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The Safe Escrow service allows you to submit receipt and disbursement data from your ProForm order and perform 

functions that will allow you to manage the escrow funding/disbursement process from SoftPro 360. 

 

Accessing Safe Escrow 

 

From the 360 ribbon Select 

1. Select the Services button 
2. Click the Settlement Services folder to expand 
3. Double-click Safe Escrow – Disbursement Management 

 

Logging into Safe Escrow 

 

1. Open the order you are using to create your Safe Escrow order 
 
 
 
 

2. From the 360 ribbon, click the Services button 

3. Locate the Settlement Services folder 

4. Double-click the Safe Escrow – Disbursement 
Management menu option 

 

 

 

  

NOTE: Safe Escrow automatically links to the open, active order and pulls data from the order for the 

recording.  If you do not have an order open when logging into Safe Escrow, you will be prompted to 

select the applicable order. 
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5. From the Safe Escrow Login window, enter 
your login credentials; click Login  
 

 

 

 

 

 

 

 

Creating a Safe Escrow Order 

 

1. Select the Agency, Branch and Underwriter 

2. Click Next 

 

 

 

 

 

 

 

 

 

 

 

HINT:  If you check the Remember me 

check box you are automatically 

logged in the next time you use the 

program. 

NOTE:  If the Underwriter in your 

ProForm order matches an 

Underwriter option in the drop 

down, it will display by default. 
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3. From the Transactions screen, you can 
perform the following to the receipts and 
disbursement data before sending to Safe 
Escrow: 
A. Update the Medium selection   

B. Add/edit notes in the Memo section  

 

 

 

 

 

 

 

4. Click Send 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE:   

 The receipts and disbursements 
information displayed are 
pulled from the Order 
Transactions screen that’s in 
your Select ProForm order.  

 The default Medium selection 
is always ‘Check’. 

NOTE:  A successful submission will 

create a file/ledger with your 

receipts and disbursement data in 

the Safe Escrow system and will 

open the Order Information screen. 
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Safe Escrow Order Information 

 

The Order Information screen displays details 

about your Safe Escrow order and allows you to 

perform actions to manage your ledger and the 

disbursement process. 

 

A. Status displays the current state of your 

order in Safe Escrow 

B. The Refresh button allows you to update 

at any time to the most recent status. 

C. The first grid shows the creation date of 

the Safe Escrow transaction and the 360 

status of the transaction. 

D. The second grid shows the history of 

actions taken on the order. 

E. The Actions button allows you to access 

(bolded) available order options 

depending on the status of your order.  
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Adding Documents 

 

1. From the Order Information screen, click the 

Actions button. 

2. Click Add Documents 

3. From the Add Documents screen, click Browse 

4. Navigate to the stored location on your 

computer and upload your document(s). 

5. You may also click Attachment to upload 

documents from your SoftPro file. 

6. Select the Type for each document you upload 

7. Click Send 

 

 

 

 

 

 

Clear Exceptions 

 

1. From the Order Information screen, click 

the Exceptions button. 

2. The Exceptions screen will open to show 

a list of items that you need to take 

action on in order to disburse your Safe 

Escrow order 

3. Check Add to ProForm Notes if you want 

the exceptions saved to the Notes 

section of your ProForm order. 

4. Click OK  
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Requesting the Ledger from Safe Escrow 

 

From the Order Information screen, click the 

Request Ledger button. The ledger from Safe 

Escrow will automatically save to the Attachments 

in your ProForm order for you to view. 

 

 

 

 

Releasing Held Items 

 

1. Go to the Order Transactions 

screen (under Escrow/Closing) in 

your Select ProForm order. 

2. Under the Held column, uncheck 

the checkbox of a held 

disbursement to release the hold.   

3. Return to the Safe Escrow service 

in 360 and follow the steps for 

Sending an Update 

 

 

 

 

 

 

 

 

 

 

 

NOTE:  Disbursements that are in a 

Held status in your ProForm order 

will not be placed on hold in Safe 

Escrow the first time you submit to 

them to create an order (see 

section: Creating a Safe Escrow 

Order).  

The Safe Escrow order must be 

created first, and then sending a 

subsequent Update to Safe Escrow 

with items that are Held will update 

that status in the Safe Escrow 

ledger. 
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Sending an Update 

 

If you make any changes to your ProForm order, including receipt and disbursement data, prior to disbursing 

funds, you must send the changes to Safe Escrow. 

1. From the Order Information screen, click 

the Actions button. 

2. Click Update 

3. In the Transactions screen, you can 

verify that any receipt and disbursement 

data changed in your ProForm order are 

visible on this screen. 

4. Update Medium selections, if necessary 

5. Enter or edit Memo content, if necessary 

6. Check the Final Ledger checkbox once 

your ledger is balanced and ready to 

disburse. 

7. Click Send 
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Printing Checks 

 

1. From the Order Information screen, click the 

Actions button. 

2. Click Print Checks. This will open the 

Transaction screen so you can send Safe Escrow 

current receipt and disbursement data from 

your ProForm order prior to printing checks. 

3. Click Send  

4. From the Order Updated message window, click 

OK. This will open the Print Checks screen. 

5. Select the checks that you want to print 

6. Click Print 

 

 

 

 

 

 

 

 

  

NOTE:   

 A Print window will open where you 
will be able to select the applicable 
printer and settings before printing 
your checks. 

 You can re-print checks by following 
the same steps above. 
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Releasing Funds 

 

Once Safe Escrow has received/matched incoming funds and processed the escrow disbursement, your status will 

change to “Ready to Fund”.  

1. From the Order Information screen, click the 

Actions button. 

2. Click Release Funds. This will open the 

Transaction screen so you can send Safe 

Escrow current receipt and disbursement data 

from your ProForm order prior to disbursing 

funds. 

3. Click Send  

4. From the Order Updated message window, 

click OK 

5. From the Release Funds screen, read the 

disclaimer 

6. Check that you have read the disclaimer 

7. Enter the Two-Factor Authentication code that 

you receive via text or Google Messaging. 

8. Click Send  
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Cancelling an Order 

 

1. From the Order Information screen, click the 

Actions button. 

2. Click Cancel Order 

3. Optionally enter a reason for cancelling 

4. Click Send 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE:  If you choose to enter a reason for 

cancelling, this will not be sent to Safe 

Escrow. This is for your reference only 

and will be displayed in the Order 

Information screen (under the Message 

column). 


