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Managing reQuire Transactions in SoftPro 360 

 

How to submit a transaction to reQuire 

ReQuire, can be found under the service Release Tracking.  Double click reQuire, or highlight and 

click on the Submit button to submit a transaction to this vendor. 

 

If you already have ProForm order(s) open, they will be listed in the Order Linking dialog.  The 

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

select any of these orders, or you can type your ProForm Order number that is not currently open in 

the Selected Order Number field.  Click OK to continue to the next screen. 
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The Welcome screen provides basic information about reQuire. To view reQuire’s Terms of Use and 

Service agreement select View Agreements.  You are required to click I agree before moving 

forward with the submission process.  Click Next to continue to the next screen. 

 

Existing users: Enter your reQuire username and password. New users: Follow the instructions under 

New Account Set Up to request an account from reQuire.  Click Next to continue to the next 

screen. 
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The Owner and Property Data dialog populates with the information contained in your ProForm order. 

You may add additional information or overwrite the current information.  Click Next to continue. 

 

 

 

  Tip:  Any field that contains a red triangle in the top right corner as shown here is a 

required field. 
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The Lien Release dialog shows information for mortgages that have been entered in your ProForm 

order. To review the data for each lien release, click Lien Details. 

 

 

You may add additional information or overwrite the current information that is pulled from your 

ProForm order. Click Save to save changes and close the dialog. Click Cancel to cancel your changes 

and close the dialog.   
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Select all Lien Release(s) you want submit by checking the applicable box(s). Click Submit to 

continue. 

 

 

In order to complete this transaction you must review it on reQuire’s web site. Click Continue on the 

Order Review dialog. 
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Your transaction will be opened on reQuire’s website. Click Continue to verify your information. 

 

You may review, add or modify any of the submitted information. To complete your transaction 

submission, click Save Payoffs at the bottom of the screen.   
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Finalizing an unsaved reQuire transaction 
 

 If you are on reQuire’s website and close your browser without saving your transaction, you may access 

the pending transaction through your SoftPro 360 queue (if it is the same day you initially submitted this 

transaction).  

The transaction will appear in your SoftPro 360 queue with a status of In Progress. To finalize your 

transaction, highlight it and double click or click on the Update icon.  

 

You will be presented with the Order Update dialog. Choose Edit the Lien. 
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Click Continue. This will take you to reQuire’s website, where you can make any changes or updates, 

choose the Save Payoff(s) option to complete the submission of your transaction. 

 

Note: 

If you logout of reQuire’s website without choosing the Save Payoffs option, your transaction(s) will 

remain in a pending state. reQuire will automatically delete all pending transactions every day at 

midnight EST. You will receive an email notification from reQuire if a pending transaction has been 

deleted. The status of your transaction in the SoftPro 360 queue will be updated to Canceled. 

 

Receiving confirmation of your transaction 

Note: An individual transaction will appear in the SoftPro 360 queue for each lien release that has 

been requested for your ProForm order. 

When the order is initially received by reQuire, the status of the transactions in your SoftPro 360 

queue will appear as In Progress, to indicate that reQuire has received the order and is processing 

the transaction(s).  If you have submitted multiple lien release requests from a single ProForm order, 

an individual transaction will appear in the SoftPro 360 queue for each request. When reQuire 

submits the Lien Release(s) invoice to the SoftPro 360 queue, the status of the first lien transaction 

will change to Updated.  

The other lien release transactions associated with that ProForm Order will continue to reflect a status 

of In Progress. 

Reviewing and accepting your invoice 

When your reQuire transaction has a status of Updated it indicates that your transaction has been 

received and the invoice is ready for your review. Highlight and click Review to open the transaction 

review screen.    
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To view the Document(s) returned by the Vendor, click on the View button under the View Document 

column.      

Once you have reviewed the document, click Accept. 

Once you choose to Accept the transaction, the following message will appear.  Selecting Yes will add 

the document to your ProForm order, selecting No will take you back to the review screen.  

 

If you select Yes, you will receive the following confirmation. Click Ok. The status of the first lien 

transaction will be changed to In Progress.   
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To view the document(s) click on the SPImage icon located in the toolbar. 

 

Note: reQuire will submit one invoice for all lien release(s) associated with the ProForm order and 

attach it only to the first lien transaction in your SoftPro 360 queue. The first lien transaction will show 

a status of Updated to indicate that the invoice is available for your review.   

reQuire order update options 
 

If you double click on a reQuire transaction in your SoftPro 360 queue or highlight and click the 

Update icon. The following options are available:

 

Print the disbursement 
This option takes you to reQuire’s website to view and print the invoice for your transaction. 

 
Manage the file 
This option takes you to reQuire’s website where you can view or print the invoice, view the file history 
or edit the file.  

Shipping/Fax options 
This option takes you to reQuire’s website where you can print your shipping label or utilize their faxing 
capability. 
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Add a new lien 
This option allows you to add additional lien request(s) to your previous order.  Each additional lien 

release added must be submitted separately to reQuire through the Add a new lien option.  

Note: Once payment for the lien release transaction(s) has been processed by reQuire, you will no 

longer be able to Add a new lien to those transactions. 

Edit the Lien 
This option takes you to reQuire’s website and allows you to modify previously submitted lien release 
data. 
 
Note: Once the payment for the lien release transaction(s) has been processed by reQuire, you will 

no longer be able to Edit the Lien on those transactions.  

 

 


