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SOFTPRO 360 — UNITED TAX SERVICES USER GUIDE FEBRUARY, 2024

History

Details

02/14/2024 Initial Draft

Introduction

The United Tax Services integration streamlines the tax ordering process for SoftPro 360 users. By

integrating with 360, the users will have the ability to request tax information and obtain tax and HOA
certs from United Tax Services.
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Accessing United Tax Services

From the toolbar:

e Select the Services tab

e Double-click the Tax
Services folder to expand

e Double-click United Tax —

Tax Service

To see more information about
United Tax Services, click the United
Tax — Tax Service link.

Click OK to exit the Service
Information screen.
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5800 W Plano Pkwy. Ste. #225
Plano, TX 75093
972-588-1255

More Information

1.0.41027.113

Service Descripbon

United Tax Service is the result of decades of
industry experience mixed with a love of title
work . Founded in 2005, United Tax was
created with one goal in mind, offer the best
property tax report possible, faster than ever
before. Our company mission statement
“Accomplished Design. Exceptional Service.”
encapsulates the way we approach and
maintain our business relationships.
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The Welcome screen displays.

You can check the Skip
Welcome Page check box to
skip having the Welcome

screen display each time you

log into the integration.

Click the Next button to
continue or Cancel to exit
the integration.

The Login screen requires a
valid United Tax Service
username and password be
entered.

Check the Remember Me
check box to login
automatically when the
launching the integration in
future sessions.

Click the
» Next button to
continue

» Back to return to the
Welcome screen

»  Cancel to exit the
integration

e United Tax - JJ-X24000007

Welcome

Thank you for choosing United Tax Services. Please contact our expert Support Team at
supporti@unitedtaxco.com with any questions or concerns. We look forward to providing you accurate,

prompt and personalized customer service.

Website ;: www unitedtaxco.com

Skip Welcome Page

United
TaX

Services. Inc

b

Mext Cancel

e, United Tax - JJ-X24000007

Login

Please provide your credentials

User 1D: |soﬂpr0

Passwaord: |*“***“

Remember Me
Meed help logging in?

Please Wait... Back

x
United
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Ordering Products

The Review/Product Selection screen [ @ unres - untearmas x
shows Property(s), Products and o United
Special Instructions. There is also a 1:9:;
check box for RUSH orders. B R T

Property Address City State Zip

123 Main Street Dallas, TX, 75001

A tax product must be selected to
activate the HOA/NTP Products

Select the desired prnucn_p for all pfﬂngﬂﬂiﬂi e

. . Tax/Other Products: Estimated Closing Date:
selection and the Submit button. e e -
HOA/NTP Products: Rush
—Select— *
Special Instructions: 41 Add to Proform Notes

Back | Submit I Cancel

Click the Order Information link to @ United Tax - UnitedTax2
open the Order Information screen. =

This shows Property and Party

information. If multiple

properties exist in the ProForm | & united Tex- UnedTe2s

order, they can be accessed via e
the Property drop-down.

The following information will be sent with your order

Froperty:
em Information to be sent

Click Close to return to the LE3R v Dot TR0 - ‘

Review/Product Selection

Parcel Number 123-45-678 e
screen. Legal Description | Lot 1, Biock 2, Big Texas Subdivision -
Parties:
Type Name

Closing Agent Name: |Emily Escrow | ;

Closing Agent Email: |emiy@yahoo.net ]

Close
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Click Submit to send the order to < -
United Tax Services el e g s an United
TaxX
Property(s) Orger informalion

Property Address City State Zip

123 Main Street Dallas, TX, 75001

Select the desired prodcuts for all properties

Tax/Other Products: Estimated Closing Date:
Tax Certificate ~ 1202812023 [
HOAMNTP Products: Rush []
—~Select— ~
Special INSruclions: B Agd to Proform Notes
Back Submit Cancel

Receiving Products from United Tax Services

Once the order is submitted, a transaction is created in the 360 Queue with a status of In Progress.

Queue
NextStep & ﬁ Views: Active Order b AIENEN | Wi

| pravides Servie Sows | Liked orcer
_ United Tax Tax Service In Progress UnitedTax25

When a product is sent back from United Tax Services, the status updates to Ready. Click Next Step to

review the information returned.

**NOTE** - All products ordered may not be sent at the same time.

Queue

© Next Step ﬁ Views: Active Order

Provider Service

United Tax Tax Service Ready UnitedTax25
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The Review screen shows the data © Review - UnitedTax25 x
T Si =S F Cods
and documents that will import to it Homibbind ., Mol
= Groups © Data
the ProForm order. A = veme Cuarent Valoe New Value
m"‘“ & Propeny 1 Parcel ID 12341234 12341234 =]
B NotesDetails Cert Cost: 69.00.Property 1Ha...
Click the
e View icon to view the
. . + Documents
documents in PDF prior to =
B4 View Copy File Name File Size (KB) Transfered
importing' = M tax_cert1 119 100%
M | A hoa_cert1 119 100%
e Copy D icon to save a copy
of the document to the
clipboard.
e Accept button to import the © Accept | | Cancel

data and document(s) to the Select order
o documents are saved to Order Attachments
o datais written to Order Notes

e Cancel to return to the 360 Queue without importing the data and documents.

U ) Attachments

b 4 34 8
I Attachments Name Description Type Source Size

T hoa_cert1 hoa_cert1 PDF Docum...  Attached 119KB
-»_'lil,,DGM tax_cert] PDF Docum Atached 119K8

u \ Order Noles
=

(A2 | itegranon (3
Type "_5 Lirked From Created Last Modkfied Mote Category
Cert Cost: 63,00,
i - g Property 1:

» % 120062023 08:19 AM | Joseph White Huged TSP Irtegrabon
Is Due: True,
His Exemplion: True
Cert Cast: 55,00,

Property 1:

Has Dlinguency: Faise,
Is Due: True,

Has Exmempiion: Truoe,

% 121062023 08:09 AM | Josegh White Froperty 2 Integration
- = Has Delinguency: True,

Is Due: True,
u

L

Once accepted, the 360 Queue is updated to show the Status as Accepted.

Queue
Mext Step @ Views: Active Order - N _‘_J' ) B F

Tax Service Accepted

Linked Order
UnitedTax25

Provider Service

— United Tax
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If additional products are sent from United Tax Services, the status will update to Ready, and the same

process is followed to accept in the additional documents and/or data.

Queue

&) Next Step “ Views: Active Order -

Provider

United Tax

Service

Linked Order
Tax Service Ready UnitedTax25

o g & | Fil

Canceling a Transaction

To cancel a transaction, click the Cancel icon on the 360 Queue

Queue toolbar.

Enter the reason for the cancellation
and click Yes.

When prompted, click OK to confirm
submission of the cancellation
request.

ep @ﬁs: Active Order
Provider
T+ et s |

Service

€ United Tax - UnitedTax25

Cancel Request

Are you sure you want to cancel this request?

This will cancel the transaction in the SoftPro
§ 380 Queus. Pleasea fill out the reason for the
=% cancelation below:

United
TaX

LR

Sanvicos Ino

[ Agd te Pratorm Motes

Yes Mo

The transaction in the 360 Queue is updated to show the Status as Canceled.

Ext Step Views: Active Order

Service

Linked Order
Tax Service Canceled UnitedTax25

o L d 6l A
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