
 

How to Add a Service Provider 
 
 
 
Step1:  Go to the File Summary page of selected file. 
 
Step 2:  Either click on the Order in the Service “box” or click on the word Services from 
the top navigation bar. 
 

 
 
 
Step 3:  If you click on the word Order: 

 A pop up box will appear and you will choose the “Type of Service” that is 
needed 

 



 

 
 
 

 If you chose the word Services the service screen will appear and you must click 
on Order Service. 
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Step 4:  If the service provider is among your favorites you may select one.  If not click 
on Show More Providers.  
 



 

 
 
 
Step 5:  To do a quick search either by office or contact’s name, click on Refine Search. 
 

 



 

 
 
 

 If the company or contact person is not found in this search, your service 
provider has not been entered into the system.   

 

 
 
 
 



 

 Click on the Enroll New Office, fill in the information required and submit your 
service provider.  The request will be processed and added with a notification 
sent to the requesting agent so the service provider may be added to your 
favorites. 

 
 Be sure to include email addresses, contact information and names for the 

company to be added. 
 
 

 
 
 
 


