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SoftPro 360 is included with your ProForm license. SoftPro 360 is a revolutionary product which enables
requesting services and receiving orders from third party providers directly within the ProForm
workspace. When using SoftPro 360 the information in your ProForm order can be synchronized with
providers with no dual keying.

Accessing SoftPro 360

Registration

1. To register for SoftPro 360, click Login (see Classic Login or Select Login); this screen will display:

Sign in
Emai address:
Pasavwoed:
Sign In Cancel
H CLOSING —
PASSPORT Changs passwond
Forget my sigh-in info
|
2. Click Register New Account. The following screen will display:
Register for SoftPro _u

Confrm email:

|Register ” Cancel ‘

CLOSING |8

PASSPORT
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3. Enter your full name, email address, then confirm your email address.
Click Register.

5. You will receive a notification from that your account has been created and your password will
be emailed to you. This is a temporary password that will need to be changed.

Sign in
1. To Sign in to SoftPro 360, click Login (see Classic Login or Select Login), and enter your email

address and password.

https://demo.softpro360.col

Sign in
Email address:
Password:
Sign In Cancel
1
| Register new account
| CLOSING Forgot password
PASSPORT Change password
| Forget my sign-in info
|

o  First time sign in: with new user registration, users are supplied a temporary password
that must be changed upon first time login (see Change Password below).

2. Check the Remember Credentials box to have SoftPro 360 remember your email address (user
name).

3. Click Sign In: Your email address and password will be validated and you will be logged in to
SoftPro 360.

Change Password
1. To change your SoftPro 360 password, click Change Password on the Login screen.
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Sign In Cancel

chING Ragister paw Sccount
PSPURE _I: arq a-.-.--:-d

2. Enter your old password (or temporary password provided upon registration), your new
password (note the password requirements), and then re-enter your new password in the

Verify New Password field:

Change Password I

Password must be between & and 16 characters.
Password must contain at least one lower case
character, one upper case character, and one number.
Paszwaord cannot be the same as a previously used
paszswerd (10 passwords in history)

Sign-in address:

nicole_lynch@softprocorp.com|

Cument passwond:

New passwond:

Verify new password,

Please enter a new password.

CLOSING |8

PASSPORT Change Cancel

3. Click Change.
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Forgot Password

In the event that a user forgets their password, click Forgot my sign-in info on the Login screen. A
temporary password will be emailed to you, and upon log in you will be prompted to complete the
Change Password process.

https //demo softpro360.com/ WL

- sortPro €Q)

Sign in

Emai address:

Pasawond:

Sign In Cancel

CLOSING

PASSPORT

—_—

About Screen

The SoftPro 360 About Screen provides information about the registered user, customer serial number,
version, server address, security address, and connection status. In the event that the connection
status displays an error, a hyperlink will display. Use Click here for help to troubleshoot.

About SoftPro 360

SOFTPRO @

Support Information

Registered user:

360997 \nicole.lynch@softprocorp.com

Customer serial number. 410080

SoftPro 350 version: 3.1.20817.9
Server address: https://demo.softpro380.com/
Security address: https://demo.softpro360. com: 444/
| Connection status: o 0K
l
Clear cache
(C) 2004-2014 SoftPro. Al rights reserved. QK
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Services Menu (Standard & Enterprise Version)
SoftPro 360 adds a menu to the tool bar labeled Services which lists features available to the user.

Window Help

SoftPro 360 Console

Administration

Laogin
Logout

Help
About

Add-Ins 4
Marketplace 3
Order Origination
QA

Settlement Services
Tax Services

Title Services

* w v w v

Underwriter Services

Features listed in the Services Menu include, opening the SoftPro 360 Console, submitting a service
request to a Provider and managing SoftPro 360 administration. The SoftPro 360 Console is the primary
workspace for SoftPro 360. The Console displays all available Services, Providers and the Queue, which
displays a customizable view of transactions. To open the 360 console, select SoftPro 360 Console from
the Services menu.

Menu Items

e SoftPro 360 Console: Primary workspace for 360; shows Providers, Services, and the queue

o Administration: SoftPro 360 Administration allows management of permissions, Services, and
views for users

e Login: Allows you to manually log in; this will only be used if you have manually logged out of
SoftPro360

e Logout: Allows you to log out of SoftPro 360

e Help: Launches the SoftPro 360 Website where you can review various help topics

e About: Displays registered user name and version of SoftPro 360 installed on your workstation
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Services Menu (Select Version)

=il

I_“vljv:

ProForm 360

D00 2 ® O O @ O

Queue Services Search | Administration Logout | Information Help About | Publish Wehsite

Transactions Security Resources Live

SoftPro 360 adds a new tab to the ribbon labeled 360 which lists features available to the user. Features

in the SoftPro 360 ribbon include, opening the SoftPro 360 Queue, accessing available Services to submit

a request to a Provider, and managing SoftPro 360 administration.

Menu Items

SoftPro 360 Queue: Primary workspace for 360; shows Services, Providers, and the queue
Services: Shows available Services

Search: Launches the search screen

Administration: Launches SoftPro 360 Administration (allows the management of permissions,
Services, and views for users)

Login: Allows you to manually log in; this will only be used if you have manually logged out of
SoftPro360

Logout: Allows you to log out of SoftPro 360

Information: Launches the SoftPro 360 homepage where you can access tips, news, and
featured Services

Help: Launches the SoftPro 360 Website where you can review various help topics

About: Shows the registered user and version of SoftPro 360 installed on your workstation
Publish: Launches the Transaction Management service

Website: Provides access to the Transaction Management website

Services Window (All versions)
The Services window will show all available Services and Providers.

Buttons

Submit: Launches the highlighted service to submit an order request.

About: Displays a description for the highlighted service.

10
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Submitting A Transaction
Highlight the service you wish to order in the list, for example Lien Release, and click Submit. You can
also double click on the service to launch the order request screen.

Most transactions must be linked to a ProForm order. To link a ProForm order, it must be entered in the
Selected Order Number field on the Order Linking scren. If you have a ProForm order open, it will be
listed under the Open Order Numbers section and in the Selected Order Number field. If you have
multiple ProForm orders open, they will all be listed here. The active order will be highlighted and
entered in the Selected Order Number field. You can highlight another order number as the Selected
Order Number, and you can overwrite the Selected Order Number with an order that is not currently
open by typing the order number in the Selected Order Number field.

4 |

Order Linking

Open Order Numbers:
2014010462

Selected Order Number:
2014010462

[ oK ][ Cancel |

The screens following order linking will vary depending on the service. For additional help, access the
SoftPro 360 Start Page, click on Providers, locate the provider/service you need assistance with and click
the link “How to Submit a Transaction.”

The Queue

The Queue displays a customizable view of SoftPro 360 transactions. To open the Queue in SoftPro
Select, click the Queue button on the SoftPro 360 ribbon. In SoftPro Classic, the Queue is visible within
the SoftPro 360 console.

Users have the option of using default views or creating custom views to show specific types of
transactions. The buttons available for each transaction are dependent on the Provider’s support of that
specific feature. “Ready” or “New” transaction information supplied by the Provider can be viewed by
clicking the Next Step button. Users can also use this button to Accept or Reject the values and/or
documents supplied by the Provider, depending on the Provider. Accepted information will flow into the
linked ProForm order and replace any existing values.

11
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Queue 2 x
© Next step [8 | views: New Transactions ~\ ¢ (& [ #A |Fiter: All Providers -| 2 EE ) (250) InProgress (250) New Transactions (250) Ready
Provider Service Status Linked Order Linked Profile Created By Created On Completed On Description n

% ] RealEC Exchange New realecserviceaccount 6/1/2015 1:28 PM Person, First, 1313 Mockingbird Lane Houston, TX, Closing - only/ Lender - MCC Lenders

& RealEC Exchange New realecserviceaccount 5/30/2015 4:41 PM fletch, ¢, 12323 spring, TX, Closing - only/ Lender - ITEST SP350 V2 Cust - Closing Insigh
% 4 RealEC Exchange Mew realecserviceaccount 5/30/2015 4:21 PM Person, First, 1313 Mockingbird Lane Houston, TX, Closing - only/ Lender - MCC Lenders
% ] RealEC Exchange New realecserviceaccount 5/30/2015 4:01PM fletch, ¢, 3434 spring, TX, Title - only/ Lender - ITEST SP360 Test Cust - CT O

& RealEC Exchange New realecserviceaccount 5/30/2015 1:42 PM fletch, ¢, 123 test spring, TX, Sianing Appaintment Service - only/ Lender - ITEST SP360
% 4 RealEC Exchange Mew realecserviceaccount 5/30/2015 11:48 AM fleteh, ¢, 123 test spring, TX, Closing - only/ Lender - ITEST 5P360 Test Cust - CI

% RealEC Exchange New realecserviceaccount 5/29/2015 2:51PM Person, First, 1313 Mockingbird Lane Houston, TX, Title - only/ Lender - MCC Lenders R

% RealEC Exchange New realecserviceaccount 5/29/2015 11:19 AM scott-Firstimer, Alice, 3900 WISCONSIN AVE NW Washington, DC, Closing - only/ Lende:

% RealEC Exchange Mew realecserviceaccount 5/27/2015 1:50 PM Person, First, 1313 Mockingbird Lane Houston, TX, Closing - only/ Lender - MCC Lenders
% RealEC Exchange Mew realecserviceaccount 5/26/2015 2:49 PM scott-lohnson, JR, 12345 Anywhere Ave. Mission Viejo, CA, Closing - only/ Lender - ITE
% ] RealEC Exchange New realecserviceaccount 5/22/2015 4:05PM Kenobi, Benji, 2345 Jedi Knight Place Miami, FL, Closing - only/ Lender - ITEST SP360 Te: ~

| . 3

250 of 250 results at 11:27 AM

In certain products, the Next Step button may bring up an additional dialog should there be multiple
actions available. For example, the user may see “Update” or “Accept.”

Choose operation... ‘ i

’ Multiple operabions are available for this |
transaction. Choose one

Buttons

e Next Step: Allows you to view, accept, (or reject- depending on the Provider) information that
has been received from the Provider

e Cancel: Cancels the transaction; only available if supported by the Provider

o Message: Allows the user to send a message; only available if supported by the Provider

e Log: Opens the log viewer, which shows events and messages for the highlighted transaction

e Views: Dropdown displaying public and private views you have permission to view

e Default View: Sets the currently selected view as your default

o New View: Allows the user (with permission) to create a new view of the queue

e Edit View: Allows the user (with permission) to modify the currently selected view of the queue

e Search: Opens the search screen which displays fields used to search for a specific SoftPro 360
transaction

e Filter: Dropdown allows you to change the current view to show transactions only from the
selected Provider; by default it will show All Providers

o Refresh: Forces the Queue to refresh immediately; queue automatically refreshes every 60
seconds

e Columns: Displays a list of columns that can be enabled or disabled

o Favorite Views: Brings up a list of all default and custom views. Select up to three as “Favorite
Views”. The selected views will appear as buttons on the Toolbar for easy access.

12



SOFTPRO 360 USER GUIDE 3/8/2016

Columns
e Direction: Shows if the transaction is
o Inbound: (a transaction requested from a Provider) or
o Outbound: (a transaction that has been submitted to a Provider)
o Update: Displays when a new message is available in the transaction log
e Transaction Number: SoftPro 360 transaction number
e Provider: Shows the Provider name for this transaction
e Service: Shows the Service name for this transaction
e Status: Indicates the current state of the transaction, varies by provider
e Linked Order: Shows the ProForm order number for this transaction, when applicable
o Linked Profile: Shows the ownership profile for the linked ProForm order
e Created By: Shows the user name that created the transaction
e Created On: Shows the date and time the transaction was created
e Completed On: Shows the date and time the transaction was completed
e Category: Shows the category of this transaction
e Provider Transaction Number: Some Providers may utilize their own reference number; this
number is not required, and may not show for all transactions
e Sent To: Displays information on where this transaction was sent; this may show a reference
number or a name

e Description: Displays a brief description of this transaction, where applicable

Favorite Views

Queue 1 X
(@ Next Step D Views: MNew Transactions » ¢ [ (5 88 Fiter: Al Providers | EEI {250) In Progress (250) Mew Transactions (151) UPS I
Provider Service Status Linked Order Linked Profile Created By Created On Completed On Description
T e MM S
% ReaEC Exchange New realecserviceaccount 1/20/2016 1:20 PM Schelllng Don, 27066 W Burnett Rd Buckeye [

4 L 3

250 of 250 results at 12:55 PM

e The Favorite Views feature on the 360 Queue allows users to designate up to three views as
“Favorite Views”.
e You can change which Favorite Views appear at any time by clicking the Favorite View icon =,
e Selected views will appear as text links on the 360 Queue Toolbar. Users can quickly and easily
manage their lists of transactions for their most frequently used views.
o The number of transactions in each view will appear next to each Favorite View name.

Reviewing a Transaction
Transactions that are in a Ready, New, or Updated (depending on the Service / Provider) status can be
reviewed. To view information about the transaction, double click the transaction, or highlight the

13
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transaction and click the Review button in the Queue. The Review screen will vary depending on the
information specific to the transaction.

Ready Transaction Review

& Review - 2011113011 =]

& Select All =5 Select Mone | B Field Codes

= Groups @ Data
Al Name Cumrent Yalue MNew Value
[=- Title Policies ) =
- Owners Policy Policy Number OH2300-11-01174 =
. Loan Policy 1 Palicy Mumber OH2300-11-01175 [

53 Documents

View Copy Document Name File Name File Size  Transfemed
A= OHZ2300-11-01175 QHZ300-11-01175 pdf 325284 100%
M- = |OHZ300-11401174 OH2300- 1101174 pdf 581323 100%

New Transaction Review

4; Review @
& Select All = Select None | 3 Field Codes + Mew Order < Order Search | Linked To: -
= Groups @ Data
Name Curment Value New Value |
Individual or Org Individual '..,-}
Buyer Type Joint L“_}
FullName Ryan Simmen ) S
Entity Name Ryan Simmen '..,-}
Address 1 1234 Old Lanter ct. A
Address 2 &
City Ralzigh =)
State NC =
CurentHome )
Phone L“_}
Fax =
Address 1 1234 OId Lanter ct. [
Address 2 =
City Raleigh &~
|© Accept| @ Reject| | Close

14
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Buttons

o Select All: Selects all new values, marking them with a check

e Select None: Deselect all new values, removing the check

e Field Codes: Displays field codes associated with the current and new values (if applicable for
the Provider)

e New Order: Create a new ProForm order to which you can link the transaction; applies to New
Transactions

e Order Search: Search for an existing ProForm order to which you can link the transaction;
applies to New Transactions

e Linked To: Select a ProForm order that is currently open from the drop down box; applies to
New Transactions

o Accept: Accept all selected new values for the transaction

e Reject: Reject the transaction (if applicable for the Service / Provider)

e Close: Closes the review screen without accepting or rejecting the transaction

The transaction information received from the Provider will be grouped into sections on the left side of
the screen. Selecting a section will allow you to view the current values that exist in the ProForm order
and the new values sent by the Provider. Click the Field Codes button to display a column that shows
the ProForm field codes that will be updated by the new values. Click the Field Codes button again to
remove this column.

You can choose to Select All or Select None of the new values in a section. Or you can select the new
values one at a time. When you Accept the transaction, all selected values will replace any existing
values within the ProForm order. If you Reject the transaction, the entire transaction is rejected and
closed. After you have accepted or rejected a transaction, the review screen closes and you will no
longer be able to change the values for this transaction.

Modify New Values
Replacement values can be modified prior to accepting the transaction.

Click the “Edit Value” icon beside the new value you wish to modify.
Click in the text box that displays the new value.

Make the applicable changes.

15
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Edit Mew Value 23
Append | ¥) Revert "'_A_J__ Uppercase | ‘i Lowercase | A2 Propercase | = Trim Copy Cut | (& Paste
6/6/2011 11:56:51 AM

[ ok || Cancel |

The edit buttons can assist you in modifying the information returned from the Provider.

Buttons

Append: Add the new value to the current value

Revert: Undo the most recent changes since opening the “Edit New Value” window
Uppercase: Capitalize all letters

Lowercase: Lowercase all letters

Propercase: Capitalize the first letter of each word

Trim: Remove any space at the beginning or end of the text

Copy: Copy the selected text to the Clipboard

Cut: Cut the selected text to the Clipboard

Paste: Paste the contents of the Clipboard into the text field

Changing the View of the Queue
View Editor/New View

The New View and Edit View buttons allow you to create new views or modify existing views of the

gueue. When you click the New View or Edit View buttons the view editor is launched.

@ Query Editor: Hew View* X

2 Run IZI Save As... & Delet= | [ Public View

[£3

Property Operator Value

| -

Buttons

Run: Prompts you to save the view, if not done previously, including naming the view; updates
the Queue and displays the edited/new view results

Save As: Prompts you to save the view with a new name; saves the view as a new view
Delete: Prompts you to confirm action; deletes the view.

Public View: Sets the view to be visible by all users.

16
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View Editor Grid

Click on the Property dropdown to select the property (the column that you view in the queue) that you
wish to view results based on.

Property

Transaction Number
Status

Created By
Created On

Linked Order

Linked Profile
Description
Completed On
Provider Reference Number
SentTo

Direction

Provider

Service

Category

The drop down for operator will show available options. Select the desired Operator.

Operator

Greater -

Less

il IS
Greater
MNotEqual

Based on the Property selected, a drop down may display in the Value field. Or you can type the desired
Value directly in this field.

Value

MNew
Ready
Completed
Rejected
Canceled
Error
InProgress
Updated
Processing
Accepted
Suspended
Sending

Once you have entered all criteria, click Run to save the view (and give it a name if it is a new view). The
view will then display the view results in the queue, and view will be available in the drop down box (for
all users if public view was chosen)

Viewing the Log

The Log displays events and messages for the current transaction. Providers may support inbound
and/or outbound messages for a particular Service. These messages, along with transaction events, will
be available in chronological order in the log for review.

17
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-

4,/28/2010 9:4... | Sailzja.MNagineni
i) 4/28/2010 9:4... admin

Log Viewer: 410060-00-100428-000024 (=]
| Messages | (D Events [|[=] Al Send Message
Type Created On Created By Message FRead By Head On

QOperation Submit requested
Cperation Remit requested

Operation Submit requested

Buttons

e Messages: View messages only

e Events: View events only

e All: View messages and events

e Send Message: Send a message to the Provider; if supported by Provider
e OK: Closes the log viewer

Searching for a Transaction

To find a specific SoftPro 360 transaction, enter criteria into the search screen and click the Search

button. The search results will display in the queue as a temporarily view. To remove any previously

entered search criteria, press the Clear button to clear all search fields.

@Sﬁamhx

< search =g|Clear

Transaction Number
Linked Order

Created By

Status |

Direction

Sent To

Created On
from 12/20/2011 12:19PM

to 12/20/2011 12: 15 PM

Dv

Category

Provider Name
Service Name
Provider Reference #

Description

Completed On
from I:‘ 12/20/2011 12:19 PM

o 12/20/2011 12:19FM

18
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SoftPro 360 Administration

SoftPro 360 Administration can be used to manage SoftPro 360 permissions, Services, and views for

users.

% Administration® x

) New Group T Services | [ Views | & Users [ | Show Inactive Users

Name Name Description
Administrators F Submit Transactions Users can order services from providers

All Users
Escrow

Title

Buttons

&
= X Send Messages Users can communicate with praviders by sending messages (Mot supported by all services)
5 x Deliver Transactions Users can deliver transactions to providers (Mot supported by all services)
155 X Manage Security Allows users to set permissions, assign views, select available services, and manage users
Cancel Transactions Users can cancel transactions (Mot supparted by all services)
Review Transactions Users can review documents and data sent by the provider for acceptance into ProForm
Modify View Users can edit personal views
View Services Users can see the list of available services
Modify Public View Users can edit public views available to all users {(Also requires Modify View permission)
View Log Users can access transaction logs to see assodated events and messages
Update Transactions Users can update transactions (Mot supported by all services)
View Queue Users can see the transaction queue

New Group: Create a new group into which users can be placed
Edit Group: Rename the selected group
Delete Group: Remove the selected group
Permissions: Allows the administrator to manage permissions for groups in SoftPro 360
Services: Allows the administrator to select Services available per group
Views: Allows the administrator to select views available per groups
Users: Displays all active users
o Click the “Active” hyperlink to deactivate a user; to reactivate a deactivated user, click
the “Inactive” hyperlink
o Check the “Show Inactive Users” box to display all users, including inactive

Select the group you wish to assign permissions, Services and/or views to. Click the button for the

section you wish to administer, for example Permissions. Check the box beside the permission you wish

to assign to the selected group.

Permissions

Submit Transactions: Users can order Services from Providers

Send Messages: Users can communicate with Providers by sending messages (not supported by
all Services)

Deliver Transactions: Users can deliver transactions to Providers (not supported by all Services)
Manage Security: Allow users to set permissions, assign views, select available Services and
manage users

19
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e Cancel Transactions: Users can cancel transactions (not supported by all Services)

e Review Transactions: Users can review documents and data sent by the provider for acceptance
into ProForm

e Modify View: Users can edit personal views

e View Services: Users can see the list of available Services

e Modify Public View: Users can edit public views available to all users (also required Modify View
permission)

e View Log: Users can access transaction logs to see associated events and messages

e Update Transactions: Users can update transactions (not supported by all Services)

e View Queue: Users can view the SoftPro 360 transaction queue

The SoftPro 360 client caches some data on the user’s local machine. By default the SoftPro 360 client
utilizes the user’s roaming profile for this cache. If the local profile is preferred this setting can be
overwritten by creating a new text file called “SoftPro360.config”. Include the following in the file:

<?xml version="1.0" encoding="utf-8"?2>
<configuration>
<appSettings>
<!-- Values: LocalAppData | RoamingAppData -->
<add key="CacheStorage" value="LocalAppData"/>
</appSettings>

</configuration>

Save the file to the root folder of the client application (for example: “C:\Program Files
(x86)\SoftPro\Enterprise\Client\” or “C:\Program Files (x86)\SoftPro\Select\”). Restart the client and the
new setting will take effect.
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