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History
Date Version Details
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11/12/2024 Update to Delivery Method options
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SoftPro Sign - eClose provides an electronic closing fulfillment process for all parties to a transaction. Key
benefits include secure electronic document delivery service and industry standard MFA consumer
authentication, automation and manual work-flow support.

SoftPro users can create an e-sign package in SoftPro 360 and send it to SoftPro Sign - eClose, where
recipients can log in from any location to complete the e-signing process. Once the signing process is
completed by all the recipients, SoftPro Sign - eClose returns the e-signed package to 360 where the
package can be imported to the linked order. 360 also supports Delivery with Consent and Delivery only
delivery methods offered by SoftPro Sign - eClose for secure document delivery and audit trail
documentation.

SoftPro Sign - eClose has been globally deployed and can be added to your Services menu at any time.
However, an active account with Black Knight for SoftPro Sign - eClose is required to use the SoftPro 360
integration. Contact SoftPro for more information. Also, be prepared to provide your SoftPro 360
Customer Serial Number which you can find on the About SoftPro 360 screen in ProForm.

About SoftPro 360 *

SOFTPRO @

Support Information

Registered user:

J60318\melissa.taylor@softprocorp.com

IC.u stomer serial number: 360318 I

SoftPro 360 version: 3.1.30805.117F

Server address: hitps /istaging.softprohg.com/
Security address: hitps./istaging.softprohg.com 444/
Connection status: o 0K

Clear cache

5 SoftPro. Al rights reserved oK

Currently only the use of Microsoft Edge and Google Chrome (i.e., Chromium based) are supported
browsers
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Launching eClose

Select

From the 360 > Services menu, double-click SoftPro Sign -
eClose located under the Settlement Services folder.

Standard and Enterprise

From the Services button on the ProForm toolbar, select
Settlement Services and double-click SoftPro Sign - eClose.

Services
Submit Abaout

[ ||/ Add-Ins
| Development

SoftPro Sign - eClose

. Submit About

El- L) Add-ns

- @ SoftPro - Pra1093 Updater

@ UPS - Shipping

E-|}, Developmert

-~ @ SmartView - Order

- @ SoftPro - Automation Test Produet
B~ QA

- @ Development - 360 Order Model

- @ Development - InboundPayload

Order Linking

The active ProForm order is automatically
linked to the SoftPro Sign - eClose service. If
more than one ProForm order is open, the
top order is linked.

E1-[| Settlement Services

Bl 1 SoftPro Sign - el

R=

e ——

ProForm ProTrust SPImage

m ’D/ é % a My Screens

“ Order History
Register Checdist Tasks Requested Tasks MNotes

ProDesign Pro1099

Quick Links

Start Page [ Order 12-34-22 TEST Order 12-33-22

General

520|125 @

- Jb Expr

SPAdmin 360 Order

,) /ﬁ Document History

& Field Code Browser

Documents  Attachments

Documents

X Order 12-32-22 TEST

Active order is linked
fo Softpro Sign

File Reports View Documel\tM* Tools Services Support Window Help

LR = £ g

[ EXPEDITECLASSOL.PFD (M

Lo o w B o FE

Folder) - [STD.21.0 - 10/31/2017]

General

Scresns

~ 2018070015.PFD (Main Folder) - [STD.21.0 - 10/31/2017]

1) Settle|
2) File N[

General | Order Tracking | Tille Insurance | CDF | NC Bar Foms|

Screens

3) Buyer
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If no order is open, the Order Linking screen opens for you to Order Linking ==
enter an order number manually. ERRE

rEnter arder

et B __{_."'1 number here.
|

[ ok | [ canmcel |

LogIn

SoftPro Sign - eClose uses a Single Sign-On (SSO) process to authenticate SoftPro 360 users when the
SoftPro Sign - eClose service is launched. As a result, you are not required to enter your SoftPro Sign -
eClose user email and password.

Instead, your SoftPro 360 email address is sent automatically when you launch SoftPro Sign - eClose.

Your Softpr‘o 360 ema|l address can be V|ewed |n ProForm PraTrust ProDesign Pro10s9 SPImage sPadmin 360 Order
i i OO T @ O 9O >
the AbOUt bUtton In the 360 Rlbbon' Queue Services Search | Administration Login  Logout | Information Help fAbout || Publish  Website
Transactions Security Resources Live
e Start Page Order 12| About SoftPro 360 X &

» o | SOFTPRO @

Order Information

Status

o o Support Information

SoftPrg
Sales Contract & Earnest Mo

Notary & Acknowledgment
Deed

Registered user:

36031gimelissa.taylor@softprocorp.com | Order 4

Produc|

affidavit Customer serial number: 350318
Invaice SoftPro 360 version: 3.1.30805.117 Policy
Or in the Services menu in Standard and Enterprise. [Services | Support Window  Hel

SoftPro 360 Console
Administration
Login
Logout
Help
Add-Ins 4
Development 3
Legacy 4
QA 8
Settlement Services 3
Tax Services 3
Title Services 3
Tools 4
Underwriter Services 3
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Registration with SoftPro Sign - eClose required

The SSO process requires you to be registered as a user in SoftPro Sign - eClose. If you are not

registered or if your SoftPro 360 email address is different from the email address in your SoftPro

Sign - eClose account, a message displays when you launch the service stating it doesn’t recognize

your email address. SoftPro 360 X

If this message is displayed, contact SoftPro to verify
your SoftPro Sign - eClose registration.

Customer Serial Number combination.
Please contact your SoftPro Sign administrator to verify your
SoftPro Sign registration.

e SoftPro Sign doesn’t recognize your email address/360

Creating a Package

Launching the SoftPro Sign - eClose service opens the
Package Management screen to allow you to view and
manage any packages that have been submitted for the
linked order.

Selecting the Add button opens the Delivery Details
screen where a new package can be created.

If an existing Package has a Pending delivery status, a new
package cannot be added.

If no packages have been created for the linked order, the
Delivery Details screen automatically opens.

& SoftPro Sign - 12-33-22 TEST

SOFT@Q%X

Package Status

Pending

Recall/ Delete <
Close.
@ SoftPro Sign - 12-33-22 TEST X
Package Management SOFTPE?’\/

' Apackage eannot be added because another package is
/1" waiting in SoftPro Sign to be sent to the recipients. Please
* wait until that package has been Delivered to the recipients
and try again.

Focal Dae ¢
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In the Delivery Details screen you can configure the
package name and from whom it is to be sent.

If applicable, and your SoftPro Sign - eClose account
allows, you can also configure the operation or branch
sending the package, the delivery method, the package
expiration date and whether it will be printed and mailed
to a recipient if the e-sign delivery process expires.

Package Name

& SoftPro Sign - 12-34-22 TEST

Delivery Details

SOFTEg%;x/

Package name I

B

[ Package to be sentfrom: | <Cheek and select if someone other than you=

Operation/branch: Heidis BK Testing

Delivery method. eDelivery with Closing

Packageisin View Only  [01/28/2022 @~ | [02:44PM
mode until

Package delivery expires:  [01/20:2022 [~ | [03:52PM

A Package Name is required as indicated by the asterisk . When you enter a name, the asterisk %

disappears and the Next button is enabled, allowing you to proceed to the next screen. The Package

Name must be unique for the linked order.

Package Message

The message —# icon allows you to add a package-level

message.

Refer to the Messages section for more details on

handling messages.

Package Sent From

@

Delivery Details

Package nam| & Message - TEST

Package I
[ Package achage Hessage

[This irformation is for an upcoming dlosing. Thank you!l

Operationibrag

Delivery methi

Package is in * Message limited to 4000 characters.

mode until

Package deli

Save Clear

Next Cancel

When a package is ready to be viewed or signed, or is about to expire, SoftPro Sign - eClose sends an

email to the Recipient. The full name, email address and phone number appear in the signature block

for the person from whom the package is sent. See the Appendix for examples of these email

notifications.

Select

10
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The package is sent from you unless the
Package to be sent from check box is checked.
When checked, the drop-down list displays the
name and email address of the Escrow
Officer/Closer, Pre-closer/Escrow Assistant and
the Title Officer, if those people have been
added to the linked order.

If one of these people has been selected for a

&) SoftPro Sign - 12-34-22 TEST

Delivery Details

SOFTP%;)%

Package name;

Package to be sentfrom: |Ellen Escrow (ellen escrow@outlook com)
Ellen Escrow (ellen.escrow@outiook.com)
Amy Assistant (amy assistant@outlook.com)
Tammy Title tammy.title@outlook.com)

Cperation/branch:

Delivery method: eDelivery with Closing ~

X

package that selection persists for the next package added for the linked order.

Standard and Enterprise

SoftPro Sign - eClose requires an email address for
this feature. Standard and Enterprise only handle
the name for the officer and closer fields. When
launching SoftPro Sign - eClose from Standard or
Enterprise, a message displays stating Escrow
Officer names and/or email address is missing in
the Order.

SoftPro 360

l L Escrow Officer name and/or email address is missing in the Order.

==

Selecting the OK button returns you to the Delivery Details screen, and the Package to be sent from

check box is disabled.

Operation/Branch

In the SoftPro Sign — eClose Admin module, a user is assigned to one or more Divisions. These Divisions

are displayed in Operation/branch drop-down of the Delivery Details screen: If you have only one

Division assigned to you in SoftPro Sign - eClose, then only one Operation/branch is displayed in the

drop-down.

@ Erve User Dotass

B) Assion Divisions 1o User

alact

Assign User Divisions Package name:

- [ Package 10 be senttrom: | <CReck and S8lect f S0MEcHs ofer Ran you =
Angels BK Testing Division
> ]

Taybor

© SoftPro Sign - 12-34-22 TEST

Delvery Detass

TEST -

Operatonbranch Heicks BK Tesng

Engels EK 185803 Dasian
]

11
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The Operation/branch selected determines the Delivery methods and other features you are permitted
to select.

For smartview Users: If smartview is linked to the ProForm order, and more than one Division has been
assigned to you, the Operation/branch drop-down defaults to that of the Escrow Officer in the ProForm
order, provided the Escrow Officer’s email address in Select matches the Escrow Officer’s email address
in SoftPro Sign - eClose.

Delivery Method © seko S 42524080 P
- SOFTP%;_)N
360 supports two SoftPro Sign - eClose delivery /
methods: C— e | &
° eSign [ Package 1o be sent from. <Check and select if someane other than you

Operationbranch Angels BK Testing Division ~

eSignatures on documents only. Does not — = 5
allow for eNotary or wet signatures I
e RON (Remote Online Notary)

Includes the ability to send a combination of

Fackage delivery expires:  |0B02iz024 [+ | [11244M

documents such as eNotary, Print & Sign (wet

signature), and eSign Nest | [ Canom

The Delivery methods for an Operation/branch are set up by Black Knight’s customer implementation
team and are displayed in the Delivery method drop-down.

Package Expiration

Setting the Package Expiration Date
e Required for eDelivery with Signature, eDelivery with Consent and eDelivery with Closing

e Default expiration dates and times are set up for an Operation/branch by Black Knight’s
customer implementation team.

12
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The earliest expiration date, latest
expiration date and default
expiration date and times are
displayed in the Package delivery
expires date picker.

If permitted for the
Operation/branch, you may change
the Package delivery expires date
from the default date displayed.

If not permitted for the
Operation/branch, the date picker is
disabled, showing only the default
package delivery expiration date and
time.

{, SoftPro Sign - 12-34-22 TEST

Delivery Details

Package name

SOFTP%;)?,V

x

1=

[] Package to be sentfrom: | <Check and select if someone other than you =

Operation/branch

Delivery method.

Package delivery expires

Heidis BK Testing

eDelivery with Signature

Ve
ouzezozz [O+] [p3szem |

January 2022
unMon Tue Wed Thu Fri

! Latest date option \

3 AN

Earliest date option

Default date
r

Cancel

12
[ Today: 1/26/2022 l§

& SoftPro Sign - 12-34-22 TEST

Delivery Details

Package name

Operation/branch;

Delivery method

Package delivery expires:

SOFTP%Q%X

|*u'.‘-

O Package to be sentfrom: =Check and select if someone other than you.>

Angels BK Testing Division

N

eDelivery with Consent

Disabled for Angels
BK Testing Division

Cancel

13
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Adding a Document

Selecting the Next button on the Delivery Details screen opens the Document Selection screen.

e Browse opens your desktop browser. Double-clicking a selected document adds it to
the Documents grid.

&, SoftPro Sign - 12-34-22 TEST

e Attachments opens: SOFTP "
o Smartview folder tree ang | Pocument seiection OFT 2%,\/
documents list for Select/smartview

Documents in this package

users,

Name Size Message

o Attachments folder tree and | |sameamdaateuen ooswe L4
. Name Affidavit (Seller) 0.05MB gl
documents list for Select users, and
o Attachments documents list for

Classic users.

e Documents opens the SmartView folder for
ImpaCt users- Browse Documents Rename Delete
T l * Document with more than 250 pages may cause the package submission to fail.
. \_/ \_/ allows you to change the order of

Back Next Cancel

the documents as they will appear to a

Recipient.

Renaming and Deleting a Document

e Rename opens a dialogue box for you to Hame E

Name Affidavit (Buyer) 0.05MB bg
enter a new name for the selected Name Aficavlt (Seler) 00sME 4

SoftPro 360 X

ize Message

document.

e Are you sure you want to delete the document?

e Delete removes the selected document from
the package. A message box opens to Cance

confirm that you want to delete the
dOCU me nt Browse Attachments Documents Rename

* Document with more than 250 pages may cause the package submission to fail.

Back Next Cancel

14
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e SoftPro Sign - eClose requires each document to SoftPra 360 x

have a unique name. If youtry to add a document
The document name ‘Mame Affidavit (Seller). pdf’ already
| exists, please choose a new name,

with the same name a message displays stating
same.

e Clicking OK closes the message box :
Name Size Message
and opens the Rename Document Nams Afidavi (Seler) ooskE [y
Name Affidavit (Buyer) @ Rename Document b4 0.05MB by
dialogue box to allow you to change e
the document name and add it to the T
grld oK Cancel

Adding a Document Message

Selecting the message % icon adds a message that is SOFTP
. . . . . Document Selection Z -
displayed to all Recipients signing the document. 2;7)‘"’
Bcopcnlii e Message Jerme Afficeuit (Buyer) | X
See the Messages section for more information. o —
Explanatory message to display for this document: (M
::::;:Tr:::’:f( Please note the name change to this document. Thank you!
1
“ Message limited to 4000 characters
Save Clear Cancel
Browse Attachments Documents Rename Delete
* Document with more than 250 pages may cause the package submission to fail
Back Next Cancel
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contacts % SoftPro Sign - 12-34-22 TEST X
Recipients SOFTP%’\/i
Selecting Next on the Documents Selection screen Selectwho sl receie he dosumens.
.. . . select| So01act Name Wissinginfo | Message
opens the Recipients screen which displays the names & - R =
O 0 Enanna viagen =
of the individual Buyer/Borrowers and Sellers, the c Elen Excon & =]
Corporate officers/signees for Organization 3 o 5
[m] Donna Jones =)

Buyer/Borrowers and Sellers, and the People for all o Sam onss =
other Contacts in the linked order.

= Atleast one Recipientis required to submit a Package.
Missing Info
A person may not have sufficient information in the ¢
. F -
linked order to send a package. The &4 icon Recipents SOFTP%%N-
indicates that required information is missing. You St b should e e decumants
will not be able to select that person as a Recipient et Cote. Hame Wissinginlo | Wesszge

O .:. Sarah Brown =
for the package or add a message for that person el - e e
until the required information entered in the linked = &ffin tarow | <1

O First Name. Ellen :-4
Order' O Middle Name: | e

O LastName: Escrow =

. . é‘r‘lr?;\,\( Address: ellen escrow@outlook com
Clicking on the Name of a person opens an Steetacdiess 123 Main St
City / State / Zip Raleigh, NC 27609
information box and identifies the missing e i =
. . . . . eastong The missing data is required for the type of delivery service requested
information with an asterisk %.
Cancel

All packages require Recipient’s First Name, Last
Name, Email Address (correctly formatted) and a Cell or Home Phone number.
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Selecting a Recipient

At least one Recipient is required to submit a package |*
to SoftPro Sign - eClose. Selecting a Recipient enables

the Next button.

Recipient Message
When a Recipient has been selected, the message

—# icon is enabled, allowing you to send a
message to the Recipient.

Clicking the Save button closes the Message box.
The 2 icon indicates that a message has been

saved.

Recipients

Selectwho should receive the documents.

SOFTP%Q?,\/

Contact
Code

D s=czh Brovn

@
o
a

Name

MissingInfo | Message

& Message [Sarah Brown |

Message for

ipient

x

DDDDD_\IE

Please let me know f you have questions. Thank youl|

&&5&&&&!

* Message limited to 4000 characters.

Save

Back Next Cancel

& SoftPro Sign - 12-34-22 TEST

Recipients

Selectwho should receive the documents

X

SOFTP%;)?N

Contact
Code

n Sarah Brown
O “ Bryanna Vidden
r Ellen Escrow
1 Mark Monrae

Select Name

Missing Info | Message

[e]

gl

(=3

gl

Lgl

SoftPro Sign - eClose provides three levels of messaging for a package:

e Package level: viewable by all Recipients

e Document level: viewable by the Recipients signing that document

e Recipient level: viewable only by that Recipient

Entering a message, enables the Save and Clear buttons.

e Save - saves the message and closes the Message box. When a message has been saved the

message icon changes to

e Clear - deletes the entire message without the need to manually delete it.

e Cancel - closes the Message box without saving any changes.

NOTE: If a saved message is opened, changing the message enables the Save button, and the
Clear button deletes the message entirely. When a previously saved message has been

cleared, the Save button saves the empty message and the message icon returns to =% .
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Assembly
Selecting Next on the Recipients screen opens the =~ |& s wems SOFTP x
Assembly screen. This screen displays a grid with foeomy %\,

the selected Documents and Recipients_ Indicate which documents each recipient should receive.
TR T Sarah Brown Bryanna Vidden
Name Affidavit (Buyer)

All documents and recipients
checked by default

Back || MNext | [ Cancel |

Each document must have at least one recipient checked and each recipient must have at least one
document checked.

If a recipient is not checked and at least one & setreSon 122 ST SOFT *
document checked, the Next button is disabled fasemiy %"
and the problem cells are highlighted. Incicate which documents each reciplent should receive.

If no Recipients will be viewing a document or a
Document doesn’t need to be viewed by any
Recipient,

e C(Click the Back button to return to the

Recipients screen where you can unselect | ™5 eammmanmeaosons e st
the Recipient IE| fiEs ||;£'

-Or-
e Returntothe Document Selection screen where you can delete the Document from the package.
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Selecting the Next button on the Assembly screen,
opens the Edit and Submit screen.

This screen displays the Delivery Details, Recipients,
Documents and Assembly you selected. Selecting

the Edit &
where you can make changes.

icon next to a heading, opens that screen

Selecting Next through the wizard screens returns
you to the Edit and Submit screen.

& SoftPro Sign - 12-34-22 TEST X

SOFTP%Q?A/

Delivery Method: eDelivery with Signature
Sentfrom: Melissa Taylor
Template Mapping Method:Manual mapping after Submit

Edit and Submit

Delivery Details

Package name: TEST

Expiralion date:  01/27/2022 04:05 PM
Operationibranch:Angels BK Testing Division

Recipients:
Sarah Brown
Bryanna Vidden

Recipients/Assembly o
Bryanna Vidden
Sarah Brown

Documents
Name Affidavit (Seller)
Name Affidavit (Buyer)

Signing Order.

1 All Recipients

Back Submit Cancel

Signing Order

By default, a package to be e-signed is sent so that each
signer receives notification of the e-sign package at the
same time. The Signing Order section appears only for
Delivery with Signature Delivery Method.

Signing Orderg

the

When the Signing Order is 1 for all Recipients, each
signer can access and complete the e-sign process
at any time, independent of whether another signer
had completed his or her e-sign package.

The Signing Order can be changed by selecting the

Edit & in the Signing Order section of the Edit and
Submit screen. This opens the Change Signing

& Change Signing Order

For recipients to receive their documents:

* Atthe same time: leave all numbers in the Crder column at their default setting of 1.

* One at a fime: the first recipient to receive documents should be given a 1, the next
a 2, and so on. Recipient 2 will not receive documents until recipient 1 is done.

Order screen.

Name Order
Sarzh Brown 1 ~
Bryanna Vidden 1 w

Save Cancel

If you change the signing order
using the Order dropdown and
select Save, the changes
appear in the Signing Order
grid of the Edit and Submit

Q, Change Signing Order

For recipients to receive their documents:

* Atthe same time: leave all numbers in the Crder column at their default setting of 1.

* One at a time: the first recipient to receive documents should be given a 1, the next
a 2, and so on. Recipient 2 will not receive documents until recipient 1 is done.

Name Order
Sarah Brown 2 ~
screen.

Bryanna Vidden 1 ~
Signing Orders
1 Bryanna Vidden
2 Sarah Brown

Save Cancel
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At least one Recipient must have a signing
order of 1, and there must be at least one
number entered for each number from
the highest number downto 1. If asigning
order number is missing, when you click
Save, a message displays identifying the
missing signing order number.

In this example, the signing order is corrected to

show the second and third recipients indicating they

cannot sign until the first recipient signs.

Submit

Selecting the Submit button sends the package to

SoftPro Sign - eClose.

@

For recipients to receive their documents:

* Atthe same time: leave all numbers in the Order column at their default setting of 1

| * One at a ime: the first recipient to receive documents should be given a 1, the next
| a 2, and so on. Recipient 2 will not receive documents until recipient 1 is done.

Name Order
Sarah Brown 1 ~
Bryanna Vidden 3 ~
Sam Jones 3 ~
SofPro 360 *
There must be at least one number entered for each number
! from the highest number down to 1. No recipients are
assigned for signing order(s} 2., e
ncel
F

©

For recipients to receive their documents:

* Atthe same time: leave all numbers in the Grder column at their default setting of 1

| * One at a time: the first recipient to receive documents should be given a 1, the next
| a 2, and so on. Recipient 2 will not receive documents until recipient 1 is done.

MName Order
Sarah Brown 1 ~
Bryanna Vidden 2 ~
i Sam Jones 2 ~
! ~ ~
i Correct Signing Order
!
; Save Cancel

<

Edit and Submit

SOFTRE%;Lf

Delivery Method: eDelivery with Signature
Sentfrom: Melissa Taylor

Delivery Details

Package name: TEST

Expiration date:  01/27/2022 04:05 PM
Operationf softpro 360

ubmit

Recipients|
Sarah Bro
Bryanna Vi

Sam Jone: . ® Please wait while your package is being sent to SoftPro Sign.

Documentf lembly o

), Sam

Name Afidawesenery T

Name Affidavit (Buyer)

[Jones
Sarah Brown, Sam Janes

signing Order.
1 All Recipients

Back Cancel

20




SOFTPRO SIGN - ECLOSE USER GUIDE 11/12/2024

Once a package is submitted to SoftPro Sign - eClose, the Package
Management screen opens displaying the details of the package.
If you have been re-directed to the SoftPro Sign - eClose website

to complete the signature templating, the

Package Management screen remains open in 360.

& Dpelivery
& Recipients

© Documents

Recipient 3 - Title Agent 1 Reciplent 3 - Title Agent 1

The 360 Queue displays the transaction details. The Description field displays the Package Name and

the Package Expiration date and time.

Views: Active Order - 4 [ 88 Fiter: Al Providers

Service Status Linked Order Linked Profile ted By Created On Completed On Description Transaction Number

@ SoftPra Sign eSign InProgress 12-34-22 TEST Default Melissa Taylor  1/26/2022 12:31PM 12-34-22 TEST; 1/29/2022 1:32PM 360318-30-220126-149128

The status field will display one of the following statuses:

In Progress: A package has been submitted and is waiting to be viewed or signed by all Recipients.
Ready: An eSign or RON package has been signed and returned.
Completed:
o ForeSignand RON, the returned package has been reviewed and accepted into the linked
order
Rejected:
o For eSign or RON, one of the Recipients has opted out of viewing the package in
Expedite™ causing the package to be rejected for all Recipients
o For eSign or RON one of the Recipients has consented to view the package but has
declined to esign a document
For any Delivery Method, a package fails to post successfully in Expedite™
The Recipient who has opted out of the e-sign process or declined to e-sign a document
will is displayed in the Transaction Log.

Canceled: The transaction has been Deleted or Recalled by a 360 user.

Processing: An error has occurred. You will need to contact SoftPro support for assistance.
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e You can access the Package Management screen by double clicking on an In Progress

transaction or selecting the Next Step button.

e You can cancel a transaction from the 360 SIEE
. . @ Next step | € Views: Active Ord - i
Queue by selecting the transaction and the B [viors: jctive Ovdr PR

L =8 . Provider Service Status Linked Order
clicking the Cancel © icon.

In addition to providing the transaction status for a package, 360 also provides the delivery status as
reported from SoftPro Sign - eClose. You can track the progress of a transaction by viewing the
current status in the Package Management screen or by viewing the history of the package’s progress
in its Transaction Log.

Double-click an In Progress transaction in the [g swwesign-zaezms X
360 Queue or click the Next Step button 0pens | sackage sanagement SOFTP%Q ]

the Package Management screen to display 7’\/

the 360 Status and the Package Status. ssmteer e 1251 o rogass oohargs 1oz vsar |

SoftPro Sign - eClose updates the Package 360 Transaction Status

Package Delivery Status

Status as Recipients access, view, sign and

complete a package.

The following delivery statuses may be displayed for a package:

e Pending: An eSign package has been submitted to Expedite™, but the

package hasn’t been sent to the Recipients for signing. This may be | ., .
because a 360 user hasn’t completed the signature templating or

that the signature templating has been completed, but the 360 user hasn’t clicked Send Package
in Expedite™.
e Delivered
o eSign: The templates have been added and the package has been posted in
Expedite™ for delivery. If the Signing Order is 1 for all recipients, an email has been
sent to all recipients with a link to start the signing process. If the Signing Order is
not 1 for all recipients, then only the first Recipients(s) have received an email with
the link to start the signing process. The remaining Recipient(s) will receive an email
when the prior Recipient has completed the signing process.
Note: If you completed the templating in Expedite™ and sent the package for
delivery, it may take a few minutes for the status message in the Package
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Management screen to change to Delivered due to a delay in Expedite™ sending the
updated status message to 360.

e Viewed First

o ARecipient has viewed a document in the package.
e All Viewed

o All Recipients have viewed all the documents in the package.

e Signing
o eSign: At least one, but not all, of the recipients has signed the package
e Signed
o eSign: All Recipients have signed the package
e Expired
o eSign: At least one of the Recipients failed to complete the e-sign process before
the package expiration date and time.
e Declined
o eSign

Transaction Log

As 360 receives package status updates, they are also

Log - 360318-30-220126-149136 - O X

4 i i Created On Created By Wessage
sent to tfje packag.e s Transac.tlon Log. Opening the _
Transaction Log will show a h|5tory of the package as it 1/25/2022 34202PH | ehusenvice Operaion Updale requested
1/25/202233202PH | SoftPro Sign Package pencing delvey,
moves to C0mp|etI0n. 1/26/202233202PM | elynxsenvice Operation Update requested

1/26/2022 331:32PM m  Operstion

The Transaction Log will display the
Recipient’s name when that Recipient Views or Signs

Package delivered.

the package, or when the package is Declined.

-] V\Ews: Actve Order iz OK
Provider Service Status. Linked Order Linked Profile Created By Created On Completed On Description
e S e e N
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Viewing a Pending Package

If you have sent a package to SoftPro Sign | scftPro Sign- 12-24-22TesT

- eClose but have closed out of the Package Management

website without completing the

SOFTPQQ?NX

Signatu re templating, you can access Package Name Created On 360 Status  Package Status  Exp. Date View
the paCkage again by C|ICkII’1g the TEST 2 1/27/2022 1055 .. | Completed  Signed /3112022 1156 AM | 0
Vi El_'l . TEST 1/26/2022 3:31 PM | In Progress | Delivered /2712022 405 FM | 7

Iew Icon' 12-34-22 TEQT 12R2022 1231 In Proaress | Nelivered 1292022 1:32 PM =

Selecting the View [ icon for a Pending package opens your default browser to the SoftPro Sign -

eClose website page where you can continue adding signature templates to the documents.

NOTE: Viewing a package in SoftPro Sign after it has been posted for delivery, will be available in a future

release.

Canceling a Package

There are two ways to cancel a package in SoftPro
Sign - eClose. You can delete a pending package,
or you can recall a package that has been posted
for delivery to the Recipients. 360 handles this
with the Recall/Delete button on the Package
Management screen.

The Recall/Delete button is disabled for a selected
package if the 360 Status or Package Status
makes it ineligible or if the Operation/branch

configuration in SoftPro Sign - eClose does not
permit packages to be recalled.

L SoftPro Sign - 12-34-22 TEST

Package Management

SOFTP%Q?V

Package Name Created On 360 Status Package Status Exp. Date View
Teot> iamaca oo npogess Fenarg toomzz 2ot &
TEST 2 11272022 10:55 Completed Signed 11312022 11:56 AM @
TEST 1/26/2022 3.31 PM | In Progress | Delivered 1272022 4.05PM &
12-34-22 TEST 1/26i2022 12:31 In Progress | Delivered 1/29/2022 1:32 PM @

Add Recall / Delete

Close
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Deleting a Pending Package

When you select a Pending Package and the Delete
icon or the Recall/Delete button, 360 will display a
confirming message.

Selecting,

e Yes deletes the package and a message displays
stating same

¢ No closes the Recall/Delete screen

Deleting a pending package deletes the package
completely from Transaction Workspace in SoftPro S
- eClose.

Recalling a Delivered Package

a <

Recall / Delete

SOFTPQ;)?V'

Softpro 260-Delete Package

o Are you sure you want to delete this package?

o

SoftPro 360

ign

o Your package has been deleted,

Recalling a package in 360 operates the same way as deleting a package. A package canonly be recalled

if it has a 360 Status of In Progress. It cannot be recalled if the 360 transaction status is Rejected,

Canceled or Completed.

eDelive
A package can be with Y
recalled if it has a 360 .

: Signature .
transaction status of In eDelive eDelivery with Consent eDelivery only
Progress or a Package with v
Status as follows: :
Closing

Delivered ‘i/' q/' q/'
First View V’ J : w/
View Al Y X X
Declined J x N/A
Signed X N/A N/A

2
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When a delivered package is recalled, 360 displays a SoftPro Sign - 12-34-22 TEST

confirmation message.
o Are you sure you want to Recall this package?

Selecting Yes will recall the package in SoftPro Sign - eClose and 360 will display this message:

SoftPro 360 X
o Your package has been recalled.

Selecting No will close the Recall/Delete screen. In the SoftPro Sign - eClose website, a recalled package
will still be viewable in Transaction Workspace but will have a Recalled status. In the SoftPro Sign - eClose
website, a recalled package is still be viewable in Transaction Workspace but is displayed with a Recalled
status.

Importing a Signed Package
When a Delivery with Signature package Quewe

. . . (@ Next Step @ Views: [Pctive Order -ir |2 (5 88 |Fiter: All Providers
has been e-signed by all Recipients, SoftPro : _ =
Provider Service Status Linked Order

Sign - eClose sends the documents to 360, I == A s =

and the transaction status in the 360 Queue changes to Ready.

Double-clicking on the transaction or selecting
the transaction and clicking the Next Step button
opens the Review screen.

e All documents are returned in .pdf © Review - 12:34-22TEST *

format and are checked by default. Review SOFTP%Q?N

2 Documents

e Selecting i opens the document in your

View Copy File Name File Size (KB) Transfered
100%

default .pdf reader application. - Name Afidavi (Buyer) pof a2

e Selecting adds an image of the
document to your clipboard.

e Selecting Accept adds the documents to
the linked order’s Attachments or, for
smartview users, to the linked smartview

order.

@ Accept Close
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Once documents have been accepted into the linked order, the 360 Queue displays the transaction status
as Completed and the transaction can no longer be accessed from the 360 Queue. However, the

Transaction Log can still be opened to view the transaction history.

Workflow Automation is available in Select version 4.3.2 (4.2.41028.5) or higher. Automation for
SoftPro Sign - eClose transactions can be enabled to handle e- signed packages returned to 360. Only

users with SPAdmin access can create an automation process.

ProDesign Pro108s SPImage

Automation processes are created in SPAdmin by en) e ej@
clicking the Processes subfolder under Automation

and clicking on New Process Setup in the Processes w1

ribbon, or right clicking on the Processes subfolder P v gr — =
and clicking on New Processes.? s Tl

Drop-down Lists
Office Hours
Trust Accounting

4 [ Prdrom
*custom Fields

Processes

Name

SPAdmin

Management Console X

MITE-

Processes

360 Processes

Cates
360

A full explanation of the Automation process is beyond the scope of this User Guide. For more information, access
the Processes subfolder in the Management Console of SPAdmin, and click the F1 key to open the online F1 Help

guide for Select Automation.

To automate the acceptance of an e-signed package, set up

the Process as follows:

[# Automation Process Wizard

1. When e A

Then

a. A 360 transaction is updated St s hen

() Document is attached

b. And the service is Softtpro Sign — eSign O Specko doy andme e

| E ) Task is added or ufda‘ed When
(®) 360 transaction is updated|

T Select the Senvice
SoftPro Sign - eSign

/
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2. |If
a. The 360 transaction status is updated
b. And the updated status is Ready

3. Then
a. Perform a specific 360 action

b. Where the Service Action is to Save
Documents

¢. And the Service Action is Accept
Documents

Clicking the Finish button closes the Automation
Process Wizard and opens the New Automoation
Process screen to configure the Process.

Select the 360 category (optional), enter a Name
(required), check the Enable the Process check box and
click OK.

28

@ [F]  Automation Process Wizard

’ Vihen if Then
And fthese condions are met:
] 360transaction prout cortans specti
[ 360transaction provider reference name
[ 360transaction provider reference numbe
360 transaction status is
nt to containg snacifi
l 360transaction status s specfic value L] New
ransaction sub product contains spef Ready
[] Order hasthe follwing citeria [ Completed
[ Acode snippet evaluatestotrue [ Rejected
[ Canceled
Here's yournue so far |10 e
When a SoftPra Sian - ¢Sian 360 transaction
and 360 ersaction taus s specticnad | 3 TOSS
b O Updated
O Accepted
[ Suspended
[ Sending
T
@ [E Automation Process Wizard
’ \when I Then
Then do the folloning
S order Perform a 360 Action X
[ Perfom a specfic 360 action
i code snppel B4
v General
Senvice SoftPro Sign - eSign
Save documents ~
~ Service Adion Seitings
Accept Documents Accept Documents
SmartView Folder
Here's your e so far |
When a ScftPro San - c5ian 360 ransaction s updated
and 360 ransaction stelus s eady
then dothe folowing.
perfom a specic 360 action
Service Action
The action to pefom with the service.
oK Cancel
New Automation Process 7 s
General Other
Category: 360 >
Name: SoftPro Sign - Accept
Description: Accepts e-signed documents when status is Ready
Last Modified On:  (none)
Last Modffied By:  {none)
Rule Edit
When a SoftPro Sian - eSign 360 transaction is updated
and 360 transaction status is Feady
then do the following:
perform a SoftPro Sign - &Sign 360 action
Erabie ihis process
Conce || ront
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Appendix - Sample Emails
Email to Recipient: New Package

Heidis BK Testing Document Delivery Service - Electronic delivery of a package was successful for transaction 12-34-22 TEST

Heidis BK Testing <techsup port@bkfs.com >
To Sarah Brown

SOFTP%Q

Heidis BK Testing
SoftPro® Sign Document Delivery

Hello Sarah,

This email has been sent by Heidis BK Testing for transaction 12-34-22 TEST
You have been sent a signature package which requires your review and
signature

GN DOCUMENT

In order to complete the registration/login process to retrieve your documents
electronically, you may receive a one-time code via your mobile phone or landline
when you click on the link. By clicking on the link, you consent to receive
autodialed or prerecorded calls or texts to a mobile phone or landline, for
purposes of receiving one-time codes to access your account

If the link above does not work, please copy and paste or type the address below
in your browser's address bar:
https:/isoftprosign ctest1 expedite bkicloudtest com/signing/212946

If you have any questions about the contents of this package please reach out to:
Melissa Taylor

Heidis BK Testing

melissa.taylor@softprocorp.com

(919) 796-3351

This is an auto-generated message; please do not reply to this message. The
Heidis BK Testing document delivery service is powered by Black Knight

Email to Recipient: Package Expiration Warning

Heidis BK Testing Document Delivery Service - Timeframe for electronic signature is nearing expiration for transaction 12-27-22 TEST

Heidis BK Testing <techsupport@bids.com>|
Te Sarah Brown

SOFTPg%’v

Heidis BK Testing
SoftPro® Sign Document Delivery

Hello Sarah,

This email has been sent by Heidis BK Testing document delivery service to let
you know that the timeframe to electronically sign a package is nearing expiration
for transaction 12-34-22 TEST

One or more recipients have not completed the electronic signature process.

The option for recipients to sign electronically will expire in 4 Hours, after which
the package will no longer be available for electronic signature

IGN DO/

If the link above does not work, please copy and paste or type the address below
in your browser’s address bar:
https://softprosign ctest1.expedite. bkicloudtest com/signing/208820

If you have any questions about the contents of this package please reach out to:
Melissa Taylor

Heidis BK Testing

melissa taylor@softprocorp.com

(919) 796-3351

This is an auto-generated message; please do not reply to this message. The Heidis BK
Testing document delivery service is powered by Black Knight.
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