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Copyright and Licensing Information 
Copyright © 1987–2017 by SoftPro, Raleigh, North Carolina. 

No part of this publication may be reproduced in any form without prior written permission of SoftPro. 

For additional information, contact SoftPro, 4800 Falls of Neuse Road, Raleigh, NC 27609, or contact 

your authorized dealer. 

Microsoft, Windows, and MS–DOS are registered trademarks of Microsoft Corporation in the United 

States and/or other countries. WordPerfect is a registered trademark of Corel Corporation. Crystal 

Reports is a registered trademark of SAP AG. HP LaserJet is a registered trademark of Hewlett Packard 

Development Company, L.P. GreatDocs is a registered trademark of Harland Financial Solutions 

Incorporated.  All other brand and product names are trademarks or registered trademarks of their 

respective companies.  

IMPORTANT NOTICE – READ CAREFULLY 

Use of this software and related materials is provided under the terms of the SoftPro Software License 

Agreement. By accepting the License, you acknowledge that the materials and programs furnished are 

the exclusive property of SoftPro. You do not become the owner of the program, but have the right to 

use it only as outlined in the SoftPro Software License Agreement.  

All SoftPro software products are designed to ASSIST in maintaining data and/or producing documents 

and reports based upon information provided by the user and logic, rules, and principles that are 

incorporated within the program(s). Accordingly, the documents and/or reports produced may or may 

not be valid, adequate, or sufficient under various circumstances at the time of production. UNDER NO 

CIRCUMSTANCES SHOULD ANY DOCUMENTS AND/OR REPORTS PRODUCED BE USED FOR ANY PURPOSE 

UNTIL THEY HAVE BEEN REVIEWED FOR VALIDITY, ADEQUACY AND SUFFICIENCY, AND REVISED WHERE 

APPROPRIATE, BY A COMPETENT PROFESSIONAL.  
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Introduction 
Benefits/Features 
The American Property Guard integration with SoftPro 360 provides SoftPro users with the ability to 
seamlessly order and receive American Property Guard products.  The SoftPro 360 integration allows the 
user to send required information from a ProForm Order to American Property Guard and eliminate the 
need to retype data. 
 

Users will be able to accept returned documents into the ProForm Order, helping increase productivity 

and provide the ability for users to work more efficiently. 
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Launching APG 

Access from the 360 Services Menu 
APG appears in the 360 Services Tree under Tax Services 
 

 

About 
SoftPro 360 customers will be able to be able to see a general description of the APG services by clicking 

About in the Services menu.  
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 More Information link opens browser to APG website 

 OK closes the About Window  
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Selecting a ProForm Order for your Request 

From the Order Linking screen, select the Proform Order for the request. 

Order Linking 
Requestor selects an order and initiates the request process with APG 

 

 All the Orders that are currently opened in your 360 session will be listed in the Open Order 

Numbers pane. The Selected Order Number field will automatically populate with the currently 

active ProForm Order 

 You may select an Order from the list which will automatically display in the Selected Order 

Number field or you can manually enter the desired Order number 

 Click OK to navigate to the Welcome screen 

 Click Cancel to end the Request process 
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Welcome Screen 

The Welcome screen provides a summary of American Property Guard products and contact 

information. 

 

 Click the Skip Welcome Page checkbox to bypass viewing this page in future sessions 

 Click the imbedded email link to initiate an email to APG Sales 

 Click NEXT to navigate to the Login Screen 

 Click Cancel to end the request process 
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Login Screen 

The Login screen requires you to enter your User ID and Password which has been provided by 

American Property Guard.  

 

 Click the Remember me check box to automatically log in the next time  

 Click the imbedded email link to initiate an email to APG Support 

 Click Next to continue to the Data Review/Product(s) Selection screen 

 Click Back to return to the Welcome screen 

 Click Cancel to end the request process 
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Submitting an APG Request 
Data Review Screen 
The Data Review screen contains ProForm Order data.   
 

 
 

 Property dropdown contains the full address of each property associated with the ProForm 

Order  

 State dropdown contains a 2-digit state code for all of the states APG services 

 County dropdown contains a list of all the counties associated with state selected 

 Legal Description defaults to the selected property’s Escrow Brief Legal description if the Escrow 

Legal (long) is not available.  If neither legal description has been entered on the ProForm Order 

 Click the File Information link to go to the File Information screen where additional, but 

optional data can be viewed, added or modified 

 Click the Back button to return to the Login screen 

 Click the Next button to proceed to the Product(s) Selection screen 

 Click the Cancel button to cancel the session without submitting a request to APG 

If Order data is incorrect or incomplete, cancel the request session and return to ProForm to make 
changes to the Order. 
 
All of the data can be modified on this screen but updates are NOT made to the ProForm Order.   
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Data Review Screen Edits 

 

 

 

 A red asterisk ( * ) flags an invalid/incomplete value. Use your cursor to hover over the asterisk 
to view the description of the error 

o Address 1 edit: Cannot be NULL 
o City edit: Cannot be NULL 
o State edit: APG does not provide services in this state; cannot be NULL 

o County edit:   APG does not provide services in this county; cannot be NULL 

 A yellow warning sign   is flagging an error on the File Information Screen which must be 

corrected before proceeding to the Product(s) Selection Screen 

 The NEXT button is activated once all errors have been corrected and all required information 

has been entered 

 

Ordering for multiple properties 

Some orders may have more than one property.  One or more products can be ordered for each 

property, but a new request must be initiated for each property associated with the order. 
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File Information Screen 

Use the File Information screen to include additional optional information for the request.  Although all 

of the data on this screen is optional, the screen contains edits for some of the values whether the data 

has been pulled thru from the ProForm Order OR entered on this screen. 

 

 Click OK to save any updates and return to the Data Review screen 

 Click Cancel to cancel any updates and return to the Data Review screen 
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File Information Screen Edits 
 

 

 

 A red asterisk ( * ) flags an invalid value. Use your cursor to hover over the asterisk to view the 
description of the error  

o Expected Time & Date edit: Cannot be less than the current date 
o Email Address edit:  Optional, but must be in a valid email format 

 (name@xxx.yyy) 
 

 

  

mailto:name@xxx.yyy
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Product(s) Selection Screen 

Once all the required data have been entered and validated on Data Review and File Information 

screens, the requestor can proceed to the Product(s) Selection screen.   

Note:  If all of the required data has been in the Proform Order and there are no edit errors on the data 

found in the Data Review and File Information screens, this request is considered to be on a “fast path” 

and will be the initial landing page. 

 

 Screen defaults on screen open: 

o Add Notes & Documents checkbox defaults to unchecked (no) 

o A red asterisk ( * ) flags indicates a product must be selected, and required data must be 

entered and/or formatted 

o Submit button is deactivated 

o Contact Information defaults to the User Name and Email Address 

o Click the Back button to return to the Data Review screen 

o Click the Cancel button to cancel the session without submitting a request to APG 
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 After selecting one or more product checkboxes and entering a correctly formatted email 

address,  the Submit button becomes activated 

 Click the Submit button to submit the request and complete the request process 
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Product(s) Selection Screen Edits  

 

 

 A Contact Name and email address are required for the order.   

 A red asterisk ( * ) flags an invalid value. Use your cursor to hover over the asterisk to view the 
description of the error. 
 

o Contact Name edit: Required; defaults to the User Login Name;  
data is editable but cannot be NULL 

o Contact Email edit: Required; defaults to the User Email address;  
data is editable but cannot be NULL and must be in a valid  
email format, e.g. name@xxx.yyy 
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Adding Note(s) and Documents 
 
To add note(s) to your request, select the Add Notes and Documents checkbox. 

 

 

 The SUBMIT button changes to NEXT  

 Click Next to proceed to the Add Notes screen 
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Add Note(s) 
 
Use this screen to include notes with this request.  External ProForm Order notes can be included as well 
as new request notes. 
 

 

 Default values when screen opens 

o Show ProForm Notes checkbox is checked and all external ProForm Order Notes are 

displayed in the Notes list box 

o Add Documents checkbox is not checked 

o Submit button is active 

 The Show ProForm Notes checkbox defaults to checked (yes) when the screen opens and 

displays all external ProForm Order notes in the list box. 

 If user unchecks the Show ProForm Notes checkbox, all external ProForm Order notes will be 

removed from the list box. 
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 The Notes list box contains a separate line for each ProForm Order Note and a separate line for 

each new note added to the request 

o Status indicates the status of each note. 

 Pending status shows note has not previously been sent for this order and is can 

be included with this request if user clicks Send 

 Sent status shows note has previously been sent for this order and cannot be 

included with this request 

o Text displays the beginning of the note.  The full note is displayed in the Notes Text 

textbox below when selected. 

o Send checkbox controls if note will be sent with the request (defaults to unchecked) 

 Use the New button to add a new Note to the request.   

 Use the Remove button to delete a note from the Notes list box by placing the cursor on the 

note to be removed. 

 The Notes Text textbox contains the full Note text for the highlighted line in the Notes list box.   

 When adding a new Note, begin entering a new note in the Notes Text textbox. 

o A Note cannot be NULL 

o The Submit button will be disabled until text has been entered for the new note 

o A Note has a maximum size of 1900 characters.  If a Note will exceed the maximum size, 

save note in a separate document and proceed to Add Document(s) to attach and send 

with the request. 

 The Add to ProForm Notes checkbox is enabled when a new Note is entered.  This Note will be 

saved to the ProForm Order as an internal note.  

 Uncheck the Add to ProForm Notes checkbox to indicate the Note is only for the request and 

does not need to be saved to the ProForm Order. 

 Check the Add Documents checkbox to continue to the Add Document(s) screen and the 

Submit button will change to Next  

 Click the Back button to return to the Product(s) Selection screen. 

 Click the Submit button to send the request to APG 

 Click the Next button to continue to the Add Documents screen 

 Click the Cancel button to cancel the session without submitting the request to APG. 
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Add Document(s) Screen 

Use this screen to attach documents to the request.  Documents may either be selected from the 

ProForm Order or added from external sources.  

 

 Click the Browse button to open the user’s file folder and user can select file(s) with valid 
extensions 

 Click the Attachment button to open the ProForm Order’s attachments for selection 

 Click the Documents button to open the ProForm Order’s Ready Docs (available for use with 
pre-Select versions of SoftPro ProForm 

 Click the Rename button to change an attachment’s name 

 Click the Delete button to delete an attachment from the request 

 Click the Back button to return to the previous screen Add Note(s) 

 Click the Submit button to submit the request to APG 

 Click the Cancel button to cancel the session without submitting the request to APG 
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Attached Documents 
Documents attached to the ProForm Order may be selected to be attached to the request. 
 

 

Submitting the Request 

Submit 
The request workflow has been designed so the request can be submitted with a minimal amount of 

effort.  The Submit process can be executed from any of these screens: 

1. Product(s) Selected (shortest Submit workflow) 

2. Add Note(s) 

3. Add Document(s) 

SUBMIT sends the request to APG and ends and disconnects the APG session. 
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Submit Process 

Progress fill bar and Request Submitted confirmation 
A progress fill bar and confirmation message display to provide confirmation/feedback the process has 

completed. 

 

Cancelling a Request 

The SoftPro 360 integration service does NOT include a Cancel function for the initial release. 

The user must contact APG directly to cancel a request.  APG will initiate a Cancel transaction and send a 

Cancellation update to the request.  The transaction status will be changed to Cancelled.  
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360 Queue Transaction Updates 

A separate SoftPro 360 transaction is created and is added to the 360 Queue for each product ordered. 

Accepting a Response 
APG may reply to the request with either a document or message and the 360 Queue transaction status 

will change to READY. 

Review Documents 

This page provides the user with a list of all the documents returned for the request.  The page defaults 

to selecting all documents when the page opens.  Each document can be selected/deselected by using 

the checkbox, opened for review (View), and/or copied to the clipboard.   

The User may select one, all or none of the documents by using the document checkbox.  If no 

documents are selected the Accept button will not be activated and the only option is to Cancel.   

 

 When Requestor selects Next Steps, SoftPro 360 displays a Review Document(s) screen where 

the requestor can view and ACCEPT the response 

 If the APG response contains a document or documents, all the documents are automatically 

selected on open 

 Click the document’s checkbox to deselect a document  

 Click the Accept button, to add each selected document to the ProForm Order Attachments 

and the transaction status will change from Ready to Accepted 

 Clicking the Cancel button, returns the user to the 360 Queue without saving any of the 

documents to the ProForm order and the 360 transaction status remains Ready 
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Review Messages 

This page provides the user with the message detail returned from APG.   

 

 When Requestor selects Next Steps, SoftPro 360 displays a Review Message screen where the 

requestor can view and ACCEPT the message 

 When the requestor Accepts, the 360 transaction status changes from Ready to Accepted and 

the message will be added as an internal Note to the ProForm Order 

 Clicking the Cancel button, returns the 360 Queue without saving the notes to the ProForm 

order and status remains Ready 
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Updates to ProForm Order 
 

 

Selected documents will update the ProForm Order Attachments on Accept. 
User must Save the ProForm Order to permanently attach documents. 
 
 

 
 
Accepted messages will update the ProForm Order Notes on Accept. 
User must Save the ProForm Order to permanently attach notes. 
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SoftPro 360 Queue 
360 Queue Transactions 

 

 

 

Transaction Values 
Provider = American Property Guard 
Service = Property Tax Services 
Status = current status (see values below) 
Linked Order = ProForm Order Number 
Linked Profile = literal “Default” 
Created by = User Name 
Created on = Date and timestamp 
Category = Tax Services 
Description = Product Name; Property Address 
Transaction Number = SoftPro 360-assigned transaction number 

 

Transaction Status Values 

In progress 

Request has successfully been submitted 

Processing 

Request was not successful. 
Action:  Resubmit a new request.  If resubmit also fails, contact support and open the transaction log for 
additional information to assist in identifying the problem. 
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Ready 

APG has returned the requested documents and/or a message.    
 

 
 
Use the LOG to view information regarding the returned transaction 
 

 
 
Use NEXT STEP to review the response or send an update to the request 
 

 
 

 

Accepted 

Status after the user has accepted the response. 

Cancelled 

Status when APG sends a cancellation notification  
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Rejected 

Request failed due to some environmental error, e.g. server down, network connection problems, 

connection timeout, etc. 
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Email Notifications 
When 360 receives a response, the 360 transaction will be updated to Ready in the 360 Queue.   

If APG has marked a response with a HIGH severity and needs your immediate attention, SoftPro 360 

notifies the Contact (identified on the original request) with an email alert. 

Sample Email Notification 

 

 

1. ProForm Order Reference 

2. Contact Name entered when placing the request 

3. APG response with reference information and the message 


