon Contract
L‘_}[TESTAQ TEST - ASSN2 Assignment Contract
\a[TESTREL Test Recon Contract
\3[TESTRET TEST - RETRIEVAL Doc Retrieval
ElTFSRC Third Federal Savings Recon Contract

|,.,7891011 1213141516

' ADD User Permissions

©2015 Nationwide Title Clearing, Inc. All rights reserved.
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After you have selected all the permissions for this user, to finish and add the permissions click
the ADD User Permissions button at the bottom of the panel. Your changes will not be
reflected until you click this button.

The panel titled (User Name’s) Assigned Permissions will now be expanded and display the
permissions you just assigned, as shown below:

User Admin
Console Manual

-

! NtcLINK User
" Administration Console

Add User Access Permissions for TLExample2

fanage Users [ e
select User to Begin: | TLEXample2 W

Contract Code Contract Name Service
TLExample2’s User Information 3 [TABIM Transportation Alliance Bank File Imaging
Display Name TrackingLINK Example 3 [TBWRC Taylor, Bean & Whitaker Mortgage Corp. Recon Contract
User Name TLExample2 &3 |[TDERC Texas Dow Employees Credit Union Recon Contract
First Name Tracking @[TEST Test account #1 Recon Contract
LactNome Lk o G3|TEST Test account #1 Recon Contract
" m @|TEST123 TEST TRAINING CONTRACT FOR RECONS  |Recon Contract
O Lc;ck Bes Aecsiing G3[TESTA2 TEST - ASSN2 Assignment Contract
E§|TESTREL Test Recon Contract
GB|TESTRET TEST - RETRIEVAL Doc Retrieval
E[TFSRC Third Federal Savings Recon Contract
@ Client Administrator Users ..78910111213141516

TLExample2's Assigned Permissions

m TrackingLINK - Access to Lookup & View Order Data and Images TEST Doc Retrieval

m TrackingLINK - Access to Lookup & View Order Dats and Images TEST Exception Curative

m TrackingLINK - Access to Lookup & View Order Dsats and Images TEST Recon Contract

e 2 ReleaseLINK - Full Access Data Entry & Quality Control .

| DECETEY TEST Doc Retrievsl
(Unrestricted sccess to enter. QC & submit orders to NTC)

.' O l Release}LlNK - Full Access Data Entry & Quality Control TesT Exception Curative
(Unrestricted sccess to enter, QC & submit orders to NTC)

DL I ReleaseLINK - Full Access Data Entry & Quality Control SESE REcon Contrabt

(Unrestricted sccess to enter, QC & submit orders to NTC)

©2015 Nationwide Title Clearing, Inc. All rights reserved.
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Changing a User Permission

To change an existing user permission you must first delete any pre-existing permission to that
service and feature. Click the DELETE button next to the access you wish to change for this
individual. This only removes the access from this list for this user. Next return to the add user
permissions panel and select the user permission you wish to assign. This applies for example,
if you had user with an existing permission to TrackingLINK Full Access for Recon Contracts
and you wanted to change this to Restricted Access for Recon Contracts.

r TLExample?'s Assisned Permissions

Service Description Contract Code

trackinglink - Restricted Access

| DELETE"| TEST Recon Contract
— {Access to a read only view of order data and images)

ReleaselINK - Full &ccess Data Entry & Quality Control
| DELETE | TEST Recon Contract
= (Unrestricted access to enter, QC & submit orders to NTC)

|"DECETE | reportLINK - Access to Run or Download Status Reports TEST Recen Contract

If you try to assign a different permission to a particular feature when one is already assigned
you will get this error message. This is helpful to ensure that you don’t inadvertently change
existing user permissions.

Windows Internet Explorer x|

'E Only one role For this service can be assigned ko a user per conkract, Please delete any exisking role For this service before assigning a
. nesw role.,

Removing User Permissions

To remove a user permission click the DELETE button next to the access you wish to unselect
for this individual. This only removes the access for this user. If you made an error you can
easily add it back as described in the above section regarding adding user permissions.
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r TLExample?’s Assigned Permissions

Service Description Contract Code Service

trackinglink - Restricted Access

h@ TEST Recon Contract

(Access to a read only view of order data and images)

ReleaselINK - Full Access Data Entry & Quality Control

m TEST Recon Contract

(Unrestricted access to enter, QC & submit orders to NTC)

m reportLINK - Access to Run or Download Status Reports TEST Recon Contract

If you remove all permission rights for this user then you will see the (User Name’s) Assigned
Permissions panel appear empty (as indicated by the arrow below).

- ntcLINK User

" Administration Console
.d; - :f"ugf tl::::gm: e - E ‘ i Add User Access Permissions for TLExample2
Contract Code Confract Name Service
TLExample2's User Information TABIM Transportation Alliance Bank File Imaging
Display Name TrackingLINK Example R Taylor, Bean & Whitaker Mortgage Corp. Recon Contract
User Name TLExample2 k:ITDERC Texas Dow Employees Credit Union Recon Coniract
First Name Tracking h[TEST Test account #1 Recon Contract
LastName Link h[TEST Test account #1 Recon Coniract
M M laresTi23 TEST TRAINING CONTRACT FOR RECONS _ [Recon Contract
D Lock ser Account la[tEsTA [TEST - ASSN2 [Assignment Contract
k]lTESTREL Test Recon Confract
la[TEsTRET TEST - RETRIEVAL Doc Retrieval
ITFSRC Third Federal Savings Recon Confract
= Client Administrator Users E78910111213141516

TLExample2's Assigned Permissions

Editing Existing User Login Information

Select the user you wish to edit from the drop down list.
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!‘ ntcLINK User
Administration Console

L ]

. Manage Users P —T
3 Select Usgr to Begin: Select User L] ‘1:,"-,;, ADD New User
Select User
Example123
Example1234

To edit the user information select the EDIT User button shown in this panel below:

™Y  Manage Users o
B o e

ABIM Transportation Alliance Bank

Add User Access Permissions for TLExample2

TLExample2’s User Information a File Imaging
Display Name TrackingLINK Example ahEWRC Taylor, Bean & Whitsker Mortgage Corp. Recon Contract
User Name TLExample2 3|TDERC |Texas Dow Employees Credit Union Recon Contract
First Name Tracking [TEST Test account #1 Recon Contract
LastName aTEST Test account #1 Recon Contract
. DELETY @|TEST123 TEST TRAINING CONTRACT FOR RECONS  |Recon Contract

O Loc-k e Asoount LI:}tTESTAz TEST - ASSN2 Assignment Contract

IE [resTrREL Test Recon Contrsct

EB[TESTRET TEST - RETRIEVAL Doc Retrieval

3[TFSRC Third Federal Savings Recon Contract

@ Client Administrator Users ..78910111213141516

TLExample2's Assigned Permissions

(Unrestricted sccess to enter. QC & submit orders to NTC)

m TrackingLINK - Access to Lookup & View Order Data and Images TEST Doc Retrieval

m TrackingLINK - Access to Lookup & View Order Dats and Images TEST Exception Cursative

m TrackingLINK - Access to Lookup & View Order Data and Images TEST Recon Contract

B i ReleaseLINK - Full Access Data Entry & Quality Control

[OeEETE ) TEST Doc Retreval
(Unrestricted access to enter, QC & submit orders to NTC)

GG I ReleaselINK - Full Access Data Entry & Quality Control TesT Exception Curative
(Unrestricted access to enter, QC & submit orders to NTC)

= ReleaselINK - Full Access Data Entry & Quality Control o
w TEST Recon Contract

This will open a new screen that will allow you to edit the first name, last name, display name

and email address fields. You cannot edit the user name.
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~Update User Account

User Mame: TLExamplez

First Mame: I'I'ran:king
[Link

Last Hame:

Display Mame: I'I'rac:kingLINK Example
hrackingLINK@nmﬂc_cnm

E-mail:
I Force Password Change

Change Password

I@ Update Uﬂ

OO0

How to Change an Existing User’s Password

You can change the user’s password directly in the system by clicking the Change Password

hyperlink in the Update User Account window.

~Update User Account

User Mame: TLExample2

First Mame: ITran:king
[Link

Last Mame:

Display Name: [TrackingLINK Exampls
hrackinngNK@nMc.cDm

E-mail:
I Force Password Change

Change Password

I@ Update Uﬂ M_l

OO0 00

This will open a new window to enter the new password. Select the Change Password button
to finish. Press Cancel to back out without changing the password.
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—Change Password

Mew Password: | [+

Confirm F'ELEEWIIIr'd:I ]

Change Password M
=

You can also force the password to be changed by the user the next time they log in by
checking the Force Password Change box.

~Update User Account
User Mame: TLExample2

First Mame: ITran:king

Last Mame: |Link

Display Name: [TrackingLINK Exampls

:> E-mail: hrackinngNK@nMc.cDm

I Force Password Change

OO0 00

Change Password

I@ Update Uﬂ M_l

How to Delete a User

If you need to remove a user entirely, simply click the DELETE User button. Caution: Clicking
this button immediately deletes the user without confirmation.
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— TLExample2's User Information

Selected User Information

Dizplay Mame TrackingLIMK Example
lzer Mame TLExample2

First Mame Tracking

Last Mame Link

™ Lock User Account

How to Lock a User

If you don’t want to delete the user, but need to restrict the account from logging in you can lock
the account by checking the box Lock User Account. To remove this lock, unselect the
checkbox.

r TLExample2's User Information——— r TLExample?'s User Information
Selected User Information Selected User Information
Dizplay Mame TrackingLINK Example Dizplay Mame TrackingLINK Example
User Name TLExample2 User Name TLExample2
First Mame Tracking First Mame Tracking
Last Mame Link Last Mame Link
] —_— S —_—
™ Lock User Account ¥ Unlock User Account

Navigating the User Administration Console

Under this feature you can only edit users or edit your own profile. Navigation is therefore very
simple. The top right corner displays your current user name (shown here as “Sample”) and a
button to Logout.

Chapter:
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" sontcLINK G LU Gb E

Secure Clent Access HOME SERVICES ABOUT  CONTACT CLIENT LOGIN
JgSample  Logout

B ntcLINK User
Administration Console

0 Manage Users [rq, Y m—
¢ 5? Select User to Begin: |59|901 User 'l 3@ ;

Manage Your Profile

If you click your user name at the top right, you can edit your own profile including password,
email address, etc. All users you create for your company will have this same feature. There are
three options across the top: Manage User Credentials, Manage Password and Manage My
Profile.

Manage User Credentials Screen:

JeClientAdminTest  Logout

Manage Profile

& Manage User Credentials [=] Manage Password & Manage Profile
9 user name: ClientAdminTest
© First Name: [sally (]
© Last Name: [Eample ]

© Display Name: ISa\h’ Sample [«]
© Email Address: Isample@sample.cnm [+]

x UnRegister '\‘.> Update
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Manage Password Screen:

eontcLINK I

Secure Clent Access HOME SERVICES ~ ABOUT  CONTACT CLIENTLOGIN

e ClientAdminTest  Logout

Manage Profile

- Manage User Credentials [l Manage Password < Manage Profile

© Password Last Changed: Thursday, July 08, 2008

© Password Expires: Password does not Expire

Change Password
In order to change your password, you wil need to provide your current
password, as well as your new password and a confirmation of your new

password.

© Current Password: I
© New Password: I
© Confirm Password: I

@ Change Password
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Manage My Profile Screen:

Manage Profile

2 Manage User Credentials = Manage Password & Manage Profile

= Account Info

© Contract Code I

= Name

@ prefic I
@ First Name: [elent
@ Middle Name: —
© Last Name: fdmnl
@ suffuc: —
= Address

& unit: I—
© Street: 7
@ City: |—
[7] Region: I—
[7] Country: I LI
© Postal Code: I—

= Contact Info

€ Telephone: I
€ Cell/Mabile: |
@ Fax: I

Chapter: Navigating the User Administration Console

N
o0

©2015 Nationwide Title Clearing, Inc. All rights reserved.



User Admin Console Manual

Troubleshooting

If for any reason throughout ntcLINK you encounter the error page below, hit the BACK button
on your browser two times to return to the previous screen you were on.

23 About Working Offline - Microsoft Internet Explorer = Il:llél
J File Edit Vew Favorites Tools Help “ Links \

J GBack + = v (D {:}I Qsearch [jFavorites  EfMedia §3| S = 22 J o -
| Address I@ http:ff Ll @G0

Warning: Page has Expired

The page you requested was created using information you submitted in a form. This page
is no longer available. As a security precaution, Internet Explorer does not automatically
resubmit your information for you.

To resubmit your information and view this Web page, click the Refresh button.

s
£] Done |__ |—_ |__ Local intranet 4
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Please contact NTC for more information.

This ntcLINK User Administration Console Manual is provided by

¢ I NATIONWIDE
v 5 Title Clearinge

800-346-9152 ext 225

2100 ALT 19 North, Palm Harbor FL, 34683

Questions or Comments?

Please email us: nwtc.info@nwtc.com

Visit our website: www.nwtc.com
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