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SOFTPRO 360 - SKYSLOPE NEW ORDERS USER GUIDE DECEMBER, 2021

December, 2021 New release

SkySlope is a web-based application used by Real Estate agents to send new orders to Settlement Agents
to open Escrow for real estate transactions. SkySlope currently sends an email with the property
address, buyer and seller names, buyer and seller real estate agent names and projected closing date to
the settlement agent. The integration between SkySlope and SoftPro 360 will replace email
communication and provide users the ability to seamlessly place orders for opening Escrow. The
Settlement Agent will receive/accept the request and open an order in SoftPro.

For instructions on setting up new Queue Views, please refer to the SoftPro 360 — User Guide on F1
help.

SkySlope New Orders 360 views should be set up as follows:

e Provider Equals SkySlope
e Service Equals Open Escrow Order
e SentTo Equals <users e-mail address>
Start Page & Query Editor: SkySlope IW X 4p

pRun [fsave s... X Delete i Pubic View

Property Operator Value

Provider
Serviee

SentTo

~ | Equals
Equals

Equals

SkySlope
Open Escrow Order

Joseph, white @softprocorp.com

411




SOFTPRO 360 - SKYSLOPE NEW ORDERS USER GUIDE

DECEMBER, 2021

Accepting the 360 Transaction

In the 360 queue, transactions awaiting acceptance will show with a status of NEW.

Queve

&) vext step I

Provider

@ views: SkySiope W 3 (3 8B Fiter: AlProviders

M- R

Service Status Linked Order Linked Profile Created By Created On

«
[10f 1 results at 1:32 PM
J55 My Work Items 2 Search Results | Zb Errors and Wamings | € Queve

Completed On Description

SySepe|open Esom Ovder ew || [sytemAdmst... |126/021 0:45a | |197Wisonbr, evportBesch,Crnge, h, 52660

Click the Next Step button and the New Order window will appear.

Choose a prefix or suffix (if required), a trust account
(if required) and the settlement type. Apply a
template (if required), then click the OK button.

The newly created order is now linked to the 360
transaction.

= Groups (X
A %]
Propetties
Settemertagerts ||
Other ]
Notes g

=]
=]
=]
Documents
FA  View Copy FleNi
== NHD A

smartview : bone

\VDFE o Live
New Order x
< Prefic v| s -]
SelecAll S SelectN ;
= SeledAll = SelectNond ———————————r

=

pettiement type:
O Commercial
® HUD-1

© Closing Disclosure

Orders/ Templates to copy

Order/Template

lson D 3
| Beach

2
el v
#52e (KB)  Transfemed

100%
D Reject | | Cancel
Help

& Review-2021120027 x
Z SelectAll = SelectNone | Jjif Field Codes New Order <> Order Search | Linked To: 2021120027 -
= Groups © Data
B Name Current Value New Value [
Properties -
Sett Agents Property[1)/Address 1 1487 Wiison Dr
Other Property[1)/Cy Newport Beach
Notes Property[1)/State cA 3
B Propetyl1yZo 2660
B4  Propery[1)Courty Orange 2
Property|1)/Property Type Resdential v
[} Documents
EA  View Copy Fie Name Fie Size (KB)  Transfemed
-~ NHD Report ) 100%
© Accept | @ Reject Cancel
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SOFTPRO 360 - SKYSLOPE NEW ORDERS USER GUIDE

DECEMBER, 2021

To link an existing order to the 360 transaction, click
Cancel on the New Order screen

On the Review Screen, click Order Search

Enter the order number to be linked to the
transaction and click Search

<

smartView : None

Prefix v Sufx
SelectAll = Seleci None
= — | Order number.
= Groups 2q
Trust account:
Al
Properties | Settlement type: O Cosing Disclosure.
Settlement Agents
Other O Commercia
Netes ® HUD-1
B orders/Templates o copy
Documents Order/Template
B Vew Copy FleN
=} Invoicq
Invoicq
= ivoicq

tshade
"2
-
#Size (KB)  Transfemed
| 100%
| 100%
] 100%
B Reject Cancel
veb | |

“
& SeledtAll = SelectNone | EE Field Codes New Order| «* Order Search |Linked To: =
= Groups 2 Data
N Name Curent Value New Value A
Properties .
Setementioerts Property[1)/Address 1 23 sweet shade 3
Other [ Propety[1yAddress2 add street 2
Notes Propety[1)/Cty Georgia
Property[1)/State L
Properyl1)Zp 2233
Property[1)/Block Block2 v
# Documents
View Copy  Fie Name Fie Sue (KE) Transiemed
%) Invoice 202 100%
=] Invoice-Copy(1) 593 100%
M A v 2 533 100%
(&) Accept &) Reject Cancal

=

L —

[ e ddetn
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SOFTPRO 360 - SKYSLOPE NEW ORDERS USER GUIDE

DECEMBER, 2021

Click to highlight the correct order in the Search
Results, then click OK. The OK button will be greyed
out until an order is highlighted

The order number will now show in the Linked To box

in the upper right corner of the Review screen

If the order is to be accepted, click ACCEPT to import
the data into the new order.

Verify the escrow number and escrow officer is
correct. This information will be sent back to SkySlope
to inform them that the order has been accepted.
Add notes (if necessary) and click OK.

The data has now been imported into the new order.

Be sure to save the new order.

Search Results

[ 2022010049

Order Number  Setiemert Dats  Oder Siatus  Froject Name  Adcress

i process

ay
123Main St Dalls TX

Qute

Z County  Lender Name  Buyer Name
75001 Dalss Bob Buyer
>

oK Cancsl

[

) SelectAll = SelectNone | [il§ Field Codes

New Order <> Order Search | Linked To:

2022010049

= Groups 2 Data
N Name Cunent Value New Value A
Propesties . o = 5
SettementAgents [ Property(1)/Address1 123 Main Street 23 sweet shade
Other Property[1)/Address2 add street 2
Hotes Property[1)/Ciy Dallas Georgia
Propeny{1)/State e FL
Fropety(1/2p 75001 12233 B
Property[1)/Block Block2 ~Hkd
Documents
B Vew Copy FileName Fle Size (KB)  Transfemed
Invoice 202 100%
= Invoice-Copy(1) 593 100%
Invoce2 593 100%
smartView : Open Order @ Accept | | @ Reject | | Cancel
S SelectAll = SelectNone | il Field Codes | 7 New Order <> Order Search | Linked To: 2021120027
= Groups J Data
] N Jue &
Provities @ SoftPro 360 - Accept Order X -
SettiemertAgerts  kdd
Other Order has been Accepted. Please verify the Escrow Beach
Notes Number and Escrow Officer below and correct if
necessary.
Escrow Number: 12021120027
Escrow Officer:  [loseh Whie o v
Documents [7] Add to ProForm Notes
1 View Copy Fie Notes: Size (KB) Transfemed
%] NHD 100%
oK
Cancel

The 360 transaction status is now updated to COMPLETED. The transaction is complete.

Provider
- SkySlope

Service
Open Escrow Order

J 8 |Fiter: AlProviders

Linked Order
Completed 2021120107

Status

Linked Profie

Default

System Administr

Created On

12/13/2021 12:43AM | 12/13/2021 12

SentTo

namithaPerson1@fnf.com

Desaription

23 sweet shade, add street 2, Georgia, Duval, FL, 32...

Transaction Number

410060-60-211213-358178

1 of 1 results at 8:31 AM

@ My Work Items| 3 Errors andWamnings|@) Queue
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SOFTPRO 360 - SKYSLOPE NEW ORDERS USER GUIDE

DECEMBER, 2021

Rejecting a SkySlope Order

If the order must be rejected, click REJECT. C
& SelectAll = SelectNone [l Field Codes New Order «* Order Search m
= Groups 9 Data
N Name Curent Value Mew Value A
:;ﬁ:‘:;‘;m 2 Propety(1)/Address1 123 Main Street 23 sweet shade
Other Property[1)/Address2 add street 2
Motns Property[1)/Ciy Dalas Georgia
Property[1)/State T® FL
B Fropety(tyzp 75001 323 ]
Propeny{1)/Block Block2 3 v
Documents
B View Copy FieName File Size (KB)  Transfemed
Invoice 202 100%
=] Invoice-Copy(1) 593 100%
Invoice2 593 100%
smartView : Qpen Order © Accept | | Reject Cancel
<
& SelectAll = SelectNone [ Field Codes J New Order + Order Search | Linked To: 2021120029 .
The Reject Order window appears. The rejection reason | = oo ) oaa
N B4 MName Cusment Value New Value A
is required, and the YES button will be greyed out until emors || B ol g .
H . . Motes
a reason is entered. Once the reason is entered, click =
L . 2 =
YES and the rejection reason will be sent back to i "R
Documents
SkySlope. Information from SkySlope will not be @ ver o et 1 Sy
= NHO | 100%
imported into the order. -
© Accept Cancel
The 360 transaction status is updated to REJECTED
Queue 2 ox
ews: . i | o B Fiter: All Providers Z L
Provider Service Status Linked Order LUinked Profile Created By Created On Completed On SentTo Description Transaction Number
- SkySlope Open Escrow Order Rejected System Administy... 12/7/2021 L.OSPM joseph. white@softproco... 1487 Wilson Dr, Newport Beach, Orange, CA, 92660 410060-60-211207-357480

1 of 1 results at 8:35 AM
(33 My Work Items |34 Errors and Warmings |, Queue

Setting up Work Lists

To monitor SkySlope New Orders transaction for all users in an office, a Work List can be created.

For instructions on setting up Work Lists, please refer to the Work List — User Guide on F1 help.
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SOFTPRO 360 - SKYSLOPE NEW ORDERS USER GUIDE

DECEMBER, 2021

On the Select Work List Source pop up, choose SoftPro

360 and click OK

The Work List should be set up as follows

Provider Equals
AND  Service Equals
AND Linked Order Equals
AND SentTo Equals
OR Sent To Equals

Repeat the OR statement as many times
as needed to include all employees who
will receive orders

When all desired employees have been
added to the Work List, hold the SHIFT key
and click to highlight all Sent To lines, then
click the Group button to group them
together

Select Work List Source

._ %I Select a work st source from the list below.

X

Group Deposits
Ledgers

Order Tasks
Orders

Pfd Files
Pro1099 Records

P Instances
| SoftPro 360 |
ransactions

SkySlope

Open Escrow Order
<leave blank>
<users e-mail address>

<users e-mail address>

Start Page New Work List 1 [Edit]* x
53 Run = (& Options
And/Or Field Operator Value
Provider = SkySlope
And Service = Open Escrow Order
And Linked Order =
And SentTo = dani.schneider @ticortitie. com
Or SentTo = kristi.burke @ticor titie.com
» Or SentTo = pam. koep @ticortitle.com
e Clickhereto add aclause
Start Page New Work List 1 [Edit]* X
S Run a 3= =x|[E (% Options
And/or Fiel Group Operator Value
P""‘J Group Clauses SkySlope
And 1 Open Escrow Order

Sery
kl‘() Press F1 for more help.
Lini
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SOFTPRO 360 - SKYSLOPE NEW ORDERS USER GUIDE

DECEMBER, 2021

Next, click Run to initiate the query

Start Page New Work List 1 [Edit]* x
-u' = (& Options
And/Or Field Operator
Provider =
And Service =
And Linked Order =

SentTo =
SentTo =

SentTo =

Value
SkySlope

Open Escrow Order

dani.schneider @ticor title.com

kristi.burke @ticor title.com

pam.koep @ticortitie.com

The Work List Results will populate. Clicking Options icon in the transaction bar will display the

organization of the columns and sort options.

_; Options

Work List Results: 4 items found (0 currently selected).

(il Save Results g Refresh

Status SentTo Description Transaction Number Provider Service

New kristi.burke @ticortitle.com 803 North Ave, Spokane, Spokane County, WA, 99207 910054-00-220131-999739  SkySlope Open Escrow Order
New kristi.burke @ticortitle.com 2119 Sycamore St, Spokane, Spokane County, WA, 99217 910054-00-220131-999743  SkySlope Open Escrow Order
New Dani.Schneider @ticortile.com 1609 11th Ave, Puyallup, Pierce County, WA, 98371 910054-00-220125-686959  SkySlope Open Escrow Order
New pam.koep @ticortitle.com 1016 Railroad Aly, 404, Spokane, Spokane County, WA, 99201 910054-00-220224-407074 SkySlope Open Escrow Order

NOTE: Orders can be worked directly from the Work List results by double

clicking on the order

Clicking the X on the New Work List tab (or SR New WorkList1 [edr
. . &3 Run e o [: (% Options P
CTRL + S) will prompt the save function for P e (coxc) ———— Ve
the Work L|St. Provider = SkySlope
And Service = Open Escrow Order

Click Yes on the Save Changes pop up

SoftPro Select X

?/ Save Changes?

Would you like to save the changes for 'New Work List 1
[Edit]'?

Mo Cancel

Page 10|11




SOFTPRO 360 - SKYSLOPE NEW ORDERS USER GUIDE DECEMBER, 2021

Name the Work List and choose to save it as My Save Query As
Work Lists or Shared Work Lists, then click OK Name:

| SkySlope New Orders!

Select the query location:
® My Work Lists
ltems in this location are only available to you and are not seen by
other users

() Shared Work Lists
ltems in this location are available to other team members in your

current profile.

- o] o

The Work List will now show as a saved Work List

under the chosen category Work Lists

™ Work Lists
v @ My Work Lists
I iZ| SkySlope New Orders |

v [ Shared Work Lists
@ Ledgers with Balance - By Branch
@8 Ledgers with Balance - By EO
#F Ledgers with Balance - By Operations

11| 11




