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1031 EXCHANGE SETUP FOR A CLOSING DISCLOSURE SETTLEMENT TYPE

This handout will outline the steps to prepare a 1031 Exchange, including: setting the feature to
automatically adjust diverted proceeds; indicating property as a 1031 exchange for 1099 filing; updating
the signature details and the header for the CDF and ALTA Settlement Statement.

Setting the CDF to Automatically Divert 1031 Proceeds

As you prepare the CDF/Settlement Statement, you must send the proceeds to the Exchange Company.
By diverting the proceeds, the bottom line amount will automatically adjust.

1. Navigate to the CDF tab, open the Seller Proceeds & 1099-S screen

2. Inthe Divert seller proceeds to line dropdown, select a Next Available Section N or Section H
section on your CDF

3. Click I:l This will navigate you to the section of the CDF that you diverted the proceeds to
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4. Inthe line you selected to divert proceeds:

a. Change the Desc: to “Proceeds to 1031 Exchange Company”
b. Inthe To: field, enter the name and address of the Exchange Company.
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Line Detail (2018-0033.PFD)

N. Due from Seller at Closing

Charges for Line 06 e

+

Description Re

01 Procesds to §1031 Exchange Company

D. Seller
5 $650,000.00

A _u:[Proceeds to §1031 Exchange Comy]  Re:|

| ps:[5 b 3 To: [The Qualfied Intemediary Company

| Seller £50,000.00

Adcress: [100 Oak Diive: | » [Chareston. SC 23401

| Process As:

Caleulation Type: | Basic Details Credit/Debit

Tolerance w|  Fee Type -

Paid By:

Indicating property as a 1031 Exchange for 1099 filing

5. Navigate to the CDF tab and open the Seller Proceeds & 1099-S screen

6. Overwrite 1099-S Proceeds with the actual gross proceeds
7. Select the Property Services Received check box

8. Check the applicable 1099 check box(es)
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Drawing Documents

Buyer's Part Property

of Real  Services

FIRST: Draw all appropriate documents that requir Cetate Tax Becsived

deeds)

SECOND: When you are ready to draw all other docu
Exchange Company’s signature including t
next step.

Buyer's Part  Property

of Real  Services
Estate Tax Received

Update the signature of the party benefitting from the exch
Seller, but you can follow the same steps for the Buyer.

9. Navigate to the General tab and open the Seller screen

10. At the bottom of the Seller, Officers & Signature screen, in the Seller All Names (And) field
replace the default with the name of the Exchange Company. (This will reflect the Exchange
Company on the ALTA Settlement Statement)

11. Click the Signature Lines button

12. In the Title for CDF drop-down, select Exchangor

13. Edit the signature, as necessary, to reflect the Exchange Company and/or Buyer/Seller. Click the
X.
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14. Navigate to the CDF tab and open CDF Page 1 screen

15. In the appropriate Transaction Information field, replace
the default name and address with the Exchange Company’s
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General  Order Tracking  Title Insurance | _ CDF || Closing Information Transaction Information
Screens: Date lssued Borower | |Mickey Mouse and Minrie Mouse
M 100 ain Street

age Clasing Date: [05/15/2018] ] |craeston. SC 29401

3) COF Page 3
4)CDF Page 4 Disbursement Date:
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City/Town Tares Settement Agert: |A SoftPro Title and Esc...
Courty Taves ement Ag SLT < |[e Quaified Itemediany
Fie # (20180033 Company 2 Qlor Dansid Duck znd

G [ |Daisy Duck

10) Policy Premium. Dates. & Numbers P 109 Dream Lane 100 ok Sireet
11) Endarsemerts ropery: [2] Charleston. SC 23401 Charteston. SC 20401]
12) Addtional Tile Charges

13) Division of Proceeds & 1099-5 Data
14) Grouped Disbursements [Sale Price ][ 650.000.00] Lender. [...| [Bank of South Caroiina
15) Flex Checks 1-12

16) Flex Checks 13-25

17) File Balance Information Loan Terms Can this amount increase after closing?
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