
IOrderExpress User Instructions 
 
 
 

 
 

In your web browser, visit http://www.GatewayTA.com 
 

Click on "Place Order/Check Status" 



 
 

This will bring your to an overview of iOrderExpress. 
 

Click on "Place Order/Check Status" to login. 



 
 
 

Enter your username and password, and click login. 
 

If you are new to iOrderExpress, you can use the username "IORDER" and the password "PASSWORD" (ALL 
CAPS) to place an order.  After you order has been received, you will be assigned your very own username and 

password.



 
 

A Security Certificate alert will prompt you to allow communication between your web browser and the 
iOrderExpress Server.  You must click Yes to proceed. 

 

 
 

Internet Explorer 7.0 users may see a screen like this.  Select Continue to this website 



 
 

This here is the opening screen for iOrderExpress.  Your main function here is to view orders.   
You may also click on Contact Us to get contact information and click logout if you are done with your session. 

 
 

For now, click on Orders.



 
 

This will bring you to a screen with any previous orders that you have open.  If you click on an order, you can 
view basic information with the file, view or upload documents, and check on the status of the files.



 
 

This is the Order Tab.  You can view or update any information about this file.



 

 
 

Click on any tab to view additional information.  This is the buyers tab. 



 
 

To view any published documents, click on the documents tab. 
 

These are documents that Gateway Title & Escrow Company employees have published, or files that you may 
have downloaded. 

 
To view the file, click on the blue link associated with the document. 

 
You can also upload documents.  Click on Upload file.



 
 

Uploading Documents:  Here you will click on Browse.



 
 

Chose the file from your computer that you want to upload and click "Open." 



 
 

Add a description and some comments.  Click on Add to upload the file. 



 
 

Your newly uploaded document should appear in the list. 
 

Click on View Order. 



 
 

Viewing Orders: This will give you a text layout of all information that is in the file. 
 

If you click on Print, you will be able to print the text formatted properly for your printer. 



 
 

You can also view the status of files.  Anything that is done has a date listed in the "Completed" field. 
 

Click Save/Exit when finished.   
 



 
 

Entering NEW Orders:  From the order screen, you can enter a new order. 
 

Click on the New Order button. 



 
 

We have a template setup to start out with Basic information.  Click on "Master Order- Iorder" and then click 
continue. 



 
 

This is the "Order Tab."  Fill in as much information as possible. Use the tab key to move from field to field.



 
 

This is the buyers tab.  You have screens for up to four buyers. 
 

Again, fill out as much information as possible.



 
 

After you click on the next buyer, the name of "one" changes to and "two" is in bold. 



 
 

Sellers tab.  Again, you can enter information for up to 4 sellers. 



 
 

Property tab. 



 
 

Lender Tab.



 
 

Payoff tab.



 
 

Documents tab.  There are no documents in a new file.  If you have any associated documents you would like to 
upload, click on upload file.



 
 

Here you will click on Browse.



 
 

Chose the file from your computer that you want to upload and click "Open." 



 
 

Add a description and some comments.  Click on Add to upload the file. 



 
 

The newly uploaded document should appear. 
 
 
 

After reviewing the data you entered for your new order, click on Save/Exit on the left hand side.  The file will 
then be uploaded and saved to our iOrderExpress server. 

 
Please note, the file number that is assigned (IO-07-XXXX) is a temporary file number.  You will receive an 

order confirmation from our order entry department via email or fax that will identify your permanent file 
number assigned in our system.  That permanent file number can then be used whenever you have any further 

correspondence about this file.  
 
 
 

THANK YOU FOR CHOOSING GATEWAY TITLE & ESCROW! 
 

WE VALUE YOUR BUSINESS GREATLY! 
 


