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Managing SoftPro Checks Transactions in SoftPro 360 

 

Submitting transactions to SoftPro Checks 

SoftPro Checks can be found under the service Market Place. Double click SoftPro Checks or 
highlight and click on the Submit button to submit a transaction to this vendor.  
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The SoftPro Check’s dialog will show basic information about SoftPro Checks.  Click Continue 

Shopping to proceed. 

 

The Product Catalog drop down box will allow you to select a product category.  Once you have 

selected the category a list of items will show below the category name. Select the item to see the 
product description, image, pricing and color choices available.  Click Add to Cart to purchase the 
item, or click Preview Cart to review your current selections. 
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Click the Preview Cart button to review your current cart selections.  Please use the same order for 

the next 3 screenshots; it’s a bit confusing to see 1 item here and 3 in the next two. 

 

Some of the items in your cart may require additional information.   Items in your cart that do not 

require any additional details will be reflected with a check in the Ready column.  Click the View 
Image button to see the visual image of your order.
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  Tip:  Any field that contains a red triangle in the top right corner as shown here is a 
required field. 

Note: Remember to select the signature requirements and stacking preferences, by clicking on the 

Signature and/or Stacking buttons.   

Once you have entered all of the required information, you may choose to Continue Shopping, 
Check Out or Cancel your transaction.  Click Check Out to continue to the next screen.  
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The Payment Information screen must have the required information in order to complete the 

transaction. Enter the Billing Information, Shipping Address, Credit Card Information and any 
Promotional Codes that you may have. Once you have entered the information choose Edit Cart to 
add additional items or modify information, Place Order to submit the transaction, or Cancel. The 

Home button will take you back to the SoftPro Checks welcome screen. Click Place Order to 
finalize your transaction.   
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A dialog will appear letting you know your transaction has been submitted successfully.  Click Finish 

to close the screen. 

 

Your transaction will appear as In Progress in the SoftPro 360 Queue.   

 

Receiving confirmation on your transaction 

Once your order has been accepted and processing has begun by SoftPro Checks, your transaction in 
the SoftPro 360 Queue will show a status of Completed. 

 

 

 


