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History
Date Version Details
10/14/2025 v2.0 This release includes:

e Functional enhancements
o Application now uses REST API format
o Simplified process for updating existing orders
o Ability to attach additional documents and notes to
an existing order
o Scanback remits can now be received at any time
after the order is complete
e Aesthetic enhancements
o Revised workflow with streamlined screen layouts
and enhanced validation
o Addition of a Summary/Validation screen to
validate entries prior to submission
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Introduction

The Bancserv integration with SoftPro 360 provides users the ability to connect directly to any notary
signing service in the Bancserv network. Users are able to send orders and documents to the preferred

notary signing service without leaving ProForm.

Accessing

From the 360 ribbon, click the Services button to open the Services tab.

1. Click the Settlement Services folder to expand

2. Double-click the Bancserv — Signing Service entry

For additional information about Bancserv, click the

About link on the Services toolbar.
The About screen is displayed with
Bancserv contact information and
the Service Description.

Click OK to close.

ProForm ProTrust ProDesign Pro1099 SPimage SPAdmin 380 Order
141} - o~
OO 2 ® Q90 @Q
Queue | Services |Search ~ Administration logout Information Help About Publish Website
Transactions Security Resources Live
| Services s X
& | submit About
<
; @ SoftPro - UPSOAUTH
= | Legacy Services
@ National TaxiVet - Extended Coverage (Legacy)
@ National TaxNet - Standard Coverage (Legacy)
@ Superior Data Services - Tax, Municipal and Title Services (Legacy)
@ UPS - Shipping v1 (Legacy) ——
=}, Marketplace
@ Chedks and Forms for SoftPro - Checks and Forms
= QA
@ Development - 360 Order Model — -
@ Development - InboundPayload
Develo nt - Product Api Tool V2 -
- -
preyoees & | Service Information: Signing Service v2 X
Submif | .
@ SoftPro - UPSOAUTH o
= ). Legacy Services
@ National TaxMNet - Extended Coverage (Legacy)
@ National TaxMet - Standard Coverage (Legacy) o
@ Superior Data Services - Tax, Municipal and Title Services (Legacy)
@ LPS - Shipping v1 (Legacy) :
) tpiace Service Descripion
@ Chedks and Forms for SoftPro - Chedks and Forms Bancserv is a nationwide mobie notary service
L oA Bancserv that can facitate al your document

22800 Savi Ranch Parkay, Sie 208 700 We ceryou o profossional. e and
Yorba Linda, CA 92887 are commited to providing the best senvice
possble. For some companies. signings are a
side business, but for Bancserv, they re our
only business. We are committed to making
every signing successful

@ Development - 360 Order Model

@ Development - InboundPayload

@ Development - Product Api Tool V2
Settiement Services

@ American Identity Group - Home Title & ID Theft Protection
@ Bancserv - Signing Service

@ 5C Law - Attormey Closings and Nationwide Doc Prep

@ CertfID - Wire Fraud Protection

@ Closing Times - Signing Service

@ ClosingLock - Wire Fraud Prevention

@ CSC - eRecording 1.0.41027.269

@ Digital Closing Docs - Forever Marketing |

customer service@bancserv net

More Information
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Select a ProForm Order

Each request must be linked to a ProForm Order.

1. From the Order Linking window
a. If noorderis open, enter the corresponding
order in the Selected Order Number field

b. If asingle order is open, the order number is shown in the Open Order Numbers field

and the Selected Order Number

NOTE: The Selected Order Number field can be
overwritten with an order that is not open.

c. If multiple orders are open, all order numbers
appear in the Open Order Numbers field and the
first order is displayed in the Selected Order
Number field. Highlight an order in the Open
Order Numbers field to select the applicable
order

2. Pressthe OK button to continue

Order Linking X

Open Order Numbers:

Selected Order Number:

Carce

Order Linking

Open Order Numbers:
(25020

A

Order number is
autormnatically populated as
Selected Order Number

F i

Selected Order Number: l

I|?D25D2D1
Cancl
Order Linking
Open Order Numbers:
EDEBDEDM-i
First order number is
automatically populated
as the Selected Order
Mumber
. [
Selected Order Number:
20250201 |
Cancl
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Welcome Screen

After a ProForm Order is linked, the Welcome screen
displays.

You can check the Skip Welcome Screen check box to
skip having the Welcome screen display each time you
log into Bancserv.

Click the Next button to continue.

Logging In and Authentication

Existing users enter your Bancserv username and
password.

Check the Remember Me check box to avoid seeing the
Loing window going forward.

To set up an account with Bancserv contact customer
service via email or the number listed.

Click Next to continue.

& Bancserv - 2025040007 X
R BANCSERV

Bancserv is a nationwide mobile notary service that can faciltate all your document signing needs.
We offer you a professional, convenient and flexible signing alternative and are committed to
providing the best service possible. For some companies, signings are a side business, but for
Bancserv, they're our only business. We are committed to making every signing successful
We Offer

+ 10,000,000 E/O Policy

« Competitive Pricing

= 2477 Availability

+ Signing Agents screened, background checked and monitored

For additional information about Bancserv, please email customer service at

(] Skip Welcome Page

Next Cancel

@ Bancserv - 2025040007 X

Login to Bancserv

Please provide your credentials

User Name: [clizar123

Password:

@ Remember Me

If you would like to Sign up as a new customer, please Click Here
If you have forgotten your password, please Click Here or contact us

at customerservice@bancservnet

Back Login Cancel
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Once logged into Bancserv, the Basic Order Information screen displays. All required fields, as noted by
the red asterisk, must be completed to enable the Next button.

From here users select:

¢ Signing Date (required)
e Time — (required) this is a free form field; users can enter a specific time or text as needed (i.e.,

Open, afternoon, etc.)

e Escrow/File #— pulls in the linked ProForm <
_ ! N
order number Basic Order Information m@v
=
e Loan# — (required) pulls data from ProForm
Signing Date Time (10am, Open etc}
order if entered; can be manually entered here (OEEZ o *
e Type of Documents —(required) The user selects P ==
from a list of available documents to be signed
e Sets of Documents — (required) The user selects ool Doumens B .
how many sets of documents are to be signed

- Select- V%

e Lender — (required) this field is a drop down of

available lenders

Back Next Cancel

Click Next to continue once all required information has been entered.

& Bancserv - 2025040007 X
N
Bosic Order Information m@\/
Signing Date Time (10am, Open etc)
11/27/2025 £ Noon
Escrow / File # Loan #
2025040007 114455226
Sets of Documents Type of Documents
1st&2nd v Loan Modification v
Lender
Bank Of The West v
Back Next Cancel
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The Signer Information screen allows the user to select who is to be present at signing and where the

signing is to take place.

Signer 1 (required)
o Name The user selects a name from a
drop-down of available ProForm
Order Contacts
o Email once the Signer is selected, the
field is populated with the email
address from the selected ProForm
Order Contact if one exists
o Phone this field is populated from the
mobile phone of the selected ProForm
Order Contact and is required but can
be overwritten
Signer 2 (optional)
o Name The user selects a name from a

€ Bancserv - 2025040007 X

v,
Siigor Infonmation m@v
S
= |
| Chris Comell
Email cicomeli@gmail.com
Phone (415)755-5226
| Signer 2
Name - Select -
| Email
Phone
| | Signing Address

Address
| Adaress Line

| City\StateZip

Buyer

45 Hawthorne Ave

Larkspur

Back [ Next

5

Cancel

drop-down of available ProForm Order Contacts. The ProForm Order Contact selected in

Signer 1 cannot be used

o Email once the Signer is selected, the field is populated with the email address from the
selected ProForm order Contact if one exists
o Phone this field is populated from the mobile phone of the selected ProForm order

Contact and can be overwritten
Signing Address

o Address (required) — drop-down selections are:
=  Buyer — pulls the Buyer’s address from the ProForm order
= Seller — pulls the Seller’s address from the ProForm order
=  Property — pulls the Property Address from the ProForm order
= Custom — If selected allows the user to manually enter an address in the

Address Line fields

Click the Next button to continue.

The Documents to Deliver screen allows the user to select the document(s) that are to be delivered to

Bancserv, who they are to be sent to, how they are to be sent, and how they are to be returned.

Docs sent to: (required) This field allows the user to select who is receiving the documents:

9|Page
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O Nota ry @ Bancserv - 2025040007 X
o Borrower/Signer/Other , "ﬁﬂ ,
Documents To Deliver mms
e Docs sent by: (required) This field allows the =

user to select how the documents are to be
sent
Fedex
UPS
Email
Customer Upload — this option
enables the Add Documents button
for uploading and is only available if
the documents are being sent to
Notary
o Branch Pickup
o Other

If Other is selected, a text field is

O O O O

Docs sentto
-Select -

Docs sent by
- Select-

Docs returned by
Fed Ex retum label will be provided

Add Documents

Back Next Cancel

enabled allowing the user to enter a sent by method

e Docs returned by: (required) This field allows the user to select how documents are to be

o Fed Ex return label will be provided — label must be created with Fedex outside of this

o UPS return label will be provided — label must be created with UPS outside of this

returned
application
application
o FedEx
o Branch Drop Off
o Other

If Other is selected, a text field is enabled allowing the user to manually enter who the

documents are returned to
o Manual/Duplicate orders

Adding Documents

If enabled, clicking the Add Documents button
opens the Documents Screen. From
here, users have the option to:

o Browse: Browse your computer to
find documents to submit

o Attachments: Attach documents
from the ProFrom attachments

o Rename: Rename added documents
before submitting

o Delete: Delete documents from the
list of documents before submitting

Click the OK button to upload the documents.

& Bancserv - 2025040007

Documents Screen

Documents

BANCSERY
S

Name

‘ Browse
Attachments
Documents

Rename

Delete

| oK | Cancel
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Once the document options are selected, click
the Next button.

The Documents to Deliver screen will be

displayed with a list of the attached documents.

& Bancse rv - 2025040007

Documents To Deliver

Docs sent to
Notary

Docs sent by
Customer Upload

Docs retumed by
Fed Exreturn label will be provided

) AddDocuments |
Documents added

hopdox logo image

Back Next Cancel

Special Services / Remarks Screen

The Special Services/Remarks screen is displayed, and the user can enter additional information as

needed for the signing.

e Scan Backs — The user should select Yes
if scan backs are allowed for this
transaction

e Request Specific Notary

e Requested Notary Name
If yes is selected for Request Specific
Notary, this field is enabled to manually
enter a notary name

e Language & Special Needs
Select a specific language if necessary

e Remarks/Comments

Click the Next button.

& Bancserv - 2025040007

Special Services/Remarks

Scan Backs

Request Specific Notary

Requested Notary Name

Language & Special Needs

Remarks / Comments

OvYes ©No

OYes ©No

=
i Eg‘e"

English

Back Cancel
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Summary Screen

The Summary screen shows an overview of the | & = *
g
request along with the Fee Estimate for the Summary SER\,
. -—
transaction.
Escrow 2025040007 Fee Estimate
. . Loan 55225522 Purchase $175
Click the Submit button. Candes T Tota s
Signing Date 10/30/2025
Signing Time afternoon
Doc Type Purchase-Residential
Doc Sets 1 Set
Signer 1 Chris Cornell
Signer 2
StreetAddress 45 Hawthorne Ave
City\State\Zip Larkspur, CA, 94939
Document Sent To Notary
Document Sent By Customer Upload
Document Returned By Branch Drop Off

Once submitted, a message is displayed citing the SoftPro 360 X
order was successfully submitted to Bancserv and an
order confirmation is to be sent once a notary has
been assigned.

Once a notary has been assigned an order confirmation will

o Your request has been successfully submitted to Bancserv.
be sent to you.

Click OK to close the integration. -

The transaction shows in the 360 Queue with the Status set to In Progress.

Queue & x

© Nextstep @ B views: Active Order i [ @8 |Fiter: AlProviders g

Provider Service Status Linked Order Linked Profile Created By Created On > _Completed On Provider Reference Number De:

In Progress | 2025040007

| | matt.berg @softprocorp.com | 10/14/2025 3: 18 PM 2025040007
& Feded Shipping v2 Completed | 2025040007 Default matt.berg@softprocorp.com | 10/9/2025 5:49PM _ 10/10/2025 5:5... Fed

- Cade: . 2 Fomelatad  IM7SnRONT Nafadr b 1NPANIS s oM 1nARAYE 3. Each
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Accepting Data & Documents

In the 360 Queue the transaction Status is updated to show as Ready when BancServ accepts the
request and remits back with documents and/or data.

Queus
&) Next Step B views: Active Order . i L BB Fler: Al Providers olimlc

Provider Service Status Linked Order Linked Profle Created By Created On Completed On Description Transacton Number

Signing Senvice vi |Ready 025060011 !:ier'mlr. matt.bergd 10019 @sofprocor. com | 11/4/2025 1:08 PM Escrow #: 2025050011 | 9100 19-60-251104-332794

BancServ sends three documents, Customer Confirmation, Customer Invoice and a Signing
Appointment Notice.

& Bancsery - 2025060011 x
Select the transaction and click the Next |z swscan = soisctnions  mFisia coses
Step button to open the Review screen. B Groups > D
. N [ Cusment Ve N Vislue
The Review screen allows the user to e —g—— o=
. B Othersll) Pacphe [} Fuliame CHRIS LIZAR
view, copy, and accept the data and S T o
documents into the ProForm order. @ OthersiO) Pecplel0} Phone TI47E0658
B Noesfd) acton FemtOperabon Flied
Information displayed in the Data section
Documents
is written in the Order Notes in the o=y — R | et
ProForm order when the remit is . . RION e tin, 5163 S & T
| . 6332105 _Customeriwoice_251831566 ] 100%
accepted. | . GE32106_Sqrwg Aoportment Notice_251811566 a82 100%
e View: View documents sent from
BancServ on screen.
e Copy: Save a copy of the —

document to the clipboard.
e Accept: Attach the document(s) to the ProForm order.
e Cancel: Closes the screen without accepting data/documents.

The accepted documents are saved as Attachments to the ProForm order.

Click the Accept button to continue.

Once accepted, the 360 Queue is updated to show the transaction as In Progress until the signing is
completed.

Queue
& Nextstep i@ B views: Active Order - i [d BB Fler: Al Providers -\l il

Escrow #: 2025060011 910019-60-251104-332794
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BancServ sends a remit and the 360 Queue once again updates the Status of the transaction to Ready
indicating data and documents are available.

Click the Next Step button to open the Review screen. The screen displays the Action: Remit Operation
Completed note.

Queus
© text 5tep B views: Active Order . i [ BB Fer: Al Providers M ¥
S =

& Bancsary - 2025060011 *

= SelectAll = SelectNone | Field Codes

Click the Accept button to write this to & G O o
the Notes screen. 4 B teme Cumert Vale New Ve

S O [ e

& Accept Cancel

The 360 Queue is updated to show the Status as Completed.
Queue

& et step B | views: Active Crder . i [ BB Fer: All Providers Lz il

Provider Service & e Orcler Lnked Profle Created By Created On (Completed On Description Transaction Number

| Defavit maitt. bergd 10019 @safiproconp.com | 11/4/2025 1:08 PM 11/42025 1:13PM |Escrow #: 2025060011 |910019-60-251104-332794

Accepting a Scan Back

If Yes was selected for Scan Backs when [ sancser - 2025040007 X
submitting the original request, [

. . Special Services/Remarks <
BancServ will remit a scan back when

—
one is available.
Scan Backs () No
Request Specific Notary (OYes ©No

Requested Notary Name
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The Status of the transaction is updated to Ready once the scan back documents have been received
from BancServ.

Select the corresponding transaction and click the Next Step button to open the Review screen and
accept the signed/notarized documents.

Queue

B | views: Active Order e [ Il BB Al AllProviders - {los |

Provider Service Stats Linked Order Linked Profile Created By Created On Completed On Desaption Transacton Number

EZ:II-:EDED]I[ matt. bergd 100 19 @safiprocorp.com | 11/4/2025 1:08 PM | 11/4/2025 1:13PM |Escrow #: 2025050011 | 910019-50-251104-332794

As noted previously, documents can be viewed on screen, and/or copied to the clipboard. Click the

Accept button to accept the Py T — %)
data/documents into the ProForm order. | setectal = Seiectiions | 8 Fiela Coges
= Groups & Data
| M B  tame Cument Vahie Mew Value
o B Notes] Action: RemiiOperation; Scan
Documents
B View Copy Fie Name Fie Size (KB} Transfered
| -~ £892108_F1201405_MNotaryUpload 912 100%
[ -] . 6E32103_FI201410_NotaryLipioad 965 100%
[ ] 6892110_F1201411_NotaryUpload 2335 100%
Once the documents are accepted, the
360 Queue shows the Status as |_|w.,mm e
Completed.
Queue
& Next Step B | views: Active Order - i [ 8B Flter: Al Providers = kR
Provider Service an Linked Order Linked Profie Created By Created On Compieted On Description Transacton Number
Icnﬂdelzd 225060011 08 11/4/2025 1:15PM |Escrow &: 2025060011 |910019-60-251104-332794

Cancelling a Transaction

The user may cancel a Bancserv SoftPro 360 transaction when the Status is Queue
set to In Progress. To do so, highlight the transaction in the 360 Queue and @) Next Step

click the Cancel icon on the toolbar.

From the Cancel Order screen, click the Cancel Order button. Once the order is canceled, the user is
returned to the 360 Queue and the Status is then set to Cancelled.
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Once the transaction is cancelled by BancServ, a © Bancsers - 2025040007 =

remit is generated and the 360 Queue Status is Cancel Order mﬁ/
-

updated to Ready, allowing the user to Accept
the cancellation into the ProForm order.

Highlight the transaction and click the Next Step

button . Would you like to cancel this order?

The Review screen displays the Notes; this is an
confirmation of the cancellation to be written to
the Order Notes in the ProForm order, and the
Documents section shows the Customer
Confirmation document as well as a Customer
Invoice from BancServ.

Cancel

Click the Accept button to pull the data and documents into the ProForm order.

] NET'ELED g Views: Active Order - P W BB Flter: Al Providers ol = 5B\
Provider Service Staus Linked Ordier Linked Profie Created By Created On Completed On Desarption Transaction Humber
910019-50-251104-332760

- Bancserv Signing Service v2 In Progress 2025040007 Default matt bergd 10019 @sofiprocorp.com  11/4/2025 12:46 PM Escrow #: 2025040007

gning Service v2 _In Progress

910019-60-251104-332569

2025040007

matt, bergd 100 19@softprocanp, com
- Bancsery Signing Service v2 Ready 20250490007 Default matt,bergd 100153 @softprocorp.com 1
- Bancsery Signing Service v2 Canceled 20250490007 Default matt.berg® 10019 @sofiprocurp.com 11372025 1:47PM Escrow #: 2025040007 910019-60-251103-331802

2025 2:01PM Escrow #: 2025040007 910019-60-251103-331814

The 360 Queue is then updated to show the Status as Cancelled and no further action can be taken on
this transaction.

& Bancsery - 2025040007 B

& SelectAll = SelectNone [ Field Codes

B Hame Cumert Value e Value
B NeeslD) Action: RemitOperaton, Canc

[ Documents ]

B View Copy File Name File Sze (KE) Trarsfemed
a ~ 5832095 _CustomerConfirmation_251331563 2437 100%
a .- 6852096_Customerivoice_251831563 2435 100%

-‘.,; Accept Cancel

SmarfViewlD: 98682231
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Updating a Transaction

If sending additional instructions or documents to Bancserv is required, they can be sent from the same
transaction if the status is In Progress. From the 360 Queue, highlight the transaction and click the Next
Steps button.

Queus
iBxL Stan B | vews: active Order - i ['g MR Flter: Al Providers -l i

Provider Service Status Linked Order Lirked Profle Created By Created On Completed On Descripiion Transaction Number
L Bancsary Signing Service v2 In Prograss 2025040007 Defauit matt. bergd 100 19 @eofiprocorp.com  11/4/2025 12:46 PM Escraw #: 2025040007 910019-50-251104-332760

5 & AL, X TR NS T AN FIUTF0U- 01 I 33007
L Bancsery Signing Service v2 Ready 2025040007 Defauit matt,bergd 100 19 @softprocorp.com  11/3/2025 2:01PM Escrow #: 2025040007 910019-60-251103-3131814
- Bancserv Signing Service v2 Canceled 2025040007 Default matt. berg9 100 19@sofiprocorp.com  11/3/2025 1:47 PM Escrow #: 2025040007 910019-60-251103-331802
The Update Instructions and Documents LT ks
. . K
screen displays allowing the user to enter Update Instructions and Documents ~ER

instructions and/or upload documents. Refer S
to the Adding Documents section for steps to

attach documents. Update Instructions

The Update Instructions field displays a red E|
asterisk; if documents are added without
entering instructions, the requirements is

fulfilled, and the red asterisk is no longer
shown.
Click the Submit button to continue.
Queue
@ [ views: Active Order -\ or | | 3 #A Fiter: Al Providers -\ 38 |\
Provider Service Status Linked Order Linked Profile Created By
FedEx Shipping v2 Completed 2025040007 Default matt.berg@softprocorp.com
dim [T Chniomomionom o™ ~ . - N EA AN T Pimbms db P T e, Fen o
A message displays citing the request has been SoftPro 360 %
successfully updated; click OK to return to the 360
Queue. o Your request has been successfully updated to Bancserv.

—_—
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