
Lesson 4 
Creating a New Order - The Main 
Tab 

Overview 
Creating an order involves entering information on the tabbed pages of Order 
Desk, then saving the order.  The Order Desk Main tabbed page is where general 
information about the order is entered.  This includes: 
• Dates: opened, delivery, sign/close, recording, funding, and completed; 
• Title insurance individuals and their roles: Underwriter, Title Officer, 

Closer, and Examiner; 
• Amounts: sales price, loan amount, and earnest money; and 
• Internal accounting information: order type, product type, finance type, and 

Responsibility Centers. 

Objectives 
In this lesson, you will learn how to: 
• Switch Responsibility Centers; 
• Create a new order;  
• Enter basic information about the order; and 
• Save the order.  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Creating a New Order 
As you now know, all orders begin in Order Desk. 

Before creating a new order, always confirm that 
the current Responsibility Center is correct.  
After creating the order, the Responsibility 
Center cannot be changed. 

!  
Figure 1 – Button Bar with Location Bar showing current Responsibility Center 

 

Step 1  Visually locate the current Responsibility Center.  

Step 2  Click the New Order button ! . The Order 
Desk screen is now in Edit mode as shown in 
Figure 2.   

For a complete reference of the field values contained on this tab, please refer to 
the Order Desk Fields Explained Appendix in the back of this manual. 
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 Responsibility Center Any 
office or branch where work is 
performed.

 Caution If you need to switch 
Responsibility Centers, you 
must do it before creating a new 
order.



!  
Figure 2 – Main tabbed page in Edit mode. 

Step 3 Click the Save Order button !  to save this 
order to the TQ2K database. 

TQ2K will do three things: 

1. Save the new order's information to the 
database. 

2. Close the order and return Order Desk to neutral mode. 

3. Display a message at the bottom of the Order Desk screen giving you: 
• The date and time the order was created; 
• The order number; and 
• A message stating it was created. 

When you save an order for the first time, the Print Order Detail dialog will 
appear, prompting you to print an open order report for the new order. 

!  
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 Note An order requires only an 
Opened date and a Delivery date 
to be saved and generate an 
order number.



Figure 3 – Print Order Detail dialog 

Notice that the order number appears in the Order field and your computer's 
default printer is listed in the Printer field.  If you wish to print the order's details, 

click the Print button ! . 

Step 4 Click the Cancel button !  to cancel the 
print and effectuate the save. 

Step 5 Find your new order number in the message area 
and write it on the line below: 

My 1st order # is:        

Each time you save an order, it is closed and Order Desk is returned to neutral 
mode.  To reopen the last order: 

Step 6 Click the Memory button !  from the Order Desk Button Bar.  The last 
order will be opened into Order Desk. 

Step 7 Click the Calendar button !  to the right of 
the Sign/Close date field.  The calendar window 
will appear as shown below: 

!  
                                                     Figure 4 – Calendar window 
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 Job Aid Please refer to the job 
aid in the appendix of this 
manual titled: How to use 
Additional Features of TQ2K. 
For updated versions, please 
visit: http:\\tq2k.elliptus.com.

 Note The Delivery Date field 
does not count weekends or 
holidays.



Step 8  Click a date one week later than today's date. 

Step 9  Click the Select Date button ! . 

The date now appears in the Sign/Close date field. 

Step 10  Click the arrow to the right of the Underwriter field and click Commonwealth 
Land Title from the drop-down list. 

Step 11  Click the arrow to the right of the Title Officer 
field, then click Lynnette Hyde to select her as 
the Title Officer.  

Since we do not know who the Closer or 
Examiner is going to be at this point, we will 
leave those two fields blank.  

Step 12  Press the Tab key two times to skip over the Closer and Examiner fields.  

Step 13  Press the Tab key again to move to the Sales Price field and enter 185000. 

Step 14  Press the Tab key to move to the Loan Amount field.   

Notice that the amount entered for the Sales Price is automatically formatted into 
dollars.  

Step 15  Enter 150000 as the loan amount, then press the Tab key. 

Your insertion point will now be in the field labeled Owner's Liab1.  Notice that 
this amount automatically came from the amount you entered as the Sales Price. 

Step 16  Press Tab to accept $185,000 as the owner's liability amount. 

Your insertion point is now in the field labeled Loan Liab1 field.  Again, this 
amount automatically populated from the amount you entered in the Loan 
Amount field. 

Step 17 Press Tab to accept $150,000 as the lender's liability amount.  Your insertion 
point will now be in the Earnest Money deposit field. 
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 Tip Once you have navigated to 
the Underwriter field, you can 
use the Tab key to proceed 
through the remaining fields.



Step 18  Press the Tab key to skip the Earnest Money 
field.  The real estate agent is holding the earnest 
money in this exercise; therefore, we do not need 
to enter an amount in this field. 

Your insertion point is now in the Order Type 
field.  This field defaults to Purchase/Resale.   

For a complete reference of the field values contained in the Order Type, Product 
Type, and Finance Type drop-down lists, please refer to the LandAmerica Valid 
Values Appendix in the back of this manual. 

Step 19 Review the field's contents by clicking on its down arrow. 

Step 20 Press the Tab key to accept the Order Type field's default value of Purchase/
Resale.  Your insertion point is now in the Product Type field. 

Step 21  Click the down arrow to the right of the field and select Insured Title and 
Escrow from the drop-down list. 

Step 22 Press the Tab key.  Your insertion point is now in the Finance Type field. 

Step 23 Click the down arrow to the right of the field and 
select Purchase Money from the drop-down list.  

Step 24  Press the Tab key two more times to ignore the 
Commercial and Old Order fields. 

Step 25  Save the order by clicking on the Save Order button. 

Notice the new order number in the message area 
as shown below. 

!  
Figure 5 – Message area showing the new order number 
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 Caution  Only enter an amount 
in the Earnest Money field if the 
title company is to hold the 
amount.

 Caution  Make sure you select 
the correct finance type as this 
field impacts the screens in the 
Escrow/Close module.

Tip If, prior to saving a new 
order, you wish to restart your 
work, click the Reset Screen 



Summary 
The Main tab is the Order Desk page where you enter all the general information 
about the order.  It is the tabbed page at the top of the stack when entering Order 
Desk.  

Practice 
1. Create a new order using your own information.   

2. Before saving the order, reset the screen. 

3. Re-enter the order's information. 

4. Save the order.  Note the new order's number on the line below: 

My 2nd order no is:       

Review 
1. What button do you click if you wish to restart your work, prior to saving? 

____________________________________________________________ 

2. What mode are you in after clicking the New Order button? 

____________________________________________________________ 

3. Once you save an order, what three things does TQ2K do? 

____________________________________________________________ 

4. What four things can you do to get Order Desk out of neutral mode? 

____________________________________________________________ 

5. Where can you find the order's number after saving the order for the first 
time? 

____________________________________________________________ 

6. Which key do you use to navigate from field to field? 

____________________________________________________________ 

7. What are the two minimum pieces of information required to save a newly 
created order? 

____________________________________________________________ 
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8. What button brings a saved order back to the screen? 

____________________________________________________________ 

9. How do you close Order Desk? 

____________________________________________________________
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