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Managing Title Resources Guaranty Company  

Transactions in SoftPro 360 
 

How to Submit a Transaction to Title Resources - Online Services 

The Title Resources - Online Services application, allows agents to order Letters and Policy Jackets via 

SoftPro 360.  Title Resources - Online Services can be found in the SoftPro360 Services menu under 

Underwriter Services.  Double click Title Resources - Online Services, or highlight it and click Submit to 

place an order. 

 

If a ProForm order(s) is opened, it will be listed in the Order Linking dialog.  The active order will be 

highlighted and entered in the Selected Order Number field.  Any of these open orders can be selected or 

the Selected Order Number field can be overwritten with an order that is not currently open. 

Click OK to continue. 
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The Welcome screen provides you with information about Title Resources Guaranty Company. You may 

choose to skip this screen in the future by clicking on the Skip Welcome Page option.  Click Next to 

continue.   

 

The Login screen requires you to enter your user ID and password provided by Title Resources Guaranty 

Company.  Your User ID and Password will be remembered when the ‘Remember Me’ checkbox is 

checked. 
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The Title Services screen will show all Title Resources – Onine Services transactions related to this order. 

Title Resources Guaranty Company offers services to order both Letters and Policy Jackets. 

 

To order a Letter, click the green Add Product icon. 

 
 

Choose “Letters” to attach a new Protection Letter or Good Standing Letter to your ProForm order. 
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Ordering Title Resources - Online Services Letters 

 

After clicking Letters, if you have access to multiple Agents, you will be presented with the Agent Selection 

Screen 

 

 

Select the appropriate Agent and Click Next to proceed to the Letter Information Screen.  

 

Letter Information Screens 

 

The Letter Information Letter screen will allow you to select the type of letter you want to request. The 

Loan Number; Transaction Amount; Borrowers’ Names; and Property Address will populate from the 

ProForm Order. Select the parties that apply for the selected letter and click Next to continue. 
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Please Note:  edits to fields in the Title Resources – Online Services product will not be saved back to your 

ProForm Order.  

Depending on the parties that apply to the letter type selected, you will be presented with the 

Buyer/Borrower Information Screen and/or Seller Information Screen and/or Lender Information 

Screen. 

The Buyer/Borrower Information screen will allow the buyer information to be added. Click Submit to 

continue. 
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Please Note:  edits to fields in the Title Resources – Online Services product will not be saved back to your 

ProForm Order.  

The Seller Information screen will allow the seller information to be added. Click Submit to continue. 

 

Please Note:  edits to fields in the Title Resources – Online Services product will not be saved back to your 

ProForm Order.  

The Lender Information screen will allow the lender information to be added. Click Submit to continue. 
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Title Resources Guaranty Company will immediately return the letter. The Review Transaction screen 

allows you to view and accept the document(s). 

 

You can Click the PDF Icon under the View column to view the Letter.  Click Accept to add the document(s) 

back into the ProForm order. 

When completed, the Letter will appear in the Title Services window as Completed. 
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If you do not accept the document and close the review screen, you can review and accept the transaction 

later by clicking on the Paper Icon in the Action column on the Title Services screen. 

Ordering Title Resources - Online Services Jackets 

 

Policy Jackets may be ordered by clicking Add Product on the Title Services screen and then by clicking 

Jackets on the Available Products screen. 

 
 

When Jackets is selected, the Jacket Selection screen will appear. Choose type of Jacket to be issued: 

• Owner’s Policy and Loan Policy  

• Lender 

• Owner 

• Other 
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If you wish to order both an Owner’s Policy and Loan Policy select the appropriate selection.  You will be 

presented with options for ordering both Owner’s Policies and Loan Policies. 

If you wish to order a Loan Policy, select Lender Policy.  You will be presented with options for ordering 

Loan Policies.  Please note, your ProForm Order contain multiple loans, the dropdown will be enabled for 

you to select the loan relative to the policy allowing you to order the appropriate policy form. 

If you wish to order an Owner’s Policy select the appropriate selection. You will be presented with options 

for ordering Owner’s Policies. 

Should “Other” policies be available in your area, select Other Policy select the appropriate selection. You 

will be presented with options for ordering other policy forms. 

 

Jacket Type Selection Screens 

 

Select the Jacket Type from the “Loan Jacket Type Selection” or “Owner’s Jacket Type Selection” window, 

depending on the Jacket chosen to be issued. 

Owner’s Jacket Type Selection screen will display available owner’s policy jackets available.  Please note 

this list of available jacket type will vary from jurisdiction to jurisdiction. 
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Loan Jacket Type Selection screen will display available loan policy jackets available.  Please note the list 

of available jacket types will vary from jurisdiction to jurisdiction. 
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Policy Information Screen 

 

If you select a Jacket Type that requires additional information, you will be presented with the Policy 

Information screen.  Fields present on this screen will be populated with information from your ProForm 

Order where available.  You may edit the values for each field as you deem necessary. 

Please Note:  edits to fields in the Title Resources – Online Services product will not be saved back to your 

ProForm Order.  

A red * will indicated that particular field is deemed Required in order to order that particular Jacket form.  

All required fields will need to be completed to activate the “Submit” button.  

 

Please Note:  edits to fields in the Title Resources – Online Services product will not be saved back to your 

ProForm Order.  

 

 

Click Submit to send product order to Title Resources - Online Services. 
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A Progress Dialog will appear as the information is being sent to Title Resources - Online Services. 

 

The Review Jacket screen displays the Document Name and File Name with its file size and the percentage 

transferred. To view either document, click on the Adobe PDF option next to the Policy name. Or to copy 

either document to your clipboard, click on the button that looks like a document next to the Document 

Name.  
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Policy Review Screen 

The accepted jacket number(s) will be available within the ProForm order in the Policy Number field(s) 

To finish, click Accept. The Order Progress pop-up should come back stating “Sending Data to ProForm”. 

Once completed, the product will appear in your Title Services screen, showing the completed service.  

 

When completed, the product will appear in the Title Services window as Completed. 

 

 



 

Rev. 5.6.2020 

SoftPro Proprietary and Confidential  14 

 

Letter and Jacket Document Transfer to ProForm Order 
 

The document(s) will be available to all Standard and Enterprise users from within the ProForm order via 

the SPImage icon located on the ProForm Menu bar (a SPImage license is not required to access SPImage.  

SPImage will become unlocked for the order once a document is Accepted into the order via SoftPro 360). 

 

For Select users, the document(s) will be available by clicking on the Attachments & Document History 

link located in the documents tab. 

 

Editing Title Resources - Online Services Products 
 

If the Product information needs to be edited, highlight the product to be edited and click Edit/Void. The 

Product Information screen will appear and will contain a read only list of the product information. Select 

Edit again to change the information displayed.  
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When Edit is selected, the screens for Jackets or CPLs (depends on the product type being edited) will be 

displayed with the current product information.  Once editing is complete, the product will be updated 

and will be available in the list of products ordered. 

 

Voiding Title Resources - Online Services Products 

 

If the Product information needs to be voided, highlight the product to be voided and click Edit/Void. The 

Product Information screen will appear and will contain a read only list of the product information. 
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If you choose Void, a pop-up screen stating “Are you sure wanted to void policy?” will appear. 

 

If “Yes” is selected, the Cancel Progress window will pop-up, sending data to Title Resources - Online 

Services.  

 

  

When completed, the product will appear in the Title Services window as Canceled. 
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