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Managing a Digital Closing Docs Transaction Within SoftPro 360 

Digital Closing Docs can be found in the SoftPro 360 Services menu under the Service titled 

Settlement Services.  Double click on Digital Closing Docs to create a transaction (or highlight 

Digital Closing Docs and click Submit).   
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If you already have ProForm order(s) open, they will be listed in the Order Linking dialog.  The 

active order will be highlighted and entered in the Selected Order Number field.  You have the 

ability to select from any of the open orders, or you may choose to overwrite the Selected Order 

Number with an order that is not currently open. Once you have confirmed the order to link, click OK 

to continue. 

  

The Welcome screen provides you with information about Digital Closing Docs. You may choose to 

skip this screen in the future by clicking on the Skip Welcome Page option.  Click Next to continue.   
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Enter your Digital Closing Docs login and password and click Next to continue.  You can check 

Remember Me to skip the login screen on subsequent uses. 
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Contacts entered into the linked ProForm order are displayed on the left side of the Contact 

Selection screen.  Highlight the contact to view the contact’s specific information on the right side of 

the screen.  Choose the contact(s) that you wish to add to the Digital Closing Docs file by placing a 

check in the box beside the name.  Click Submit to create the Digital Closing Docs file.   

  

NOTE:  File information submitted to Digital Closing Docs can be viewed by clicking the Branch 

hyperlink.   
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Once the transaction has been submitted to Digital Closing Docs, the Order Status screen will 

direct you to review the transaction in the SoftPro 360 queue.  Click Finish to continue.   

 

The SoftPro 360 Queue will update to display the Digital Closing Docs transaction.  A link to the 

Digital Closing Docs website will be available under the Description column.  The Status will update 

to In Progress once the package has been delivered. 
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Updating a Digital Closing Docs Transaction 

To add a new contact, register a CD or add documents to a Digital Closing Docs file, double click 

on the transaction in the SoftPro 360 queue.   
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To register a CD, click Add CD.  Enter the CD Number, a password and select the party to which the 

CD applies.  Click Submit.    

A CD’s status will be Incomplete until all required fields have been completed (CD number, Password 

& Selected Party).  A CD will show a Pending status until the CD is registered on the Digital Closing 

Docs website.  A CD with a Pending or Incomplete status can be removed.  Highlight the Pending 

or Incomplete CD then click Remove CD.   

NOTE:  CD’s with a Registered status will need to be removed directly from the Digital Closing Docs 

website. 
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The Document Selection screen allows users to add document(s) to the Digital Closing Docs file.  

Click Browse to attach .PDF or .TIFF documents from any location, Attachment to choose documents 

from the SPImage directory within ProForm or ReadyDoc to attach ProForm ReadyDocs. The Rename 

button will rename the highlighted document while the Delete button will delete the highlighted 

document from the list. Click Submit to continue.  Documents will remain in a Pending status until 

they have been submitted to Digital Closing Docs.  Once submitted the document status will update to 

Submitted. 

 

NOTE:  When you add a document you must associate it with a Digital Closing Docs Document 

Category.   
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After 6 months the transaction will automatically update to a Completed status in the SoftPro 360 

queue.  A message will appear in the SoftPro 360 log providing the website for Digital Closing Docs.  

The link for the specific transaction on the Digital Closing Docs website will still be available in the 

Description column in the SoftPro 360 queue. 

 

 

 

 

 


