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Order a Warranty On-line Instructions
	Step 1:  Go to www.globalhomeusa.com
Step 2:  Select “Order a Warranty” from the top menu
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Step 3:  Under Step 2, select “Place an order Online” (located near the center of the page) 
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	Step 4: Enter Username and Password

Office

User Name

Password

Charles Rutenberg Fort Lauderdale Office
9543963001

rutenberg
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Step 5:  On top of the menu bar, select “Order”
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	Step 6:  Enter Property Information
· Address, City, State, Zip 

· MLS Number & Unique ID Optional

· Select Property Type

· Select Square Footage

· Press NEXT
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Property Type:
@single Family O Condo O Multi-Unit O New Construction

Square Footage::
®0-5000 O 5001-7500 O 7501-10000






	Order a Warranty On-line Instructions (continue)



	Step 7:  Enter Coverage Information
· Select Gold or Platinum

· If Ordering Seller’s Coverage during Listing Period, select Basic… includes HVAC in Florida (defaults to $75.00)
· Select any buyer options that apply
· Press NEXT
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	Step 8:  Enter Seller and Buyer Information
· Enter Seller’s Name (only when sellers coverage is selected)
· Click on box, “I have the buyer information

· Enter Buyer’s Name and Closing Date
(closing date must be today’s date or greater)
· Press NEXT
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	Step 9:  Enter Agent Information
· Name, Phone Number and Email
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	Step 10:  Enter Closing Information (optional)

· Closing instructions: Add closing instruction notes for the title company (i.e. who is paying, what coverage level (Gold or Platinum) and the amount due).  This will allow the  title company to enter the payment information on  the proper side of the HUD Statement
· Press NEXT  
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	Step 11:  Warranty Worksheet (mandatory information)
(Defaults If Buyer’s Warranty)
Enter the property transaction information, check appropriate boxes and supply appliance brand info
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Was a seller's property disclosure completed? OYes ONo ONA
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	Step 12:  Scroll and Review Correctness
· Click on “Place an Order”
· Wait approximately 8 seconds for the system to 
accept the order… and “go live”
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	Step 13:  Make Note of Order Number and be Sure to Keep it for Future Reference
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Your Order Number is 15542
Retain this order number for your records.

‘Changes may be made to this order by selecting Update from the main menu.

‘Select Print Quote below for a sample of the coniract that will be mailed to the new home owner.







Step 15:  Click on “E-mail Icon” on the Tool Bar





Forward the Billing Invoice via e-mail (or print and fax it) to the appropriate Title Company (for entry on the HUD) to allow the client to pay for the home warranty as part of the real estate closing. You may also e-mail or print the policy to give to the buyer at settlement
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Step 14:  Always Scroll Down and Click on “Print Quote”


This will allow you to View the Billing Invoice and/or Sample Policy in a PDF Format 





For any questions or concerns feel free to contact me…





My contact information is… 
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