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IMPORTANT NOTICE - READ CAREFULLY

Use of this software and related materials is provided under the terms of the SoftPro Software License Agreement on
the following page. Please read this agreement carefully. By accepting the License, you acknowledge that the
materials and programs furnished are the exclusive property of SoftPro. You do not become the owner of the
program, but have the right to use it only as outlined in the SoftPro Software License Agreement.

”@» All SoftPro software products are designed to ASSIST in maintaining data and/or producing documents and reports

based upon information provided by the user and logic, rules, and principles that are incorporated within the program(s).
Accordingly, the documents and/or reports produced may or may not be valid, adequate, or sufficient under various
circumstances at the time of production. UNDER NO CIRCUMSTANCES SHOULD ANY DOCUMENTS AND/OR
REPORTS PRODUCED BE USED FOR ANY PURPOSE UNTIL THEY HAVE BEEN REVIEWED FOR VALIDITY,
ADEQUACY AND SUFFICIENCY, AND REVISED WHERE APPROPRIATE, BY A COMPETENT PROFESSIONAL.

ProForm is a productivity tool designed to help you do your job more efficiently and accurately and with less frustration.
However, it is not designed to teach an inexperienced user how to complete real estate closings or title insurance orders. It is
designed for use by a professional real estate closer. If you are not experienced in handling real estate closings or title insurance,
we suggest that you seek guidance from an experienced user before attempting to use ProForm.
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A Note About the User’s Guide

This user’s guide contains instructions and tips for using SoftPro Standard Edition on a
daily basis. Other features that are used less frequently — such as setting up your file
numbering format, ProForm Preferences, or SoftPro permissions — are explained in the
SoftPro Administration Guide.

Most of the instructions contained in this user’s guide are accessible from the on-line help
in each SoftPro program. For example, in ProForm, click Help/Help Topics to access a
system of over 400 searchable and printable how-to topics.

A copy of this user’s guide, and the SoftPro Administration Guide are available in
Adobe™ pdf format on the SoftPro for Windows Documentation CD that is included
in your package.
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SoftPro Software License Agreement

All SoftPro Programs (SOFTWARE) are licensed for use at a designated end-user site (same firm and
same street address). All SoftPro SOFTWARE shall be governed by this agreement. The term
SOFTWARE applies to all versions (past, current and future) of the programs.

NOTIFICATION OF COPYRIGHT: This SOFTWARE is owned by SoftPro Corporation and is protected
by United States copyright laws and international treaty. Therefore, you must treat the SOFTWARE like
any other copyrighted materials (e.g., a book or musical recording) except that you may make an
archival copy of the software for each copy that is licensed to you. You may not copy the written
materials accompanying the software.

SoftPro provides this SOFTWARE and licenses its use in the United States, Canada and Puerto Rico.
You assume responsibility for the selection of the SOFTWARE to achieve your intended results, and for
the installation, use and results obtained from the SOFTWARE.

LICENSE

1. SoftPro permits you or persons currently employed by you to use one copy of the SOFTWARE
on any single computer or workstation or terminal at the designated site. If the computer is part of a
network, each computer or terminal on the network must have its own separately licensed software. If
you have multiple licenses for the SOFTWARE, then at any time you may have as many copies of the
SOFTWARE in use as you have licenses. The SOFTWARE is "in use" on a computer when it is loaded
into the temporary memory (i.e. RAM) or installed into the permanent memory (e.g. hard disk, CD-ROM,
or other storage device) of that computer, except that a copy is installed on a network server for the sole
purpose of distribution to other computers is not "in use";

2. You may not loan, rent, sub-license, re-sell for profit, or lease the SOFTWARE, but you may
transfer the SOFTWARE and accompanying written materials on a permanent basis provided you retain
no copies either in printed or machine readable form, and the recipient agrees to the terms of this
Agreement. Such transfer terminates your license to use the SOFTWARE.

3. If the SOFTWARE package has been provided in both 3.5" diskettes and compact discs, you
may use only the diskettes or compact discs appropriate for your one machine or workstation or
terminal for each license. You may not use the other diskettes or compact discs on another computer or
loan, rent, lease, or transfer them to another user except as part of the permanent transfer.

4. You may not reverse-engineer, decompile, disassemble the SOFTWARE, or create derivative
works from it, whether in human-perceivable, or machine-readable form.
5. Upon receipt of any updates to the SOFTWARE at a future date, you may not use the older

SOFTWARE on another computer or loan, rent, lease or transfer the older version to another user.
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LIMITED WARRANTY

THE SOFTWARE IS PROVIDED "AS IS" WITHOUT WARRANTY OF ANY KIND, EITHER
EXPRESSED OR IMPLIED, INCLUDING, BUT NOT LIMITED TO THE IMPLIED WARRANTIES OF
MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE. THE ENTIRE RISK AS TO
THE QUALITY AND PERFORMANCE OF THE SOFTWARE IS WITH YOU. SHOULD THE
SOFTWARE PROVE DEFECTIVE, YOU (AND NOT SOFTPRO OR AN AUTHORIZED SOFTPRO
AGENT) ASSUME THE ENTIRE COST OF ALL NECESSARY SERVICING, REPAIR OR
CORRECTION.

SOME STATES DO NOT ALLOW THE EXCLUSION OF IMPLIED WARRANTIES, SO THE ABOVE
EXCLUSION MAY NOT APPLY TO YOU. THIS WARRANTY GIVES YOU SPECIFIC LEGAL RIGHTS
AND YOU MAY ALSO HAVE OTHER RIGHTS THAT VARY FROM STATE TO STATE.

SoftPro does not warrant that the functions contained in the SOFTWARE will meet your requirements or
that the operation of the SOFTWARE will be uninterrupted or error free. However, SoftPro warrants the
diskette(s) or compact discs on which the SOFTWARE is furnished, to be free from defects in materials
and workmanship under normal use for a period of ninety (90) days from the date of delivery to you as
evidenced by a copy of your receipt.

LIMITATIONS OF REMEDIES
SoftPro's entire liability and your exclusive remedy shall be:

1. The replacement of any diskette or compact disc not meeting SoftPro's "Limited Warranty" and
which is returned to SoftPro or an authorized SoftPro agent with a copy of your receipt, or
2. If SoftPro or the agent is unable to deliver a replacement diskette or compact disc that is free

of defects in materials or workmanship, you may terminate this Agreement by returning the
SOFTWARE and your money will be refunded.

IN NO EVENT WILL SOFTPRO BE LIABLE TO YOU FOR ANY DAMAGES, INCLUDING ANY LOST
PROFITS, LOST SAVINGS OR OTHER INCIDENTAL OR CONSEQUENTIAL DAMAGES ARISING
OUT OF THE USE OR INABILITY TO USE SUCH SOFTWARE EVEN IF SOFTPRO OR AN
AUTHORIZED SOFTPRO AGENT HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH
DAMAGES, OR FOR ANY CLAIM BY ANY OTHER PARTY.

SOME STATES DO NOT ALLOW THE LIMITATION OR EXCLUSION OF LIABILITY FOR
INCIDENTAL OR CONSEQUENTIAL DAMAGES SO THE ABOVE LIMITATION OR EXCLUSION MAY
NOT APPLY TO YOU.

GENERAL

Please keep this agreement on file for future reference. This Agreement will be governed by the laws of
the State of North Carolina. Should you have any questions concerning this Agreement, you may
contact SoftPro by writing to SoftPro, Sales and Service, 333 East Six Forks Road, Raleigh, NC 27609-
7865.
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Contact SoftPro

Thank you for using SoftPro products and services. Contact us — we can answer any
questions you have about our closing and title automation solutions and how they fit you
business!

333 East Six Forks Road
Raleigh, NC 27609-7865
sales@softprocorp.com

www.softprocorp.com

Phone: 800-848-0143
Fax: 919-755-8350
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User’s Guide Conventions

The following conventions are used throughout the User’s Guide:

In this chapter:

On the first page of each chapter will appear a table of contents. This will contain all of the major
topics that are covered in the chapter. There is of course a complete table of contents in the
Introduction and a full Index in the back.

@ Helpful Hints

Throughout the course of the User’s Guide, you will come across tips and exercises to help you
learn about special features.

)

The megaphone announces text that you should read for important information or warnings.

The diskette symbol indicates information related to your computer, computer requirements, or
software/hardware recommendations.

¥ SEE ALSO:

Refer to the topics mentioned in the See Also sections to learn about related features.
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Xix

Getting Help

?

?

In ProForm, you can press <F1> in any field to view help written for that field.

Click Help/Help Topics on the menu bar of any SoftPro program to access on-line help. View,
search, and print hundreds of how-to topics.

& ProForm for ‘Windows

M= E

File Edit Bookmark Options Help

E o

Buyer's Portion of Real Estate
Calculator

Commissions

Commitment Data
Conveyance

iF
.E.F.G.H Sectionz
Data Entry Kepstrokes
Deposit/Eamest Money
Disbursement Date

ol

Help Topics  Back I FErint I Options I << I s I
{2 Corterts | € incex| @4 Search| | Credit Card Payoff
E EO;N EOtUSE ProFom Help = 1. Clickthe HUD-1 & Closing tab.
ata cnlry . _
20 10995 Data 2. Double-click Additional Disbursements 1-12
Abstiact or Tite Search 3. Belect a dishursement line to use. Enter Credit Card Payoff in the Description field.
Agents, Brokers 4. Enterthe pavee name in the To: field and the payee address. For example:
Acknawsdgment & Notary 14] Additional Disbursements 1-12 Click to add per diem and
Additional Title Charges b late fees, or split payoff amount
Appraised Value between buyer and seller.
Appraiser /P fAdd Bomower Seller
Adjustable Rate Maortgage (4RI 1) [Cieci Canct Payolf Payolt Detals._| I 2000.00 f
Agaregate Method S5 %] Tex[Chio First Credit NA e[ nL:{_:]
Altorneys Addr[ 1002 \wedabt Cicke [Cinncinan, 0H 29829
Attarney's Fees
Baorrower and Seller Columnz
Buper/Borrowers 3. ffyowwant FroForm to caicwiate the total payoff amount and adid per diem or late fees, or

splitthe amount between the buver and selier, click Payoff Details. Otherwise, enter the
amount of the payoffto be paid in the Borrower andior Seller fields

Buttons on the Help Toolbar

Back Go back to the last topic viewed.

Print Print the current topic.

<< Go to the previous topic in the help file.
>> Go to the next topic in the help file.
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| ':I:l] Contents |% 1r‘u:|e:-c| il ﬁearchl

Contents Tab

The Contents Tab contains a Table of
Contents view. Help topics are pages
grouped together in books.

To open a help book:

Double-click a book or click [+ to open it.
For example:

Ifglﬂ Drata Entry

(7] 10955 Data

To view a help topic:
=100 Data Entry ‘

- % 093-5 Data
- [Ptidgents, Brok

Search Tab

To search for a topic:
1. Click the Search Tab.

2. Enter the word you want to find. For example:

1. Tope the word{z] you wizh to find.
e s j

All of the topics that contain your word will appear.

4. Click the topic you want to view.

3. Chooze topic to display.

Hazard Inzurance
| nkerim Interest

Lender Look-up T able Fields
Lenders

You can search for and view hundreds of topics using the Contents, Index, and Search tabs.

Index Tab

To find a topic:

The Index Tab contains a list of all key
words in the help file. You can jump to a
topic on the list by typing an entry. The
topic that matches the words you entered
will appear. For example:

legal e

leazehold policy data
legal description

Click a topic name to view it.
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Solution Center

The SoftPro Solution Center is available to you by telephone at 800-848-0143. The
., Solution Center is open 8:00 am - 5:00 pm your local time. Platinum level support hours
are from 8:00 am — 10:00pm EST and on Saturday from 11:00 am — 2:00 pm EST.

Subscribing to SoftPro’s Annual Maintenance Service program can extend technical
support service. Subscribing to Platinum Maintenance Service gives you access to
technical support for longer hours during the week and on Saturday. For more
information, call SoftPro Sales at 800-848-0143. You can e-mail SoftPro Sales at
SALES@SOFTPROCORP.COM.

Before calling technical support, please have the following information ready:

m  Program version number and date. Select Help/About on the menu bar of any SoftPro
for Windows program to find this information.

m  Text of any error message you have encountered.

m Ifit's a merge question, have the name and version number of the word processor you
are using.

m  Name and version number of your operating system (for example, Windows 98).

Visit SoftPro Technical Support on the World Wide Web.
Go to http://www.softprocorp.com/Solution-Intro.html for FAQ’s, a Support Question
Form, and more.
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How to Use Chapter 3: ProForm A to Z

Chapter 3, ProForm A To Z, is a collection of instructions for entering common items in ProForm.
The items appear alphabetically throughout the chapter, from 7099-S Data to MLS Fee to Zoning.

Each entry contains information about where to enter the item in ProForm, pictures to guide you,

SEE ALSO references, and Helpful Hints. For example:

*

ABSTRACT OR TITLE SEARCH

4

3 SEE ALSO: <

The ‘#‘ shows you where to go
to enter the item.

1. Clickthe HUD-1 & Closaing tab.
2. Double-click 1101-1107 Title Charges.

3. Enterthe Abstract or Title Seanch amount on Line 1102, For example:

HUD-1 & Cloaing tah, 1101-1107 Title Charges ascreen, Line 1102,

102 [Sbetiact o Taie Seanch siPap] % [ 20,00 |[
Underwsiter §:[ ol =] Ref i =
DS:’E Tax [Best Ever Tille Agercy. inc =t 240 0N
ek of

To disburae a portion of the charge to the undenwritern

SEE ALSO points you to other
related topics.

below.

To enter additional title charges, aee "Additional Title Chargea"

Youcan change how an amount ia disburaed by making a change to the DS: field.

See "Disburaement Statua Fielda' on page 141.

H
[
|
p
1
u
|

we—=~3—T

@ Undenariter Portion of Title Charges

On the Title Charges acreena of the HUD-1 & Cloaing Tab, vou can aplitthe amount betweaen
the agent and underwriter. Enter the amount of the Underwnter'a proceeds in the Underarriter:
field and presa <Tahe. The net amount dishuraed to the Agent will be recalculated.

Helpful Hints show you more
advanced and useful ways to get
the most out of ProForm.

1102 [abstract or T Search SePae[ % ] 25000

Undeswaites §: =‘DDDD DE:IU vI Re

DS;IA‘.\ ;I Io.lﬂcsl. Eves Title Agency, Inc. =g| 15000

T =]
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Chapter 1: ProForm Basics

In this chapter:

Getting Around @ ProFOrm File.........cocuiiiiiiiie ettt e e e enneeas 2
L= oS PP 3
(= =T ) I oo PRSP 4
Data ENtry BASICS .....oeiiiiiiiiiee ettt ettt e e e e et e e e e e e e e e e e e e e e e nnreeee e e e e annns 5
ACCESSING @ SCIEEN ...ttt e b e e e a et e e et e e e e e anbee e nees 5
MOVING the CUISON ...ttt ettt e e e sttt e e e amb et e e e snbeeeeeabeeeeesreeeeean 5
S B o 1= [ o RS PRPPPRSR PPN 6
N B = T ST PRSPPI 6
MOoVING from SCrEEN 10 SCIEEN .....cciiiiiii et e e e sbee e e e sneeeee 6
User-Entered Data and TYPeLite.... ..o 6
Changing the TYPELItE COIOr ................couiuiii ittt 7
Data ENtry KEYS ...ttt e et e e e ba e e araeeeen 8
PrOFOIM IMEBNUS ..ottt et e e e bt e e s bt e e s b e e e e e aare e e e s areeeenas 9
LI 1o o= 1 PSPPSR 10
Saving Your ProFOrm File ........oo e 11
SearChing fOr @ FlE.......eeiiiieee et e s rae e e e nbe e e e nees 12
USING WIlACAIAS ..ottt e et e e e e e e e e nneee s 12
Search on POlICY NUMDE ... 13
(O] B I TC o 11| o F OSSPSR 14
Finding and Printing ON-LiN€ HEID .............ccueiiiiiiiii e 16
1SN = 7= = g o= PR 18
Deleting @ ProFOrmM File... ... e e e e ee e s 19
Overview

This chapter will introduce the ProForm desktop, and describe the basics of how to get around a
file. Important information about saving your work, getting on-line help, and other unique ProForm
features like File Balance feedback are also explained.
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Getting Around a ProForm File

ProForm files are designed like tabbed file folders.

& ProForm Enterprize Edition - [CCA12-0003RES_PFD [Main Folder] - [Enterprize Release 2.1 - 09/12/2003] [SR&D]]

ﬁEiIe Heportz  Yiew Document Mode Toolz ‘wWindow Help

(== e sl 1| B| Bs|e] | =] &] |

General | DOrder Trac:kingl Title 1nsurance| HUD-1 & Closing I

DCleens

Each tab contains a set of related
1] Express Order Entry X
2] Sett. Agent, Title Co.. Undenwriter, Offices screens that you will use to Complete

3 File No., Settlement Dates, Notes different parts of an order.
4] Buyer/Borrower, Officers & Signatures

5] Seller, Officers & Signatures

E] Sales Price, Deposit/Eamest Money

7] Property, Legal Description

8] Lender

9] Martgage Broker & Loan Servicer

10] Loan, Funding & PraT st

11] Termnsz, Payment & AR

12] Builder, Contract & Escrow for Campletion
13] Real E state Agents/Brokers

14] Buyer's & Seller's Attorneys

18] HOAfgmt. Company

18] Acknowledgment & Notam

17) Affidavit/Agreement Regarding Liens/w aiver of Liens
18] Security Instruments, Trustee & Riders
15] Platz, Covenants & Conveyance

20] User Optional Field: 1-25

21] User Optional Fields 26-45

22] User Optional Fields 46-65

23] General QOptions

FromByr:403.00 | FromSI155.00 | Balance:-10.00 File Balance... ||

®  You can have multiple files open at the same time.

®  You can minimize, maximize, or close a file using the buttons on the file’s title bar.

Minimizel:lcuse

b axinize

®  You can resize a file by clicking a side and dragging it open or closed.

& 0007 _pfd [Main Folder) - [9.0 - 09727/

General IQrderTrackingI Title Insurance | H

Screens:

| 1] Settlement Agent, Undenwriter
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3

Tabs

m  The General tab contains screens for:

> Up-front order information
> Settlement date

> Settlement agent

> Underwriter

> Buyer and seller data

> Lender, Attorneys, Brokers
> Loan information

> Property data

m  The HUD-1 & Closing tab has all of the screens you need to complete the HUD-1 Settlement
Statement and many other closing documents.

> Taxes

> Commissions

> Loan Charges
> Title Charges

> Recording Fees
> Payoffs

> Escrows

> File Balance

m  The Title Insurance tab contains screens for preparing commitments, policies, and other types
of title documents.

m  The optional Trax Add-On includes the Order Tracking tab. It contains tracking tools and
management reports to stay ahead of deadlines and monitor progress. See Chapter 11
“Tracking Your Business” for more information.
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ReadyDocs

FProForm Enterprise Edition - [CCA12-0003RES_PFD [Main Folder] - [Enterprise Release 2.1 - 09/12/2003] (SR&D]]

ﬁ File Reports “iew DocumentMode Tools ‘Window Help -7 =l
D[=(@| slm| @ 20| six(n| B 2lelo| s (B Bl 2|
General Igrder Trackingl Titlelnsurancel HUD-1 &Elosingl
Screens:
1E Order Enb - — -
2{ Sent. Agent, Tiie o] 1he ReadyDocs window on the main file =
i{ E'&gﬁeiﬁiﬁ folder cgnttau ns .a! Qf mef docgme':nts that £ £ Tile Insurance
) Seler, Officers & 5 are regdy-to-print nant rom =ro=orm. £ HUD-1 & Clasing
E] Sales Price, Depo ) ) Open Order Sheet
g% E‘ropdert}u Legal De|ReadyDocs are organized in folders 7]-{"] File Balance Sheets
ender i - L
3] Mortgage Broker s ST 1M 10 Windows Explorer. {7 HUD-1 Documents
10) Laan, Funding & PraT st =] HUD-1. Legal
11] Temnz, Payment & AR M ~E] HUD-1,Pg 1 [Legal)
12] Builder, Contract & E scrow for Completion =) HUD-1. Pg 2 [Legal)
13 Real E state Agents/Brokers : 3 -
14] Buyer's & Seller's &ltomeys = Eﬂg :: Eg ; [tega:] Settgent:Signature Unly
16] HOAMamt. Company = HUD-1. Pg 3 (Legal
16] Acknowledgment & Maotary [#-{"7] HUD-1, Letter
17) Affidavitdareement Regarding Liens w aiver of Liens ("] Large Print HUD-1
18] Security Instruments, Trustee & Riders = HUD-1A [Legal)
19) Plats, Covenants & Conveyance L]"ilil B HUD Legal b
20) User Dptional Fields 1-25 LET e
21) User Optional Fields 26-45 E-{] Buper HUD-1, Letter
22 Usger Dption@l Fields 46-65 L]--El Large Print Buyer HUD-1, Legal
23] General Options -] Seller HUDA1, Legal
{7 Seller HUD-1, Letter
L]--D Large Print Seller HUD-1, Legal
@ Acknowledgment of Receipt of HUD [Legal)
B Acknowledgment of Receipt of HUD [Letter)
@ Signatures Only
= FHA Addendum to HUD-1
({77 Estimated Settlement Statements LI
BN e Co Al L
FromByr:402.00 | FromSIn155.00 | Balance:-10.00 File Balance... || |

¥ SEE ALSO:

m  See Chapter 8, “DocChek” to learn how to view and edit documents on screen.

See Chapter 6, “Printing Documents” to learn how to print documents from ProForm.
See “Creating Your Own ReadyDoc Folder” on page 155 for help creating your own collection
of ReadyDocs.

m  See Chapter 5, “Document and Check Management in ProForm” in the SoftPro Administration
Guide for more advanced information about customizing the Document Manager.
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Data Entry Basics

Accessing a Screen

1. Click the tab that contains the screen you want. (When you first open a file, the General tab is
selected by default.)

2. Double-click the name of the screen you want to open.

General QrderTrackingI Title 1nsurance| H

Screens:

1] Settlement Agent, U ndenwriter
22 File Mo, Settlement Dates. Motes

3] Buyer/Borrower, Officers & Signatures h

Note: Instead of double-clicking a screen name, you can open a screen also by clicking it once and
pressing <Enter>.

Moving the Cursor

Press <Tab> to advance the cursor to the next field. Press <Shift+Tab> to move back one field.

Settlement Agent
Settlernent Agent/Papes Name:IEest Ewer Title Agency, Inn:.|-(—| Cursor

Tab
Address: 'l'l

F'hu:une:l
Fa:-::l
I—

Federal T ax= |0

Settlement Agent Signatune Line:l

Settlement Agent Logo Filename:l

You can also move to a field using the mouse pointer. Click inside the field you want and the cursor
will appear inside of it.

|ﬁddress:@ Lawer's Lane
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<F1> Help

m  Press <F1> in any field to display a handy help window that will explain more about the field.

< ProForm Enterprise Edition 1Ol =]
File Edit Bookmark Options Help

Resize or close the

Back| Pt | help window
Enter a code to fill in the Selling AgentBroker (702) frorn the Look-up table. Minimizel:lose
Mote: Click here for help searching for a Look-up table entry in long tables. M aximize
To retrieve an entny from the tabie: You can also close
1. Press<F9= to access the table. the he_lp window by
2. Selectan entry. pressing <Esc>.

3. Click Retriewe Entry.

To add a new entny to the table:
1. Enter infarmation into the Selling Agent/Broker (702) field= that you want to include in the entry.

2. Enteracode for the entry in Look-up Code: field. . .

3. Press «<F9>to access the table. Click green, underlined
; text to jump to more

4. ClickInsert Entry. information.

<F2> Erase
m  Press <F2> to clear the contents of a field.
Moving from Screen to Screen

To jump to the next screen in a tab press <Page Down>. Press <Page Up> to jump to the previous
screen.

To open a screen on another tab, you must close the current screen first (press <Esc> or click the
Close button in the upper right-hand corner). Then select the tab you want to go to on the main
folder and double-click the screen you want to open.

User-Entered Data and TypeLite
User-entered data appears in the TypeLite color. The default TypeLite color is red. You can change

the color by selecting Tools/Preferences in ProForm. (See “Changing the TypeLite Color” on page
7.) Data that is entered for you automatically by ProForm will appear black.

Note: You can edit any information that ProForm enters for you. However, be aware that by editing
automatic calculations, you can alter the file balance.
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@ Changing the TypeLite Color

—c-T—0x

H

-3 —

1.
2.

4.

Choose Tools/Preferences.
Select the TypeLite Color button.

Select a color from the Windows Color palette that appears.

Color EHE3

Basic colors:

T T
__ A B
TN ..
N ..
ENEEEENN
EEEENET .

LCuztarn colors:

R o
I

Define Custom Colors >

o |

Cancel |

Click OK.

Tips:

Pastel colors do not show well on screen.
Do not use white as the TypelLite color.

If you select black as the TypeLite color, you will not be able to distinguish between manual
data and data that is entered automatically by ProForm.
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Data Entry Keys

On any ProForm screen, use the following keys to access SoftPro features, enter data, or move around:

<F1> Displays context-sensitive help for the current field or dialog.

<F2> Erases contents of a field.

<F8> Displays the SoftPro Calculator.

<F6> or <Ctrl+G> Displays the GoTo dialog.

<F7> Spell check the current field.

<F9> or <Ctrl+L> Displays the Look-up Table dialog.

<Ctrl+S> Saves the current file.

<Ctrl+A> In scrollable fields, inserts the current date, time, and user name on a single
line.

<Shift+F6> or Inserts current system time into time, alphanumeric, and scrollable fields.

<Ctrl+T>

<Shift+F8> or Inserts current user's initials into alphanumeric and scrollable fields at the

<Ctrl+U> cursor's current position.

<Shift+F5> or Inserts current system date into date, alphanumeric, and scrollable fields.

<Ctrl+D>

<Ctrl+C> Copies selection to the Windows Clipboard.

<Ctrl+V> Pastes selection from the Windows Clipboard to the cursor's current position.

<Ctrl+X> Cuts selection from current position to Windows Clipboard.

<Backspace> Deletes previous character and moves cursor one space to the left.

<Delete> Deletes current character or highlighted text.

<Space> Inserts space or deletes highlighted text.

<Tab> or <Enter> Moves cursor to beginning of next field.

<Shift+Tab> Moves cursor to beginning of previous field.

<Esc> or <Alt+F4> | Closes current dialog.

<Home> Moves cursor to beginning of current field.

<End> Moves cursor to end of current field.

<Up Arrow> Moves cursor to previous character, or previous item in a combo box or radio
button field.

<Down Arrow> Moves cursor to next character, or next item in a combo box or radio button
field.

<Left Arrow> Moves cursor left one position, or previous item in a combo box or radio button
field. <Ctrl+Left Arrow> moves cursor left one word.

<Right Arrow> Moves cursor right one position, or next item in a combo box or radio button
field. <Ctrl+Right Arrow> moves cursor right one word.

<PgUp> Moves to previous data entry screen.

<PgDn> Moves to next data entry screen.

<Alt+3-digit code> | Inserts an ASCII character.
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ProForm Menus

File Create, open, close, or save a ProForm file.

Edit a Firm File Number.

Overlay a file or template.

Search for a file to open.

Export file data.

Print checks and ReadyDocs.

Print a ReadyDoc to an Adobe .PDF file.

Use the WordPerfect and MS Word Merge features.
Send a file using Microsoft Exchange.

Exit ProForm.

Keyboard shortcuts:

Start a new file (Ctrl+N)

Express Order Entry (Ctrl+E)

Open a file (Ctrl+O)

Search for a file (Alt+S)

Save your work in the current file (Ctrl+S)
Print ReadyDocs using the current file (Ctrl+P)

A list of most recently opened files appears at the bottom of the File menu. To reopen
one, click on it.

Reports | Print or preview Trax order tracking reports, or access the Reports Manager. (Only for
licensed Trax users).

View Hide or show the Toolbar and/or Status bar.

Tools ReadyDocs Manager, Check Printing Manager, Prompts Manager, Greatland/State
Documents Field Mapping Manager, ProForm Preferences, and ProForm database
utilities.

Window | Arrange ProForm files, select a tab on a file to view, or access the ProForm GoTo
feature.

A list of currently open ProForm files appears at the bottom of the Window menu. To
activate one, click on it.

Help Access the ProForm on-line help system and read program version information.

Using Keyboard Shortcuts

Pressing the <Alt> key in combination with the underlined letter can access any menu bar item or
command. For instance, to access the File menu without using your mouse, press <Alt> and <F>.
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Toolbar

Several features are accessible directly from the ProForm toolbar.

3

Create a new file

Open an existing file

Save the current file

Print documents

Print Preview

Express Order Entry

Overlay a file/template

Search

B [0 |4 (& (2 |0 (D &

Document Mode (Loan 1, Loan 2, Loan 3)

GoTo Feature

"

(1)
1
1

View Prompts Dialog

T

View all documents in folder
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Saving Your ProForm File

It is important to save at regular intervals while you work on an order. Power outages, network
interruptions, or other computer problems can occur unexpectedly and cause you to lose unsaved
work.

To save your work:

m  Select File/Save or click EI on the ProForm toolbar.
Note: The shortcut keystroke for File/Save is <Ctrl+S>. Press <Ctrl+S> at regular intervals while

working with a file to save your work. This is the only save option you can access while a
ProForm screen is open.

To save a file with a different name or to a different folder:
1. Choose File/Save As. The Save As dialog will appear.

Save As [ 7]
Save i I 25 spwinsqld j ﬁl
F
Mege [ 0007.pid 1
_JPlLocks [ 0008 prd Click here ta browse for
7 P1Rpts & 0009 pid the falder in which vou want

to zave the file.

-1 placks I 0013.prd
[ PILocks [ 0014 pfd
1 PiRpts & CosamMPLE

To zave the filz az a
" template, click here and
ﬂ—lEnter a file name here] |chooze Templates [=_pft) ﬂ
I
Filz name: I * Save I
Save a3 lype: IP[DFD[ITI Files [ pfd] j Cancel |
A

2. If saving with a new name, type a file name in the File name field.

3. Ifsaving to a different location, the folder in which you want to save the file.
4. Click Save.
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Searching for a File

1. Press <Alt> and <S> together or click Search El on the toolbar.

2. The Search screen will appear. Enter search criteria using as many of the fields as you like.
You can use wildcards to enhance your search.

X
Seftlernent Status:
Firm File Numbel:l [ Pending [~ Hold
SettlementDale:l A through:l A [~ Tentative [~ Set
Date DrderHeceived:l I through:l s I™ Firm I”" Closed
Dt File Closed | / 7 through: [ 7 7 I Completed [ Shipped
Buper/Bomower Name:l"Smith ™ Canceled I™ FollowUp
Seller Name;| You can use a carat (Shift+6) |
Praet AddreSS'l to search for all files that
R ) have buyers with a last name
City:l St of Smith.
Count}l:l
3. Click Search. Select the file you want and click Open.
Search Results {Open) 5'

Summary | Track ltems |

Buyer/Bomower ...
Jim Smith

Bill Smith and Vera .. H.

S ettlement Status
Firm
Firm

Firm Filz Number
A1-0013

y1-0013
CCAT2-0002RES

[Diate Order Rec...
12/11/03
03/15/03

Settlement Oate [ ate File Closed

12/01/03

Select the file you want and
click Open. Or, click Search
Criteria to search again.

Search Crilerial Open I

Help Cancel

Using Wildcards

The question mark ( ? ) and asterisk ( * ) characters are called wildcards because they can be
included in a search term to represent unknown characters. The question mark represents any
single character. The asterisk represents any group of characters, including no characters. The
question mark and asterisk can be used before, after, or within a search term. For example:

M?ndy would find.... Mindy, Mandy
Jo*ns*on would find.... Johnson, Johnston, Jonson, Jonston, Johanson
Smith* would find.... Smithfield, Smithville, Smithtown, Smith

The * (carat) is a wildcard that can be entered before a word or combination of letters to find
records which have that same string of letters anywhere in the field. For example, if you were to
type AWOOD as the Property County, records with "WOOD" somewhere in the county name will
be found (for example: WOODCROFT, BRIARWOQOD).
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Search on Policy Number
You can now search for ProForm files based on the Policy Number.

1. In ProForm, click File>Search.

2. Enter the Policy Number.

Search {(Open)

I [
I I
I [
I I
r [

3. Click Search.
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On-Line Help

Getting help when you need it is important. Every SoftPro program comes with a comprehensive
on-line help system. The content of the help system is organized like a printed manual to make it
easy to use. You can search for topics you need help with, and print any help topic with the click of

your mouse.

m  To access ProForm on-line help, choose Help/Help Topics from the menu bar.

4 ProForm for Windows - A3-0027

File= Reports Yiew Document Mode  Tools  Window | Help

DlEl 2R [E ele 2lelo RN

Abouk PrDFDrmﬁDr Windaws, ..

m  The ProForm help system — containing over 400 hundred topics — will appear:

% ProForm for Windows
File Edit Bookmark Options Help

Help Topics  Back I FErint I Optione I 44 I = I

W2 Contents | @, index | @ Search| Abstract or Title Search :I
- [£] How To Use ProForm Help A1 Line 1102 is resetved for Abstract or Title Search on the 1104-1107 Title Charges
@ ProForm D ata Files and Tgmplates screen of the HUD-1 & Closing Tab.
E ;Zi’:ifn (Order Tracking and h_ To access the TT0T-TT07 Title Charges Screen:
..... ] 10995 Data 1. Clickthe HUD-1 & Closing Tah.
e B tor Ti 2. Douhle-click 1101-1107 Title Charges.
Agents, Brokers
- [£] Acknowledament & Natary 1102 [abetiact oo Teie Someh siPay] % |f 000 4]
3 Additignal Title Charges Undensuiter § 05;; -l Flec| rn_-g_zi
Appraiser 05 [4 "i Tex [Best Even Tille dpency. inc =] 240 0
Adjustable R ate Mortgage [4R] k] 3
Agaregate Method —
Attorneys . . - .
Borrawer and Seller Columns Entering Tite Charges an the Additional Titie Charges Screan
- [2] Buver/Bomowers hd ‘fou can enter title charges on the Additional Title Charges screen ofthe Title -
il I » L n ki e o Tak Charane cndorad omothic coemon oe A mecinmad ta | ima 4404 4440
] v
Buttons on the Help Toolbar
Help T-:upiu:sl Display/hide the table of contents
Back I Display the last topic that was viewed.
Print | Print the current topic.
Options | Make an annotation to the current topic, change the font size, and other
settings.
ce | Display the previous topic in the table of contents.
B3 | Display the next topic in the table of contents.
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How To Use ProForm Help

You can search for and view help on hundreds of topics using the Contents, Index, and Search

Tabs.
W |
g | N
[Contents|  [Index]  [Search]
Contents Tab

Help topics are pages grouped together in books. By default the Contents tab will be selected when
you click Help/Help Topics. Double-click a book or click @ to open it. For example:

%lﬂ Drata Entry

(%] 10935 Data

Click a topic page or name to view the topic. For example:
Ell.E] Diata Entry

o % 093-5 Data
[ Pidgents, Brok

Index Tab

Click the Index tab to search for a topic by typing in a keyword. The topic that matches the words
you entered will appear. For example:

legal dem

leazehold paolicy data
legal description

Click a topic name to view it.

Search Tab

The Search Tab contains a search engine that you can use to find a topic by typing in any word.
1. Click the Search tab.
2. Enter the word you want to find. For example:

1. Type the ward(z] wow wigh ta find.
lerde M j

3. Click the topic you want to view. For example:

3. Chooze topic bo display.

Hazard Inzurance

| nkerim Interest

Lender Look-up T able Fieldz
Lender k
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@ Finding and Printing On-Line Help

H
e
|
p
f
u
[

I

i
n
t
s

Follow the exercise below to learn how to find and print a help topic using the ProForm on-line
help system. In the exercise, we will search for and print help on entering an MLS fee.

1.

2.

Click Help/Help Topics. The help window will open.

<% ProForm for Windows

File Edit Bookmark Option: Help

=1 E3

Help Topics Back | Print

| Options | 45 | s |

m LContents |@§ lndexl ik §earch|

- |Z] Hows Ta Use PraFarm Help

@ ProForm D ata Files and Templates
-@ Trax Add-On [Order Tracking and b ai
& DataEnty

-4 Printing

@ Secure Receipting and Disbursing
A Funds Transfers

@ wordPerfect/Microsoft Word Merge
-4 ProFom Database and Look-up Tablg
@ ProForm Preferences

@ ProForm Closing Tips

714 SoftPro for Windows Licensing
@ SoftPra Technical Support

«| | »

How To Use ProForm Help

You can search for and view help on hundreds of topics using the Contents, Index, and
Search Tabs.

[mlm @4 Search l

Click a tab in the picture to learn about how it can help vou.

Buttons on the Help Toolbar:

Back Go backtothe lasttopic viewed.
Print
== G0 to the previous topic in the help file.
== Goto the next topic in the help file.

Frintthe current topic.

Click the Search tab.

[,:ﬂl Eantentsl €L Index @k Search |

1. Tupe the ward(z] you wizh ta find.

-

Enter MLS as the word you want to find.

1. Type the word(z] you wizh ta find.

|MLS _

=
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4. Choose MLS Fee from the list of matching topics.

3. Chooze topic to display.

Commizzions

Adjuzting the Commiszion Amount _ﬁj
Charaing the Buyer a Partion of Carnmi

Splitting Esgmissinn Between Two Bre

5. The topic MLS Fee will appear automatically in the large help window on the right.

<& ProForm for Windows

File Edit Bookmark Options Seaich Help

=]

Help Topice  Back i Brint

1 Options i << 1 3 i

'IJ Qontents; €Y Index @h Seach ;

1. Type the word(z] you wish to find.

L3 |
2. Select matching words to narmow search.

A

[

3. Choose topic to display.

MLS Fee

1. Onthe 700 Commissions screen, enter the percentage ofthe total commission to
be credited to one broker and charged to another in the MLS Fee:_ % field. The
amaount of the fee will be calculated and displayed in the field after the equal sign
=1

[MLS Fee] 1.0000 % =]

1.500.00

Hote: “You can enter a straight fee amount in the field after the equal sian (=).

2. Selectthe broker responsible forthe MLS Fee. Click Listing701 or Selling/702. The
default is Selling/702.

The MLS Fee will be reported on the disbursements summary and on checks, but not
onthe HUD-1 Setflernent Statement. Click Include MLS fee on lines 701 & 702 to report
the fee on the HUD-1 and have the commissions to each broker adjusted on screen.

|_Ti§| nclude MLS Fee on Lines 701 & 702)
1

Adjusting the Caommission Amaunt ;i
Charging the Buyer a Partion of Cammi
Commissions

Splitting Eo%ission Between Twa Brc

Chick beiow for more heip with these suljects:
Adjusting a Commission Amount

Splitting Commission Between Twa Braokers
Charging the Buyer a Portion of Commissions

Commissions

6. Click Print.

File Edit Bookmark Ophions

Search Help

Help Topics Back

Qptiary

Erirk .
&)

7. The Print dialog will appear. Click OK to begin printing.
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File Balance

You can get feedback about your file’s balance from the Status Bar and File Balance Information
screen of the HUD-1 & Closing tab.

Status Bar

The HUD-1 & Closing status bar displays

real-time balance information while you
are wiorking in the HUD-1 & Closing tab.

|FromByr107.123.14 | ToSkE1,789.00 | |Balance:-10.00

File Balance Information Screen
You can get more detailed information on the File Balance Information screen.

1. Click the HUD-1 & Closing tab.
2. Double-click File Balance Information.

25] File Balance Information [CCA12-0003RES_PFD) ¥

File B alance Status & Hints

Total incoming funds ($301,885.00) less tatal disbursements [$301,895.00) ;!
produces a balance of $-10.00.

Check. the following line items as they could be contributing to the out of
balanze condition: 204($10.00).

Prezz <F13 to access oning help for mare helpful hints.

The File Balance screen
willl guide you to amounts
that may be causing you
to be out of balance.
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Deleting a ProForm File

Note: You cannot delete ProForm files when a file is open.

1. Choose Tools/Delete Files.

2. Enter your search criteria into the Search (Delete Files) window. Use as many or as few of the
fields as you like. You may use wildcards in your entries. (See “Using Wildcards” on page 12.)

3. Select Search to begin the search. A Search Results (Delete Files) window will appear
containing all of the files meeting your criteria. Click the Summary tab to view files, or the
Track Items tab to view track items. (The Track Items tab will only appear if you have the
Trax Order Tracking installed).

Hint: Firm File number organizes Files. Click any of the other column headings (i.e.,
Settlement Date, Date File Received, etc.) to sort the list by another heading.

4. Select the file(s) you want to delete from the list and click Delete.

Answer the prompts that appear pertaining to current backups, reports, and verification of the
deletion.
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. SoftPro

Chapter 2: Starting a New Order

In this chapter:

B Creating @ NEW FilE......ooo e a e e e e e ennanes 22
B Browsing for a Template t0 COPY.....cocuiiiiiiiiiee et ereee e 25
B EXPress Order ENtry. ... e 26
T U o =TT SRR 27
B REMINANCE .ottt e e e 28
B Refinance With 2 LOANS ........oi it 29
L Lo 011 Y N TS 30
I @70 o 1S3 {8 o7 1o o TN 1N Y- T o I PR 31
m Purchase Money/Seller FINANCING ......c..ooiiiiiiiiiiiiiie et et sneeee e 32
L 7= T o S T = SRR 33
I N0 0] o] 1] PSPPSR 33
Ll N X0 T o S 35
B VA LOGN. ..t 36
B 1031 EXCRANGE ...t e e e e e e 37
I /o] o 111N o o T USRS 38
m  Editing the Default TEMPIAtE.........ccoi i 39
m Overlaying a File or TemMPIate ........cooiiiiiiii e 40
Overview

Your work requires you to enter many types of closings or title insurance orders. Some are
standard types you see everyday. These can be entered in ProForm using a similar approach.
However, others may be unique and require that you take advantage of all of the special features
and flexibility that ProForm has to offer. Whatever an order demands, you will be able to complete it
with ProForm.

This chapter contains tips that you can use when starting several types of orders. After entering the
basics, refer to Chapter 3, “ProForm A to Z” to learn how to enter other items that make each file
unique.
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Creating a New File

m  To create a new file, click File/New. Or, click on the ProForm toolbar.
m  The New dialog will appear.

New

* File " Template

File: Name: | 20013060030, PFD

Template Mame: I

Firm File Mumber: IEDDBDEDEGD

Template[z]/Filez(z] to Copy: Erowse. .. |

|F:\S oftProtdefault. pft

(] I Cancel Help

File or Template?

By default, File will be selected. To create a ProForm template instead, click Template.

™ File %Templat&

A template is a file that contains preset information that is common to many orders. For instance,
you can create a template for a specific underwriter containing names, addresses, and charges that
change infrequently.

The main difference between files and templates is that templates have the extension .PFT instead
of .PFD (data files). You can create as many templates as you like, each containing different preset
information. ProForm templates can be edited just like data files.
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File Name/Template Name

If you have the auto-numbering feature of ProTrax turned on, a file name will appear by default
when you start a new order. If there is no default file name, enter one in the File Name field.

Names should be 1-20 characters long. They may contain any combination of letters or numbers,
but may not contain any of the following characters:

\ I 2 . * L1 < > I

File Extensions

Include the extension .PFD at the end of a file name if you are creating a new ProForm file. If you
are creating a ProForm template, include the extension .PFT at the end of the name. For example:

' File * Template
File Murber F'refi:-::l j Suffi:-::l j

File M ame: |DDDEI.PFD

Template Mame: IMGENEY. PFT s

Firm File Number
The Firm File Number will automatically fill in with the file name. The Firm File Number is the
primary identification of every ProForm file. The ProTrust ledger that is created with the file is
named after the Firm File Number.
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Template(s)/File(s) To Copy

When creating a new file, you can immediately copy information from an existing file or template.
This is called “overlaying”. For example, you can create different templates for different
underwriters. When starting a new order with a particular underwriter, you can copy that
underwriter’s template to begin the order.

The SoftPro for Windows template “default.pft” will appear in the Template(s)/File(s) To Copy
field. This template contains sample data that you can delete or change.

You can copy a different file by entering the path to the file manually, or click Browse to search for
a select the file you want.

Template[z]/Files() to Copy: -

|7 SoitProt ZAGENCY it | 4

Ok I Cancel | Help |

Enter a file to copy manually or click
Browse to search for and select one.

+¥ SEE ALSO:

m  “Browsing for a Template to Copy” on page 23.

m  “Editing the Default Template” on page 37.

Copying More Than One Template At A Time

You can enter or select more than one file at a time to copy. To copy more than one file or
template, enter each complete path in quotation marks. For example:

I"F:'\S oftProber ZAGEMCY . PFT" "F:AS oftProhABCAGE

Note: If you do not want to copy any file or template, put the cursor in the Template(s)/ File(s) to

Copy field and press <F2> to clear it.
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@ Browsing for a Template to Copy

On the New dialog, you can browse for a file or template to copy by clicking the Browse button.

H

—C—-T—0I
-3 —

1.

Click Browse on the New dialog.

Template(s)/Files(z] to Copy: Browse... [ I

I"F:'\F'mgram Filez\SoftProhDefault. pit"

By default, templates in your SoftPro folder will appear. Enter ProForm for Windows Files
(*.pfd) in the Files of type field to look for a data file instead. For example:

Filez of type: | PraForm Files [*.pfd)

PraFarm Templates [*.pft

PraFarm Files [*.pid]
FroForm Text Owerlay Files [*.pst]

Al Files [*.%]

PraFarm for 0OS Files (5 hud,® b5 e now s shil)

Browse for and select the file that you want to copy. (Hold the <Ctrl> key down to select

multiple files.)
AGEEMCY.PFT

Click Open.

Template(s)/Files(z] to Copy: Erowse... [ I

IF:'\F'n:nglam FileshSoftProfs v ZaGEMCY . PFT
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Express Order Entry

Express Order Entry is another great way to start a new order in ProForm. Express Order Entry is a
feature of ProTrax, the Order Tracking and Management add-on to ProForm. If you don’t have
ProTrax, call SoftPro Sales at 800-848-0143 for more information.

With Express Order Entry, you can enter all of the information you have about a new order using
one screen. After the file is created, you can always add more information as it comes in.

1. Press <Ctrl+E>, select File/Express Order Entry, or click E on the toolbar.
The New dialog will appear. Select a template to copy (if necessary).

Click OK. The Express Order Entry screen will appear.

0D

Enter information to start the order. Use the More buttons to access additional screens for
more complete initial order entry.

22) Express Order Entry (A3-0027.PFD)

Firm Fie Number: [2.5-0027 <The Expre.ss Order Entry
Buyera’Borrower:lBill Buyer sqreen has fields for every
| More..._| thing you need to start an
Seller[Sam Sellr order, from the Transaction
| More._| Type and Buyer and Seller
Property &ddress Default:lm names t(.) Marketing Source
Property Address:l'lﬂﬂ‘l First Street Mare... I Information.
City: Il\"lytmf-.ln— State: IW Zip Eode:lW
Countp/Parishi[MyCounty You do not need to fill in the
Lender Look-up Code:lFES&L— Mare... I fantire sqreen - jUSt enter the
Lender Name:lFirstEver Savings & Loan information you have available
IAssociation of Marth Carolina and close the screen to start
|

Express Order Entry Screen (detail)

5. Press <Esc> to close the Express Order Entry screen. The new file will appear on your
desktop.
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Purchase

1. Enter the Settlement Agent and Underwriter on the Sett. Agent, Title Co., Underwriter, Offices
screen of the General tab.

2. Onthe File No., Settlement Dates, Notes screen, select Purchase as the transaction type.

Tranzaction T_I,Ipe:l_fE Purchaze  Refinance Equit_l,l|
:

Enter the buyer on the Buyer/Borrower, Officers & Signatures screen.
4. Enter the seller on the Seller, Officers & Signatures screen.

Enter the sales price and deposit on the Sales Price, Deposit/Earnest Money screen.

6) Sales Price. DepositfEarnest Money (2003060030.PFD) E
Contract Sales F'rice:l 300,000.00

Sales EDntractDated:l I

Sales CnnlractEHpires:l A
Purchaze Maonep/Seller Financing:l

[T | Require Bath Parties to Endorse BathyEhecks, if Tfere arelwm Selems

Deposgit/E armest Mnney:l 2.500.00 I MDrE...l

Armount Beturned to Buyer:l

Depozit Retained by

e W e T @ Incoming Fund € Listing &gent [F01] ¢ Seller

' Settlement Agent © Seling Agent [F02) ' Office 1

Portion of Dieposit R etained: I

6. Enter the property address on the Property, Legal Description screen.

6) Property. Legal Description [CC2003030004_PFD)

Froperty .-’-‘«ddress:l'l 23 Country Club Drive

T Cit_l,l:IFEaIeigh State:INC Zip Code:|23455

The buyer's address will appear

by default. You can enter a different
address manually. or change the
default on the General Options screen.

7. Enter the Lender’s information on the Lender screen.
8. Enter the loan amount and loan terms on the Loan, Funding & ProTrust screen.

Use the HUD-1 & Closing tab to enter tax, commissions, buyer and seller charges, escrows, loan
payoffs, and disbursements to create a HUD-1 Settlement Statement.



28 SoftPro Standard Edition User’s Guide

Refinance

‘“@m For a refinance, do not enter a seller or a sales price.

1. On the Express Order Entry or File No., Settlement Dates, Notes screen, select Refinance as
the transaction type.

Tranzachan T_I,lpe:§ " Purchase f‘F\ Fefinance Equit_l,lé
s

2. If you want Saturday counted when calculating the disbursement date, select Include Saturday
in Rescission Period for Disbursement Date. (This is found on the File No. Settlement
Dates, Notes Screen.)

3] File Mo.. Settlement Dates. Notes [CCO009.PFD] E

Firm File Number:lEEDDDS

Transactian T_'r'IJBZ| % Purchaze (' Refinance © Equity | Prior File Murnber: |
Cash Sale:™ Congtruction: [

Settlement Date:lDEﬂ 5/2003 [Include Saturday in Ressissian F'eriud:'_k Right to Cancel Date:T

Dizburzement Diate:|09,/15/2003) Proration Date:mﬁﬁ? Recording Date:lm

3.  When entering tax information, select No Proration/Escrow Only as the current tax status. This
will make sure that taxes are not prorated, and the monthly amount of escrows for taxes is
computed.

Tax Status and Dates

City/Towr Tax or Other Purpu:use:lEit_l,lfT own T awes

Status of Current Period Taxes:| © To be Paid by Buper  Pap/Paid by 5 eller fﬁgwn Froration/E scrow Dnl_l,lli
Pay at Closing: © Total Tax Amourt € Seller's

City/Town Tax Look-up EDde:!HALEIGH

ttioh € Buyer's Portion |

4. Enter loan payoffs on Lines 104 and 105.

5. If there are more than two payoffs, use the Additional Disbursements screens of the HUD-1 &
Closing tab.

+¥ SEE ALSO:
B See “Entering a Payoff on Line 104 or 105" on page 62.
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Refinance With 2 Loans

1.

7.

On the Settlement Dates, Notes screen, select a transaction type.

Tranzaction Type:LfE Purchase ¢ Refinance Equit_l,l|
,'.'l.

Enter Lender information for the first loan on the Lender screen of the General tab.

To enter Lender information for the second loan, click 2nd Loan on the Lender screen.

8) Lender (2003050002 FFD)

2nd Loan ,\J Jid Loan I
Ly
Lender Information

Lender Look-up Code:IFES&L Marketing Rep: IFran First

Enter the first loan amount in the Principal Amount of Loan field on the Loan, Funding &
ProTrust screen. The funding amount will default to the loan amount.

10) Loan, Funding & ProTrust (2003050002.PFD)

2nd Loan I 3rd Loan I
Loan & Funding
|F'lincipa| Armount of Loan:l R0,000.00 |
Construction/E quity Line First Draw:l [Enter O'if construction/equity line but no st draw]
| Loan Proceeds/Funding .-’-‘n.mnunt:l R0,000.00 | Funding Type:| % Gross ¢ Met

To enter the 2nd loan amount, click 2nd Loan.

To disburse an amount entered on the HUD-1 & Closing tab to one of the Lenders, enter either L

= Lender 1st Loan or L2 = Lender 2nd Loan in the DS field. For example:

Agg. Payment Schedule I I Months page 139 for more.
DS:I L j To |First Ewer Savings & Loan dgzo

0 =Deducted-1st Loan i
B =MtgBroker-1st Loan

W =Loan Svor-1st Loan

L2 =lender-2nd Loan »

The DS: field indicates how an item is
to be disbursed.

1001 Hazard Insurance Note: See “Disbursement Status Fields” on

To deduct an amount from a loan, enter either D = Deducted 1st Loan or D2 = Deducted 2nd

Loan in the DS field.
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Equity Line

1.

On the Express Order Entry or File No., Settlement Dates, Notes screen, select Equity as the
transaction type.

iE quibi

Tranzaction T.'r'I:'EZ| " Purchaze  Refinance f%,
g

Enter the loan amount, first draw off the construction loan/equity line, and funding amount on the
Loan, Funding & ProTrust screen of the General tab.

If there is no advance (the lender is not sending a check to closing), enter .00 in the Loan
Proceeds/Funding Amount: and Construction/Equity Line First Draw fields. (Loan, Funding
& ProTrust screen of the General tab.)

Loan & Funding

Frincipal Amount of Lu:uan:l 75,000.00

Construction/Equity Line First Draw:l 0.00 [Enter 0 if constuction/equity line but no 1zt draw]

Loan Proceedsz/Funding .-'-‘-.mu:uunt:l 0.00 Funding Tupe:| ¢«

Enter Equity 1st Draw in the description field on Line 207. Line 207 is found on the 200
Amounts Paid By or in Behalf of Borrower screen.

If the lender requires you to show the remaining balance left on the construction loan/equity line,
you can enter this amount on a blank line in the 200 section.

@\» For an equity loan closing, do not enter a seller or a sales price.
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Construction Loan

1.

Select Construction on the File No., Settlement Dates, Notes screen of the General tab.

3) File No., Settlement Dates, Notes (2003060030.PF

Firmn File Number:|2DD3DEDD3D

Transactian T.'-JIJ'33| % Puichase " Refinance Equit_l,ll

Cash Sale: I_k _

Enter the full amount of the construction loan in the Principal Amt. of Loan field. (Loan,
Funding, & ProTrust screen of the General tab.)

On the Loan, Funding & ProTrust screen of the General tab, enter the amount of the check you
receive from the lender in both the Loan Proceeds/Funding Amount: and the Construction/
Equity Line First Draw fields. If the lender has deducted its fees from the first advance, do not
enter this amount in the Construction/Equity Line First Draw field.

“@» If no loan proceeds are being disbursed at closing, enter .00 in the Loan Proceeds/Funding

4.

Note:

)

Amount: and the Construction/Equity Line First Draw fields:

Loan & Funding
Principal Amaunt of Lnan:l 200,000.00 J
Congtruction/E quity Line Firgt Dira 0.00F [Enter O if constructionequity ing but no 1st draw)

Loan Proceeds/Funding Amourt] 0.00) I Adjust far Funding Net Check Optian

On the Title Insurance Premium & Policy Numbers screen of the Title Insurance tab, enter
Construction in the New Policy Type field.

2) Policy Premium, Dates. & Numbers (2003060030.PFD)

Policy Information

| ndenwriter/Policy Look-up Cnde:lLF‘

Undenwriter/Palicy Description: ISampIe Loan/ktg Policy

Undenwriter's Caze/File Mumber:
- Mew Policy T_I,Jpe:ll:onstruction 'I Round Coverage Up to NEHt:|1DDD

Frior Policy Informatiar... |> Adjustment .t’-‘-.mnunt:l To:l Palicy

You can access this screen from the HUD-1 & Closing tab by clicking the Premium Calculator
button on the 1108-1113 Title Charges screen.

Do not enter a seller. Also, a sales price is not usually entered for construction loans unless
the lot is being purchased at the time the construction loan is being closed.
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Purchase Money/Seller Financing

1.

Enter the seller name, address, phone and fax numbers on the Seller, Officers & Signatures
screen of the General tab.

Fill in the Contract Sales Price: on the Sales Price, Deposit/Earnest Money screen. Enter the
total amount being financed in the Purchase Money/Seller Financing field.

5] Sales Price, Deposit/E arnest Money E
Contract Sales F'rice:l 300,000.00
Sales Contract Dated: | 08/15,/2003

Sales Contract Expires:| / ¢

I Purchaze Monew/Seller Financing:l 25,000.00 _

[~ Require Bath Parties ta Endarse Bath Ghesks, i There are Twe Sellers

Deposit/E amest Mnney:l 2.500.00
Armount Beturned ta Buyer:l

D it Retained b . -
ofgﬁ:{adyeﬂa:;eeiveil o & Incoming Fund L|st|_ng Agent [F01] © Seller
" Setflement Agent © Selling Agent (702

Partion of Deposit Betained: I

If the seller is the only lender in the closing, enter the seller name in the Lender Name field of
the Lender screen. This will prompt ProForm to calculate interest and mortgage tax. Also, the
seller name will appear on documents relating to the loan like the HUD-1 Settlement Statement

and Disbursement Summary.

Leave blank the Principal Amount of Loan: and Loan Proceeds/Funding Amount fields on
the Loan, Funding & ProTrust screen.

The purchase money amount will appear automatically on the 200 Amounts Paid By Or In
Behalf Of Borrower screen of the HUD-1 & Closing tab.

208 iPUTChaSE Morey Mote Same as 508 Reserved if seller financing entered, TIL:; :_3 | 25.000.00
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Cash Sale

1. Click Cash Sale on the File No., Settlement Date, Notes screen of the General tab.

3) File No., Settlement Dates. Notes (2003060030_PF

Firmn File Numher:IEDDSDEDDSD

Tranzaction Type:

2. As there is no lender, you will not need to use the Lender, or Mortgage Broker & Loan
Servicer screens of the General tab.

% Purchase . Refinance Equit_l.J|

: hSaIelﬁ Construction: [

3. Leave blank the Principal Amount of Loan field on the Loan, Funding & ProTrust screen of
the General tab.

Assumption

1. On the Express Order Entry or File No., Settlement Dates, Notes screen, select Purchase as
the transaction type.

Tranzaction Type:LfE Purchase ¢ Refinance Equit_l,l|
=

2. Enter the first loan amount in the Principal Amount of Loan field on the Loan, Funding &
ProTrust screen. The funding amount will default to the loan amount.

3. To enter the 2nd loan amount, click 2nd Loan.

9) Loan, Funding & ProTrust (A3-0027.PFD)
2nd Loan ,\}J 3rd Loan
L
Loan & Funding
Principal Amount of LDan:l 50,000,000
Construction/Equity Line First Draw:l 0.00  [Enter Oif constructionequity ine but no 1zt draw)
Loan Proceeds/Funding .-'-‘-.muunt:l g0.000.00 [ Adiust for Funding Met Check Dption

CONTINUEDYN
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Lines 203 and 503 are used to enter the assumption amount being assumed by the buyer.

(Giving a credit to the borrower and debiting the seller.) Line 203/503 is found on the 200
Amounts Paid by or in Behalf of Borrower screen of the HUD-1 & Closing tab.

13) 200 Amounts Paid by or in Behalf of Borrower (2003050002 _FPFD)

201 Deposit or Eamest Maoney

—

202 Principal Amount of Mew Loan(z]

| 5000000

203 Existing Loans Taken Subject to Same as 503,

i | 1000000

Enter assumption fees on the 801-810 Items Payable In Connection With Loan and 811-820

Items Payable In Connection With Loan screens of the HUD-1 & Closing tab.

87 I.-'-‘n.ssumptiu:un Fee

DS:l L j T |First Ever Savings & Loan Aszsociat Fie:l

Addr. | .

1,000.00){f

e[ =]
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FHA Loan

On the Loan, Funding, & ProTrust screen of the General tab, select FHA as the loan type. A
Mtg Ins Case Number is required on the HUD-1 Settlement Statement.

HUD-1 Section B.

E. Peim] Construction

Type of Loar: |5, 1. FHA | ¢ 2 FmHA ¢ 3. Conv. Unins.
" 7. Temp. Construction

C 4vA B Conw. Ins.

" B Other |

" Mane

E. File Number:lEEA‘l 2-0003RES

7. Loan Number:
[& Mg Ins. Case Number [252557 |
FH& Old Cage Mumber:

You can change the default loan origination fee on Line 801 on the 801-810 Items Payable in
Connection With Loan screen of the HUD-1 & Closing tab.

Enter Mortgage Insurance Premium (MIP) on the 900 Iltems Required By Lender To Be Paid In

Advance screen of the HUD-1 & Closing tab.

902 Mortgage Insurance Premium

Agg. Payment Schedule |

B [[550 Monhs ¥ Lieoiloan  siPay] x| Tezson|
05| =] Taf Re:| T | =]
Addr| +

Click the Agg. Payment Schedule button for Line 902 to enter a payment schedule. Click 12
Equal Monthly Payments for twelve equal monthly payments, and enter the payment amount.
The monthly payment amounts will fill in automatically.

Payments from Escrow Account (1002) (2003060003 PFD)

1002 Mortgage Insurance Cuszhion Basis:l_
I V¥ 12 Equal Morthly Payments of:l 396 I—
— Estra Payment
™ Month of Clasing IW I—

™ First Month after Closing IMarch I

Collect Extra Paymentz on HUD-T Line: ISD2 'l

— Regular Papment:

Jépi | 3% |October | 3%
[May | 396 [November | 396
IJ une I 396 IDecember I 3.96
July | 3% Jaruany | 3%
|August | 396 |February | 396
[5epienber | 256 [March | 3m

<Note: To enter an extra payment,
select the appropriate checkbox
and enter the payment amount.
Then enter the HUD-1 Settlement
Statement line on which you want
the payment recorded.



36 SoftPro Standard Edition User’s Guide

VA Loan

1. On the Loan, Funding, & ProTrust screen of the General tab, select VA as the loan type.

Twpe of Loar:| € 1.FHA ¢ 2 FmHA T 3. Conv. Unins. f?k .ﬂu B Corw. Inz.
" B. Permn. Construction € 7. Temp. Constructi

I["'Ei.l:ll:hnerl = Maone

2. You can have the VA funding fee calculated automatically as a percentage of the sales price or
loan amount. Enter the VA funding fee on Line 808 on the 801-811 Items Payable in Connection
With Loan screen.

Enter a YA Funding Fee or other
description. |Select Sales Price or Loan Amuunt.|

IW« Funding Fee

1.0000f2 of [ 5 Sales Price ' Loan Amount| SiPae] | % I 3.000.00}f

808

DS:IL j To:lFirstEverSavings&Loan.-’-‘«ssociat He:l TIL:I "I
Addr | +f
|Enter the percentage of the VA funding fee_l Fee will be calculated automatically

and will appear in the Borrower column.
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1031 Exchange

Note:

Enter 1031 Services Exchange (or other related description) on Line 517 on the 500
Reductions in Amounts Due Seller screen.

Select the Divert Proceeds to Line 517 option. The proceeds will appear automatically.

Enter the name of the third party to which the proceeds are being diverted (for example, the
Exchangor) in the To field.

I 163,837.93

517 |‘| 031 Services Exchange ¥ Divert Proceeds to Line 517
DS:I 5 j To IWiIIiam Dizon, Exchangor Fe: !
Addr| ‘|

You can change the title below the signature lines to reflect Exchangor in lieu of Seller. This
can be changed at the bottom of the HUD-1 Sections D, E, F, G and H screen.

22) HUD-1 Sections D, E. F, G & H (SAMPLE 8.5 FILE.PFD)

D Mame and Address of Borrower:

E. MName and &ddresz of Seller:

ISam Smith Azzoc.

|l Srith

123 First Sireet

|1 Faleigh Street

[winston-5 alem, NC 34983

|Rialeigh, NC 12345

F. Mame and Address of Lender:

G. Property Location:

|Firsl Ever Savings & Loan

|1 Raleigh Street

I.-’-‘«ssociation of Morth Carolina

|Raleigh, NC 12345

|P. 0. Box 90012

IM_l,ll:Dunt_l,l County, Morth Carolina

|Lendervile, NC 23457

H_ Settlement Agent:

IBest Ever Title dgency, Inc.

Place of Seftlement:

|1 23 Lavaper's Lane

|Raleigh, NC 13579

Mote: Test entered in zections DL E, F. G &H
will be printed 'as iz' on page 1 aof the HUD-1.

Titles for HUD-1

: 2

: 2

Buyer/Bomower/E xchangorsdccommadator Seller/Exchangar/dccommaodator:




38 SoftPro Standard Edition User’s Guide

Mobile Home

If the cost of the land is separate from the mobile home:

1. Enter the purchase price of the land in the Contract Sales Price field on the Sales Price,
Deposit/Earnest Money screen.

2. Enter the cost of the mobile home on the 100 Gross Amount Due from Borrower screen on Line
102. This will debit the borrower on Line 102 and credit the seller on Line 402.

18) 100 Gross Amount Due from Borrower (Z003060030.FFD)
101 Contract Sales Price I 15.000.00

102 Perzonal Property Same az 402, I 42,000.00

If the seller of the land and the seller of the mobile home are separate parties:

1. Enter the purchase price of the land in the Contract Sales Price field on the Sales Price,
Deposit/Earnest Money screen.

2. Enter the mobile home cost on the 100 Gross Amount Due from Borrower screen on Line 104.

18) 100 Gross Amount Due from Borrower (2003060030.PFD)

101 Cantract Sales Price I 15,000.00
102 Perzonal Property Same az 402, I
103 Settlement Charges to Borrawer Enter Mobile Home Cost I 7.550.88
104 J|tobile Home Cost I‘_ or other description.

[™ Calculate Refinance Papoff Using Principal B alance

Frincipal B alance: I Refinance Payoff: I Az of:l A4 Per Diem:l

Days from:| € Setlement © Proration & Disbursemert  Recording| = [ paps |E“t‘3' the cost hE’E-|
F'Ius:l Extra Days Interest: I Flus Late Fee:l After:l S ¢
Total Additional Charges: I Additional Charges | I 45.000.00 |
DS:IS j TDZI He:l

A | +| TIL:I vl
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Editing the Default Template

1. Click Open.

o

2. The Open dialog will appear. Enter ProForm Templates (*.pft) in the Files of type field.

Files of types | Templates [* pft]

[

F'rDForm Files e

3. Select Default.pft.

Open

Lok jm: I 23] enterprisal 1-alphad

= ol @ gl =

terge ] PxRpts
AP1Rpts CARdyDocs
pflocks | Setup
1 FiRpts
PTLocks
1 PtRpts
File narme: IDefauIt.pft lﬂl

Filez of wpe: ITempIates [* pft]

ﬂ Cancel |

Z

4. Click Open. Edit the data in the template in the same way you would in a ProForm file.
5. Click File/Save.
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Overlaying a File or Template

You can enter data into a file by copying the contents of another file or template. This is called
“overlaying”. You can overlay a file or template when you create a new file, or after a file has been
created. These instructions explain how to overlay a file or template to an existing file that is open.

=

Select File/Overlay File/Template or click on the Toolbar.

2. Browse for and select the template you want to copy. By default, template files with a .pft
extension will appear. To copy a ProForm file, enter ProForm Files (*.pfd) in the Files of type
field.

Filez of type: | ProForm Files [*.pfd) j

PraForm Templates [*.pft
PraForm Files [F.pfd]

ProForm Tesxt Owerlay Files [ pat]
PraFarm far DOS Files [* hud,® b2 e now:® shil]
All Filez [%7)

Select the file you want to copy. Hold the <Ctrl> key down to select multiple files.
4. Click Open.
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In this chapter:

Compute Tax AMOUNES USING ......uviiiiiiiiiieiiiiie ettt e e et e e e e e e st e e e e e e e s nabaaeeeaeeesensnneeees 118
Real Property Tax AMOUNT ... ...oi ittt e et e e e e see s 118
Additional Real AMOUNL..... ... ettt e e ettt e e e e e e et e e e e e e e e e annreeeeeaanees 118
Seller's Non-Prorated/Personal AMOUNL ...........oooiiiiiiiiie et e e e 118
Additional Personal AMOUNT....... .o e e e e e e e e e e e e e e e e e e e e e eneee 118
LI = LI = o 1 To T o | SRR 118
Additional ESCrOW AMOUNT .......oiiiiiiiiiieeie ettt e e e e e et e e e e e e e enneaeeeaaeeeeannsbeeeeaeennees 118
=T o= o B IF= D QN 3 (o0 o | SRR 119
IR 2 = L (= RSSO 120

Chapter 3, “ProForm A To Z” is an alphabetical reference for entering items in ProForm. Each entry
contains information about where to enter the item, pictures to guide you, SEE ALSO references,
and Helpful Hints. For example:
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The '*’ shl:l_ws vou where to go
ABSTRACT OR TITLE SEARCH to enter the item.

';#’ HUD-1 & Clesing tab, 1101-1107 Title Charges acreen, Line 1102,
1. Click the HUD-1 & Cleaing tab.
2. Double-click 1101-1107 Title Charges.

3. Enterthe Abatract or Title Search amounton Line 1102, For example:

1102 Jabetract ce Teke Gearch siPay] =% |l =0.00 ||
Uradenasier §: DS:E "I Hec! TIL'I 'i
psfa -i '{g;|Besl Evei Tille Agency, ine xg| 000
Al of
+3¥SEE ALSO: « SEE ALSO points you to other

+ Todisburae a portion of the charge to the undenwriter related topics.

below.

+ To enter additional title charges, aee “Additional Title Chargea"

+ Youcanchange how an amount is disburaed by making achange to the D%: field.
See "Disburaement Status Fields' on page 159.

Helpful Hints show you more
advanced and useful ways to get
5§ Underwriter Portion of Title Charges the most out of ProForm.

H On the Titke Charges acreensa of the HUD-1 & Closing Tab, you can aplit the amount between
e H the agent and underwriter. Enter the amount of the Underwriter's proceeds in the Underwriter:
field and preaa <Tabe=. The net amountdisburaed to the Agent will be recalculated.

| I

P N fez [abstract or The Seaich SH’q[F_X | 25000
iE: Undzowites 2 w0000 DS ] Re[ e[ =]
Lll s D5 [a =] Ta[Best Eves Tile Agency, Inc. =4[ mmpsing

@m For a complete list of items covered in this chapter, refer to the Table of Contents for Chapter 3
on page viii of the Introduction.
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1099-S DATA

{} HUD-1 & Closing tab, Division of Proceeds & 1099-S Data screen.
1. Click the HUD-1 & Closing tab.
2. Double-click Division of Proceeds & 1099-S Data.

23) Division of Proceeds & 1099-5 Data [CC20030003RES.PFD) HUD-1 Setilement

Statement Line 303
Cash To Buyer/Borrower

DS: # - To:lBiII Buyer and wife, Betty Buyer Tatal Cazh ta Buyer.f’Eorrower:l -'I-
Distribution(z] To Seller(s]
Total Buyer's Part of Real Estate Ta:-tes:l
I— 1093-5 Ewempt
Total Cash to Sellers): 2l.2558s Buyer's Part  Property Given from
Fercentage Dish. Cazh to 1093-5 of Real  Services to 10935 1099
of Total  Status Seller Proceeds Estate Tax Received Seller Signed Reporting|
1) [1im Sieller [FEm0ein [s =] stez7r [ 22500000 | r otC -
2)[Jermy Seller [ 500000 (s =] 2n3sazs [ 7500000 [ i i
3 [ T [ -l | | I
4]|_ Enter the percentage of the [ [ | Y e
proceeds that each seller should
5]|_ receive on the Seller. Officers & I I LI I
8[| Signatures screen. ' | | S ) B e
Check boxes when seller
7] | () | | is given 1099-S and signs.
8] | (=) | | i
sl | | =l | | I N W
IRS 1099-5 Data
1093-5 Description:l123 Cauntry Club Drives/R aleigh MC 23456 Mate: RS limit iz 39 characters.

Seller Proceeds

Seller proceeds are entered as percentages on the Seller, Officers & Signatures screen.

4) seller, Officers & Signatures (A3-0027.PFD)

Name Relationship Address Percent
1]|Sam Seller I IF'.D. Bow 1002 Type:lMaIe j
| | |Raleigh, NC 27609 -| 50.00000) More...|
2] [Sally Seller | |5 Green Steet T_l,lpe:l b ale |
|

|Ralzigh, NC 27603 -| su_nunm' More...l
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Adjusting Seller Proceeds

You can adjust the share that is allotted to sellers by editing the Proceeds fields. For instance, if
Seller 1 is to receive 75% of the proceeds and Seller 2 is to receive 25%:

Click the General tab.

Double-click Seller, Officers & Signatures.

Put the cursor in the Proceeds field of Seller 1 and press <F2> to clear it.
Enter 75 and press <Tab>.

Put the cursor in the Proceeds field of Seller 2 and press <F2> to clear it.
Enter 25 and press <Tab>.

@ HelpfulHints

B You can export a ProForm file to Pro1099 to add information from a closing to your 1099-S
database. See “Exporting a File from ProForm to Pro1099” on page 278.

o0k 0N~

®  You can print Substitute 1099-S forms to submit to sellers from ProForm.
Click File/Print.

Double-click SoftPro ReadyDocs Tree.

Double-click HUD-1 & Closing.

Double-click Tax Forms.

Double-click 1099 Documents.

Click Substitute 1099-S or Substitute 1099-S w/Solicitation.

2 o

Click i
8. Click OK.
9. The Print dialog will appear. Click OK.

il. The document should appear in the Selected ReadyDocs: window.

m  See “Keeping Track of Seller 1099-S Forms” on page 288 for more information.
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ABSTRACT OR TITLE SEARCH

{} HUD-1 & Closing tab, 1101-1107 Title Charges screen, Line 1102.

1. Click the HUD-1 & Closing tab.
2. Double-click 1101-1107 Title Charges.
3. Enter the Abstract or Title Search amount on Line 1102. For example:

1102 [abstiact or Teke Seach siPay] % || 25000 ||
Uncdensmiter 4: | DE:E :] Flec TIL'I 'I
D5:|ﬂ. ;’ T |Best Evei Tille Agency. in =% 25000
ﬁudl:i:l +|
4+ SEE ALSO:

m  To disburse a portion of the charge to the underwriter, see “Underwriter Portion of Title
Charges” below.

®  To enter additional title charges, see “Additional Title Charges” on page 44.

B You can change how an amount is disbursed by making a change to the DS field. See
“Disbursement Status Fields” on page 139.

@ Underwriter Portion of Title Charges

H On the Title Charges screens of the HUD-1 & Closing Tab, you can split the amount between
e H the agent and underwriter. Enter the amount of the Underwriter’s proceeds in the Underwriter
field and press <Tab>. The net amount disbursed to the Agent will be recalculated.

! |
? n 1102 [tbstact or Titke Search EkF'qr.F_ 2] 250.00
t Undesweites §:[ mmp 10000 DS =] Re e =]
I-I'I 5 DS:IA ;I T B est Eves Tille Agency, Inc. =% =500
ACKNOWLEDGMENTS

{} General tab, Acknowledgment & Notary screen.

1. Click the General tab.
2. Double-click Acknowledgment & Notary.
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ADJUSTABLE RATE MORTGAGE (ARM) DATA

%} General tab, Terms, Payment & ARM screen.
1. Click the General tab.
2. Double-click Terms, Payment & ARM.

3. Click the ARM Data button. The ARM Data screen will appear. Enter your ARM data in the top

section of the screen. The TIL — Discounted and Premium Variable Rate Transaction Data
section will be calculated for you.

ARM Data [CC20030003RES.PFD)

Published interest rate

A T fAHM:I 1 @y, = Manth
(such as the prime bEsE = o
rate). For ARMs. the Index Description:ane-Year Treasuny

margin is added to the
index rate to produce
the adjusted rate. Margire] 200000 Fully Index=d Flate:l 9 26000

I I aximum Periodic Cap:l 1.00000 First Change Drate M aximum Hate:l 2.00000
Periodic and lifetime caps

(limits to the amounts a rate = Minimum Periodic Eap:l 012500 First Change Date kinimum Hate:l E.87R00

Current Index Ratez| 725000 |

may change). b awirurn Lifetime Eap:lm Lifetirme Masimum Hate:lm
Minimun Lifetime Caps| 2.00000] Lifstirne Minimum Riate:| 500000
Period length. Interest Adjust/Change Period:m [Months) In this E)(am_ple, the index
First Interest Adjust/Change Date:m !r]‘.i;BS;ET:I;gI[;'s(II-liSa:nzD:nt
First Payment Change Date:lm allowed by the maximum
Borower Must be Notified:| 15 Days before a Payment Change periodic cap.

ProForm calculates
the adjusted rate for the
Beginning Intersst Hate:l 7.00000 second 12 month period

) " by adding the maximum
iLe o [ | k4 o .

Round Adjusted Flate.| Mo (¢ MNearest Nextl 0125 periodic cap to the interest

After| 12 Manths Index Hate:l 7.25000 |Adiusted Rate:] 5.00000 |{— rate. (1.0 +7.0=58.0)

After| 12 Months Indesx Hate:l F.2R000 Adjusted Rate:| 9.00000
After m Months Index Flate:lm Adjusted Hate:lm
After| 12| Morths  IndexRate:] 7.25000 Adjusted Rate:] 925000
After| 12 Months Index Hate:lm Adjusted Hate:lm
After| 12 Months Index Hate:lm Adjuszted Hate:lm

TIL - Discounted and Premium ¥Yariable Hate Transaction Data

Type of ARM

Enter the frequency of the adjustable rate change. For example, if the adjustable rate cycle is 36
months, enter 36 in the Type of ARM field and click Month. If it is 1 year, enter 1 and click Year.

Round Adjusted Rate

You can choose how you want the adjusted rates rounded. Choose No for no rounding, Nearest to
round the rate to the nearest percentage entered in the % field, or Next to round to the next
percentage. Enter the percentage to round to in the % field.
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Truth-In-Lending (TIL)

The Truth-In-Lending (TIL) Add-On to ProForm comes with a complete set of Truth-In-Lending
documents and all of the screens you need to complete them (according to 12 CFR Part 226 —
Regulation Z). After installing the TIL Add-on, special TIL screens will become available in
ProForm to enter Annual Percentage Rate, finance charges, total amount financed, total of
payments, and a payment schedule. ProForm does the work for you, calculating most of these
amounts automatically once a loan amount is entered.

Note: You must purchase a license for the Truth-In-Lending (TIL) Add-On and enter your
Product Key to be able to access TIL screens and documents. For more information
please call SoftPro Sales at 800-848-0143.

ADDITIONAL TITLE CHARGES

{} Title Insurance tab, Additional Title Charges screen.

1.
2.
3.

M

Click the Title Insurance tab.
Double-click Additional Title Charges.

Choose a line to enter an additional charge. (Line 1 is reserved by default for the total
Endorsements entered on Screen 4 of the Title Insurance tab.)

Enter a description of the charge in the Description column (such as Title Examination Fee,
Title Insurance Binder, Notary Fees). Press <Tab> and enter the amount in the Amount
column.

Enter the policy to which the charge is to be attached in the Policy column. By default, L (Loan
Policy) will appear. You can change this to O (Owner’s Policy) or X (Other Policy). Policies are
entered on Screen 1 of the Title Insurance tab.

5] Additional Title Charges (CC20030003RES_PFD)
Znd Loan I 3rd Loan I
Deszcription Amount Policy Datelss EffD ate EffiTime
1_|Endorsements I 55.00 IDj I i I s I DM Mare... |
2. |Title Irsurance Binder | s000|[L =]|oenseeonz | fo2sszo02 || - More... |
3. | | =+ | 4/ | : M More.. |

You can also access Additional Title Charges by clicking the Additional Title Charges
button at the top of the Title Charges screens of the HUD-1 & Closing tab.
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Assigning a Title Charge to a HUD-1 Line

To assign an Additional Title Charge to a HUD-1 line, click the More... button. For example:

5] Additional Title Charges (CC20030003RES.PFD)
2nd Loan i 2rd Loan ;

Deszcription Amount Policy Datelss EFffD ate ENTime l
1_§End0rsements i 55.00 iDL! i A i A i CoM I Maore... I
2. |Title Insurance Binder | s000|[L =] |o2nss2002 | fo2a5/2002 |] - - b More... |
3. | | =/ | 4/ | : M More.. |

A new dialog will open. Click the arrow button next to the HUD-1 Line field and select a HUD-1
Line. You can choose from Lines 1101-1108, 1111-1118.

Additional Title Charges 2. (CC20030003RES.PFD]

Agent/Undenwriter Split
Dezcription: |Til|e Inzurance Binder Agent/Lndenwriter: I Undenariter = I

Transaction Code: I tultiplier: I 100.00) &
Ivoice Line:l VI T +4~ Amount: I

HUD-1 Lir'ua:|11|:|dr vl NetAmnunl:I 50.00
Use Agent{Underwriter Split section

| Selecta HUD-1 Line to which you[ | to divide proceeds between the Agent
want the charge assigned and Underwriter.

SirPay% Feature

It is especially useful to enter charges on the Additional Title Charges screen to take advantage of
the SlrPay% split feature. You can assign each additional title charge to HUD-1 Line 1101-1108 or
1111-1118.

You can then go to the HUD-1 & Closing screen and enter the percentage the Seller is to pay in the
SirPay% field.

1104 |Title Insurance Bindsr SliPay| 50 %] (] 25.00 || 25.00

Undervaiter §:| 5000 DS:fU =] Re e[ =]

DS:I j Tax |M_I,J Favarite Title Inzurance Compa | = $:|

Enter the percentage the

A +f seller is to pay and press
<Tab>. The buyer amount will be
recalculated automatically.

Note: You can split the charge between the Agent and Underwriter. See “Splitting a Charge Between
the Agent and Underwriter” on page 46.
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Splitting a Charge Between the Agent and Underwriter

By default the Underwriter is disbursed 100% of the proceeds. To disburse a percentage of the
endorsement to the Agent, put the cursor in the Multiplier field and press <F2> to blank it out.

[uitplier: | m-»] =

Enter the percentage of the endorsement to go to the Underwriter in the Multiplier field.
Press <Tab>. The total amount disbursed to the Underwriter appears in the Net Amount field.

Agent/ndenwriter: I | ndenriter j

Multiplier:l RO.O0 &=
+- .-’-'-.mu:uunt:l
M et Amaovint; I 2500

Calculating the Agent’s Proceeds

You can calculate the amount that is to be disbursed to the Agent by entering Agent in the
Agent/Underwriter field. The Net Amount: then will be disbursed to the Agent.

Agent/Undenariter: | Agent j |

kdultiplier:
+/- Amnount; Under&ger

Adjusting the Net Amount

You can add or subtract a straight dollar amount from the Net Amount using the +/- Amount
field. Enter any dollar amount you want to add, or include a minus sign before it to subtract an
amount. The Net Amount will be recalculated automatically.

+4- Amourt: [mh -15.00

M et Amavint; I 15.00
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AGGREGATE METHOD

1. Enter the date of first payment on the Terms, Payment & ARM screen of the General tab.
2. Go to the 1000 Reserves Deposited With Lender (Escrows) screen.

Select Use Aggregate Method.

cu:E [T FRound Months T Found for Whale Dollar Payment  Cushion Basis:E SIrF'a_I,I:I =

4. Enter the number of months of cushion selected by the lender in the Cushion Basis field.

Note: Do not select Use Aggregate Method if your lender has performed the aggregate analysis
and has given you the escrow amounts to be entered manually. Enter the individual escrow
amounts in the Borrower or Seller column on the appropriate lines, and then enter the
adjustment in the appropriate column on line 1008.
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APPRAISAL INFORMATION, APPRAISED VALUE, APPRAISER

%} General tab, Property, Legal Description screen.

¥y

Click the General tab.
Double-click Property, Legal Description.

Click the Appraisal Information button.

The Appraisal Information screen will appear.
Appraizal Information [CC20030003RES.PFD] E

Appraized Value:l 300,000.00
Appraizal Date:lﬂfl.f"l B/2003

Appraiser
Appraizer Look-up Code:W
Appraizer Name:i
State Certification/License Nn:l State Issued:l_
Firm/Fayee Name:i.&ppraisal Azzociates

.&ddress:i4213w. M ain Street, Suite 101 oIKaIamazoo, k4l 43006

Phnne:l[818]381-8444 Fa:-t:l[ ] -
HUDA Line:|803 vI Goto HUDA1 Line... I

Motes:

-
[~

You can fill in the information for the Appraiser using the Look-up table in the Appraiser
Look-up Code field. You can add your most commonly used Appraisers to the Look-up
table, and retrieve them by simply entering a code. See “Look-up Tables: Store and Reuse
Information” on page 130.

Assigning the Appraisal Fee to a HUD-1 Line Number

You can choose the HUD-1 Line Number on which you want the Appraisal Fee recorded. Click the
down-arrow next to the HUD-1 Line field and select from Lines 803-820, 1301-1305, or Additional

Disbursement 1-50.

Note:

Click the Go to HUD-1 Line button to jump to the line number to enter the fee.
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ATTORNEYS

{} General tab, Buyer’s & Seller’s Attorneys screen.
1. Click the General tab.

Double-click Buyer’s & Seller’s Attorneys.

2.

@‘» You can fill in the information for the Buyer’s and Seller’s Attorneys using the Look-up
table in the Attorney Look-up Code field. You can add your most commonly used
Attorneys to the Look-up table, and retrieve them by simply entering a code. See “Look-up
Tables: Store and Reuse Information” on page 130.

ATTORNEY’S FEES

{} HUD-1 & Closing tab, 1101-1107 Title Charges screen, Line 1107.

1. Click the HUD-1 & Closing tab.
2. Double-click 1101-1107 Title Charges.

3. Scroll down to Line 1107 to enter the Attorney’s Fees.

Borrower Seller

amount amount
1107 I.&tlorney's Fees SI[F'a_n,J;I_ E4 I W 45000 | v
— Undenwriter $:| DS:I j F|e:| TIL:I vl
DS:I,{\ j To:lBesl Ever Title Agency, Inc. = $:| 45000
Aeddr| +|

Includes Numbers:l

To split the charge between agent
and underwriter, enter the amount
going to the underwriter here.

) SEE ALSO:
m  “Additional Title Charges” on page 44.
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BUYER / BORROWER

{} General tab, Buyer/Borrower, Officers & Signatures screen.
1. Click the General tab.
2. Double-click Buyer/Borrower, Officers & Signatures.

3. Enter the buyer name in the first field. If the buyer is couple or partnership, enter the
spouse/partner in the field directly below the first name field.

1) [Eil Buyer {——| First Buyer { Burruwer.|
{Eretty Eiuyer {——| Spouse or Pﬂrtner_|

4. Enter the address of the buyer in the Address fields. Enter the street address or P.O. Box in
the first field and the city, state, and zip code in the field directly below the first. This is the
address that will appear on the HUD-1 Settlement Statement. To enter a forwarding address,
click More and use the Additional Buyer Address fields.

5. Click More to enter SSN/TIN, phone and fax numbers, forwarding address, additional notes, or
to edit signature lines and corporate officers.

There is room to enter up to 9 buyers. Each buyer can be a single person, a corporation, or a pair
such as a married couple or partnership.

3] Buyer/Bormower, Officers & Signatures [CC20030003RES_PFD]

Name Relationship Address
1]|Eill Buyer Iand |1 23 Country Club Drive Tope: | Flural j
[Bretty Buper | |Faleigh, NC 23456 More... |
Ve&ting:l Interest 2 |

Click to edit name fields and signature
lines to appear on documents, enter
forwarding address. phone. fax, and S5N.
and more. See "Buyer/Borrower Additional
Information®.

+¥ SEE ALSO:

m  “Buyer/Borrower Additional Information” on page 52.
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Type
By default, Male will appear in the Type field when a buyer name is entered. If a spouse/partner
name is entered, Plural will appear by default.

You can change the Type field by clicking the arrow and choosing another selection:

Type:| Plural vI Male (default if one name is entered)
Female
b Plural (default if two names are entered)
ale Corporation
Fermala Other
Corporation %
Other

@ Default Buyer and Seller Relationships

H When the buyer or seller type is Plural, the Relationship fields will fill in automatically. The
a wording that appears depends on the state that is entered in the property address.
H
I i State Relationship 1: Relationship 2:
Ff) N NC and wife (blank)
y 1 oH and husband and wife
I s other and (blank)

To change default relationships:

1. Click the General tab.

2. Double-click General Options.

3. Enter the default relationship wording you want to appear.

Default Relationzhips for Plural Tepe Buyer and Seller - Relationzhip 'I:Ianu:l wife,

Felationzhip 2:|Blank
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Buyer / Borrower Additional Information

Buyer/Borrower 1 {A3-0027.PFD)

Social Securitby/T ax= 1D, Phone and

Name 1 Fax rumbers, and Email address.
SSMNTIN YWork Home Fax
[Bil Buyer | {1 - {1 - i1 -
Marme [Long]:|Bill Buyer Full buper name, =
Marne [Long with Vesting: |Bill Buper and wife, Full buyer name and | |
relationship. =
Signature Line: |Bil Byer Enter what you want to appear B
for the buyer signature line. Full =]
buyer name appears here by default
Name 2
SEN/TIN Work Home Fax
|Bett_l,l BLyer | |[ | - I[ ] - I[ 1 -

Marne [Long]: |Betty Buyer

Mame [Long with Westing]: |B ety Buyer

Signature Line: |Betty Buyer

1 Jf R I

Combined Names

Marne [Long]:|Bill Buver and Betty Buyer Al buyer names, ﬂ

3

= Corporate Officers... Sighature Lines. .. |

kM ame [Long with Yesting]: |Bill Buyer and wife, Betty Buyer  [Buper names and westing
and interest language.

Click to access Corporate
Officers and Signature Lines

MNotes

-

Motes about the buyer
or zeller.
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BUYER’S PORTION OF REAL ESTATE TAXES

{} HUD-1 & Closing tab, Division of Proceeds & 1099-S Data screen.

1. Click the HUD-1 & Closing tab.
2. Double-click Division of Proceeds & 1099-S Data.

23] Division of Proceeds & 1099-5 Data (CC20030003RES.PFD)

Cash To Buyer/Bormower

D5: I j To |Bi|| Buyer and wife, Betty Buyer Total Cash to Bu_l,Jer.n"Bnnnwer:l
Digtribution(z] To Seller(s]
-I Total Buyer's Part of Real Estate Ta:-tes:l 1.424 B6
I— 10935 Exernpt
Tetal Cashto Se-ller[s]. S slele Buper's Pait Propery Given from

m  The default for this field is the buyer’s portion of taxes appearing on Lines 106, 107, and 108.

¥ SEE ALSO:

m  “Taxes and Assessments” on page 112.

CLOSER

{} General tab, File No., Settlement Dates, Notes screen.

1. Click the General tab.
2. Double-click File No., Settlement Dates, Notes.
3

Enter the closer name in the Closer field. Or, if your closers are saved to a Look-up table,
press <F9> to select one.

2) File No., Settlement Dates, Motes (A3-0027.PFD)

Firmn File Number:l.&}DDE?’ RealEC |

Transaction T_I,Jpe:l {* Puichase ¢ Refinance Equit_l,ll
Cash Sale: [~ Construction: [
SettlementDate:m Include Satyday in Rescission Period: [~ Right to EancelDate:T
Disbursement Date:m P[(i] Date: |01/15/2004 Recording Date:m
Title E:-:aminEI:IFrEd IEIDSEI:I-"—'W'I— Escmwenl— MktHep:l—

“@m You can add your most commonly used Closers, Title Examiners, and Escrowers to the
Look-up tables. See “Look-up Tables: Store and Reuse Information” on page 130.




Chapter 3 ProForm AtoZ 57

COMMISSIONS

%} HUD-1 & Closing tab, 700 Commissions screen.
1. Click the HUD-1 & Closing tab.

2. Double-click 700 Commissions.

By default, broker commission will be entered on Line 700 as 6% of the sales price. (See “Sales
Price” on page 104.) The total commission amount will be disbursed automatically to the Listing
Agent on Line 701.

4) 700 Commissions [CC20020003RES.PFD)

700 Total Commizzions Based an Flate:l E.0000 (2 F'rice:l 300,000.00| = 18.000.00

MLS Fee:l 4 =] Charge MLS Feeto | = Listing[701] ¢ |Seling(702) | Broker
™ Include MLS Fee on Lines 701 & 702, Othenvwize MLS Fee Wil Show gn Checks Only.,

701 Adjust Commizzion [+/-] $:| Descriptinn:l
Commissior| £.0000 %4 18,000.00 ] POC Potiors| Commission is
+ automatically disbursed
DS:lS 'I Tao: |Vacalionland to the Line 701 broker,
Addr:[11933 w U5 10 + [walhalla, MI 43458 and charged to the
seller on Line 703. L
702 Adjust Commiszion [+7-] $:| Descriptinn:l

Cormizzion = Balance nf:l POC F'orliu:un:l

DS:l j Tao |Century 22

Addr: 111 Realtor Road » |Realtomile, NC 23456
Additional Dizsbursements from Broker's Commissions... i
Borrower wSeller
F03 Commiszions Paid at Settlement ByrF'ay:I # I ’I 18.000.00

rRel T +]

Optional Comment for Line ?'EIE:l

Fo4 | Hate:l 4 B_l,llF'a_l,l:l_ A | |
o5 =] 1o Re]| [ =]

.t’-‘n.ddr:l +|

| ' Ligting(701] € Seling(702) * Meither | Broker to Pay Commizzions Directly to Other Broker,

“@m The payee names and addresses for Lines 701 and 702 copy automatically from the
Listing (701) and Selling (702) Agents, entered on the Real Estate Agents/Brokers
screen of the General tab.
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Changing the Commission Rate

1. Put the cursor in the rate field on Line 700 and press <F2> to clear it.

2. Enterin a new rate and press <Tab> to recalculate commissions.

Entering Commission Manually

You can enter commissions manually instead of having them calculated as a percentage of the
sales price.

1. Put the cursor in the rate field on Line 700 and press <F2>.
2. Enter the total commission amount in the field after the equal sign (=).

Manually entering the total commission amount:

| 700 Total Commizzions Bazed on Hate:l T X F'riu:e:l = I 1D,DD?T.‘DD |
|Press <F2>» to clear the rate %.| |Enler total commission ﬁmuunt.|
4+ SEE ALSO:

m  “MLS Fee” on page 89.
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Splitting the Commission Between Two Brokers

There are two ways you can split commission between two brokers. You can change the
percentage that the first broker receives, or change the total dollar amount the first broker
receives.

Method 1:
Put the cursor in the Commission % field of Line 701. Press <F2> to clear the field.

1.
2. Enter the new percentage the first broker is to receive. (For example, if the original rate is
6% and each broker is to receive half, enter 3.)

3. Press <Tab>. The remaining amount will be disbursed to the second broker on Line 702.

Change the percentage on Line 701 to split
the commission amount between two brokers.

F01 Adjust Commission [+7-] $: I— Descriptinn:l

—}ICommission:i 3.DDDDI“/O=IW FOC F'u:urtiu:nn:l—
DS:IS ﬂ To |Vacati0n|and

Addr:|11933w s 10 0|Walhalla, Ml 43458

702 Aduzt Commizzion [+4] $:| Descriptinn:l
I Commiszion = Balance of: 9,000.00 I POC F'l:ultic-n:l

L DS:IS j Ta: |Century 22
Addr:[111 Realtor Road +|Reaktorvile, NG 23455

Second broker's amount will appear
automatically on Line 702.

CONTINUEDN
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Method 2:

1. Put the cursor in the Commission = field of Line 701. Press <F2> to clear the field.

2. Enter the amount the Listing (701) Broker is to receive.

3. Press <Tab>. The remaining amount will be disbursed to the second broker on Line 702.

Press <F2> and manually enter the
amount broker 1 will receive.

701 Adjuzt Commizzion [+/-] $: l D escriplion:l

p—
Eommission:l 7,000,000 I POC F'Drtion:l

DS:IS j T [Wacationland
ﬁddr:|11933w Js 10 . IW’thaIIa, Ml 43453

F02 Adjust Commizzion [+7-] $:| Description:l
Il:ommission = Balance of: 11.000.00 I POC F'Drtion:l

~ DS:IS ﬂ Tao: |Centuny 22
Addr:[111 Realtar Road » |Riealtorvils, NC 23455

ad
"

Balance of total commission from Line
700 will automatically be disbursed to the
second broker on Line 702.

@ Splitting the Cost of Commission Between Buyer and Seller

By default, commissions will be charged to the seller. To split the cost of commissions between
the buyer and seller, use one of the following methods:

Method 1:
1. Enter the percentage to be paid by the buyer in the ByrPay field of Line 703.

2. Press <Tab>. The amounts owed by buyer and seller will appear automatically.

| Enter % buyeris to pay.|
T

v Borrower Seller
703 Commizsions Paid at Settlement ByiPay: W % I 3.000.00 I 5,000.00
Re[ T =]
Optional Camment far Line ?DS:l

Method 2:

1. Enter the amount to be paid by the buyer in the Borrower column of Line 703.

2. Press <Tab> to move the cursor to the Seller column.

3. Press <F2> to blank out the Seller amount. Enter the new Seller amount.
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Additional Disbursements from Broker’s Commissions

%} HUD-1 & Closing tab, 700 Commissions screen, Additional Disbursements from Broker’s
Commissions button.

Click the HUD-1 & Closing tab.

Double-click 700 Commissions.

Click Additional Disbursements from Broker’s Commissions.
Enter a description, payee and payee address.

o » DN =

Enter the amount to be taken out of each broker's commissions. In the following example, a
referral fee of $1,000.00 is deducted from the Listing Broker's commission:

Additional Disbursements from Broker's Commissions (A3-0027.PFD)

Disbursements Deducted From Real Estate Broker's Checks % From Listing % From Seling

Dezcription/Payes/dddress Broker [701]  Broker (702)

1) |Referal Fee | tooooo
DS:IS j Tu:u:lFleferraI& ‘R'Us He:l Tatal 1 o000
Addr|P.0. Box 12 #|Fiealorsvile, NC 27603

Printing the Additional Disbursements from Broker’s Commissions Exhibit

Click File/Print. (Or press <Ctrl> and <P>.) The ReadyDocs Selection dialog will appear.
Double-click SoftPro ReadyDocs Tree.

Double-click HUD-1 & Closing.

Double-click Additional Disbursements Exhibits.

Select Additional Disb from Broker’s Commissions.

Click the >> button. This will make the document appear in the Selected ReadyDocs window.
Click OK.

The Print dialog will appear.

Click OK to print.

© ® N o 0 M DN =2
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@ Showing Additional Disbursements on the HUD-1

You can mention additional disbursements from broker commissions on the HUD-1 Settlement

H ) i
Statement by selecting Option 12 on the HUD-1 Options screen.
a
H — :
I i %1 2] Additional Dizburzements from Broker's Commizzions - Include reference to exhibit on HUD-1 line 703
p 13 HUD-1 Form - Additional line(z) of
n L L L L W T | | Y L L' Nl [ S N L L
i
u 5 Selecting this option will make a note appear on Page 2, Line 703 of the HUD-1 Settlement
| Statement. The note will read “See Add’l Disb. From Broker Comm.” and will refer readers to
the Additional Disbursements From Broker's Commissions Exhibit. For example:
Fage2
L. SETTLEMEHT CHARGES
700. TOTAL COMMISSION Based on Price 50000000 @@ &0000 1600000 PAID FROM FiD FROM
Livision of Commission (line 70 a5 Follows: BORACHVYER'S SELLER'S
701, % 5,000.00 to  “acationland FUNDS AT FUNDS AT
FO2. 0§ 9.000.00 to  Century 22 SETTLEMENT SETTLEMENT
703, Commizzion Paid st Settlement See Addl Digh. From Broker Comm, : 19,500.00
704 in
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COMMITMENT DATA
{} Title Insurance tab, Commitment Data/lnsureds, TX Sched D screen.

Click the Title Insurance tab.
Double-click Commitment Data/lnsureds, TX Sched D.
Enter the commitment effective date.

P owbd =

Select the policies that are to be issued.

3) Commitment D ata/Insureds, TX Sched D [CCAS-0035.PFD)

2nd Loan | 3rd Loan I

Commitment Data

Comrnitrett Mumber: |CEA5-DDSE

1. Commitment Effective Date:|U2a"11-’2UU2 Time:l coM

2_ Policy or Policies to be |zsued:

¥ a) Owner's Palicy Wersion AL TA Dwn. Policy [10/17./92)

Lol

Brief Mame: I Buper

Propozed Insured: [Bill Buyer and wife, Betty Buyer

¥ b) Loan/Mtg Palicy Wersion: |ALTA Loan Policy (10/17/92)

o] el

Brief Mame: | First Ever Savings & Loan Associ

Ihzured Look-up Eode:lEDNV. UMIMS.

Proposed [nsured:

First Ever Savings & Loan Association of Narth Caralina, its successars and/or =
azzigns as their respective interests mayp appear. -

Il Version: = |
=

Brief M ame:l

Insured Look-up Code:l
Propozed Insured: ;I
=

3 |Fee Simple interest in the land described in this commitment iz owned, at the commitment date, by

Happy Haome Builders, Inc. ;I
|

Reqguirsments shown in this commitment must be met within I after the commitment date.

@‘» To enter commitment data or a second or third loan, click 2nd Loan or 3rd Loan buttons at the
top of the screen.

¥ SEE ALSO:

m  See “Printing ReadyDocs” on page 147 for help printing a Commitment.



64 SoftPro Standard Edition User’s Guide

CORPORATE OFFICERS

4

1.

+
1.
2
3
4

Buyer Corporate Officers

Click the General tab.

Double-click Buyer/Borrower, Officers & Signatures.
Click More.

Click Corporate Officers.

Seller Corporate Officers

Click the General tab.

Double-click Seller, Officers & Signatures.
Click More.

Click Corporate Officers.

CREDIT CARD PAYOFF

{} You can enter a credit card payoff as an additional disbursement.

1. Click the HUD-1 & Closing tab.
2. Double-click Additional Disbursements 1-12.
3. Select a disbursement line to use. Enter Credit Card Payoff in the Description field.
4. Enter the payee name in the To field and the payee address. For example:
14) Additional Disbursements 1-12 (COPYTHISONE.pfd)
Deszcription/PayeefAddiess Bomower Seller
1) [Credit Card Payaif [ znoooao ||

DS:s x| Te:|Ohio First Credit Re| T =]

Addr[1001 wedetit Circle #|Cirncinati, OH 29338

5.

)

Enter the amount of the payoff to be paid by the Borrower and/or Seller.

If you want to include per diem or late fees, enter the payoff on Line 104 or 105 instead.

+¥ SEE ALSO:

“Entering a Payoff on Line 104 or 105” on page 62.
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Entering a Payoff on Line 104 or 105

Click the HUD-1 & Closing tab.

Double-click 100 Gross Amount Due from Borrower.

Enter a description in the first field in the 104 or 105 section.

Enter the payoff in the Refinance Payoff: field.

Enter the per diem fee (if any).

Select a date to use to calculate the per diem total.

Enter any extra days, late fee amount, and date after which a late fee is to be charged.
The total amount of the payoff including per diem and late fees will appear automatically.

Enter the payee information in the To and Addr fields.

104 [Credit Card Payoff

Refinance F'ayoff:l 2,000,000 As nf:lDEfDHEDDfl F'erDiem:I B.000000
Dayps frnm:| ™ Settlernent ¢ Praration ™ Dishursement Flecording| = I 15 Daps

Plus:| 2 EstraDays Plus Late Fee:| 350 After:[04/15/2004 | 2,085.00
D3fs x| Te|Ohio First Credit Re|
.t’-'«ddl:l1[l[l1 Wedehit Circle 0|Einncinati, OH 23935 TIL:I "I

Printing Payoff Details

Payoff details are printed on the following ReadyDocs that come with ProForm. See Chapter 6,
“Printing Documents” for help printing.

Loan Payoff Details

Ad(ditional Disbursements Exhibit
Buyer Additional Disbursements Exhibit
Seller Additional Disbursements Exhibit
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DEBITS AND CREDITS

%# Seller credits are entered on the 100 Gross Amount Due from Borrower screen of the
HUD-1 & Closing tab. Buyer credits are entered on the 200 Amounts Paid by or in Behalf
of Borrower screen.

Buyer Credit / Seller Debit

For example, you can enter an amount of rent that the buyer charges the seller for residing in the
property past the date of closing on Line 213.

213 |Rert Same a3 513

Compute |t"' Buyer's (¥ Seller's| Share of $:|
Frnm:T Thrnugh:lT = ]_ Diays u:uf:l TIL:I j I 180,00

Seller Pays a Portion of Closing Costs

Another example of a buyer credit — for instance, when the seller agrees to pay $1,500.00 in
closing costs, can be entered on Line 509.

209 ISeIIer Clazing Costs Same az 209,

Optionally enter on 203 a fised amount of clozing costs to be paid by seller

Or enter the exact amount of cazh required from buyer here:l
Or enter the eract amount of cazh required to seller here:l

Or zeller pavs all cloging costs u:wer:' Up ta: | 1.500.00
Limnited te: [~ 800 [ 900 [ 1000 [~ 1100 [~ 1200 [ 1300 -|-||_:| j | 1 RO0.00

Seller Credit / Buyer Debit

To enter a credit to the seller from the buyer, use the 100 section of the HUD-1 Settlement
Statement. For example, you can enter a reimbursement to the seller from the buyer for the cost of
gas to fill a gas log fireplace using Line109.

109 IGas for Gasz Logs Same az 409,

Compute | Buyer's € Seller'$| Share of $:| ‘
Frnm:l A Thn:uugh:l A = I Daps .jf;l I-|-||_:| j I 100.00
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DISBURSEMENT DATE

{} General tab, File No., Settlement Dates, Notes screen.
1. Click the General Tab.

2. Double-click File No., Settlement Dates, Notes.

2) File Mo., Settlement Dates, Motes (A3-0027.PFD)

Firrn File Number:l.&E-DDﬂ RealEC |

Transaction T_l,lpe:| {* Puchase ¢ Fefinance © Equity |
Cazh Sale: ™ Construction: [
Settlement Date:lm Include 5 aturday in Rescission Perod: [ Right ta Cancel Date:T
Disbursement Date:lm Proration D ate: Im Recaording Date:lm
Title EHaminer:lFrEd Closer: Iﬁi‘mn— Escrnwer:l— Mkt Hep:l—

All checks will be dated with the Disbursement Date. For Refinance or Equity transactions, the
Disbursement Date will be adjusted automatically to allow for a 3-day rescission period.

Note: For Purchase transactions, the Disbursement Date will default to the Settlement Date. If a
Disbursement Date is entered that is different than the Settlement Date, it will appear on the
HUD-1 Settlement Statement just below the Settlement Date on the first page. On the HUD-1A
it will appear just to the right of the Settlement Date.

DISCOUNT POINTS

®  See “Loan Discount” on page 84.
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DOCUMENT PREPARATION FEE

{} HUD-1 & Closing tab, 1101-1107 Title Charges screen.

1. Click the HUD-1 & Closing tab.
2. Double-click 1101-1107 Title Charges.

3. Enter the fee in the on Line 1105. For example:

1105 |Document Freparation SIrPay;l_ % I I 50.00
Lnderwriter $:| DS:I j He:l— TIL:| =
DS:I,-’.\ j Tn:lEe&t Ewver Title Agency, Inc. = $:| B0.00
Addr| +|

@‘» You can split the fee between the agent and underwriter by entering the amount to be
disbursed to the underwriter in the Underwriter $ field. (See “Splitting a Charge Between
the Agent and Underwriter” on page 46.) You can split the fee between the buyer and seller
using the SirPay field. (See “Turning on the Buyer/Seller Split Feature” on page 87.)
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DOCUMENT RECORDING FEES

%} HUD-1 & Closing tab, 1200 Gov’t Recording & Transfer Charges screen.
1. Click the HUD-1 & Closing tab.

2. Double-click 1200 Gov’t Recording & Transfer Charges.

3

For each document, enter the number of pages and the amount of cost per page. The total will
appear in the Borrower column.

12) 1200 Gov't Recording & Transfer Charges [CCAS-0035.PFD) Click to edit the formula used
to calculate recording fees.

i 1200 5echon Formulas. .. I

Dezcription/Payee

B orrower Seller

1201 Recording Fees —FPOC use * decimal
POC | % Amount | SkPay D5

=
=
o

Document Pages
Deed

btg/Deed of Tt

000 || =

2nd Mtg/Deed of Tst

2id Mtg/Deed of Trust

ifiiih
n
i

L
L.

Releasze - 1 I Z G -
Releasze - 2 I 4 IG
Releass - 3 r [ =z|[ | 33.00 |
To: IM_l,lEljur'lt_l,l County Reqister of Deed He:l TIL| =
Example: Deed
D ocument Fagesz | Other | POC | $ Amount | SIiFay D5

Deed | [2 [ [ [ T[] 200 |]
x

Enter the number of pﬂges.| Total is calculated
automatically based on
1200 Section Formulas.

i
o]
L4
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1200 Section Formulas

The 1200 Section Formulas window contains formulas used to automatically calculate deed,
mortgage, and release document fees and tax/stamps. The first column describes the section
number and type of document. The Per column explains what the unit of measurement the formula
is based on (for example, the 1201 Deed formula is based on the document cost per page).

Most recording fee formulas contain a rate schedule based on the number of pages. For each
document, enter the number of pages to which the first rate applies in the First column. Then enter
the total cost for those first pages in the $-Cost column. Enter the number of pages to which the
next rate applies in the Next column, and enter the cost per page in the At column.

There is a second set of Next and At columns for another rate level. Enter the cost per page for
any pages over the number covered by the formula in the RemainAt column.

1200 Section Formulas (CCA12-0003RES.PFD) :
Per First $-Cost Next At Next At RemainAt | Basis| Loan |[Aound
1201 Deed| Page | [ 1[50 [ ] [ ] [z
Mortgage| Page |_1 E.00 I_ I I_ I 200
Release | Page | [35  [500 | [ | [ ] 200
Other | Other I_ I I_ I I_ I I
1202 Deed | | | | | | | | | [ ===
Mortgage | | | | | | | | | [ = ==
1203 Deed || 500 || | [ | | | [ roooo |[s = = |Ju=]
Mortgage | | | | | | | | | [ = =E
1204 || | | | | | | | [ ===
1205 || | | | | | | | [ = ==
Default Payee
1200 Section Default Payes [to]:l{{Count}l}} County Register of Deeds
Local Mames
Local Mames - 1202 Deed:IDeed 1202 Mortgage:lMDllgage
1203 Deed:lﬂevenue Stamps 1203 Mortgage: IMDltgage

@‘» 1200 Section Formulas and default payees should be entered into a template (such as the
default template) so that you do not have to set up formulas with each new order. See
“Editing the Default Template” on page 37.
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ProForm: VA Calculation Rounding

The calculations for sections 1202, 1203, 1204, and 1205 on the 1200 Section Formulas screen
now accommodate 6 decimal places instead of 5. The 18 fields marked below (®) have been

expanded to handle 6 decimal places.

1200 Section Formulas (0008.PFD) =l
Per First $-Cost Mext Al Mext At RemainAt | Basis [ Loan |Round
1201 Deed| Page | | | [ [ [
Martgage| Page I_ I I_ I I_ I I
Release | Page I_ I I_ I I_ I I
Other | Other I_ I I_ I I_ I I
1202 Deed | | | | | | * | | & | » | = = =
Mortgage | | | | | | & | | & || & || =] =] =
1203 Deed | | | | | | & | | @ | e 3| =] =] =
Mortgage | | | | | | ® | | o | o || =] =l =
1204 || | | | | & | | o || & || =] =] =
1205 || | | | | & | | & | e || =] =] =
Default Payee
1200 Section Default Payes [lo]:lHecnrder's Office
Local Hames
Local Mames - 1202 Deed:IDeed 1202 Mortgage: IMDltgage
1203 Deed:IDeed 1203 Mortgage: IMortgage
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Basis

1202, 1203, 1204, and 1205 formulas contain Basis, Loan, and Round fields. Transfer charges for
these sections are calculated using the figure specified in the Basis field. For deeds, the Basis
field defaults to S (sales price). For mortgages, the Basis field defaults to L (loan amount).

Basis Code
S
N

T

m T

A =~ moO

® X

Loan

Basis Amount =
Sales price

Sales price minus any amount entered on Line 203 owed by the
buyer/borrower

Loan amount
125% of the loan amount

Loan amount minus any amount entered on Line 203 owed by the
buyer/borrower

If a purchase, the basis is the loan amount minus the total amount of payoffs
entered on Lines 504 and 505. If a refinance or equity loan, the basis is the
loan amount minus the total amount entered on Lines 104 and 105 due from
the buyer/borrower.

Purchase money/seller financing amount

Loan amount plus any amount entered on Line 203 owed by the
buyer/borrower plus the purchase money/seller financing amount

Loan amount plus the purchase money/seller financing amount
Sales price minus the loan amount
Construction/equity line first draw amount

Either the City Real Property Tax Value or County Real Property Tax Value
(whichever is the higher amount).

Loan amount minus the sales price

Either the City Real Property Tax Value, County Real Property Tax Value, or
Sales Price (whichever is the highest amount).

Select the loan (1, 2, 3, or All) that is to be used to compute the formula. For example, to calculate
using the 1st Loan Amount, select Basis Code L and select Loan 1. Select All to use the total of
the three loan amounts.

Round

Use the Round field to round up or chop the amount used in the calculation of the tax/stamp. Enter
U for round up or C for chop.
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EARNEST MONEY DEPOSIT

{} General tab, Sales Price, Deposit/Earnest Money screen.
1. Click the General tab.

2. Double-click Sales Price, Deposit/Earnest Money.

3

Enter the amount of the deposit in the Deposit/Earnest Money field.

5] Sales Price. Deposit/Eamest Money ([CC20030003RES_PFD)

Contract Sales F'rice:l 300,000,00

Sales Contract Dated:| / /

Sales EontractE:-:pires:l M
Purchase Money/Seller Financing:l

[~ Bequire Bath Parties ta Endarse Bath Checks, if There are Twa Sellers

Deposit/E armest Mu:nney:l 2.500.00 How (or by whom) the Deposit
——* Amount Fetuned to Euyer:l / is being retained.

Depozit Retained by
or Already Receved by:

" |ncoming Fund  © Listing Agent (F01] © Seller
" Settlement &gent ¢ Seling Agent (702

Partion of Deposit Fetained: | {—< Amount of Deposit retained.

Amount of Deposit returned to the buyer.

This amount will appear on Line 201 of the
HUD-1 Settlement Statement with the annotation
"RETURNED*".

Deposit/Earnest Money Scenarios

1. The deposit retained by the broker is greater than the broker's commission, and the broker is
bringing a check for the difference to closing:

m  The deposit will be shown as an incoming fund on the Disbursement Summary.
m  Enter the commission amount in the Portion of Deposit Retained field.

m [f the broker is giving the difference directly to the Seller (rather than through the settlement
agent), you must enter the amount of the excess deposit on line 501 (on the 500 Reductions In
Amount Due Seller screen of the HUD-1 & Closing tab).

m If the settlement agent has already received the deposit, it will be labeled "Deposit held by
Settlement Agent" on the Disbursement Summary.



74

SoftPro Standard Edition User’s Guide

2. A broker is retaining the deposit:

®  The amount retained can be more than the amount of commission only if the difference (given
directly to the Seller) is entered on line 501.

m  Line 501 is found on the 500 Reduction In Amount Due Seller screen of the HUD-1 &
Closing tab. It should contain the amount actually retained by the broker (including any
amount given by the broker directly to the Seller).

®  Line 501 should not include any amount returned directly to the Buyer.

ESCROWER

%} General tab, File No., Settlement Dates, Notes screen.

1. Click the General tab.

2. Double-click File No., Settlement Dates, Notes.

3. Enter the Escrower name in the Escrower field. Or, if your escrowers are saved to a Look-up

table, press <F9> to select one.

2) File Mo., Settlement Dates, Motes (A3-0027.PFD)

Firm File NumbEI:IAS-DDE? ReaslEC |

Tranzachion Type:l ¥ Puichaze  Refinance © Equity |
Cash Sale: [ Canstruction: [
Settlement Date:|11/15/2004  Include Saturday in Rescission Period: |~ Bight ta Cancel Date:[ ¢ 7
Disbursement Date:m Froration D ate: m i Recaording Date:m
Title E:-:aminer:IFred Clazer: I.-’-'mn IE Scruwer:ISLJsan I (43 Hep:l—

@‘» You can add your most commonly used Closers, Title Examiners, and Escrowers to the

Look-up tables. See “Look-up Tables: Store and Reuse Information” on page 130.
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ESCROWS

{} HUD-1 & Closing tab, 1000 Reserves Deposited With Lender (Escrows) screen.

1. Click the HUD-1 & Closing tab.
2. Double-click 1000 Reserves Deposited With Lender (Escrows).

8) 1000 Reserves Deposited With Lender [Escrows] [CCAS-0035 PFD]

W Use Agoregate Method W Round Monthe T~ Round for whole Dollar Payment  Cushion Basis:E SIrF'a_I,I:I F:
Lender Halding Escraws: | & JstLender ¢ 2ndLender  © 3rd Lender |
Descriptionf/Paypee Bormmower Seller
1001 Hazard Insurance
Agg. Papment Schedule | I 3000 Months/Prts & 58.33 Per Mao/Prat | 174.99
DS:IL j TD:IFirstEverSavings&Laan.-’-\ssuciat Fle:l TIL:] -
1002 Mortgage Insurance [T Do Mot Callect Reserves for P
Aga. Payment Schedule | I Months/Pmts @I Fer to/Frt | |
ps:| x| Te| Re) T =
1003 [City/ Town Taxes
Agg. Payment Schedule | [5.000 Months/Pmts @[ 166,67 Per Mo/Pmt || 833.31 ||
DS:IL j TU:IFirstEverSavings&Loan.i\ssuc:iat He:l TIL:| =~

+¥ SEE ALSO:
m  “Aggregate Method” on page 47.

EXCEPTIONS

m  See Chapter 4, “Requirements and Exceptions”.
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EXCESS DEPOSIT

%} HUD-1 & Closing tab, 500 Reductions in Amount Due Seller screen, Line 501.
1. Click the HUD-1 & Closing tab.
2. Double-click 500 Reductions in Amount Due Seller.

3. Enter the amount of the excess deposit on Line 501.

21] 500 Reductions in Amount Due Seller [CC20030003RES.PFD]
501 Excess Depost || 15000

502 Settlerment Charges to Seller Same az 1400, I 19.675.00
B03 Exizting Loan(z) Taken Subject ta Same az 203, I

“@m Use Line 501 if a broker is holding an earnest money deposit that is greater than the
broker's commission and the broker is giving the excess deposit directly to the seller. The
amount of the total deposit (including commissions) should be entered on Line 201. Line 201 is
found on the 200 Amounts Paid by or in Behalf of Borrower screen.

FNMA/FHA/VA RIDERS

{} General tab, Security Instruments, Trustee & Riders screen.
1. Click the General tab.

2. Double-click Security Instruments, Trustee & Riders.

3. Click the riders that are part of the loan package. For example:

FNMA, FHA & WA Riders
Securty Instrument Riderss¥ 88 [~ Conda ™ 104 [T GP [ GE [T PUD [ wa

™ Dther|
FHAA8, Fiders & sllonges: [ &R& [ GPa [ GEA
I Dther:i

r Dther:;
Wi Mtg/DT Riders:[ ™ Assumption

‘“@m To select riders for Loan 2 or Loan 3, click 2nd Loan or 3rd Loan at the top of the screen
first and then select riders for the loan.



Chapter 3 ProForm AtoZ 77

GIFT MONEY

Enter gift money given to buyers towards the purchase of property on the HUD-1 & Closing tab.

1.
2.

Click the HUD-1 & Closing tab.

Double-click 200 Amounts Paid by or in Behalf of Borrower.

Enter a description (such as Gift Funds from Parents) on Lines 204, 205 or 206. For

example:

204 IEiIt Fundsz from Parents

Creecit From: | Incoming Fund

| 2.000.00

MRS

4. Enter Incoming Fund in the Credit From field.
5. Enter the amount.
GRANTOR/GRANTEE
{P General tab, Plats, Covenants & Conveyance screen.
1. Click the General tab.
2. Double-click Plats, Covenants & Conveyance.
3.

appear.

Scroll to the bottom of the screen. Click the More button. The New Conveyance dialog will

Mew Conveyance [CC20030003RES.PFD)

Grantor & Grantee Information

Grantar:

lim Seller and Jermy Seller

=
-]

Forwarding .ﬁddless:lF‘.D. Box 1002

Cowinty: I

+|Raleigh, NC 23456
Fhare:|[ | -

Grantes:

Bill Buyer and wife, Betty Buyer

Couinty: I

Mailing Address: |1 23 Country Club Drive

+ |Raleigh, NC 23456

Conzideration Amatint: I £— .

Enter the sum to appear as the

consideration amount on the deed.
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HAZARD INSURANCE

4

HUD-1 & Closing tab, 900 Items Required by Lender to be Paid in Advance screen,
Line 903.

Click the HUD-1 & Closing tab.
Double-click 900 Items Required by Lender to be Paid in Advance.

Enter the Hazard Insurance Premium on Line 903.

Enter 1 (one-year policy) or .
& {six-month policy) to be Click to see the aggregate

Addr[555 Allstate dvarue * [ ptowr, MC 23456 ?

paid in advance. escrow payment schedule. |Burruwer amuunt| |Seller amount
¥ ¥
903 Hazard Insurance Premiumm i 1.0 Mears Agg. Payment Schedule i ; w o Fonon i L J

DS:;S _v_; To:;AIIstatelnsurance Fle:i TIL: i vl

If you have the Truth-in-Lending Add-on.
enter 1 to include the Hazard Insurance
Premium with prepaid finance charges.

INTEREST RATE

4

1.
2.
3.

)

General tab, Terms, Payment & ARM screen.
Click the General tab.
Double-click Terms, Payment & ARM.

Enter the interest rate in the Annual Interest Rate field. Press <Tab>. The rate will be spelled
out for you in the Spell field. For example:

10] Terms, Payment & ARM [CC20030003RES.PFD)

2nd Loan I 3rd Loan I

Terms & Payment Information

-I.&nnual Iterest Hate:l 82500 °/o| Spell:lEight and One Quarter AR Data |
Mumber of Payments perYeal:I 12 ﬂ F'Iural:lmnnths Singular:lmonth TIL - Mig, Ins. Dt |
TU  Diccloen |

Balloon after:l Payments

To enter the interest rate for Loan 2 or Loan 3, click 2nd Loan or 3rd Loan at the top of
the screen first and then enter the interest rate for the loan.

¥ SEE ALSO:

“Loan Amount” on page 82.
“Interim Interest” on page 75.
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INTERIM INTEREST

{} General tab, Terms, Payment & ARM screen.

1. Click the General tab.
2. Double-click Terms, Payment & ARM.

3. Select how you want interim interest calculated. For example:

Interim interest paid at closing.
Amount of per diem interest will | | Interim interest paid with the | | No interim interest to be
show on HUD-1 Line 901. first loan payment. calculated.
; I
L e e ¥ ¥ V/ Choose from various
Interim Interest to be Paid:| " On HUDA Line 901 € In First Payment © Mone | calculation and formatting
Per Diem Mumber of Decimal Digits: ,E I Chap Caleulated Per Diem Rather Than Round &~ | options.

Based Dn:l 380 = 35 3BB| Dayzper'rear | Based on 30 Dap Maonths
From D ate Df:lr Settlement ' Disbursement F'roration|

[0zA15/2002 Ta [T2/01/2002 = [ 14 Daps at | 45.205500 /Day = | §32.89

T A A
Defaults to Settlement, | Per Diem interim interest.| |T|:|ta| interim interest.
Disbursement, or Proration

Date.

@m To enter interim interest for Loan 2 or Loan 3, click 2nd Loan or 3rd Loan at the top of the
screen first and then enter interim interest for the loan. Interim interest for 2nd and 3rd loans
will appear on lines 812 and 813 of page 2 of the HUD-1 Settlement Statement.

Per Diem Number of Decimal Digits

Select the number of decimal places (1-6) you want to include in the total interim interest. To chop
rather than round, select Chop Calculated Per Diem Rather Than Round.

Based on

You can choose the number of days per year and month to use to calculate interim interest. Select
from a 360, 365, or 366-day year. To base the calculation a 30-day month, click Based on 30 Day
Months.

Total Interim Interest

The total amount of interim interest appears after the equal sign. Interim interest will also appear on
the 900 Items Required by Lender to be Paid in Advance screen of the HUD-1 & Closing Tab.
The total amount will appear in the Borrower column of Line 901.
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LEGAL DESCRIPTION

{} General tab, Property, Legal Description screen.

1. Click the General tab.
2. Double-click Property, Legal Description.

3. Scroll down to the bottom of the screen.

Brief Legal Description:ILDt il otUnith
{5 ubdivn}} Subdivision
|{{E|:|unt_l,l}} Counby, M.C.
Full Legal Description: [Lat {LotUnith {{Subdivnl} Subdivision H{Countyl} County, N.C. |=]

A

Use the scroll bar to access
the bottom of the screen.

@‘» There are two legal description fields: Brief and Full. The Brief Legal Description contains
three fields of 30 characters each. You can search for a file using the Brief Legal Description
fields (see “Searching for a File” on page 12). The Full Legal Description field is a scrollable
field that can hold up to 64,000 characters of text.

Importing a Legal Description

With the Scrollable Field Editor, you can import legal descriptions into ProForm that have been
saved in a text file format (.txt).

1. Click inside the Full Legal Description field.

You can import existing text files into
Brief Legal Diescriptior: the Legal Description field to save

| from having to retype legal

| descriptions aver and aver again.

Full Legal D escription: || =

| -|
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2. Click <Ctrl> and <Z> together. The Scrollable Field Editor will appear.
3. Click Read from Text File.

ield Editor [ x]

I [~

Scrollable

Click Read from Text File. | -]

|Bead fram Text FiIe...I Write to Test File. .. | Check Spelling...l QK | Help | Cancel |

4. Browse for and select the text file that contains the legal description.
5. Click Open.

Look jn: If;\j Enterprize E dition ﬂ ‘J @I gl

File name: ilegaldescription.txt I Open I
Files of type: [ Test Files %) =l Cancel |

6. The legal description will appear inside the Scrollable Field Editor. Click OK.

Beginning at a pioint on the Southerly line of said Lot 4 distant thereon North 45° East 150.00 feet from the most ;i
Southerly comer thereof; thence alang said line Morth 45° East 300.00 feet to the beginning of a tangent curve
concave Morthwesterly and having a radius of 100,00 fest; thence Moitheasterly along said curve thiough a
central angle of 45° 30¢ an arc distance of 79.00 feet to the beginning of a compound curve concave
Southeesterly and having a radiuz of B0.00 feet; thence Northwesterly along said compound curve thiough a
central angle of 112° an anc distance of 104,72 fest; thence tangent to said curve South B7° 300 west 205.00
feet to the beginning of a tangent curve concave Southeasterly and having a radius of 50.00 feet; thence
Southwesterly along said curve through a central angle of 367 an arc distance of 31.41 feet to the beginning of &
reverse curve concave Morthwesterly and having a radius of 50.00 feet; thence Southwesterly along said reverse
curve through & central angle of 36° an arc distance of 31.41 feet; thence tangent to said curve South B7° 30c
west 50.00 feet; thence South 157 30¢ Eagt 170.00 feet; thence Southeastery 68.00 feet to the point of
beginring.

H
Bead from Text File. Wirite to Text File. Check Speling. | I ok I Help | Cancel |
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@ Spell Checking a Legal Description

H
ey
I
Pn
Ty
usg
|

2.

3.

You can spell check a legal description field using the <F7> key.

Click inside the Full Legal Description field and press <F7>.

Brief Leqgal Description:I

Full Legal Description: |E eginning at a picint on the Southerly line of zaid Lot 4 distant thereon Morth 45°
E ast 150.00 feet from the most Southerly comer thereal: thence along said line
Morth 457 E agt 300.00 feet to the beginning of a tangent curve concave
Marthwestely and having a radius of 100.00 feet; thence Mortheasterly along
zaid curve through a central angle of 45° 202 an arc distahce of 79.00 feet to
the beginning of a compound curve concave Southwesterly and having a

-

|

The Check Spelling utility will appear.

Check Spelling |

Mat in Dictionary:

Tallyld
Ip lgnare Al |

Suggestionz:

Addd |

pipit

Change All
Add words hoo _gl
Iuserdic.tl:-: = Suggest |

8 ju e} | Dptiong... Igictiunaries...l Help... I Cancel

|

L

The spell checker has found that the word
"point" iswrong. It has suggested a
replacement. To change the misspelled
wiord, click Change.

A message will appear after the spell check is complete. Click OK.

Spell Check EZ

-
1 Spell check complete.
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LENDER

{} General tab, Lender screen.
1. Click the General tab.

2. Double-click Lender.

8] Lender [CCA12-0003RES.PFD)

I 2nd Loan I I Ird Loan I

Lender Information

Lender Look-up Eode:l FroFarm can

accommadate up to three
loans in ane file.

Lender Name:i

Lender Short/Payes Name:l

Lender Full Legal Mame:

Lender Eontact:l

.fi‘n.ddress:l 0i

F'hone:i[ | - Fa:-::l[ ] -
MDbiIe:I[ ] - F'ager:l[ ] -

Email: I

Motes:

N =

Organized Under the Laws nf:l

Lender Sigring Official (1] Name: Tite: |

Signature Line:i

Lender Signing Official (2] Mame: Title:

Signature Line:i

@‘» To enter a lender for Loan 2 or Loan 3, click 2nd Loan or 3rd Loan at the top of the
screen first and then enter the lender.

¥ SEE ALSO:

m  See “Look-up Tables: Store and Reuse Information” on page 130.



84

SoftPro Standard Edition User’s Guide

@ Entering a Lender from the Look-up Table

—C =T — o I

I

et B

1.
2.
3

Click inside the Lender Look-up Code field.
Enter the code for the lender you want to retrieve and press <Tab>.

If you don’t know the code, press <F9>.

Lender Namﬂii access the Lender

I Look-up tahle.

The Lender Look-up table will appear. Double-click the entry you want.

Look-up Table [Local] E3
Key Fiskt LENIN A recoe e | [ Always losd
Tabls Mame: LENDER all records
CODE | MARKETINGRER | NAMET | NAMEZ | NAMES
CCkB Central California Bank, 38837 Executive Way  Sacramento, CZ
HATIOMAL Mational Martgage 1817 Loiz Lane SahJose, CA 8
CITIZEMS Firgt Citizens 343 Summit Ave SanJoge, CA 8

AMERICA pa Loanz 123 cf K

FES&EL Fran First Firzt Ewer Savings & Lo... Azzociation D alifomia
b CH Wachaovia Mortgage Corparation
<End of Lizgt>

You can store all of your lender names,
contacts and addresses in this Look-up
table. Double-click an entry to enter it on
the screen.

bl | L]
Inzert Entry | | Retrieve Entry I Delete Entry I Modify T able... | Help |

Replace Entry | Hetrievegfulnsertl Delete Table | Print Look-up.... I LCloze |
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LISTING AGENT

{} General tab, Real Estate Agents/Brokers screen.

1.
2.
3.

N

Click the General tab.
Double-click Real Estate Agents/Brokers.
Enter Listing Agent information in the Listing Agent/Broker (701) section.

Listing Agent/Broker
Agent/Broker Loak-up Ecu:le:l

Aagent Name:l

Firm/Papes NaITIEZIHapp_I,I Wallep Agency, Inc

Address:|P.0. Box 1003 # | alzigh, MC 23455

F'hone:l[El'I 315551001 Fax: I[EI'I 315551002
MDbiIe:I[EI‘I 9)5585-1003  Pager: I[EH 9)565-1004  Home: |[91 91555-1005

Motes:| Our resident Real E state Agent ;I
[~

You can fill in the information for each broker using the Look-up table in the Agent/Broker
Look-up Code field. You can add your most commonly used Agents to the Look-up

table, and retrieve them by simply entering a code. See “Look-up Tables: Store and Reuse
Information” on page 130.
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LOAN AMOUNT

{} General tab, Loan, Funding & ProTrust screen.

1. Click the General tab.

2. Double-click Loan, Funding & ProTrust. Enter the principal amount in the Principal Amount
of Loan field. For example:

Loan & Funding

ConztructionE quity Line First Draw:l [Enter 0F constructionequity line but no 1st draw)

If Buyer Brought Too Much to
Cloze, Enter Amount of That Check:

Frincipal Amount of Loan:l 200,000.00

Loan Proceeds/Funding .-’-‘«mnunt:l 20000000 I Adjust for Fumding Met Check Option
wiho iz Funding the Loam:| @ Lender & Mg Bru:uker| [~ Separate ProT st Deposit
Wdhan/How Wil Funds Smive:| % at Closing € Previously Deposited ¢ “wired F'ending|

PraTrust Trust Account Eode:IFNB Previouzsly Deposited in PraT rust: I

(1) Disburze from Loan F'loc:eeds:l 20000 boc| & Servicer £ Mig BleEl| for:IYiE|d Spread Premium
[£] Digburse from Loan F'mc:eeds:l to:| % Servicer © Mig BleEl| fur:l

Date Loan .&pproved:l I Date Loan Commitment Er:piles:l I

@\» To enter a loan amount for Loan 2 or Loan 3, click 2nd Loan or 3rd Loan at the top of the
screen first and then enter the amount for the loan.

Construction/Equity Line First Draw

For construction loans or equity line closings, enter the amount of the first draw check sent to
closing by the lender in the Construction/Equity Line First Draw and Loan Proceeds/Funding
Amount fields. If there is a construction loan but no lender check is being brought to closing, enter
.00 in both fields.

The amount entered will appear on line 207 as a credit to the buyer. The description of the credit
will read “Construction Draw”. For example:

200. AMOUNTS PAID BY OR IH BEHALF OF BORROWER:
201. Deposit or earnest money 2.500.00
202, Principal Amount of New Loanis) [ 200,000.00]
203, Existing loanis) taken subjsct to
204, Overpayment on credi report 10,00
205,
206,

- 207, Construction Drawy 10 000,00
203,
209,
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Adjust for Funding Net Check Option

Select this checkbox if there is a difference between the actual loan check and the net check from
the lender.

Iy idiist for Funding Fet Check Cptior

Use the Adjust for Funding Net Check Option if you know that the lender has deducted a certain
amount from the loan check, but do not know exactly which items were deducted. The amount of
the loan check will be subtracted from the amount of the loan. This will be the amount of the
adjustment. The adjustment amount will be subtracted from the lender's fees.

Note: If you know which items the lender deducted, enter them on the 801-811 Items Payable In
Connection With Loan and 812-820 Items Payable In Connection With Loan screens of
the HUD-1 & Closing tab. Enter D in the DS fields for each of these items. Use this method to
verify if the lender has sent you the correct amount of money.

Loan Proceeds/Funding Amount

Enter the exact amount of the loan check in the Loan Proceeds/Funding Amount field. Be sure to
check the amount of the loan check. The full amount of the loan may not be sent in the loan check.

Note: The Loan Amount will appear automatically in the Loan Proceeds/Funding Amount field
unless an entry is made to the Construction/Equity First Line Draw field. Then, the first draw
amount will appear.
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LOAN DISCOUNT
{} HUD-1 & Closing tab, 801-811 Items Payable in Connection With Loan screen.

1. Click the HUD-1 & Closing tab.
2. Double-click 801-811 Items Payable in Connection With Loan.

3. Enter the Loan Discount on Line 802.

To split amount between buyer
and seller, enter the Loan
Discount percentage and then

Enter percentage of loan enter the percentage of the
amount to calculate discount.| |amount to be paid by seller here.
802 Loan Discount I 0.7500 )2 SIrF'a_I,I:I % | 1.500.00 |
DS:I‘I j Tn:lFirst Ewer Savings & Loan dszociat He:l TIL:I vl
Acdd| +

You can enter a loan discount by entering a percentage in the % field, or a straight dollar amount in
the Borrower column.

Note: To enter an amount that is paid outside of closing, manually enter the amount in the Borrower
and/or Seller columns and enter an asterisk in place of a decimal point. For instance, enter
2,000*00 for 2,000.00 paid outside of closing. See “Paid Outside of Closing (POC)” on page
143 for more information.

Splitting Between the Borrower and Seller

Enter the percentage in the Loan Discount % field.

Press <Tab>.

Enter the percentage the Seller is to pay in the SirPay field.
Press <Tab>.

P owbh =

Note:  With the Buyer/Seller split feature turned on, you can manually enter the amount the Seller is
to pay, and the Borrower amount will be recalculated automatically. See “Turning On the
Buyer/Seller Split Feature” on page 87.
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LOAN NUMBER

{} General tab, Loan, Funding & ProTrust screen.

1. Click the General tab.
2. Double-click Loan, Funding & ProTrust.

3. Enter the Loan Number in the Loan Number field.

HUD-1 Section B.

Twpe of Loar:| € 1. FHA € 2 FraHA
= 6. Perm. Constuction

% 3 Conw. Unins. 4% 5 Conw. Ins.
" 7. Temp. Construction

8 Other |

" Mone

E. File Mumnber:|CC20030003RES

7. Loan Number:l

2. Mg, Inz. Caze Number:l

FH& Old Case Number|

@m To enter a loan number for Loan 2 or Loan 3, click 2nd Loan or 3rd Loan at the top of the

screen first and then enter the loan number.

LOAN OFFICER AND LOAN PROCESSOR

{} General tab, Lender screen.
1. Click the General tab.

2. Double-click Lender.

Loan Officer & Processor

Loan foiCEIZILaII}' Smith

“ith:

& Lender Mg Braker|

Phone:[(800/555-3333 | Fae(319]555-1233

Loan Pchesle:lPauIa Johnzon

With:| " Lender % htg Braker|

F'the:I[S'I 0]224-3876 Fa:-::I[EH 0)234-3877

Note: You can add your most commonly used Loan Officers and Processors to Look-up tables. See
“Look-up Tables: Store and Reuse Information” on page 130.
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LOAN ORIGINATION FEE
+ HUD-1 & Closing tab, 801-811 Items Payable in Connection With Loan screen.

1. Click the HUD-1 & Closing tab.
2. Double-click 801-811 Items Payable in Connection With Loan.

You can enter a loan origination fee by entering a percentage in the % field, or a straight dollar
amount in the Borrower column. For example:

To split fee between buyer

and seller, enter the Loan
Origination Fee percentage

and then enter the percentage of

Enter percentage of loan amount| | Click here if fee is to

to calculate fee. be financed. fee to be paid by Seller here.
" ] 1
801 Loan Origination Fee [ 1.0000 % I~ Financed siPa| % |[ 2o00.00 ||
DS:I‘I ﬂ Tn:lFirst Ewer Savings & Loan Associat Fie:l TIL:G
Auciclr:| +

When you enter a percentage, ProForm will calculate the fee and it will appear in the Borrower
column. The default is 1.0000%. To change the default, press <F2> and enter the new percentage.

Note: To enter an amount that is paid outside of closing, manually enter the amount in the Borrower
and/or Seller columns and enter an asterisk in place of a decimal point. For instance, enter
2,000*00 for 2,000.00 paid outside of closing. See “Paid Outside of Closing (POC)” on page
143 for more information.

Splitting Between the Borrower and Seller

Enter the percentage in the Loan Origination % field.
Press <Tab>.

Enter the percentage the Seller is to pay in the SirPay field.
Press <Tab>.

P owbh =

Note: With the Buyer/Seller split feature turned on, you can manually enter the amount the Seller is
to pay, and the Borrower amount will be recalculated automatically. See “Turning On The
Buyer/Seller Split Feature” on page 87.
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I

o~ 3 —

Turning On The Buyer/Seller Split Feature

. Click the HUD-1 & Closing tab.
2. Double-click HUD-1 Options.
3. Click Calculation Option 3 to turn on the Buyer/Seller split feature.

29)] HUD-1 Dptions [CCAS8-0005.PFD)

Calculation Optionz
I~ 1) Use relationship fields in generation of HUD-1 sections D & E

W 2)Place 'b' or ‘' in generated POC descriptions [RE: field]

I i3] Use the buyer/zeller split feature on nes 703,801 802 808,901,905 17,1204 & 1205
%4] Charge buyer for day of cloging in all prorations

Select this option to turn on the split feature for Lines 703, 801, 802, 808, 901, 905, 1100-1118,
1204, and 1205. When activated, you can enter a percentage the buyer or seller is to pay in the
ByrPay or SirPay field to split any charge that has been automatically calculated and entered
by ProForm.

For example, to split the commissions paid at settlement and make the buyer pay 25%, go to
the 700 Commissions screen. The total commissions paid at settlement will appear in the
Seller column of line 703.

B ormower Seller
E!_I,IrF'a_I,I:I % || 12,000.00

With the buyer/seller split feature turned on, enter 25 in the ByrPay field and press <Tab>. The
buyer’'s amount will be calculated automatically and will appear in the Borrower column.

Bomower Seller
BuPay:| 25 % || 3.000.00 12,000.00
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LOAN SERVICER

m  See “Mortgage Broker and Loan Servicer” on page 90.

LOAN TYPE

%} General tab, Loan, Funding & ProTrust screen.

1. Click the General tab.
2. Double-click Loan, Funding & ProTrust.

3. Click a loan type. For example:

Type of Loarm:| € 1.FHA € 2 FmH& 3. Conw. Unins. (0 4. Wi
" E. Pem. Construction = 7. Temp. Constuction

8 Other |
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MLS FEE

%} HUD-1 & Closing tab, 700 Commissions screen.
1. Click the HUD-1 & Closing tab.

2. Double-click 700 Commissions.

You can enter an MLS fee as a percentage of the sales price or as a dollar amount. On the 700
Commissions screen, enter a percentage of the sales price in the MLS Fee field. Then press
<Tab> and the fee will be calculated and displayed after the equal sign (=). Or, enter a straight fee
amount in the field after the equal sign (=).

Click the broker responsible for
paying the MLS fee.

4] 700 Commizzions [CC20030003RES.PFD]
700 Total Commissions Based on Hale:l E.0000| % F'lice:l 300,000.00) = I 18.000.00

IMLS Fee:l 1.0000 % = 3.000.00 I Charge MLS Fee ta | ™ Listing[701] ¥ Selling[/02) | Broker

L |= Include MLS Fee on Lines ¥ & 702, Othenwige MLS Fee Wil Show on Checks Only.

Enter a percentage of the sales price to
calculate the MLS fee. or enter the fee
amount after the equals sign (=).

“@m The MLS fee will be reported on the disbursements summary and on checks, but not on the
HUD-1 Settlement Statement. Click Include MLS fee on lines 701 & 702 to report the fee on
the HUD-1 and adjust brokers’ commissions accordingly.

_F&Elnclude LS Fee on Lines 701 & 702,

————————————
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MORTGAGE BROKER AND LOAN SERVICER

{} General tab, Mortgage Broker & Loan Servicer screen.
1. Click the General Tab.

2. Double-click Mortgage Broker & Loan Servicer.

8] Mortgage Broker & Loan Servicer [CC20030003RES_PFD)

2nd Loan ; 3rd Loan ;
Hmtg;g:ggglj:l;;ker Loak-up Eode:W Marketing HEF“IHDUSE
tdortgage Braker Firmn Mame: iUE Lending Compatiy
Contact Name:;Mandy
Address:| 1535 44th 5t 5w Ste 100 + [iw/paming, M1 45509
Phone:m Fax:;ﬁm
MHuotes: :_j
=
Loan Servicer
Loan Servicer Look-up Eode:W Marketing HEPZW
Loan Servicer Firm Name:iHomestead IS4
Contact Name:gl:hlis Hickman
tiddiess:| 1111 E. Eighth 5t « | Traverse City, M| 43635
Phone:m Far:ém
Motes: 3«_1
:_-_j

“@m You can fill in the Mortgage Broker and Loan Servicer information using the Look-up
tables in the Loan Servicer Look-up Code field and Mortgage Broker Look-up Code

field. You can add your most commonly used brokers and servicers to the Look-
up table, and retrieve them by simply entering a code. See “Look-up Tables: Store and Reuse
Information” on page 130.

“@m To enter brokers and servicers for Loan 2 or Loan 3, click 2nd Loan or 3rd Loan at the
top of the screen first and then enter broker and servicer information for the loan.
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MORTGAGE INSURANCE

{} HUD-1 & Closing tab, 900 Items Required by Lender to be Paid in Advance screen.

1. Click the HUD-1 & Closing tab.
Double-click 900 Items Required by Lender to be Paid in Advance.

Enter the number of months of mortgage insurance.

902 Hortgage Insurance Praniur Agg. Papment Schedule |

B [[560 Months @ Licoiloan  SiPap] % || 142500 |
05| ] To Re:| T | -]

Addr| +

@m If the entry here is equal to the full term of the loan, the Life of Loan checkbox will
automatically be selected. The description for Line 902 on the HUD-1 Settlement Statement
will then read MIP Totlns. for Life of Loan (as per Regulation X). Otherwise, the description
for Line 902 will read Mortgage Insurance Premium.

SirPay%

If the mortgage insurance amount is calculated automatically, you can split the amount between
Borrower and Seller by entering the percentage the Seller is to pay in the SirPay% field. Then
press <Tab> and the amounts owed by the Borrower and Seller will appear.

TIL

To include the amount in the Total Prepaid Finance Charges, enter 1 in the TIL field:

TiLf1 =]

m  Mortgage Insurance escrow payments are entered on the 1000 Reserves Deposited With
Lender (Escrows) screen.

MORTGAGE PAYOFFS

m  See “Payoffs” on page 95.
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NOTARY

{} General tab, Acknowledgement & Notary screen.

1.
2.

Click the General tab.
Double-click Acknowledgement & Notary.

Motary Information

Matary Name:lNura Hakany

Matan Public for County: | M pCounty

Citye by City
State: [HC

Commiszion E:-:pires:l[l2.-"28.-"2[l[l2

|f" tale Female|

NOTARY FEES

%} HUD-1 & Closing tab, 1101-1107 Title Charges screen, Line 1106.

1.
2.
3.

Click the HUD-1 & Closing tab.
Double-click 1101-1107 Title Charges.
Enter Notary Fees on Line 1106. For example:

1106 |Nntar_l,J Fees SIIF'a_I,J:I_ E4
Undenwriter $:| DS:I j He:l
DS;I,{\ j To;lBesl Ever Title Agency, Inc. = $;| 12500

.&ddl:l 'I
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NOTES

{} General tab, File No., Settlement Dates, Notes screen.
1. Click the General tab.
2. Double-click File No., Settlement Dates, Notes.

3. Enter notes about the file in the Order Notes field.

Use this scrollable field for miscellaneous comments about the closing file. To insert a line
containing the current date, time, and user name, press <Ctrl+A>.

Firm File Number:IED P THISOME RealEC |

Tranzaction T_I.Jpe:l {* Puichase  Fefinance { Equity |
Cash Sale: [~ Construction: [
Settlernent Date:[02/16/2004  Include Saturday in Rescission Periodt [~ Right to Cancel Date] /7
Disburzement Date:lm Froration Date: Im Recording Date:lm

Title E:-:aminer:l Clu:user:l Escrower:l bkt Flep:l

Order Motes:| T emplate for Happy Walley £ Happy Home Builder, Inc. ﬂ
/072004 05:37-Ph chris

Press <Ctrl> and <A> in the
Order Notes: field to enter the
date. time, and user name.

Press <Ctrl> and <7> to use the
Scrollable Field Editor to enter
Order Notes.

+¥ SEE ALSO:

m Like all scrollable fields, you can edit the information in the Order Notes field using the
Scrollable Field Editor. See “Scrollable Field Editor” on page 144.
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PARCEL ID

m  See “Tax/Map ID” on page 111.

PAYMENT SCHEDULE (TRUTH-IN-LENDING)

{} General tab, Terms, Payment & ARM screen.

1. Click the General tab.
2. Double-click Terms, Payment & ARM.
3. Click the TIL-Payment Schedule button.

TIL - Pagment Schedule (CC2003030004.PFD) Loan-to-value ratiu.g

Loan .ﬁmnunt:l 200.000.00 Eeginning LTVZI BEEEET % [T Manual Entry of Payment Schedule
Sales F'riu:e:l 30000000 80% LTY Reached nn:l Hd T
Appraized Value:l 78% LTV Reached nn:l £ Click to manually enter the

payment schedule.

Starting Interest Mortgage
Date Mumber Rate Insurance Amount Est. When Payments Are Due

1. [oeemivzon: 33 [ezsmnx | [ 150253 = [Morthly starting DB/01/2003
2. [osmiizoee | T1 | 3%2500 % | | 150748 |; |0 05401 /2035

The number of payments | [For ARM loans. the adjusted | |Click if the amount is
in the period. rate on the ARM Data screen| |estimated.

will appear.

Once the loan amount and the terms and payment information are entered, the TIL-Payment
Schedule will be calculated for you automatically. If you want to enter your own payment schedule,
click Manual Entry of Payment Schedule.

You can enter 17 additional payments by clicking the Additional Payments button at the bottom of
the screen.

+¥ SEE ALSO:
m  “Truth-In-Lending (TIL)” on page 44.
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PAYOFFS

%} First and Second Mortgages: HUD-1 & Closing tab, 500 Reductions in Amounts Due
Seller screen. Lines 504 and 505 are reserved for payoffs such as Mortgages.

504 Payoff First Mortgage

Loan F'a_l.n:uff:l 20000000 As u:uf:|EI2.a'EI1.»’2DEI4 F'erDiem:I 1.000000

Days fru:um:|r' Settlement £ Proration ™ Disbursement Hecu:urding| = m Days

Pluz:| 2 Estra Days Pluz Late Fee:l .-’-'«fter:l fd Im
DS:IL j TD:IFirstEverSavings&LuanAssaciat He:l

Addr|P. 0. Box 50012 #|Lenderville, NC 23457

Per Diem

If there is a per diem fee on top of the payoff amount, enter it in the Per Diem field. The per diem
total will be added automatically to the final payoff amount.

Late Fees

To enter a late fee, enter the amount of the fee in the Plus Late Fee field. Enter the date after
which the late fee will apply in the After field.

{} Refinance Payoffs:  HUD-1 & Closing tab, 100 Gross Amount Due from Borrower screen,
Lines 104 and 105.

%} Additional Payoffs: ~ HUD-1 & Closing tab, Additional Disbursements 1-12 and Additional
Disbursements 13-24 screens.

4¥ SEE ALSO:
m  “Credit Card Payoff’ on page 61.
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PEST INSPECTION
{} HUD-1 & Closing tab, 1300 Additional Settlement Charges screen.

1. Click the HUD-1 & Closing tab.
Double-click 1300 Additional Settlement Charges.

Enter the amount of the pest inspection in the Borrower and/or Seller columns. Enter the
name and address of the inspector in the To and Addr fields. The DS field will default to S
(Separate Check).

1302 [Pest Irspection | 7500 ff
DS|s =] To|Muga-Bug Re| TiL:| =
Addr| 222 Bug Boulevard # [Bugvile, NC 45632

Note: Enter 1 in the TIL field to include the inspection amount in the total prepaid finance charges.

@‘» With ProTrax Order Tracking and Management, you can track the status of the pest inspection
by entering it as a Requested Track ltem. See “Requested Track ltems” on page 206.
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PROINDX EXPORT DATA

{} General tab, Property Legal Description screen.

1. Click the General tab.
2. Double-click Property Legal Description.

3. Click the Prolndx Data button at the bottom of the screen.

4. Enter data to be exported to Prolndx on the Prolndx Export Data dialog.

Prolndx Export Data [CCAS-0014.PFD) x
Optional Additional Data Formatted for Export into Prolndx
Route No:l

Back File ID/Mumber. |

Drocurment Name:l

Flace Recorded (Bk/Pa|
B|DCk.-"SectiDna"PhaSE:I.-"B3.-"55.-"P||.-"
Other - 1:|

2:|

3:|

Lugent Code:l

Agent File D]

4¥ SEE ALSO:
m  Chapter 16, “Prolndx”.
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PROPERTY ADDRESS

%} General tab, Property, Legal Description screen.
1. Click the General Tab.
2. Double-click Property, Legal Description.

6] Property, Legal Description [CC2003030004_PFD)

Froperty Address:i1 23 Country Club Drive
* CigfRaleon Stater[NC | Zip Code:[23256

The buyer's address will appear

by default. *¥You can enter a different
address manually. or change the
default on the General Options screen.

Setting the Property Address Default

1. Click the General Tab.
2. Double-click General Options.

Click the arrow next to the Property Address Default field and make a selection.

Property Address Default: I From Buyer 'I

Frarm Seller
To Buper
T Seller
Mone

‘“@m “From” means that the address you select will fill in the property address. “To” means that you
will manually enter the property address, and this will fill in the other address you select. Select
None to turn off the property address default option.
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PROPERTY DERIVATION

%} General tab, Plats, Covenants & Conveyance screen.
1. Click the General Tab.
2. Double-click Plats, Covenants & Conveyance.

3. Use the Property Derivation section.

Property Denvation

Type of Instlument:l
Dated:r Date Hecurded:l A at: I T M
Recorded Atfn; |Book I IF'age I IDacument Mu
Place Hecurded:l
Place He-Hecorded:l

PRORATION DATE

4} General tab, File No., Settlement Dates, Notes screen.
1. Click the General Tab.

2. Double-click File No., Settlement Dates, Notes.

2) File Mo., Settlement Dates, Motes (A3-0027.PFD)

Firm File NumbEI:IAS-DDE? ReaslEC |

Tranzachion Type:l ¥ Puichaze  Refinance © Equity |
Cash Sale: [ Construction: [
Settlement Dale:lm A52004 |nclude Saturday in Bescission Penod: [~ Right ta Cancel Date:l s

Disbursement Date:lm A5B2004 IF'n:nration Date: |D1 | 5£2DD4| Recarding Date:lm AB2004

Title E:-:aminer:IFred Clazer: I.-’-'mn Escmwer:l Mkt Rep:

Note: The default for the Proration Date is the Disbursement Date.
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PRORATIONS

You can divide amounts (such as property taxes, insurance premiums, rental income, and
Homeowner's Association dues) between the buyer and seller proportionately to time of use or the
date of closing.

Tax Proration
1. Select a tax status (By default, To Be Paid by Buyer is selected.)
2. Enter the dates that make up the current tax period.

Tax Status and Dates

City/T cwun Taw or Other F'urpnse:ICitya‘T own Takes

Status of Current Period Taxes:| & To be Paid by Buyer € Pap/Paid by Seller € Ma Proration/E scrow Only
Pay at Closing: © Total TaxAmourt £ Seller's Pottion € Buyer's Portion

CityTown T ax Look-up EDde:IH-"—"-LEIGH

IEurrent T ax Periad frarm:|01/01 Through:l12f’3‘l I Seller's Portion iz:| 46 Days nf:|355
Shaw Tax Figures on HUD-1:| % Fage | 0 Line 805 € Line 1303 Show T ax Figures as POC: ™
4 SEE ALSO:

m  “Status of Current Period Taxes” on page 113.

Prorating Rents and Other Amounts

Use the fields provided on lines 109 and 110 (amounts due from buyer), or 213 and 214 (amounts
paid by buyer) for prorations. For example:

Click to compute the

’T‘Enmr a description H Buyer's or Sallar's share , |
Hljfen i SR ba Enter tolal amount of

T €———icharge.

Compute :'r; Buyer's T 5e1m'=| Share of % 775,00
Erom: [15/71 /72003 Theoughe [05/71/2003 = [ 20 Dage ot 31 mief = s0000
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PURCHASE MONEY

%} General tab, Sales Price, Deposit/Earnest Money screen.
1. Click the General tab.

2. Double-click Sales Price, Deposit/Earnest Money.
3. Enter Purchase Money in the Purchase Money/Seller Financing field. For example:

5] Sales Prnice. Deposit/Earnest Money [CC20030003RES.PFD]) E
Contract Salez F'riu:e:l 300,000.00

Sales Contract Dated:|02/14/2003

Salez EDntlactE:-:pires:; A
Purchase Money/Seller Financing:l 10,000.00 —

[T Bequire Both Parties o Endoree Botly Checks. it There e Tws Selers

Enter any amount loaned to the Buyer/Borrower by the Seller. This amount will show on lines 208
and 508 of the HUD-1 Settlement Statement.

Note: For interim interest, use lines 213 or 214 on the 200 Amounts Paid By Or In Behalf Of
Borrower screen of the HUD-1 & Closing tab.

+¥ SEE ALSO:

®  “Interim Interest” on page 75.
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RIGHT TO CANCEL (RESCIND) DATE

{} General tab, File No., Settlement Dates, Notes screen.
1. Click the General tab.

2. Double-click File No., Settlement Dates, Notes.

2) File No., Settlement Dates, Motes (A3-0027.PFD)

Firmn File Number:l.&}DDE?’ RealEC

Transaction T_I,Jpe:l {* Puichase ¢ Refinance Equit_l,ll

Cash Sale: [ Construction: [
Settlement Date:ID'I #15/2004  Include 5aturday in Fiescission Period: [ | Right to Cancel Date:|D2f‘21 2004
Disbursement Date:ID'I /1542004 Froration D ate; ID'I A15/2004 Recaording Date:ID'I A15/2004

Title E:-:aminEI:IFrEd Clozer: I-"-'mn ESDIDWEIZI Mkt Hep:l

The right to cancel date is the deadline by which any cancellation notice must be sent. This date is
usually calculated as three business days after the settlement date. It cannot, however, fall on a
Sunday or federal holiday. This date will appear on the Notice of Right to Cancel as the
cancellation date.

RECORDING DATE

{} General tab, File No., Settlement Dates, Notes screen.
1. Click the General tab.

2. Double-click File No., Settlement Dates, Notes.

2] File No_, Settlement Dates, Notes [CC20030003RES _PFD] E

Firrn File: Number:lCC2DDSDDDSHES

Tranzaction Type:| (* Purchaze  Fefinance € Equity | Priar File Number:l
Cash Sale ™ Corstruction: [~
Settlement Date:IDS.r"I 542003 Include Saturday in Rescission Period: [ Right to Cancel Date:lDEﬂ 8/2003

Disburzement Date:lDEﬂ 542003 Proration Date: IDE;"I 542003 - Recording Date:lDEﬂ 542003

The recording date is used as the date of the deed or other instrument conveying the title to the
property. The default for the Recording Date field is the Disbursement Date.

REFERRAL FEE

m  See “Additional Disbursements from Broker's Commissions” on page 58.
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REFINANCE PAYOFFS

m  See “Payoffs” on page 95.

RESTRICTIONS

%} General tab, Plats, Covenants & Conveyance screen.

1.

2
3.
4

Click the General tab.
Double-click Plats, Covenants & Conveyance.
Scroll to the bottom of the screen. Click the More button.

Use the Restrictions field on the New Conveyance dialog that appears.

Restnctions,. Easements & Exceptions

Restrictions: ;I
<]
Easements:l ;l

RESTRICTIVE COVENANTS

4} General tab, Plats, Covenants & Conveyance screen.

1.
2.
3.

Click the General tab.
Double-click Plats, Covenants & Conveyance.

Use the Restrictive Covenants section.

Hestnctive Covenants

Dated:|D2.f12a“lE|E|8 Date Hecorded:lﬂ2;‘24:’1998 at:l c-M

Riecordad &tAr: [Book EEE |Page j108 |Document u |
Flace Hecurded:lEnnk 19598, Page 108
Place He-Hecorded:l

Setback Lines - Fn:nnt:l Side:l Side Stleet:l Heal:l
Lot Dimengionz - Street antage:l Depth:l

Yiolatior: 1 Yes € Mo & Unknown
Rieversionary or Forfeiture Clauze: & Yes ¢ Nao

E azements/Other b atters:

I
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REQUIREMENTS

m  See Chapter 4, “Requirements and Exceptions”.

SALES PRICE

%} General tab, Sales Price, Deposit/Earnest Money screen.
1. Click the General Tab.

2. Double-click Sales Price, Deposit/Earnest Money.

3. Enter the sales price in the Contract Sales Price field. For example:

5] Sales Price, Deposit/Earnest Money [CC20030003RES_PFD] E
Contract Sales F'riu:e:l 300,000.00 —
Sales Contract Dated:lDEﬂ 442003

Sales EDntlaClEHpilBS:I A/
Purchase Money/Seller Financing:l 10,000.00

™| Bequire Both Farties b Endarse Both Ehecks, i There are T Sellers

Note: You do not need to type commas or dollar signs ($) when entering prices.
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SECOND AND THIRD LOANS

ProForm for Windows can accommodate three loans and one HUD-1 Settlement Statement in one
file. You can generate loan-specific documents (such as a Commitment or Security Instrument) for
up to three loans as well as the documents that pertain to one entire closing (like the HUD-1
Settlement Statement or Disbursement Summary).

Entering 2" and 3™ Loan Data

To enter second and third loan data click the 2nd Loan and 3rd Loan buttons that appear on
several screens in ProForm. The following example shows you where to enter loan data for a
second loan.

Click the General tab.
. Double-click Loan, Funding & ProTrust.
3. Click 2nd Loan.

9) Loan, Funding & ProTrust (A3-0027.PFD)

2nd Loan ,\;J 2id Loan
1

W
Loan & Funding

Principal Amaunt of Lnan:l A0,000.00
Construction/E quity Line First Draw:l 0,00 [Enter O if canstiuctionequity line but no 1st draw)
Loan Proceeds/Funding .-’-'«muunt:l 50,000.00 [ Adjust far Funding Net Check Optian

¥ SEE ALSO:

m  “Printing Documents for a Second or Third Loan” on page 152.

SELLER FINANCING

m  See “Purchase Money” on page 101.
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SELLER

%} General tab, Seller, Officers & Signatures screen.

1.
2.
3.

Click the General tab.
Double-click Seller, Officers & Signatures.

Enter the name of seller in the first field. If the buyer is couple or partnership, enter the
spouse/partner in the field directly below the first name field.

1)|5am Seller 4:——| First Seller

[Sally Geller «—1 Spouse or Partner |

Enter the address of the seller in the Address fields. Enter the street address or P.O. Box in
the first field and the city, state, and zip code in the field directly below the first. This is the
address that will appear on the HUD-1 Settlement Statement. To enter a forwarding address,
click More and use the Additional Seller Address fields.

If necessary, change the seller Type. By default, Male will appear for single sellers and Plural
will appear if a second name is entered.

Click More to enter SSN/TIN, phone and fax numbers, forwarding address, additional notes, or
to edit signature lines and corporate officers.

There is room to enter up to 9 sellers. Each seller can be a single person, a corporation, or a pair

such as a married couple or partnership.

4) Seller, Dfficers & Signatures (A3-0028.PFD)
Name Relationship Address Percent
1]IHa|:||:|_l,I Home Builders, Inc. I IF'.EI. Bow 1002 T_l,lpe:l Corporation j
| | Raleigh, NC 23456 [100.00000  Mare..|

A large scrollable screen will open when you click More. Use the scroll bars to access fields at the
bottom of the screen such as Additional Seller Address / Numbers and Notes. See “Buyer /
Borrower Additional Information” on page 52.



Chapter 3 ProForm AtoZ 111

Proceeds

The percentage of proceeds derived from the sale for a seller appears in the Proceeds field. The
percentages in these fields will appear on the Division of Proceeds & 1099-S Data screen of the
HUD-1 & Closing tab. If there is more than one seller entered, the proceeds will be apportioned
equally among all sellers. The proceeds can be changed but they must total 100%.

‘“@W See “Seller Proceeds” on page 40 for more information.

¥ SEE ALSO:
m  “1099-S Data” on page 40.
m  “Default Buyer and Seller Relationships” on page 51.

m  “Buyer/Borrower” on page 50.

SELLING AGENT

{} General tab, Real Estate Agents/Brokers screen.
1. Click the General tab.
2. Double-click Real Estate Agents/Brokers.

3. Enter Selling Agent information in the Selling Agent/Broker (702) section. For example:

Selling Agent/Broker [702)

Agent/Broker Loak-up Cnde:IEZZ Marketing Fep: I

Aagent Name:lBetty Braker License Number:l

Firm/F ayee Name:lEentur_l,J 22
aAddress:[ 111 Realtar Road +|Reakorvile, NC 23455

PtheZ|[91 9)481-2885 Faw: |[31 994812886
Mnhi|e:|[91 9270-6804 - Pagen I[S'I 9285-777E . Home: I[Q'I 94802487
Notes: ;l
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SERVICER

®  See “Mortgage Broker and Loan Servicer” on page 90.

SETTLEMENT AGENT

%} General tab, Settlement Agent, Underwriter, Offices screen.
1. Click the General Tab.

2. Double-click Settlement Agent, Underwriter, Offices.

1) settlement Agent, Underwriter (A3-0028.PFD)

L

Settlement Agent

Seftlement Agent/Fayee Name:lB ezt Ever Title Agency, Inc.

Address:[123 Lawyer's Lane #|Fialeigh, NC 13579

Phones| (91915551001
Far[ (3135551002

Federal Tax ID:|56-1234567

Settlement &gent Signature Line:IB est Ever Title Agency, Inc.

Settlement Agent Logo Filename:l

@» You can fill in Settlement Agent information using the Look-up table in the Settlement
Agent Look-up Code field. You can add your most commonly used Agents to the Look-
up table, and retrieve them by simply entering a code. See “Look-up Tables: Store and Reuse
Information” on page 130.
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SETTLEMENT DATE

{} General tab, File No., Settlement Dates, Notes screen.

1.
2.
3.

)

Click the General Tab.
Double-click File No., Settlement Dates, Notes.

Enter the Settlement Date and press <Tab>. The Disbursement, Proration, and Recording
Dates will fill in automatically with the Settlement Date.

2) File Mo., Settlement Dates, Motes (A3-0027.PFD)

Firmn Filz Number:lAS-DDE? RealEC |

Tranzachon T_I,Jpe:l % Puichaze { Refinance { Equity |
Cash Sale: [~ Construction: [
[ Settlement Date:]01/15/2004 | Include Satuday in Rescission Period: [~ Right to Cance| Date| /7
Dizbursement Date:lEﬂ A5/2004 Froration D ate: m Fecarding Date:m

Title E:-:aminer:IFrEd Clozer: IAnn Esu:mwer:l Mkt Hep:l

Calculations that made on other screens, such as tax and title charge prorations, are based on
the settlement date. Fields linked to the Settlement Date will be recalculated automatically
whenever the settlement date is changed.

You may edit information in a field that has been filled in automatically. However, once you
make a manual entry to such a field, it will no longer be updated automatically if the settlement
date is changed. To restore the link between the field and the settlement date, press <F2> in
the field to clear the manual entry and then press <Tab>.
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SETTLEMENT OR CLOSING FEE

{} HUD-1 & Closing tab, 1101-1107 Title Charges screen, Line 1101.

1. Click the HUD-1 & Closing tab.
2. Double-click 1101-1107 Title Charges.
3. Enter the Settlement Fee on line 1101. For example:

1101 |Settlement or Closing Fee SiPay| 50 % || 100.00 (] 100.00

Undervaiter $:] 20000 D&fu =] Re] e[ =]

DS:I j To: |M_I,J Favoite Title Ingurance Compa | = $:|
Al | +|

In this example, the Settlement Fee was entered on the Additional Title Charges screen and
assigned to HUD-1 Line 1101. Then, 50 was entered in the SirPay% field to split the fee evenly
between the Borrower and Seller.

+¥ SEE ALSO:

m  To disburse a portion of the charge to the underwriter, see “Splitting a Charge Between the
Agent and Underwriter” on page 46.

®  To enter additional title charges, see “Additional Title Charges” on page 44.

®  You can change how an amount is disbursed by making a change to the DS field. See
“Disbursement Status Fields” on page 139.

SIGNATURE LINES

{} General tab, Buyer/Borrower, Officers & Signatures and Seller, Officers & Signatures
screens.

1. Click the General tab.
Double-click Buyer/Borrower, Officers & Signatures or Seller, Officers & Signatures.

Scroll down to the bottom of the screen and click Signature Lines.

Note: Another way to get to buyer and seller signature lines is to click More on the main buyer or
seller screen, and then Signature Lines.
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SURVEY

{} HUD-1 & Closing tab, 1300 Additional Settlement Charges screen.
1. Click the HUD-1 & Closing tab.
2. Double-click 1300 Additional Settlement Charges.

3. Enter the amount of the survey in the Borrower and/or Seller columns. Enter the name and
address of the surveyor in the To and Addr fields. The DS field will default to S (Separate

Check).
1301 [Survey | 400,00 {f
DS:|s =] Te|Lewis & Clark, Inc. Fe| B
nu:]m M etes & Bounds dverue ¢JSU| wey Town, MC 23548

Note: Enter 1 in the TIL field to include the inspection amount in the total prepaid finance charges.

@‘» With ProTrax Order Tracking and Management, you can track the status of the pest inspection
by entering it as a Requested Track Item. See Chapter 11, “Tracking Your Business.”

TAX/MAP ID

%} If map and parcel numbers are required on any printed document, you can use the Tax/Map
ID and Parcel ID fields. They are found on the Property, Legal Description screen of the
General tab.

1. Click the General tab.
2. Double-click Property, Legal Description.

Ta:-c.f'MapID:I
F'aru:eIID:I




116 SoftPro Standard Edition User’s Guide

TAXES AND ASSESSMENTS

%} HUD-1 & Closing tab, City/Town Taxes, County Taxes, or Assessments screens. (Express
HUD users double-click the Taxes & Assessments screen.)

@‘» The tax screens are for current period taxes only. If you have past due taxes, use Lines 1303-
1305, 517, or 518.

1. Click the HUD-1 & Closing tab.
2. Double-click City/Town Taxes, County Taxes, or Assessments.

Enter how taxes are to be paid in the Status of Current Period Taxes field. (See “Status of
Current Period Taxes,” page 113.)

Status of Current Period Tawes:| % Tobe Paid by Buper  Pay/Paid by Seller T Mo Proration/E scrow Only
Pay at Closing: ¢ Total TaxAmount © Seller's Potion € Buyer's Portion

4. Enter the Real Property Tax Amount. For example:

Tax Amounts .l.
Feal Property Tax .-’-'-.m-:uunt:l 2.000.00

Ezcrows to be Bazed on Tax .-'f-.m-:uunt:’ 2.000.00

5. Press <Tab>.
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Status of Current Period Taxes

Status of Current Period Tawes:| % Tobe Paid by Buper  Pay/Paid by Seller T Mo Proration/E scrow Only
Pay at Closing: ¢ Total TaxAmount © Seller's Potion € Buyer's Portion

To Be Paid by Buyer The buyer/borrower is responsible for paying current period
taxes later in the tax period. The seller's portion of the taxes will
be shown on lines 210 and 510 (city taxes), 211 and 511
(county taxes), and 212 and 512 (assessments).

Pay/Paid by Seller The seller is to pay (or has already paid) current period taxes.
The buyer/borrower's portion of the taxes will be shown on lines
106 and 406 (city taxes), 107 and 407 (county taxes), and 108
and 408 (assessments).

No Proration/ Escrow Only No proration of taxes will be done at closing. Taxes will be
escrowed.
Total Tax Amount The total tax amount will be paid at closing. Note that the

buyer/borrower's and seller's portions may be shown on Page 1
(on lines 106 and 510) or Page 2 (on lines 809 or 1303) of the
HUD-1 Settlement Statement. Select where you want tax
amounts shown from the Show Tax Figures on HUD-1 field.

Seller's Portion Only the seller's portion of taxes will be paid to the taxing
authority at closing. Taxes will appear on the HUD-1 Settlement
Statement according to the selection made in the Show Tax
Figures on HUD-1 field.

Buyer's Portion Only the buyer/borrower's portion of taxes will be paid to the
taxing authority at closing. Taxes will appear on the HUD-1
Settlement Statement according to the selection made in the
Show Tax Figures on HUD-1 field.
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Tax Amounts

T ax Amounts
Compute T ax Amountz Llsing;| v | Fates & Yalues | [ Combined Eilling I ‘ Aga. Pavment Schedule
Real Property T ax Amount:lm Additional R eal .&mount:l Fu:nr:l
Seller's Mon-Prorated/Personal .fl‘-.mount:l__— Additiohal Personal .&mount:l Fu:nr:l
Total Tax Amount:lm Additional Escrow .&mount:l Fu:nr:l
Escrows to be Bazed on T ax Amaunt:lm Frepaid Tax Amaunt:l—

Compute Tax Amounts Using

Do not select any when you want to manually enter tax amounts. Click the Rates & Values
checkbox to use tax rate and tax value formulas to automatically calculate tax amounts. Click the
Combined Billing checkbox to use the combined city and county billing formula.

Real Property Tax Amount

Enter the amount of real property tax. This amount should correspond to the Current Tax Period
dates.

Additional Real Amount

Enter any additional real property tax amount to be paid, such as deferred taxes. This amount will
be prorated between the buyer and seller. You can enter a brief description of the amount in the
For field.

Seller’'s Non-Prorated/Personal Amount

Enter the seller’s total personal tax amount. This amount will not be included in the proration of
taxes. It should include any amounts for which the seller alone is 100% responsible. Include any
late payment amounts, past due amounts, late fees, or any amount for which the buyer should not
be held liable.

Additional Personal Amount

Enter any additional personal or non-prorated amount of the seller. This amount will be added to
the Seller’s Non-Prorated/Personal Amount and included in the calculation of the total tax amount.
You can enter a brief description of the amount in the For field.

Total Tax Amount

The default for this field is the sum of the real tax amounts and seller’'s non-prorated/personal
amounts.

Additional Escrow Amount

Enter any additional escrow amount. This amount will be added to the total tax amount to calculate
the Escrows to be Based on Tax Amount field. You can enter a brief description of the amount in
the For field.
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Escrows to be Based on Tax Amount

Enter the total amount of taxes to be escrowed. The default for this field is the sum of the Total Tax
Amounts: and Additional Escrow Amount fields.

Prepaid Tax Amount

Enter the amount of taxes pre-paid by the seller. This amount will be included in the total buyer’s
part of real estate taxes to be reimbursed to the seller on the Division of Proceeds and 1099-S
Screen.

“@m Tax figures can be shown as Paid Outside of Closing (POC) by clicking Show Tax Figures as
POC.

Show Tax Figures as F'EIE:Eli}'

Rates & Values

m  When the Rates & Values checkbox is selected, taxes will be calculated according to the tax
rate and value formulas set up on the Rates & Values screen.

m  To set up tax rates and values, click the Rates & Values button. The Rates & Values dialog

will appear.
Citp/Town Rates & Yalues [CCAS-0014.PFD] E
Tax Rate

Tax Fate iz per:l 100 W Found Tax Yalue Up befare Using Fate

Baze Tax Hate:l 0.8500

Plus Additional Fiate:| 0.5000 Faor:[Sclid YWaste Disposal

Ezcrom Tas Fiate:l 1.3500

Tax Yalues
Sales Price X:I 1.850 | = Real Property T ax Ualue:l 256,000.00

Perzonal Property T ax Ualue:l
Sales Price K:I =  Eszcrow Tax ‘v’alue:l 256,000.00
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Tax Rate

The default for the Tax Rate is per field is 100. Enter the increments in which the tax rate is to be
applied in this field. Select the checkbox Round Tax Value Up before Using Rate to have tax
values rounded up before the rate structure is applied. Then, enter the base tax rate for the
applicable jurisdiction in the Base Tax Rate field.

Note: The base tax rate must match the tax period.
Next, enter the amount of any additional tax rate in the Plus Additional Rate field. For example, if

there is an add-on tax of $.05 per $100.00 to be applied in addition to the tax being entered, enter
.05 in this field. Enter a brief description in the For field. For example:

Tax Rate
Tax Rate iz per:l 100" ¥ Round Tax %alue Up befare Uszing Rate

Baze Tax Hate:l 0.8500

Plus Additional Fate:] 0.0500 Far: |Solid %W aste Disposal

Ezcrow T ax Hate:l 1.3500

Enter the escrow tax rate in the Escrow Tax Rate field. This rate is used in the calculation of the
amount of taxes to escrow the buyer/borrower. The default for this field is the base tax rate.

Tax Values

Enter the real property tax value in the Real Property Tax Value field. Or, enter the percentage of
the sales price (in decimal equivalent) that you want to use to calculate the real property tax value
in the Sales Price X field.

For example, if the real property tax value equals 85% of the sales price, enter .85. Enter the
seller’s personal property tax value in the Personal Property Tax Value field. This amount will be
used to charge the seller and credit the buyer on Lines 215 and 515.

Tax Yalues
Salez Price K:W = Real Property T ax "u-"alue:l 205,000.00
Perzonal Property Tax Ualue:l
Sales Price ><:|_ =  Escrowm Tax \-’alue:l 255,000.00

Enter the escrow tax value in the Escrow Tax Value field. Or, enter the percentage of the sales
price (in decimal equivalent) that you want to use to calculate the escrow tax value.
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Combined City & County Billing

m  When the Combined Billing checkbox is selected, the tax rates on the city and county Rates
& Values screens will be used to divide the tax amounts proportionately between the city and
county.

m  To set up the combined billing option, click the Combined Billing button. The Combined
Billing dialog will appear.

Enter the total amount of city and county taxes.
The default for this field is the sum of the
Combined City+County Billing Option Real Property Tax Amount: and Personal

Tatal Combined City+County Tax bo F'a_l,l:; 2,000.00 4= Property Tax Amount:.

Real Property Tax Amount: | 1,5'30-'30-—{ Enter the amount of real property tax.
Perzonal Property T ax Amnunt:i B00.00

Enter the amount of the seller's
personal property tax.

Tax Disbursement

Specify how taxes should be disbursed in the Tax Disbursement section.

Tax Dizbursement

DS:;S _;_! TD:iF!aIeigh Tax Eogector Account No./Re: || ,

Select how the tax payment |Enter the payee name.| | Enter the account or parcel
should be disbursed in ProForm. number required on the check
To disburse the tax payment for the payment of taxes (if any).
as a separate check. enter 5.

HUD-1 Page 1 Figures

HUD-1 Page 1 Figures

HUD Line 108 / ¢ | / / |
HUD Line 210 |01/01/2002) ta |02/16/2002 | 252 05

HUD-1 Page 1 Figures are entered automatically. Dates and amounts are derived from the current
tax period, the number of days for which the seller is responsible (based on the Seller's Portion is:
and Days of fields), and the total real property tax amount to be prorated.

Dates and amounts will appear in this section only if Page 1 has been selected in the Show Tax
Figures on HUD-1 field. By default, Page 1 is selected. Otherwise, tax amounts will appear on
Line 809 or 1303 depending on the selection that is made. You can choose to show tax figures on
Lines 809 or 1303 if you select one of the Pay at Closing options.
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@ Buyer’s Portion of Real Estate Taxes

H If the Status of Current Period Taxes is Pay/Paid by Seller, Pay at Closing Total Amount,
or Pay at Closing Buyer’s Portion (see page 113), the buyer’s portion of real estate taxes will
H appear on the Division of Proceeds & 1099-S Data screen.

1. Click the HUD-1 & Closing tab.

2. Double-click Division of Proceeds & 1099-S Data.

i

n

1 23] Division of Proceeds & 1099-5 Data [CC20030003RES.PFD]
5

—C—-T —

Cash To Buyer/Borrower

Ds: I j Ta: |Ei|| Buyer and wife, Batty Buper Total Cash to Buyera"Borrc-wer:l

Distribution(s] To Seller|s]

-I Tokal Buyer's Part of Real Estate TEIHBSZI 1,424 BF I

] 1093-5 Exempt
Tatal Cashto Selller[s].l BE29E16E Buper's Part P[DDPIl}' Given fram

m  The default for this field is the buyer’s portion of taxes appearing on Lines 106, 107, and
108.
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TITLE EXAMINER

%} General tab, File No., Settlement Dates, Notes screen.

1. Click the General tab.
2. Double-click File No., Settlement Dates, Notes.

3. Enter the Title Examiner name in the Title Examiner field. Or, if your examiners are saved to a

Look-up table, press <F9> to select one.

2) File Mo., Settlement Dates, Motes (A3-0027.PFD)

Firmn Filz Number:l.&S-DDN RealEC |

Tranzaction T_I,Jpe:l ¥ Puichase  Refinance Equit_l,ll
Cash Sale: [ Construction: [

Dizburzemenl :|01415/2004

Settlement Dale:lm A52004 0 |nclude Saturday in Rescizzion Period: |_ Right ta Cancel Date:l L7
Froration D ate: |E|1 ARA2004 Recarding Date:lEﬂ ARA2004

ITitIe E:-:arniner:IFred

I Clazer: I."—".nn

Escrnwer:l bkt Hep:l

@ The Closer, Title Examiner, and Escrower fields are great places to create Look-up

tables. You can add your most commonly used Closers, Title Examiners, and Escrowers
to the Look-up tables. See “Look-up Tables: Store and Reuse Information” on page 130.

TITLE EXAMINATION
%} HUD-1 & Closing tab, 1101-1107 Title Charges screen, Line 1103.

1. Click the HUD-1 & Closing Tab.
2. Double-click 1101-1107 Title Charges.
3. Enter the Title Examination on Line 1103. For example:

1103 [Tille Examination ovPar] % || 3s0.00 |
Undensuiter S:l D5:1 _vj Fie:l— T =
DE:IS _:i To: | Tile Exam Company = 35000
Addr 123 Exam Lane * [Examvile, NC G432
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TITLE INSURANCE BINDER
+ HUD-1 & Closing tab, 1101-1107 Title Charges screen, Line 1103.

1. Click the HUD-1 & Closing tab.

2. Double-click 1101-1107 Title Charges.

3. Enter the amount owed in the Borrower and/or Seller field of Line 1104.
4

To disburse an amount to the underwriter, enter the amount in the Underwriter $ field.

1104 [Tile Insurance Binder ShPar] % (] 50,00 ||

Undleswites $ | 5000 BSU =] Re| TIL: 'i
DE:I 'I TD:IM}- Favonbe Tile Inswance Compz = s:l
#.ddi'l * |

¥ SEE ALSO:

m  To disburse a portion of the charge to the underwriter, see “Splitting a Charge Between the
Agent and Underwriter” on page 46.

m  To enter additional title charges, see “Additional Title Charges” on page 44.

B You can change how an amount is disbursed by making a change to the DS field. See
“Disbursement Status Fields” on page 139.
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TRANSACTION TYPE

%} General tab, File No., Settlement Dates, Notes screen.

1.
2.
3.

Click the General tab.
Double-click File No., Settlement Dates, Notes.

Enter Purchase, Refinance, or Equity in the Transaction Type field. For example:

Tranzaction Type:| ¥,

TRUSTEE, TRUSTEE FEE AND COMMISSION

%}’ General tab, Security Instruments, Trustee & Riders screen.

1.
2.
3.

)

Hint:

Click the General tab.
Double-click Security Instruments, Trustee & Riders.

Enter the trustee name. The Type field will default to Male. To change the type, select Female,
Plural, Corporation, or Other.

Enter the text for the "of _" clause to be printed on any document that requires a trustee name
with such a clause.

Enter the street address or P.O. Box in the first Address field. Enter the city, state, and zip in
the second field.

Enter the trustee’s fee percentage and the minimum amount of commission.

Trustee Information
Trustee Name:lThomas H. Trustee Tupe|Male j
of " ake County, Marth Caralina ;I
Address: |51 First Strest * |Ralzigh, NC 23456
Second Trustee Name:l Tupe: j
of: :I
Trustee's Fee F'ercenlage:|3 MiriraLim Commission:l R00.00

To enter a trustee for Loan 2 or Loan 3, click 2nd Loan or 3rd Loan at the top of the screen.

Trustee information is stored in the Lender Look-up table. When adding a new lender that has
a standard trustee to the Lender Look-up table, enter the trustee information first before
entering the lender information. Then add the lender to the Look-up table and the trustee
information will be saved with it. See page 130.
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UNDERWRITER

{} General tab, Settlement Agent, Underwriter, Offices screen.

1.
2.

N

Click the General tab.

Double-click Settlement Agent, Underwriter, Offices.

Underwriter

Undernwriter/Paves Name:lM_l,l Favorite Title Inzurance Compaty

Addiess: 123 Title Tower #|Title Hill, NC 23456

Claimz .f-‘«ddress:l‘l 23 Title T ower olTitIe Hill. HC 23456
State of Incarparatian:lNE
Undenariter Agency ID.r'Number:l

Undensriter's Logo Filename:l

You can fill in the information for the Underwriter using the Look-up table in the

Underwriter Look-up Code field. You can add your most commonly used Underwriters
to the Look-up table, and retrieve them by simply entering a code. See “Look-up

Tables: Store and Reuse Information” on page 130.

USE OF PROPERTY

{} General tab, Property, Legal Description screen.

1.
2.

Note:

Click the General tab.

Double-click Property, Legal Description. Property Use, Occupation, and Zoning fields are

found on this screen:

Usze of Property:| ™ Residential © Commercial © Unknown € Other |

i Owner © Tenant € Unimproved Llnknuwn|
Primam/Principal Fesidence: [

The Land is Zoned as:IHESidential

Property Ocoupied by

If you select Other, you can enter a brief description in the text field provided.
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USER OPTIONAL FIELDS

{} General tab, User Optional Fields 1-25 and 26-45 screens.

1. Click the General Tab.

2. Double-click User Optional Fields 1-25 or 26-45 for blank scrollable text fields, or User
Optional Fields 46-65 for blank number and date fields.

You can create your own text, number, and date fields on the User Optional Fields screens of the
General tab. These can be referenced in merge documents or custom-made ReadyDocs, other
fields, or Look-up table entries.

Defining User Optional Fields

To define a user optional field, first enter a description of the field in the Description column. Then,
enter the text, numeric value, or date for the field in the Value column. For example:

Description Yalue

46. |Perzonal property walue a00.25

These fields can be referenced in your WordPerfect and MS Word merge documents and custom-
made ReadyDocs just like any other SoftPro field.

Hint:  You can set up optional fields in a template to save you typing time with each new order.
+¥ SEE ALSO:

m  “ProForm Field Names” on page 138.

m  “Creating a Merge Document,” on page 180 in the SoftPro Administration Guide.
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YIELD SPREAD PREMIUM

With ProForm, it is easy to enter a yield spread premium, or any amount paid to the Servicer or
Mortgage Broker by the Lender that is deducted from the Lender’s proceeds.

¥y

Click the General tab.
Double-click Loan, Funding & ProTrust.

Enter the amount of the yield spread premium in the first Disburse from Loan Proceeds field.
(There are two lines available for amounts to be disbursed from the Lender’s proceeds to the
servicer or mortgage broker.)

Choose either Servicer or Mtg Broker to receive the proceeds.

Enter Yield Spread Premium in the for field.

9] Loan, Funding & ProTrust [CC20030003RES.PFD)

2nd Loan I Jid Loan I

Loan & Funding

Principal Amaunt of Lnan:l 200,000.00

Construction/Equity Line First Draw:l [Enter O'if construction/equity line but no 1st draw]
Loan Procesds/Funding .&mount:l 200,000.00 T | Adjust for Funding Met Check Option

WWho iz Funding the Loar:| @ Lender ¢ Mig BleB[E I | Separate Froliust Depasit
whherHow Wwill Funds Arives| €5 &t Closing € Previousl Deposited © wied © F'ending|

ProT st Trust Account Cnde:IHE Previouzly Depozited in ProT st I
If Buyer Brought Too Much to
Cloze, Enter Arount of That Check:l
-IH] Digburge from Loan Proceeds: 1,000.00 to:| ) Servicer € Mtg Broker
[2] Digburse from Loan Proceeds: to:| ' Servicer O Mtg Broker| for

D ate Lnan.t’-‘«pprnved:l fY Date Loan EommitmentEHpires:l I

or;| Vield Spread Premiunm I

To enter a yield spread premium for Loan 2 or Loan 3, click 2nd Loan or 3rd Loan at the
top of the screen first and then enter the premium for the loan.

ZONING

See “Use of Property” on page 122.
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Chapter 4. Requirements and Exceptions

In this chapter:

m Entering a Requirement or Exception From a Look-up Table ..............cccccociiiiis 130
m  Entering a Requirement Manually...............oooiiiiiii e 131
m  Entering a Exception Manually ...........coooiiiiiiiiii e 131
m  Adding a New Requirement or Exception to a Look-up Table.............ccccceeeiiiiniis 131
m Importing Text to Fill In a Requirement or EXCeption............cccoviiiiiieeiiieciiiieecce e 131
Overview

You can enter up to 30 requirements and 50 exceptions in ProForm Standard Edition. The
Requirements and Exceptions screens are found on the Title Insurance tab.
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Entering a Requirement or Exception From a Look-up Table

1. Click the Title Insurance tab.
Double-click the Requirements or Exceptions screen that you want.

Click inside the first field of the requirement or exception you want to fill.

P 0N

Press <F9> to access the Look-up table.

£ ProForm for

indowe - [CCA12-N003AFS PEN (Main Folde X g /o! : Z
E] 1) E kceptions 0110 (CCA12-0003RES.PFD)

LI

& -

O | D”‘l EI 4 2nd Loan I 3rd Loan I

General I Oider | 1) IEXA Defects, liens, encumbrances, adverse claims or other matters, if any, created, first ﬂ

S ’ appearing in the public records or attaching subsegquent to the effective date hereof but prior.
ElEehs! DDC:IA" ¥ | | |to the date the proposed insured acquires for value of recard the estate or interest ar LI
1] Palicy Premi.
2] Commitment | 2) |E><45 E sizting eazements for public roadz and public utiities now in use ;I
3] Palicy Infa, 5
4] Endorsemenl DOC:IAII ¥ LI
5] &dditional Tit
E] Invaice Deta o
T1lrnvoice Heg J
8] Requirsme: ¥
9] Requireme: _I
10 i d
12] Exceptions oy
13] Exceptions —I

5. Double-click the selection you want.

Look-up Table [Local] Ed
Key Field: EXD3CODE 100 records loaded. Alwaps load
Table Mame: TIF Ex Load remaining records. all recards
E xceptionCode | E xceptionT ext -
Exd Defects, liens, encumbrances, adwerse claims or at...

Ex12

Lack of right of access to and fram the subject pr..
Title to that portion of subject property embraced...
Rights of the public generally in and to the use o...
Jaint or commen driveray along the (ICHAR Directio...
Lien for H{CHAR Lien for?)} as created by Ordinanc. ..
Rights of adjoining

owhers in and to the uze of pa
h drainage di

The gubject property 1z located in a Flood Hazard ..
Rights of athers in and to the cemetery located on...
Thiz policy specifically excepts to rights or clai...
Ary family burial grounds, cemeteries or ather pla...
Fending Disbursement of the full proceeds of the ...

Finhtz af athare i and ba the es of the commne &

Inzert Entiy | Retnewve Entry I Delete Entry | Modify Table... | Help |
FReplace Entry | Fietrieve wio Inzert | Delete T able | Frint Loak-up... | LCloze |
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Entering a Requirement Manually

To enter requirements manually enter the text directly into the large scrollable field. Enter a code if
you want to save the exception to the Look-up table.

Entering a Exception Manually

To enter exceptions manually, enter the exception text, and select the policies to which you want
the exception attached. Enter a code if you want to save the exception to the Look-up table. For

example:
:Cndel
11 ;Efw.'.fh Drefects, bens, encumbrances, adverss claims or other matters, § any, created, first g
" appeaing n the pubhe records or altaching subsequent 1o the effective dale hereal but piai
Do &1 'i ta the date the proposed nswed acguies for value of recoed the estate o interest o -
¥ x

Select the policies that you Exceplion Text|

wanl this exceplion attached to.

Adding a New Requirement or Exception to a Look-up Table

Enter the code and text.

Put the cursor in the code field.

Press <Ctrl+L> or <F9>. The Look-up table will appear.
Click Insert Entry.

ML=

B

Importing Text to Fill In a Requirement or Exception

When entering a requirement or exception for the first time in ProForm, you can import text from
an existing text file without having to retype it.

I

Click the requirement or exception text field (the larger scrollable field).
Press <Ctrl+Z> to open the Scrollable Field Editor.

Click Read from Text File.

Browse for the text file you want to import, select it, and click Open.

(:) —C T —mD T
n—~35 —
B W N -

EE ALSO:
“Scrollable Field Editor” on page 144.

m O
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Chapter 5: ProForm Data Entry Tools

In this chapter:

m  Look-up Tables: Store and Reuse Information ...........ccccooiiiii e 134
m  Spell Check: Spell Check Text in ProFOrm............cuuviiiiiiiiiiiiiieeeee e 138
m  Right Mouse Button Menu: Single-click Access to Common Features ....................... 139
m  Go To Feature: Jump to Any Place in ProForm Instantly ...........cccccooviiiiiniciien i, 140
B Customizing YOUr GOTO LiSt......ueiiiiiiiiiiiiiiiie et e e 141
B ProForm Field NameS ... e e e e 142
B Disbursement Status FieldS ...........ooiiiiiiiiiii e 143
B Grouped Disbursements ........ ... 143
B Disbursement Status COUES .........uiiiiiiiiii e 144
T 1o G @ 1= Yo €SS EEER 145
B Adjusting a Flex Check AMOUNT.........cuoiiiiiiie e 146
B Paid Outside of ClOSING (POC) ....oiiiiiiiiee et e e 147
m Scrollable Field Editor ... 148
Overview

ProForm keeps you focused on finishing the order, not repeating keystrokes. ProForm has several
built-in features that take work out of your hands and give you more options to complete orders with
efficiency.

Some of the features, such as Look-up tables and the Go To feature, will drastically reduce the
amount of time you spend entering data. Others, like Disbursement Status and Flex Checks, make
ProForm the most adaptable real estate program on the market. You will find that ProForm has the
features built-in to handle any situation.
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Look-up Tables
Store and Reuse Information

m  Look-up tables are important ProForm time-savers that let you save information you want to
reuse from file to file.

®  You can save all of your Settlement Agents, Underwriters, Title Companies, Lenders,
Attorneys, and more to Look-up tables.

®  When you want to fill in data to a field that has a Look-up table, press <F9> or <Ctrl> and <L>
to open the Look-up table and double-click the entry that you want. Or, enter the Look-up table
code for the entry you want and press <Tab>.

m |[f afield has a Look-up table associated with it, the LKUP indicator will appear in the ProForm
status bar. Many fields in ProForm come with Look-up tables created for them. You just have
to add your entries. You can, however, create new Look-up tables for any other text field.

[FromBpr107 12314 | ToS5kE1.789.00 | Balsnce:000 §%  File Balance.. JLKUP  JIFIRMCODE |

The LKUP indicator will appear
when the cursoris in a field
that has a Look-up table.

4+ SEE ALSO:
m  Chapter 9, “Look-up Tables” in the SoftPro Administration Guide.

Saving Information to a Look-up Table

1. Enter the information that you want to save as an entry to the table. For example:

|
Enter a code here. |
Mortgage Broker
Mortgage Broker Look-up Code:|MERLU Marketing R ep:lM ark Long

Mortgage Eroker Firm Name:lMoltgage Brokerz A Uz

Contact Name:IBob Broker
Address:|234 Broker Boulevard #[Brokervile, NC 23457

Phone:[[T101234-4587 | Faw|(91012349877 . ,
one: 1910 )910) Enter the information that

Mobile:I[S'I 02551726 Pager:l [910)589-3538 YO wa nt to save to the table.
E mai|;|bobbloker@mortgagebrokers. cam

Notes: ;I
||
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‘@‘» Some Look-up tables only contain one field, but others, such as the Mortgage Broker Look-up
table, contain all of the Mortgage Broker fields. In this case, you can save information from
the entire Mortgage Broker section to a single Look-up table entry.

. Enter a code for the entry in the Look-up Code field.
3. Press <F9> in the Look-up Code field.
4. The Look-up Table window will appear. Click Insert Entry.

Look-up Table {Local) x|

Key Field: MTEINI &l records lnaded | l_”""‘ll““"?“IS load
Table Mame: MBSWR all records

MBSYRCODE MARKETINGRER COMTALCT
MBRU Mark Lang Martgage Brokers B Us  Bob Broker
SISA Skye Walker Servicers 54 Steve Servicer
<End of List>

Click Insert Entry to save the

information to the Look-up table. | | >
I
I Inzert Entry I | Fietrieve Entm I Dielete Entry | Modify T able... | Help |
Replace Entmy | Retrieve wio Inzert | Delete Table | Frint Look-up... | Cloze |

The new entry will appear at the top of the list. Click Close to exit the Look-up table.

To save another Title Company entry, press <F2> in each of the Title Company fields to clear
them. Then begin again by entering in new information.

@‘» You only have to make additions or edits to a Look-up table in one file.
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@ What Fields Can | Save to a Look-up Table

H The number of fields you can save to a Look-up table is determined by the structure of the
Look-up table database. You can see what fields are contained in any Look-up table database

e . .
H by looking across the top of the Look-up Table window.
al
P n Each column heading is a
i Look-up Table (Local) field that is part of the Look-up
t Key Field: TITLCOD table database. % [~ Always load
ue Table Name: TITLCOD | | ] linzemis
| CODE METREF TITLECONAME CONTACT TITLECOADDH

SAMSON Samszon Title Agency  Mary Samzon 34 Millz Lane

Or, you can click Modify Table to view a list of the fields in the Look-up table database.

Retrieving Information from a Look-up Table

1. Click inside the Look-up Code field.

Title Company Look-up I:-:u:le:ll

2. Press <F9> to access the Look-up table.

Look-up Table [Local)
Key Field: TITLCOD &l rezards [maded) | | Always load
Table Mame:  TITLEOD | all records
CODE METREFR TITLECONAME COMTALCT TITLECOADDE
SAMSON Samzon Title Agency  Mary Samaaon 34 Millz Lane
xrZ KrZ Title Joe Lewis 128 Markam Ay
ABC K. Brown ABC Title Compary Jenny Smith 334 Title Comp:
<End of List>
You can store all of the title companies you deal with
inthe Look-up table. To select an entry, double-click it.
1] | o
Inzert Entry | Fietrieve Entm l Dielete Entry I Modify T able... I Help
Beplace Entiy | Retrieve w/o Insert | Delete Table | Erint Look-up... i LCloze
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3. Select the entry that you want from the table.

4. Double-click the entry or click Retrieve Entry.

Title Company

Title Company Look-up EDde:iSa‘-‘«MSDN

Marketing Hep:l

Title Compary/Fayes Name:lSamson Title &gency

Contact Name:lM arv Samson

Address:| 34 Mills Lane

+ |Faleigh, NC 23565

Phone:|(319]456-7574

Fax[[319)326-5845

Mnbile:![919]328-584? F'ager:l[ﬂ‘l 96548754

E maiI:IM arv{Esams0n, com

Order Number:!

Note: Some Look-up entries, like the Title Company, fill in more than one field. ProForm comes with
many blank Look-up tables already set up for you to add your entries.

Look-up Table Codes

You don’t have to access the Look-up table if you know the code for the entry you want.
Enter the code in the Look-up Code field and press <Tab> to fill in the entry.

Title Company

Title Compary Look-up Endel

SaMSON

l_

Title Company/Payee Mame:

Enter a code here and press
<Tab= to retrieve the entry.

Contact Name:l

Address:l ol
Phone:|( | - Faxfl ] -
Mabile:[i 1 - Pager|l | -
Email:l

Order Number:l
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Spell Check

® In ProForm, you can spell check text, scrollable, and alphanumeric fields.

1. Put the cursor in the field you want to check spelling and press <F7>. Or, right-click the field
and select Check Spelling. For example:

Full Legal Description: {Lot {{LatUnit}} {Subdivn}} Subd 3 Mext PgDown
- — - < Frevious Pgllp
Right-click in a field and select GaT, Chle s
Check Spelling. oo :
I Dane Esc
Calculatar Fa

Check Spelling \F?
Lookup rl+L

2. If an unrecognized or misspelled word is found in the field, the Check Spelling dialog will
appear.

Check Spelling
Mot in Dictionary:
|LotUn|t Igriore All I

Suggestions:
Add |
R atundity Change I
Altruigt b
Change Al

Add words to; —gl
Iuserdic.tIH - Suggest I

[HEde | Options... |Qictionaries...l Help. . | Cahcel I

|

Kl

m  To change the word, click one of the suggested words and click Change.
m  To ignore the word, click Ignore or Ignore All.
®  You can add a word to the spell checker dictionary by clicking Add.

m  Click Help for more information about the spell checker utility.
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Right Mouse Button Menu

You can access a menu of useful features by clicking the right mouse button in any ProForm field.

For example:

Full Legal Dezcription: |Lot {{LotUnit} ESubdientt Sk diseinn S ot Coynty, N.C,
> Ment Paliown
< Previous Falp
GoTo Chil+iG
Done Ezc
Calculator Fa

Right-click in any field to Check Speling F7

access a menu of useful [ Lookup Chl+L

features. Save File Cirl+5
Help F1

Menu Iltem | Keyboard Shortcut Description

> Next <Page Down> Jump to the next screen.

< Previous <Page Up> Jump to the previous screen.

GoTo <Ctrl+G> Use the SoftPro Go To feature.

Done <Esc> Close the menu.

Calculator <F8> Use the SoftPro Calculator.

Check <F7> Spell check the contents of the current field.
Spelling

Lookup <Ctri+L> View Look-up table for the current field.
Save File <Ctrl+S> Save the open ProForm file.

Help <F1> View help for the current field.
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Go To Feature

Another way to move around a ProForm file is to use the Go To feature. With the Go To feature,
you can jump fto any field from any other field in a ProForm file. For example, let's say you wanted
to jump from the first buyer name field to the first seller name field.

1. The cursor is in the first buyer name field on Screen 3 of the General Tab.

31 Buyer/Bomower. Officers & Sig

Name

1) [Eill Buye] gu
|

2. Press <Ctrl+G>. The Go To window will appear.

3. Use the scroll bar to scroll down the list of fields until you find Seller.
4. Double click Seller.

gl naml
Reguirements 21-30 [MC Bar Farms) - . .
Restrictive Covenants _I <You can mOdlfy the list
Right to Cancel Confirmation [TIL] :
Fiight ta Cancel (Rescind] Date Of_ fields on the Go To
Sales Contract D ated window. See
Sales Price « .
Schedule of Allowances Customlzmg Your Go

Security Clause [TIL To List.” p. 137.
Seller Pay Clozing Costs k —

Seller's Attorney

Seller's Marme Combinations

Seller's Signature Lines

Seling Agent

Send Original Binder To LI
ittt it

Ingert | Qeletel Go TDI Help | Cloze |

5. The cursor will jump to the first seller on Screen 4 of the General Tab.

4) Seller. Officers & Signatures [

Name

1)) 4=
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@ Customizing Your Go To List

The list of Go To fields is completely customizable. You can add fields that you use most
frequently or edit the list at any time. It is like creating a "speed dial" feature on the telephone
programmed with your most popular numbers.

I

The list of Go To fields is completely customizable.

Adding a field to the Go To list:

1. Press <Ctrl+G> with a screen open, or choose Window/GoTo. The Go To dialog will
appear.

—C T —0 I
-3 —

2. Click Insert. The Insert Go To Field dialog will appear.

Enter the SoftPro field name in the Field Name field. Enter the label for this field that you
want to appear in the Go To list in the Label field. (See “ProForm Field Names,” p. 138.)

Enter the Z2/0 name
Ingert Go To Field of the field you want
the cursor to jump to.

Label: Field M ame: ;
ISett. [ate = |settu:|ate
|
Enter a label for the
field here. This label |25 Hep | Eeapze]

will appear in the Go
To list.

4. Select OK. The new entry will appear at the top of the Go To list.

Deleting a field from the GoTo list:

1. Press <Ctrl+G> with a screen open, or choose Window/GoTo from the menu. The Go To
dialog will appear.

2. Select the field you want to delete from the list.
3. Select Delete.
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ProForm Field Names

ProForm Field Names are used to create and edit Go To lists, Look-up tables, and are inserted into
WordPerfect or MS Word documents to create merge documents.

Finding a Field Name

To find out what the field name is for any field in ProForm, click inside the field you want. The field

name for the field will appear in the status bar at the bottom of the screen. (The status bar always
displays the name of the current field.)

~ff ProForm for Windows - A3-0028.PFD

File Reports VYiew Document Mode Tools ‘Window Help

D(=se 8@ @ ele| Bls|e| B [E ¥

™ A3-0028.PFD (Main Folder) - [8.5.2 - 11/13/2003]

General |Q|derTrackmg| Title lnsulancel HUD-1 &Elnsingl HC Bar Fnrmsl

Screens: ReadyDocs:

|+ User ReadyDocs Tree

1] Settlement Agent. LIndenariter
2] File Mo, Settlement Dates, Note:

3) Buper/Bonower, Dfficers & Signz 1) Settlement Agent, Underwriter (A3-0028.PFD)
Seller, Dfficers & Signatures Current Field
Sales Price, Deposit/Eamest Ma S A

Property, Legal Description Settlement Agent/Payee Name'E est Ever Title Agency, Inc.
Lender

)
)
)
]
% Mortgags Broker & Loan Service Address:|123 Lawper's Lane *|Raleigh, HC 13579
pLoan Funora Lol Phone [T9555 100
1
i

4
)
E|
7
g
g
1

1

Real Estate Agents/Brokers Fax:|[81 9)555-1002
12) Buyer's & Seller's Attormeys
Acknowledgment & Natary Federal Tax |D:|56-1234567
Security Instiuments, Trustee &

)

)

)
13)
14
1 5} Conveyance Settlement Agent Signature Lme:IE est Ever Title Agency, Inc.
1E) User Optional Fields 1-25
17)
18]
19)

User Dptional Fislds 25-45 Settlement Agent Logo F\Iename.l

User Optional Fields 48-85
General Optiohs

Underwriter

Undenwriter/Payee Name:IMy Favorite Title Ingurance Company

Address:[123 Title Tawer #|Title Hil. NC 23456

Claims Address‘h 23 Title Tower olTitIa Hill. NC 23456
State of \ncolporatmn:lNE
Underwriter Sgency ID./‘Numhel.I

Undenwriter's Loga F\Iename:l

Field Name
FIRMNAME

'Frntyr:lDS,lDl.EZ | Toslr:81,563.24 | Balance:0.00

®  In the example above, the cursor is in the Settlement Agent/Payee Name field. The ProForm

name for this field is FIRMNAME. The field name appears in the status bar next to the Look-up
table indicator (LKUP).

You can look up field names using the ProForm Screens and Field Names Guide. This handy
reference guide can be found in the \Tools\Screens directory on the SoftPro installation CD.
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Disbursement Status Fields

While completing an order, you will encounter many separate disbursements made out to many
different parties. Each amount, fee, charge, escrow item, and proceed is disbursed to the party
entered in the DS (Disbursement Status) field.

Most DS fields automatically fill in with a code once an amount is entered. For example, the Loan
Origination Fee (Line 801) is disbursed to the lender by default (DS code fills in with L).

801 Loan Origination Feel 1.0000| %

™ Financed SIrF'a_I,I:I i I 300.00

DS:lL j Tu:u:lFirstEverSavings&Lnan Aggociat Fle:l TIL:I vI

Addr:| 1071 First Street +|Lenderville, MC 12345

To select or change a disbursement status code, click the down arrow next to the DS field and pick

a code from the list provided. For example:

2 [
=L
[ =Deducted - 15t Loan
B =ttg Broker - 1zt Loan
05:|% =Loan Svor - 1zt Loan T4

Grouped Disbursements

+¥ SEE ALSO:

m  “Disbursement Status Codes” on page 140.

Each payee involved in a closing has its own disbursement status code, and all items with the
same codes are combined together into grouped disbursements.

The Grouped Disbursements screen of the HUD-1 & Closing tab displays the disbursement totals
to the Lenders, Mortgage Brokers, Loan Servicers, Settlement Agent, Underwriter, 1000 Escrows,

and 1200 Fees. For example:

The DS: fields for each grouped

disbursement default to S (Separate Total of all disbursements
Check). with DS code of L {Lender).
Grouped Disbursements AmE
15t Loan
Lender (L] |D5; 5 j Tg;lFirst Ewver Savings & Loan Associa He;l l ?EIEI.EIEIl
[2ddress|P. 0. Box 30012 + |Lendervile, NC 23457 |

1
‘ 1st Loan Lender address. |
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Disbursement Status Codes

S Separate, unique disbursement

L 1st Loan Lender

D Deduct the amount from the 1st Loan funding check

B 1st Loan Mortgage Broker

\'/ 1st Loan Servicer

L2 2nd Loan Lender

D2 Deduct the amount from the 2nd Loan funding check

B2 2nd Loan Mortgage Broker
V2 2nd Loan Servicer

L3 3rd Loan Lender

D3 Deduct the amount from the 3rd Loan funding check

B3 3rd Loan Mortgage Broker
V3 3rd Loan Servicer

A Settlement agent

U Underwriter

1-25 Funds diverted to a flex check. There are 25 flex checks available. Flex check summaries
appear on Screens 25 and 26 of the HUD-1 & Closing tab.

P Pending

H Held

Y Already printed/disbursed

w Funds wired out

- Miscellaneous adjustment, such as a — (minus) transaction in ProTrust

(minus)
M Funds manually diverted to one or more flex checks or handled elsewhere

@‘» Not all Disbursement Status Codes are available for all DS fields in ProForm. Click the arrow
next to a DS field to view the list of codes you have to choose from for that field.

DS:|L

D
B =MtgBroker-1st Loan
W

He:l

L1

= Deducted-1 st Loan

= Loan Svor-1st Loan
L7 =Llender-2nd Loan

L
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Flex Checks

In ProForm, disbursements can be diverted to or combined into any one of twenty-five flexible
checks, or flex checks. You can combine the payments for any line items on any screen to a flex
check by entering the number of the check in the DS field.

For example, to combine the charges from lines 1101 and 1102 into one flex check to be disbursed
to the settlement agent, enter the same flex check number in the DS field of each line item:

Both of these items will be
| combined into Flex Check 1.

SWPay| % 200.00

1101 | Settlement of Closing Fee

Undenater s DS <] Re[ =
DS:|1 j Ta:IEesIEuerTitIeﬁgenc_l,l,lnt .tl 00 00
Addr|123 Lawyer's Lane o [rgwhers, NC 12345

1o2 |ﬁ'—'ﬂ.bstrau:l of Title Search

Indemsmiter $:| DS:I 'l

SPay [ %
He:l

j Ta: IEesl Ever Title &gency, Inc

=% 250,00

Addr:l].»_'_-: Lawyer's Lane 'Flf- ihere, NC 12345

WE R

®  The amounts from 1101 and 1102 are automatically combined and appear on the Flex

Checks 1-12 screen on Line 1:

1] DS:IS j To IBest Ewver Title Agency, Inc.

Meme:| 11011, 1102 |

Al | o

450.00 +|

= Check .-’-'«mount:l 450.00

m  The payee names for a flex check appear on the HUD-1 Settlement Statement.

1100. TITLE CHARGES

1101, Settlement or Closing Fee to Best Ever Tile Agency, Inc. 200.00
1102, Abstract or Title Search to Best Ever Title Agency, Inc. 25000
HUD-1 Settlement Statement (Legal) Page 2
m  The flex check amount is also included on the Disbursement Summary/Balance Sheet.

Best Ever Title Agency, Inc. 1101, 1102 450.00

Settlement or Closing Fee
Ahstract ar Title Search

200.00
250.00

Disbursement Summary/Balance Sheet (Excerpt)
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Flex Check DS Fields

By default, each flex check is disbursed as a separate check (S). You can change how a flex check
is to be disbursed by making an entry to the DS (Disbursement Status) field. Click the down arrow
next to the DS field and select one of the following codes from the list provided:

S Funds disbursed in a separate, unique check.

P Pending.

H Held.

- (minus) | Indicates - (minus) transaction in ProTrust.

Y Already printed/disbursed.

W Funds wired out.

M Funds manually diverted to one or more flex checks or handled elsewhere.

Enter a memo or other notes about a flex check in the Memo field. The line item number or
description of the item that was disbursed to a flex check appears in the Memo field by default.

@ Adjusting a Flex Check Amount

H You can adjust a flex check amount manually by entering a dollar amount in the +/- field on the

e Flex Checks screen. Include a minus sign (-) before the amount to subtract from the flex check.
H The total amount of the check will be adjusted automatically and will appear in the Check

I i = Amount field.

P n

f t For example, to subtract $50.00 from a flex check, enter -50 in the +/- field. The check amount

u < will be recalculated automatically:

[

| 450.00 « | 501,00

= Check. .ﬂ'-.mcuunt:l 400,00

@‘» Manually adjusting any amount in ProForm without accounting for the adjustment
elsewhere in the file may cause you to be out of balance.
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Paid Outside of Closing (POC)

You can enter an amount that is to be paid outside of closing by substituting an asterisk (*) for a

decimal point.

For instance, for a $50.00 POC amount, enter 50*00 (for a POC amount of $50.75, enter 50*75).
For POC amounts up to $9,999,999.00, the amount and the abbreviation POC appears in the Re
field on any line in which a POC amount is entered. Refer to the example below:

When you enter a POC amount
in the Borrower or Seller column__.

804 [Credit Report

| 7500 |ff

DS:| 7| To|America Loans 123 First Steet Ral He:IPDC $75.00b | TIL:I v|

Addr|

s

The amount with a POC
abbreviation and a b

(for Borrower) or s {for seller)
appears in the Re: field.

Hint: Select Calculation Option 2 on the HUD-1 Options screen to have a b (for buyer/borrower)
or s (for seller) entered along with the amount in the Re field. This can help you identify which

party paid the amount.

%52] Place 'b' or 's' in generated POC descriptions [RE: fieldf
3] Uze the buyerdzeller split feature an lines F03,801 8027

Partial POC amounts

If an amount is partially POC and the balance due is being collected at closing, enter the amount to

be collected at closing in the Borrower or Seller column (using decimal points). Then manually

enter the POC amount (with the abbreviation POC before it) in the Re field.

Note: The information in a Re field is printed on the HUD-1 Settlement Statement to the left of the

Borrower column.
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Scrollable Field Editor

Press <Ctrl+Z> in any scrollable field to open the Scrollable Field Editor. With the Scrollable Field
Editor you can import existing text files to fill the field, save text to a file, or spell check the field.

Scrollable Field Editor

Lot {{LatUnit}} {Subdivn}}t Subdivizion {iCounty}} County, N.C. =)

‘ Save text to a text file_| Exit Editor =l

Fead from Text File...l Wwirite to Text File... | Check. Spelling...l

Import an existing text iile_| Spell check.

Read from Text File

Help | Cancel |

Use Read from Text File to import text from an existing text file (*.txt) into a scrollable field.
Click Read from Text File.

Put the cursor in a scrollable field.

Press <Ctrl> and <Z> together. The Scrollable Field Editor will open.

Click Read from Text File. The Open dialog will appear.

Browse for and select the text file you want to import.

Click Open.

2B T

Write to Text File

Click Write to Text File to save the contents of a scrollable field to a text file. In the future, you can
import the information from the saved text file to fill in data for other orders.

1. Put the cursor in a scrollable field.

Press <Ctrl> and <Z> together. The Scrollable Field Editor will open.

Click Write to Text File. The Save As dialog will appear.

Select the folder in which you want to save your text file.

Enter a name in the File name field. By default the file will be saved with the extension .txt.
Click Save.

2 e
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Overview

ProForm includes the HUD-1 Settlement Statement, HUD-1A, Title Commitments and Policies, and
over 150 other ReadyDocs (ready-to-print documents). This chapter explains how to print
ReadyDocs, how to preview them on screen and how to use ProForm’s unique DocChek feature to
edit a document right on screen.

Follow along with the Helpful Hints to learn how to print and edit a HUD-1 Settlement Statement
and how to create your own folders in the ReadyDocs Manager to store your most frequently
printed documents.

E Printer Requirements

m  Windows - compatible printer with 2Mb memory. A laser printer is recommended.

m  Greatland documents print best using the HP4 printer driver. Switch to an HP4 printer driver
when printing Greatland documents for optimum results.

Document Modes

With ProForm, you can enter data for up to 3 loans in the same file (to be shown on the same
HUD-1 Settlement Statement). Some ReadyDocs contain information that can be different for each
loan in the file. Before printing a loan-specific document (such as a Title Insurance Invoice) for
Loan 2 or Loan 3, select a Document Mode. This will let ProForm know which loan you want to
appear in the document.

To change the Document Mode, click the loan number that you want on the ProForm toolbar:

ZEEEREEEEEEERE
EE II/I_L‘;{III @] ¥

Loan1 Loan 2 Loan 3

Note: You must select L1 (Loan 1) before printing or previewing general closing documents such as
the HUD-1 Settlement Statement. By default, Loan 1 is selected.

Printing ReadyDocs

@‘» Before printing a document select the correct Document Mode. Select L1 for general
closing documents. Click L2 or L3 to view documents for Loans 2 and 3 as needed.

1. Click File/Print. (Or press <Ctrl> and <P>.) The ReadyDocs Selection dialog will appear.
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ReadyDocsz Selection [Metwork] =

Avallable ReadyDocs: Selected ReadyD ocs:
-{:: Uzer ReadyDocs Tree
F‘t SoftPro ReadyDocs Tree
e} |
e | [ |
kK Help Cancel

Browse for the documents you want to print in the Available ReadyDocs window. For
example:

Awailable ReadyDocs:

- User ReadyDocs Tree

=" SoftPro ReadyDocs Tree
{7 Order Tracking
]n__ Title Insurance
=+ HUD1 & Closing

-2 Dishursements Summary/Balance §
: =~ HUD-1 Documerts
T Ad

ditional Disbursements E shibits

umrnary

3 JLegal Description Only
- @ Fayment [nformation Letber

To select a document, click it and then click the >> button. This will make it appear in the

Selected ReadyDocs window. (You can print multiple documents, but you can only select one

at a time.) To print an entire folder, click the folder and then click the >> button.
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ReadyDocs Selection [Hetwork)

Available ReadyDocs: Selected ReadyDocs:

B

@ Disburzements Summany/Balance &
E]—-E HUD-1 Documents
I:I--]n__ Additional Disbursements Exhibi

2 Tan & Proration Summary

@ Legal Description Only
=] Payment Information Letter

=] Payment Information Letter Mo Esc m
@ Buyer/Seller or Bomower/Refi Certil

@ Buyer/Seller or Bomower/Refi Certil

HUD-1 & Clozing ;l @ Tawx & Proration Summary
y

After selecting documents, click OK.

The Print

dialog will appear. If necessary, choose a printer and the number of copies you

want. Click OK to print.

r Printer
Marme: R0 Printer Properties |
Status: Default printer; Ready
Type: HP Laser)et 4000 Senes PCL 5e
Where:  Msoftpro-fs]randd_hp4000_duples
Commert: I™ Prirt to file
— Print range Copie:
A MNumber of copies: I'I 3:
' Pages  from; |1 (=3 I
@ = Eallate
= Selection
u] [ I Cancel I

@ Printing a HUD-1 Settlement Statement

Follow along with the exercise below to print a HUD-1 Settlement Statement. (Actually, you can
print any ReadyDoc by following the same instructions. Just substitute the document you want
for the HUD-1 Settlement Statement.)

—C =-T — @ I

I

v -3 —

Make sure

that Document Mode for Loan 1 is selected before printing the HUD-1 Settlement

Statement or any other general closing document. By default, Loan 1 is selected. (See

“Document

Modes” on page 147.)

1. Click File/Print. (Or press <Ctrl> and <P> together.)

2. The ReadyDocs Selection dialog will appear. Double-click the folder named SoftPro
ReadyDocs Tree.
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Avalable ReadyDocs:

!: Title Insurance

- HUD-1 & Closing
!: Truth-ln-Lending
': State Packages

Double-click the folder named HUD-1 & Closing.

Avallable ReadyDocs

]n__ Order Tracking
#-{__ Tille Inswrance

=~ HUD-1 # Closine

%@ Disburzements Surmary/B alance
: E HUD-1 Documents

[#-{=” Additional Disbursements E whibits

EE SoftPro AeadvDocs Tree ;I

Double-click the folder named HUD-1 Documents.

Available ReadyDocs:

=+ HUD-1 & Clasing

: = Disbursemerts Surmmany/Balance ©

HUD -1 Documents
E HUD-1, Legal

-7 HUD-T, Letter

- Large Print HUD-1

-

You can choose from a legal, letter, or large-print HUD-1 Settlement Statement. In this
example, we will print the legal-sized document. Double-click the folder named HUD-1,

Legal.

Available Readyloc::

L——_IE HUD-1 & Clasing
E Dizbursements Surmmarng/Balance §
EIE HUD-1 Docurments

HUD-1, Leqal

: E HUD-1. Pg 1 [Legal)
“[= HUD-1, Pg 2 [Legal)

...... = HUD-1, Pg 2 [Legal] - Sett

- HUDA1, Letter

-

Click HUD-1, Pg 1 (Legal).
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Avalable Readylocs:
E--E HUD-1 & Clasing -]
; @ Dizbursements Summarng/Balance ¢
EI ]D__ HUD-1 Documents
E HUD-1, Legal
5 HI|[|1F' Leqal
HUD-1, Pg 2 [Legall
; =] HUD-1, Pa 2 [Legal) - Sett
I ]i HUD-1, Letter

7. Click the >> button. HUD-1, Pg1 (Legal) will appear in the Selected ReadyDocs window.

ReadyDocs Selection [Network]

Arailable BeadyDocs: Selected ReadyDiocs:

Q HUD-1 & Closing :__] HUD-1, Pg 1 [Legal)
Y Disburzements Summany/E alance £
i HUD-1 Documents

i HUD-1, Legal
: =1 HUD-1, Pg 1 [Legal]

HUD-1, Pg 2 [Legal)
HUD-1, Pg 2 [Legal] - Sett

27 HUD-T, Letter
[T Large Print HUD-1

=S lnimdan I

8. Click HUD-1, Pg2 (Legal).
Auaillable ReadyD ocs:

E--r‘_— HUD-1 & Closing =]
' -2 Disbursements Summary/Balance §
E| t HUD-1 Docurnents
- ]n__ HUD A1, Legal

@ HUD-1, F'g‘l [Legal]

=fHLD-1.Po2 [ cos
HUD-1, F'g2[LegaI] Sett

E HUD 1, Letter

9. Click the >> button. HUD-1, Pg2 (Legal) will appear in the Selected ReadyDocs window.

ReadyDocs Selection [HNetwork]

Available ReadyDiocs: Selected ReadyDocs:

i HUD-1 & Closing __A_! HUD-1, Pg 1 [Leqgal)
-2 Dishursements Summany/Balance ¢ HUD-1, Pg 2 [Leqgal]
HUD-1 Documetts

=~ HUD-1, Legal

=) HUD-1.Pg 1 [Legall
HUD-1, Pg 2 [Legall
HUD-1, Pg 2 [Legal] - Sett
{Z7 HUDA, Letter

i Large Pririt HUD-1
S LNIFAA ] anall
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10. Click OK.
11. The Print

Print

dialog will appear. Click OK.
[2]x]

— Frinter
Hame:

Status:
Type:
‘where:
Comment:

Properties |

FLL Printer
Default printer: Ready

HF Lazer)et 4000 Series PCL be
Wheoftpro-fz1randd_hp4000_duplex

I™ Print to file

— Print range
o Al
 Pages

fram: I‘I_ to: I_
] Selection Iﬁl ™| Callate

Copie:

MNumber of copies: I'I 3:

DK& I Cancel |

Note: You can copy the HUD-1 Settlement Statement — and any other documents — to your own

folder in the

User ReadyDocs Tree. (See “Creating Your Own ReadyDoc Folder” on page 155.)

Printing Documents for a Second or Third Loan

ProForm features
Modes, you can p

three Document Modes for printing loan-specific documents. With Document
rint documents that are specific to each loan in a file as well as documents that

apply to the entire order.

Before printing a loan-specific document, select Document Mode 1, 2, or 3. Document Mode 1 is
for the primary loan and for documents that cover the entire order. You must select Document
Mode 1 before printing, merging, or viewing loan-specific documents for Loan 1 or documents that
cover the entire order (HUD-1 Settlement Statement, Disbursement Summary).

Before printing or

merging a loan-specific document for the second or third loans, select either

Document Mode 2 or 3. Data specific to Loans 2 or 3 will only fill in documents if Document Mode 2
or 3 is selected. Otherwise, information from Loan 1 will appear.

For example, to print an ALTA Schedule A Commitment for the second loan:

1. Click the L2 button on the ProForm toolbar.

r%

2. Choose File/Print.
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Browse for and double-click ALTA Commitment (Schedule A):

#valable ReadyDocs:

[ User AeadyDocs Tree E
[ SolFoReadyDocs Tree
@ Order Tracking
= Tille Insurance
=] Inwoice
= ALTA Documenls
= ALTA Commiment
=*|ALTACommitment [Schadide 4}
= ALTA hmmiment [Schedule

3.

4. Click OK. The Print window will appear.

5. Click OK.

Print Preview

With Print Preview, you can view a document on screen before you print it.

@» Before previewing a document select the correct Document Mode. Select L1 for general
closing documents. Click L2 or L3 to view documents for Loans 2 and 3 as needed. (See

“Document Modes” on page 147.)

1. Choose File/Print Preview. The ReadyDocs Selection window will appear.
Browse for the document that you want to preview in the Available ReadyDocs: window.

2.
ReadyDocs Selection [Local)
Selected ReadyDocs:

Auwailable ReadyDocs:

[ ] UserFieadyDocs Tree
EID SoftPro ReadyDocs Tree
EID HUD-1 & Clozing
B HUD- Legal

@ Legal HU age 2
D HUD-1 Letter

@[] Title Insurance
5 |

Click the >> button pointing to the Selected ReadyDocs: window. This adds the selected

3.
document to the Selected ReadyDocs: list.
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Available ReadyDocs:

Selected ReadyDocs:

{7 UserReadyDacs Tree

2] Legal HUD - Page 1

E|f_':] SoftProReadyDocs Tree
=-{7] HUD-1 & Clasing
¢ 2] HUD1 Legal
¢ -2 |LegalHUD - Page 1
-5 Legal HUD - Page 2
{7] HUD-1 Letter
{7 Title Insurance

<Tip: You can select an entire folder
in the Available ReadyDocs:
window.

5

Note: To remove an item from the Selected ReadyDocs: list, select it and click the << button.

4. Select OK. The document will appear in the Print Preview window.

Mest Page | Fiew Page | Two Page Zoom I Zonr [ Close

Use the buttons on
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magnifying glass
pointer.
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to normal view.
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Print Preview Toolbar
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Pririt.. Prirt the document or documents in preview.

West P Wiewy the next page of a multi-page document. This wil be grayed

L=kl el out wehen the last page iz in view.

Prey P Wiewy previous page of & multi-page document. This will be grayed
Ie¥ a8 | out when first page is in view.

Wiewy tweo pages at once. When viewing tvwo pages st once, this

Twa Page button will read One Page . Click One Page to return to s single page view:.

Zoom into get a closer viewy of the selected document. Select a second time to

Zoom | A h A
= get even closer. This will be grayved out when maximum zoom is reached.

Zoom Jut Zootm out to return to normal viese . This will be grayed out when in normal wiew.

EERREE

Close Exit Print Presies.

Creating Your Own ReadyDoc Folder

You can create your own folders to store the ReadyDocs that you use most often. This will save
you time when browsing for a document you need to print. The SoftPro ReadyDocs Tree contains
every ReadyDoc that comes with ProForm. If you were to copy only those documents that you use
most into your own folder, you would only have to browse that folder to find the document you
need.

You can create your own folders using the ReadyDocs Manager. In the example that follows, we
will create a folder called Daily Documents. We will copy the legal-sized HUD-1 Settlement
Statement to this folder.

1. Click Tools/ReadyDocs Manager.

Fil= Reportz  Wiew roumenth’lodellnols Wwindow Help

ol=(E] s[al[Eole

\wiordPerfect Nocument k ananer

2. The ReadyDocs Manager will appear. Click the folder named User ReadyDocs Tree.

ReadyDocs Manager [Hetwork]

SoftPro ReadyDocs Tree Uzer ReadyDocs Tree
E SoftPro ReadyDiocs Tree

3. Click Insert New Folder.

Inzert Mew Falder
[

&3

4. A new folder will appear below the User ReadyDocs Tree.
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Uzer ReadyDocs Tree

E|]D__ Jzer ReadyDiocs Tree
= Folder

Enter a name for the folder. For example:

Uzer ReadyDiocs Tree
= User ReadyDocs Tres

E Daily Documents

Press Enter.

The folder is created. Now, we will copy the legal-sized HUD-1 Settlement Statement from the
SoftPro ReadyDocs Tree into the new folder. Double-click the folder named SoftPro

ReadyDocs Tree.

SoftPro ReadvDocs Tree

B Title Insurance
-{__ HUD-1 & Closing

Double-click the HUD-1 & Closing folder.

SoftPro ReadyDocz Tree

= SoftPro ReadyDocs Tree -
m-{" Order Tracking
+‘£ Title Insurance
SE Wk HLID-1 & Closin
i E Disburzernents Surmmary/B alz
Tlt HUD-1 Documents

‘i &dditional Disbursements Exh

% T ax & Proration Surnmary

Double-click the HUD-1 Documents folder.

SoftPro ReadyDocs Tree

- =) Dishursements Summany/B als

E| HUD-1 Diocuments
HUD-1. Legal

t HUD-1, Letter
l‘: Large Print HD-1
- [E] HUD-14 [Legal]

==~ HUD-1 & Closing -]
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10. Double-click the HUD-1, Legal folder.

SoftFro ReadyDocs Tree

EI-]:: HIUD-1 & Closing

=) Disbursements Summary/E alz
El E HUD-1 Daocurnents
i HUD-1, Legs
=] HUD-1, Pg 1 [Legal)
=] HUD-1, Pg 2 [Legal)
=] HUD-1. Pg 2 [Legal) -

S

11. Select HUD-1, Pg 1 (Legal).

SoftPro ReadyDiocs Tree

EI-E HUD-1 & Clasing

=) Disbursements Summary/Balance
El ]: HUD-1 Documerts

: = 1: HUD-1, Legal

|§? HUD-1, Pa 2 [Leqgal]

2 HUD-1, Pg 2 [Legall - Set

FY

12. Press and hold the left mouse button and “drag” the document over to the Daily Documents
folder. Release the button when the mouse cursor is over the Daily Documents folder.

SoftPro ReadyDocz Tree

lzer ReadvDocs Tree

3--]“_‘ HUD-1 & Clasing
: - [=] Disbursements Summary/Balance ¢
El ]: HUD-1 Dacurments
]: HUD-1, Legal
i I% HUD-1, Pa 1 [Legal]
=) HUD-1. Pa 2 [Legal)
=] HUD-1, Pg 2 [Legall - Sett

s

= E Llser Head_l,lD-:u:s Tree

laily Documents

13.
For example:

A plus sign will appear next to the new folder when the document is successfully copied to it.

Uzer ReadyDocs Tree

El--]i IJzer ReadyDocs Tree

]: D aily Documents

14. Drag and drop HUD-1, Pg 2 (Legal) to the

Daily Documents folder in the same way. (You can

drag and drop as many documents as you want using the same technique.)

15.

Double-click the new folder to view the documents inside. For example:
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|Jzer ReadyDocs Tree
B- E Uzer HeadyDncs Tree

E HLID 'I F'g‘l [Legal]
E HUD-1, Pg 2 [Legal)

16. Click OK to save the new folder and close the ReadyDocs Manager.

Printing Documents In Your Folder

Folders you create will be stored under the User ReadyDocs Tree. When printing, previewing, or
opening a document in DocChek, double-click the User ReadyDocs Tree to browse to your folder.
Then double-click your folder to select a document.

ReadyDocs Selection [Metwork]

Available ReadwDiocs:

E-{ User ReadyDocs Tree
] E Daily Docurments

~ ATHUBA Fa 2 (Legal
l ]n__ SoftFro ReadyDocs Tree

Printing All Documents In A Folder At Once

You can print an entire folder’'s worth of documents at once by dragging the folder to the Selected
Documents window. In the example below, we will print all of the documents that were copied to
the Daily Documents folder in the previous exercise.

1. Click File/Print. (Or press <Ctrl> and <P> together.)
Double-click the User ReadyDocs Tree folder.

Drag and drop the entire folder you want to print to the Selected Documents window.

ReadyDocs Selection [Metwork)

Available ReadyDocs: Selected ReadyDocs:

= User ReadyDocs Tree!;f/_q 3R O sily Documents
. i Daily Docurnents k

H .“

[+ E SoftPro ReadyDocs Tree

4. Click OK.
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Faxing ReadyDocs from ProForm

You can fax any ReadyDoc from ProForm by selecting your fax driver (instead of your printer) on
the Print dialog. In the example below, we will fax a HUD-1 Settlement Statement.

Note that you must install and set up a fax driver of your choice before you can fax ReadyDocs
from ProForm.

1. Click File/Print. (Or press <Ctrl> and <P> together.)
2. The ReadyDocs Selection dialog will appear.
3. Double-click the folder named SoftPro ReadyDocs Tree.
4. Double-click the folder named HUD-1 & Closing.
5. Double-click the folder named HUD-1 Documents.
6. Double-click the folder named HUD-1, Legal.
7. Click HUD-1, Pg1 (Legal).
8. Click the >> button. HUD-1, Pg1 (Legal) will appear in the Selected ReadyDocs window.
9. Click HUD-1, Pg2 (Legal).
10. Click the >> button. HUD-1, Pg2 (Legal) will appear in the Selected ReadyDocs window.
11. Click OK.
12. The Print dialog will appear. Enter your fax driver in the Name field. (Click the arrow and
select your fax device from the list.) For example:
Click here and select o K
your fax driver from the list. &=
— Frinter T
¥
Hame: Faability j Properties |
: Acrabat Distiller
Status: s Ciohat PDFwiter
Type:
. HF Calor Laser)et 4600 PCL e
WhHErS: | ANIER 5455 PCL Be
Camment: ™ Print ta fil
— Print range Lupies
A Mumber of copies: |1 3:
" Pages [rnm:|1 Lo:l @I- -
ollate
) Seletion -
ak. I Cancel
13. Click OK.

“@m You can fax reports from ProForm by selecting Reports/Print and entering your fax driver
on the Print dialog.
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Print to .PDF in ProForm

With ProForm, you can print any ReadyDoc as a .PDF file! Portable Document Format (PDF) ™
from Adobe is the standard for secure and reliable distribution and exchange of electronic
documents and forms. You can send .PDF files as attachments to e-mail messages. Anyone with
Adobe Reader, which is a free utility available from www.adobe.com, can read and print the .PDF
file.

Note: Itis recommended that you use Adobe Reader Version 6.0 or higher when viewing and
printing .PDF files produced with ProForm.

@ System Requirements for ProForm Print to .PDF

: Before printing .PDF files from ProForm, each user must have permission to load and unload
H device drivers. A system error will appear if you attempt to print a .PDF file from ProForm
I i | without having this permission. If this occurs, contact your System Administrator to edit the
P A Local Security Policy and Security Options as follows:
i
u S 1. Click Start/Programs/Administrative Tools/Local Security Policy.
! 2. Double-click the Local Security Policy folder.
3. Double-click the User Rights Assignment folder.
4. Setthe Load and unload device drivers policy for both the Local Setting and Effective
Setting to Administrators, Power Users, Users.
5. Double-click the Security Options folder.

Set the Prevent users from installing printer drivers policy for both the Local Setting
and Effective Setting to Disabled.

Printing a .PDF file from ProForm

1. Click File/Print to .PDF. The ReadyDocs Selection dialog will appear.

2. Browse for the documents you want to print in the Available ReadyDocs window. For
example:
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Avallable ReadyDocs:

t User ReadyDocs Tree =
Et SoftPro ReadyDocs Tree

t Order Tracking

B Title Insurance

E-{== HUD-1 & Clazing

o =) Disbursements Summary/Balance ¢
#-{Z_ HUD-1 Documents
E Additional Disburzemnents Exhibits

E Fayrnent [nformation Letter

3. To select a document, click it and then click the >> button. This will copy it to the Selected
ReadyDocs window. (You can print multiple documents, but you can only select one at a
time.) To print an entire folder, click the folder and then click the >> button.

ReadyDocs Selection (Hetwork)

Available ReadpD ooz Selected ReadyDlocs:

=L HUD-1 & Clasing =] =] Tan & Proration Summary
@ Disburzements Summary/Balance & ud
#-{C” HUD-1 Documents

G-{2 Additional Disbursements Exhibi

@ Tax & Proration Summary

=] Legal Description Only

@ Papment Information Letter

@ Payment Information Letter [Mo Esc

@ Buyer/Seller or Bomower/Refi Certil

@ Buyer/Seller or Bomower/Refi Certil

4. After selecting documents, click OK. The Save As dialog will appear.

21|
Savejn:lﬁSoftPro g gl

] Corel User Files
(2 Commitment.pdf _elect a folder.

ﬁ Irevoice, pdf
T ABCTitePolicy. pdf
T s ZtgencyHUD pdf

|Enter a name for the .pdf file.|

<] | | i
¥

Fils nams:  |JonesHUDPagel Save |
Save as bype: I PDF Files [ PDF) j Cancel |
o

5. Enter a name for the document, select a folder to save it in, and click Save.
6. Once saved, you can read a .PDF file using Adobe Reader or Adobe Acrobat, or send the .pdf
file as an email attachment.
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Note:

If you select multiple documents to print at once, they will all be included in one .PDF file. To

create one .PDF file per document, print one at a time.

Email PDF Documents from ProForm

You can email directly from ProForm or ProTrust a PDF version of any document or report that you

can print. Simply select SoftPro/PDF995 as the printer.

4.
5.

Click File/Print in ProForm.

The ReadyDocs Selection window will appear. Select the ReadyDocs you want to email.

(Multiple ReadyDocs will be sent in one PDF file.)

Click OK.

ReadyDocs Selection {Network)

Available ReadyDocs:

{7 User ReadyDocs Tree
1] SoftPro ReadyDocs Tree
{77 rder Tracking
E-{_] Title Insurance
2 twoice
21-£] ALTA Documents
1 (] ALTA Commitment

@ ALTA Commitment (Schedy N |

1) f:] ALTA Commitment Mulkiple Loa
"] ALTA Short Farm Commitmerk
t f:] ALTA LoanjConstruction Loan |
]-f:| ALTA Loan Policy Short Form
(7] ALTA Owner's Palicy

{7 ALTA Short Form Expanded Cc
J-D ALTA Homeowner's Policy
{7 ALTA Residential Policy

-] ALTA Residential Limited Caver

[
£
[
£
[
I:I-D ALTA Expanded Coverage Res_ |
[
£
[
[#
i

-~ | ALTA Short Farm Limited che'ﬂ
»

o]

Selected ReadyDocs:

+~-[=] ALTA Commitment {Schedule A)
i @ ALTA Commitment {Schedule B-Section I
H @ ALTA Commitment (Schedule B-Section 11

Help | Cancel |

Dioar

The Print dialog will appear. Select the SoftPro/PDF995 printer.
Click OK.
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2=

Properties... |

— Prirter

Marne:

Statuz: Ready
Type: Met2Fax

“Where:  LPTT:
Comment: [ Prirtt to file
— Print range Copies
Al Mumber of copies: |1 3:

" Pages from:|1— to:l—

" Selection @ I~ Callate
’W Cancel |

6. The Pdf995 Save As dialog will appear. Using this dialog, choose a folder to save a copy of
the PDF file. By default, the PDF file will be named after the ProForm file. You can enter a
different name in the File name field.

Pdf99s Save As e |

Save in: I[:l SoftPro V| = | @ = 5 + Tools »

|_1Tools

Choose afolderto save a
copy of the PDF file.

“r'ou can enter a different
narme or accept the default.

File pame: ||:m12-0035_pdf/ | E save

Save as bype: IPDF [*.pdf) j Cancel |

7. Click Save. A new email will open. The PDF file containing the selected ReadyDocs will
appear as an attachment.



Chapter 6 Printing Documents 167

™ Untitled - Message {Rich Text) 10| =l

JEiIe Edit Wwiew Insert Format Tools Actions Help
| Hend &) 4| 0| 1| )ontions... ¥

|ﬂ This message has nok been sent. |

[

Subject: I

CCAL2-03RES. pdf

|

8. Enter the recipient email address, carbon copy recipients, and a subject line as necessary.

9. Click Send.
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Chapter 7: Printing Checks

In this chapter:

B Printing Checks from ProFOrM..........ooiiiiiiiiie et 170
B Adjusting Checks for Printing ..........cooiiiii e 171
m  Check Supplies Compatible with ProForm for Windows .............cccccoooiiiiiiiiiencc e, 171
m  Printing Pending Checks from ProTrust..........coooiiiiiiiiii e 172
B Creating @ Combined ChECK..........oiiiiiiiiii e 172
Overview

You can print checks from both ProForm and ProTrust. Obviously if you only use ProForm, you will
print checks from there. However, if you use both programs together in your business (exporting
ProForm files to ProTrust to reconcile your trust accounts) you have a choice as to which program
to use to print checks. There are advantages to each.

Printing Checks from ProTrust
m  Keep track of adjustments

®  No need to manually enter voided amounts.

Printing Checks from ProForm

®  You can deny users the ability to print checks from files that are out of balance using the
SoftPro Administrator.

m  Prevents multiple users from using ProTrust at once to print checks.
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Printing Checks from ProForm

1. Choose File/Print Checks. The Check Selection dialog appears. (See Figure 1.)

Check Selection
Check Mo, | Check Date]  Check Amt | Payes [ o ] . ,
Pending 18003.00 Happy Yalley Agency, Inc .4Tlp: |n_f0rm_at|°n
Pending 700.00 Allstate Insurance Cancel I is organized into
Pending 400.00 four columns.
Eeng!ﬂg 200052.33 First Ever Savings & Loan Associati i You can click a
ending ) irst Ever Savings & Loan Aszociati Select Al ;
Pending 80386.21 Happy Home Builders, Inc. fowr?tnthhe?dtmg
Fending 443034 Providence Savings and Loan Asso Hel 0 0 e ISt by
Fending 850,00 Best Ever Title Agency, Inc. _.—.....p_j that heading.
Pending 555.00 My Favarite Title Insurance Compal
Fending £33.00 MyCountyf County Register of Deer
Pending 1750.00 Providence Savings and Loan Assg
1| | i
Checks ta Print: 1Eonlinuous Checks [Real Estate] ;j
Beqinning Check Number: ; 103 Check[s] D ate: ;DBIE|5£2DD1

Figure 1. Check Selection Dialog

2. Select the check(s) you want to print. Hold down the <Ctrl> key to select multiple checks. (To
choose all checks at once, click Select All.)

:Iir'ug. . 1] Eﬁpy W all
Pending h FO0.00 Allstate [neurance

3. If you want to change the check style, click the down-arrow beside the Checks to Print field
and select a different style.

Choose OK. The Print dialog will appear.
5. If necessary, enter a printer in the Name field.
Select OK.

Note: Your closing file is checked for errors before printing. You will be prompted to correct any errors
that need to be fixed before printing can continue.
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Adjusting Checks for Printing

You can fine-tune the appearance of printed data on pre-printed checks on the Check Setup
Details window. You can specify the amount of space (to the ten-thousandth of an inch, or .0001")
to horizontally or vertically offset data printed on a check.

Select Edit on the Check Printing Manager to access the Check Setup Details window. The
Check Setup Details dialog features Horizontal adjustment: and Vertical adjustment fields:

Check Setup Details

Truzst Account/CheckStyle: IS PCOMT

Trust Account Description; |SoftPro Continuous Checks

High Check Mumber: I m
Rearder Check Mumber: I 1000

Path ta Check Docums Ly DOCSDIRZ ehk. 7 rdw Blowse...l

orizontal adiustment:l 00000 inches
Wertical adiustment:l 00000 inches

ak | Help | Cancel |

When editing trust account/check style details, enter the amount of space (in inches) to offset
printed data using these fields. Enter inches in positive amounts to offset data to the right
(horizontally) or down (vertically). Enter negative amounts to offset data to the left (horizontally) or
up (vertically).

The Horizontal adjustment and Vertical adjustment fields can be used to troubleshoot checks
which print with data which is misarranged.

Check Supplies Compatible with ProForm for
Windows

SoftPro recommends ordering check supplies from Pro-Check Solutions, a division of ZAPP-A-
FORMS. Pro-Check Solutions order forms are included in your software package when you first
receive SoftPro. For additional order forms, or to order by phone, call Pro-Check Solutions at 877-
901-0907 or contact them at sales@Pro-CheckSolutions.com.

+¥ SEE ALSO:

m  Chapter 5, “Document and Check Management in ProForm” in the SoftPro Administration
Guide.
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Printing Pending Checks from ProTrust

Recall the ledger you want to print from. (See “Searching for a Ledger” on page 229.)
Choose File/Print Pending Checks.

The Check Selection window will appear. To print all pending checks, click Select All. To
print a specific pending check, select the check you want.

Enter a transaction date and beginning check number.

If you want to change the check style, click the down-arrow beside the Checks to Print field
and select a different style.

Choose OK. The Print dialog will appear.

If necessary, enter a printer in the Name field.

Select OK.

Creating a Combined Check

If you write a large number of checks to a particular party each month from a number of different
ProTrust ledgers, you can save time by combining the amounts together and issuing just one
check.

For example, suppose you write ten checks to an overnight shipping company (for example, AirEx)
from separate ledgers of one trust account. To simplify the procedure, you can create a vendor
ledger (instead of a client ledger) with the AirEx in the Firm File ID field. Each month, you can
transfer funds from the separate ledgers to the one combined ledger, and then print the combined
check from it.

1.

Enter all transactions that are to be sent to the combined ledger as funds transfers with
Transferred Out (-) transfer types.

2. Inthe vendor ledger enter a funds transfer transaction with a Transferred In (+) transfer type
to account for each Transferred Out (-) transaction.

3. Inthe vendor ledger enter and print one pending check for the total amount of the check to the
vendor.

¥ SEE ALSO:

m  Chapter 12, “ProTrust”

m  Chapter 12 “Getting Started With ProTrust” in the SoftPro Administration Guide.

m  Chapter 14 “ProTrust Reconciliation” in the SoftPro Administration Guide.
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Chapter 8: DocChek

In this chapter:

m  DocChek: Edit a Document ON SCrEEN ..........eiiiiiiiiiiiiiee e 174
m Viewing a Document in DOCCRNEK .......c..ooiiiiiiiiiiiiiie e 175
B Using DocChek to Edit @ File .........ooiiiiiiiiiee e 176
m Editing a HUD-1 Settlement Statement With DocChek ..........c.ccccvviviiiiiiiiiiee e, 177
Overview

DocChek is an exclusive built-in feature of ProForm that takes data entry and document editing to a
new level. Imagine being able to complete a HUD-1 Settlement Statement by looking at the
document on screen and clicking on the document to enter data!

DocChek is a great way to enter data into a file, or to make finishing touches to a document before
printing it. This chapter will show you how to view a document in DocChek, and how to use
DocChek to enter data.
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DocChek: Edit a Document On Screen

An effective way to complete or edit a document is to use DocChek. When you open a document in
DocChek, it will contain Hot Spots. Hot Spots are areas of a document where data from a ProForm
file should appear.

™= SAMPLE-001 _PFD [Main Folder] - [8.0 - 10731/2001 ] (SIEaIge e}t 1t Rl )
General I Titlelnsurancel HUD-T & Closingl

Screens: FeadpDocs:
1] Settlement Agent, Underwriter - EE User ReadyDocs Tree
%] glle Mo, Settlemegrtr_Date%, gl_otest EH“_— My Wark Documents
rs MR =) Disbursements Summan/Balance Sheet
5] S ales Price, Deposit/E amest Money 2 Secure Receipts and Disbursements History
E) Property, Legal Description @ HUD-1, Pg1 [Legal]
g} r';,eor:td;ge %= SAMPLE-001.PFD [HUD-1, Pg 1 [Legal)) DocChek Window
3] Loan, Fur U.5. DEPARTMENT OF HOUSING & URBAH DEVELOPMENT =
10) Terms, F E. ILE MUMBER:
11)Real Esl SETTLEMENT STATEMENT FAMPLE-001
12] Buyer's |
13 Acknow
14] Security C.NGTE:  This form Is furnished to give you 8 statemesd of actual settiement costs. Amounts paid to and by the settic
18] Correey: Hems marked TPOCH were paid outsive fe ciosing: they are shown here for Informational paiposes and ar
16] User Op 10058 (SAMPLE
171 Uzer Op O. MAME AMD ADDRESS OF BORROWWER: E. MAME AMD ADDRESS OF SELLER: F. MAME AND
18] User Op ] Hot Spots ] _
Bill Buyers Sp=am Seller First Ever Sawir
1122 Great House Avenue 110 First Strest Azsociation of
Siler City, MC 123451234 Aryavhiere, MC 12343 P Q. Box 3001
Lenderville, MC
G. PROPERTY LOCATIO!\? . SETTLEMENT AGENT: S6-4567530
1122 Grest House Avenu Biest Ever Title &gency, Inc.
Siler City, MC 123451234
My County County, Morth Caraling PLACE OF SETTLEMENT
1271 suneeer's |Lana T
KN | '

When you put your mouse cursor over a Hot Spot it will change color. When you double-click a Hot
Spot, the cursor will jump to the field in the file where the information comes from. After entering (or
editing) information in the file, press <Esc> to close the data entry screen and return to the
document. Your changes will be reflected immediately on screen!

“@» Before opening a document in DocChek select the correct Document Mode. Select L1 for
general closing documents. Click L2 or L3 to view documents for Loans 2 and 3 as
needed. (See “Document Modes” on page 147.)
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Viewing a Document in DocChek
1. Browse for the document you want to open in the ReadyDocs window of the file.
. 5 =0 x|
General | Order Tlackingl Title lnsurancel HUD-1 & Closing | NC Bar Forms |
Screens: FeadyDocs:
ik B HUD-1 & Closing -]
2] File Mo.. Seltlement Dates Hotes [=) Disbursements Summary(Balance Shest
3] Buyer/Bormower, Officers & Signatures B HUD-1 D N
4] Seller, Officers & Signatures OCUMENLS
5] Sales Price, Deposit/E arnest b oney B[] HUD-1, Legal
E] Property, Legal Description [ ] HUD-1, Lekber
71 Lender . [#-{"] Large Print HUD-1
8] Mortgage Broker & Loan Servicer LD 16 (L e E||'I
i HUD-1A (Leqal).
9] Loan, Funding & ProT rust @
10) Terms, Payment & ARM - Buyer HUD-1, Legal
11) Fieal E state Agents/Brokers F-{") Buyer HUD-1, Letter
12] Buyer's & Seller's Attorneys Fe-{"7] Large Print Buyer HUD-1, Legal
13) Acknowledgment & Motary B ] Seller HUD-1, Legal
14] Security Instruments, Trustee & Riders
18] Convepance E-{T ] Seller HUD-1, Letter
16] User Optional Fields 1-25 Be-{] Large Print Seller HUD-1, Legal
17) User Optional Fields 26-45 -2 Acknowledgment of Receipt of HUD (Legal) —
18] User Optional Fields 46-65 2 Acknowledgment of Receipt of HUD (Letter)
19] General Dptions X
-2 Signatures Only
-2 FHA Addendum to HUD-1
{7 Additional Disbursements Exhibits
[ Tax & Proration Surmmary
@ Legal Description Only
@ Payment Information Letker
@ Fayment Information Letter (Mo Escrows)
B nweriSeler or BoreoiwerlR afi Cavkification (| ater =
2. Double-click the document.
3. The document you selected will appear in a separate DocChek window.
7% CC20030005.PFD (HUD-1A [Legal)) =13
HUD-14 The
A U.5. DEPARTMENT OF HOUSING & URBAN DEVELOPMENT DOCChek
SETTLEMENT STATEMENT .
Qptiaral Farm far Tramsactiams wiha, Sl window can
MAME AND ADDRESS OF BORROWER: MAME AND ADDRESS OF LENDER: be resized,
Bill Buyer First Ever Savings & Loan maximized,
Betty Buyer Azzociation of Marth Caroling i
123 Courtry Club Drive P. 0. Box 30012 minimized,
Realzich, NC 23456 Lenderville, MG 23457 or closed like
PROPERTY LOCATIOH: SETTLEMENT AGENT: ___ Best Ever Title Auen any other
123 Caurtry Club Drive FLACE OF SETTLEMENT: 123 Lawyer's Lane window. To
Raleioh. NC 23436 Falsigh, Me 15578
MyCourty Courty, Morth Caroling Seian, close
Lot SETTLEMENT DATE: Fekruary 15, 2002
Happy Valley Subdivision DocChek,
My Courty County. N.C. LOAN NUMBER: press <Esc>
| L. SETTLEMENT CHARGES M. DISBURSEMENT TO . xl
A0, STEMS PAYABLE i CONNECTION WATH LOAN 150 or click .
801. Loan Criginstion Fee1.0000% to First Ever Savings & Loan Associs 2.000.00
§02. Loan Discourt 07300 %10 First Ever Savings & Loan Associs 1,500.00 |1502.
803, Appraizal Fee 0 Appraizals Unlimited 250,00
804. Credit Report o First Ever Savings & Loan Associs POC $75.00k 1503,
805, Lender's Inspection Fee ]
§06. hortoage Ins. App. Fes a 1504,
807, Assumption Fes {s] -
+
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Using DocChek To Edit
a File

When viewing a ReadyDoc in DocChek you
can enter or edit data using the Hot Spots that
appear in the document. Hot Spots are links to
your ProForm data file. When you double-click
on a Hot Spot, the cursor jumps to the
corresponding field in the current data file.

A document Hot Spot can be identified with the
mouse pointer. The pointer will change color
when moved over a Hot Spot:

0. MAME ARD ADDRESS OF BORROWER:

Bill Buyers
1122 Great House Avenue
Siler City, M ¥45-1 234

To edit data using DocChek:

1. Double-click the document you want in the
ReadyDocs: window.

EIE lzer ReadvDocs Tree
- B My work Documents

------ B Disbursements Summary/B alar

The DocChek window will open on top of
your ProForm desktop.

2. Click the Maximize button on the DocChek
window to expand the window to full size.

b amimize

Double-click the HotSpot on the document
that contains the data you want to edit.

H. SETTLEMENT AGEMT: 5B 234567
Best Ever Title Agency, Inc.

The ProForm screen where the HotSpot
data was entered will open. Make your
changes to the data as needed.

Federal Tax ID:IEE-45E?EEIE1

Press <Esc> to close the ProForm screen
and return to DocChek. The changes you
made will appear instantly in the
document:

H. SETTLEMENT AGEMT: SE-4567890
Best Ever Title Agency, Inc.
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@ Editing a HUD-1 Settlement Statement With DocChek

In the example below, we will enter an Appraisal Fee of $75.00 on Line 803 of the HUD-1
Settlement Statement using DocChek. You can enter all of the information into the HUD-1
Settlement Statement using DocChek in the same way.

1. Double-click the SoftPro ReadyDocs Tree folder.

& CC2003010003NEW_PFD [Main Folder] - [9.2 - 01/17/2003] [SR&D) [[=] E3

General IQrderTrackingl Title lnsurancel HUD-1 &Closingl MC Bar Formsl
Screens: ReadyDocs:

1] Settlement Agent, Undenwriter, Offices t |Izer ReadyDocs Tree ;I
2] File No., Settlemnent Dates, Nates - =BT ol Fro FeadyDocs Tree
3] Buyer/Borower, Officers & Signatures e Trok

4] Seller, Officers & Signatures fder fracking

w—~3—I

H
e
|
p
f
u
[

5] Sales Price, Deposit/E amest Money ‘E: Title Insurance
&) Property, Legal D escription %: HUD-1 & Closing
7] Lender {7 Tuthn-Lending

2] Martgage Broker & Loan Servicer =

9] Loan, Funding & ProT st {‘— State Packages
10) Temns, Payment & ARM

11] Real Estate Adgents/Brokers

12) Buyer's & Seller's Attormeys

13 HOAAgmt. Compary

14) Acknowledgment ¥ Motary

15) Security Instruments, Trustee & Riders
16] Conveyance

17] Usger Optional Fields 1-25

18] User Optional Fields 26-45

19] User Optional Fields 46-685

20) General Dptions -
« I_>I_I

2. Double-click the HUD-1 & Closing folder.

EIE SoftPro ReadyDocs Tree
i-{_ Order Tracking
E Title InsLrance

_ =) Disbursements Summary/B alance Sheet
{7~ HUD-1 Documents

3. Double-click the HUD-1 Documents folder.
4. Double-click the HUD-1, Legal folder.
5. Double-click HUD-1, Pg 2 (Legal).

Elt HUD-1 Documents
- B HUD-1, Legal
=l HUD-1, Pg 1 [Legal]

g EUD-L Pg 2 [Legal] - Sett,
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6. Page 2 will appear in the DocChek window. Move the mouse cursor over the PAID FROM
BORROWER’S FUNDS AT SETTLEMENT column of Line 803 (Appraisal Fee).

= CC2003010003NEW._PFD (HUD-1. Pg 2 (Legal))

Page2
L. SETTLEMENT CHARGES

700. TOTAL COMMISSIOHN Based on Price 5 @ 6.0000 % FAID FROW FaID FROM
Division of Cammission fline 700) as Fallows: BORRCAMER'S SELLER'S

701§ to FUHDS AT FUHDS AT

702, % to SETTLEMENT SETTLEMEWT

703. Commission Paid &t Settlement

704, to

800, ITEMS PAYABLE IH COHHECTION WITH LOAH

801 . Loan Crigination Fee 1.0000 % to

802. Loan Discount k) to

003, Appraizal Fee to

804, Credit Report to k

805, Lender's Inspection Fee to

806, Mortogage Ins. App. Fee ta

507, Assumption Fee to

7. Double-click the Hot Spot when the cursor changes color. Screen 5 of the HUD-1 & Closing
tab will open. The cursor will appear in the Borrower column of Line 803. Enter 75.

803 [4ppraisal Fee | -y 7500 |
psfL x| To Re:| T -
Auciel:| +

8. Press <Esc>. The screen will close and you will return to DocChek. The Appraisal Fee will
appear on Line 803.

f= CC2002010003NEW._PFD (HUD-1, Pg 2 [Legal])

Page 2
L. SETTLEMENT CHARGES

700. TOTAL COMMISSIOHN Based on Price 3 (& 6.0000 % PAID FROM PAID FROM
Division of Comimission (iine 7O0) 25 Foliows: BORRCAVER'S SELLER'S

701. % to FUWDSAT FUHDS AT

702 % ta SETTLEMENT SETTLEMENT

703. Commiszion Paid at Settlement

704. to

800. ITEMS PAYABLE IN CONHECTION WATH LOAH
g01. Loan Originstion Fee 1.0000 S5 hix}

02, Loan Discourt ) ta
503, Appraisal Fes 1o ﬁ, 7500
504. Credit Report ta
505. Lender's Inspection Fee to
B06. Mortgace Ins. Spp. Fee to

507, Azzumption Fee to
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Chapter 9: WordPerfect and Microsoft Word
Merge

In this chapter:

m  WordPerfect and Microsoft Word Version Requirements...........cccceeeeveiiiiiieeeeeeceeeens 179
m  Printing WordPerfect Merge DOCUMENTS ..........ooceiiiiiiiiiiiiiiiee e 180
m  Printing Microsoft Word Merge DOCUMENTS ............uuviiiiiiiei e 181
m  Printing a Buyer's Transmittal (Microsoft Word) ............cccoecviiiiiiiiee e 183
m  Setting Up Your Own Merge Document FOIAers..........eoviiiiiiiiiiiiieie e 185
m  Printing All Documents In A Folder At ONCE.........ccuuviiiiiiiie e 188
Overview

SoftPro comes with a library of WordPerfect and Microsoft Word documents that you can print
directly from ProForm. These special documents contain SoftPro field references in them. When
you print a Merge Document, information from the ProForm file that you have open fills in
throughout the document. The completed document will open in WordPerfect or Microsoft Word
(depending on the type of Merge Document you choose). You can save, edit or print the document
from WordPerfect or Microsoft Word.

This chapter covers how to print both WordPerfect and Microsoft Word Merge Documents from
ProForm. You will also learn how to set up your own folders to store your most commonly used
Merge Documents.

E WordPerfect and Microsoft Word Version Requirements

m  Microsoft Word 97 or higher to print Word Merge Documents.
m  Corel WordPerfect 8.0 or higher to print WordPerfect Merge Documents.
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Printing WordPerfect Merge Documents

H Note: WordPerfect must be registered before you can print WordPerfect Merge Documents.
See “WordPerfect Registration” on page 176 of the SoftPro Administration Guide.

1. Open the ProForm file that you want to print from.
2. Click File/WordPerfect Merge.
3. The WordPerfect Merge Document Selection dialog will appear.

‘WordPerfect Merge Document Selection [Network) X

Available WordPerfect Merge Documets: Selected WordPerfect Merge Documents:

i Uzer wiordPerfect Documents Tree Mame Affidavit
[T SoftPro wordPerfect Daocuments Tree
77 Order Tracking

177 Title Insurance

%:_ HUD-1 & Closing

Buyer's Tranzmittal

Loan Package Tranzmittal

I arne Affidavit

Pavoff Reguest

Payoff Tranzmittal

Release Transmittal

FH# Addendum to HUDA1
Buyer/Seller Certification
FhbaFHLMC M5 Fined Fate Mate
Sample Deed ij [V i
Sample Recorder's Receipt

B TaxForms

[ Merge as separate documents Di Help Cancel Fegister WardPerfect..

4. Browse for the documents you want to print in the Available Documents window. To select a
document, click it and then click the >> button. This will make it appear in the Selected
Documents window. (You can print multiple documents, but you can only select one at a
time.)

5. If you are printing several documents, and want each to open in a separate document in
WordPerfect, click Merge as separate documents. (Otherwise, the merged documents will be
separated by page breaks grouped into one WordPerfect document.)

6. After selecting documents, click OK.
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Note:

If the document you selected contains a prompt, the Prompts Dialog will appear. Enter the
required information for each prompt and click OK to continue. (If you are printing several
documents, a separate Prompts Dialog will appear for each document.)

Prompts Dialog: Mame Alffidavit

Flease anzwer the prompts in the Prompt Data column it the grid below.

Frompt [ i Prompt Text Frompt Data
1 _SPooos Enter all variations of names to include on the Mame Affidavit.
2 _SPO124 Enter the name, as the signature will appear. K
Type information to answer

prompts in the Prompt Data
[~ Da Mot Show Remaining Prompts column. Then press <Tab> to
jump to the next prompt.

ak. ; Help ! Canc :

Click OK to continue. WordPerfect will open and the document will appear. Click File/Save to
save the document, or File/Print to print it.

If you selected Merge as separate documents, you should save or print each document after
it opens in WordPerfect then close WordPerfect to resume the merge. Repeat until every
document you selected has been merged.

Printing Microsoft Word Merge Documents

E Note: The SoftPro Word Merge Macro must be installed in order to print Microsoft Word

e

Merge Documents. See “Microsoft Word Merge and Print Macro Installation” on
page 177 of the SoftPro Administration Guide.

Close any open copies of Microsoft Word.

Open the ProForm file that you want to print from.

Click File/MS Word Merge.

The MS Word Merge Document Selection dialog will appear.
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M5 Word Merge Document Selection [Network]

Ayailable M5 wWiord Merge Documents: Selected M5 Word Merge Documents:

{T User MS Ward Documents Tree Y Payoff Fequest
{7 SoftPro MS word Documents Tree
{7 Order Tracking

177 Title Insurance

T~ HUD-1 & Closing

Buyer's Tranzmittal

Loan Package Transmittal

Mame Affidawit o
FI-E|_|,|I:I” FiEzq :j% =B

Payoff Trangmittal

Release Transmittal

FH Addendurm ta HUD-1
Buyer/Seller Certifization
FMM&/FHLMC M5 Fized Fate Note
Sample Deed i.! e i
Sample Recorder's Aeceipt
B TaxForms

[ Merge as separate documents Ok ! Help Cancel

5.

6.

7.
8.

Browse for the documents you want to print in the Available Documents window. To select a
document, click it and then click the >> button. This will make it appear in the Selected
Documents window. (You can print multiple documents, but you can only select one at a
time.)

If you are printing several documents, and want each to open in a separate document in Word,
click Merge as separate documents. (Otherwise, the merged documents will be separated by
page breaks grouped into one document.)

After selecting documents, click OK.

If the document you selected contains a prompt, the Prompts Dialog will appear. Enter the
required information for each prompt and click OK to continue. (If you are printing several
documents, a separate Prompts Dialog will appear for each document.)
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Prompts Dialog:

Pleaze atzwer the prompts in the Prompt Data column in the grid below.

Prompt 1D ; Prompt Text ! Prompt Data
1 | _SPO1ET Enter the payoff loan number. 33-4586-584-01
2 | _SPoz2ao Enter the date through which the seller's loan iz to be paid. 021542003
3 _SPO134 Enter the name of the person sending this document. k

\

Type information to answer
prompts in the Prompt Data
column. Then press <Tab> to
jump to the next prompt.

[T Do Mot Show Remaining Prompts

QK ; Help Cancel Changes

Prompts Dialog

9.

Note:

£l

I

—C T —0I
-3 —

Click OK to continue. Your Microsoft Word program will open and the document will appear.
Click File/Save to save the document, or File/Print to print it.

If you want to print more MS Word Merge Documents from ProForm, be sure to save or print
the completed documents first and close Microsoft Word.

Printing a Buyer’s Transmittal (Microsoft Word)

Follow along with the exercise below to print a Buyer's Transmittal in Microsoft Word format.
You can print any Word Merge Document by following the same instructions. (Substitute
WordPerfect for Microsoft Word to print any WordPerfect Merge Document.)

1. Click File/MS Word Merge.
2. The MS Word Merge Documents Selection dialog will appear.
3. Double-click the folder named SoftPro MS Word Documents Tree.

Ayvailable k5 WWiord Merge Documents:

a_ Crder Tracking
;: Title Inzurance
{77 HUD-T & Clasing
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4. Double-click the folder named HUD-1 & Closing.

Available k5 Wiord Merge Docurments:

; i Order Tracking
{C Title Insurance

Buper's Tranzmittal

Loan Package Transmittal
Mame Affidavit

Papoff Request

Papaff Tranzmittal

5. Click Buyer’s Transmittal.

Loan Package Transmittal
Marme Affidavit

6. Click the >> button. Buyer’s Transmittal will appear in the Selected Documents window.

Available kS wiord Merge Documents:

Selected k5 wiord Merge Documents:

i zer M5 Word Documents Tree

[ {; SoftPro M5 Word Documents Tree
i [T Order Tracking

77 Title Insurance

{77 HUD-1 & Closing

' Buyer's Transmitkal

Loan Package Transmittal
Marne Affidawvit

Payoff Reguest

Paywoff Transmittal

Buyer's Transmittal

7. Click OK. The following message will appear:

ProForm for Windows [PPwIN-193)

@ If you are an M5 Word 2000 user, please DO MOT click on any documents shawn in the Windows tazk bar until pou are

prompted that the MS YWard merge process iz complete.

. Click OK to continue.
9. The Prompts Dialog will appear.




Chapter 9 WordPerfect and Word Merge 185

Prompts Dialog: [1<]

Flease anzwer the prompts in the Prompt Data column in the grid below.

Frompt [0 | Prompt Test | Frompt D ata
1 _SPO134 Enter the narme of the perzan sending this dacument. Chriz Joned

[ Do Mat Show Remaining Prompts

0K I Help | Cancel Changes

10. Complete the prompt by entering a name in the Prompt Data column.
11. Click OK to continue.

12. The Buyer’s Transmittal will open in Microsoft Word.

13. Click File/Print. The Print dialog will appear.

14. Click OK.

@m Always proof your Merge Document after merging. Blank spaces will appear for
information that is missing in the ProForm file. Enter the missing information in the
ProForm file and then merge the document again, or, manually edit the document in
Microsoft Word before printing. (However, manually editing the document in Word will
not fill in missing information in the ProForm file.)

Setting Up Your Own Merge Document Folders

You can create your own folders to store the WordPerfect and Microsoft Word documents you use
most often. In the example below, we will create a folder for an employee named Jane. Jane prints
WordPerfect Loan Package Transmittals and Payoff Transmittals just about every day. We will
create a folder for her to keep these documents using the WordPerfect Documents Manager. (For
Word, substitute MS Word for WordPerfect in the instructions.)

1. Click Tools/WordPerfect Documents Manager.

File Beportz  Yiew anumentMode|lnnIs Wwindow Help

Dlﬁlnl gl@l | & ReadyDocs Manager...

wwiordPerfect Documents Manager... k

™ 445 Ward Documents Hanager..

2. The WordPerfect Documents Manager will appear. Click the folder named User
WordPerfect Documents Tree.
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WordPerfect Documents Manager [Hetwork]

SoftPro WordPerfect Documents Tree User WaordPerfect Documents Tree

= SoftPrawWordPerfect Documents Tres

3. Click Insert New Folder.

Inzert Mew Folder

[,
iy

4. A new folder will appear below the User WordPerfect Documents Tree.

dzer wWardPerfect Documents Tree

= User wordPerfect Documents Tres

t Mew Faolder

5. Enter a name for the folder. For example:

dzer WardPertect Documents Tree

EIC zerwWaordPerfect Documents Tree
AT Jane's Daily Docd |_

Press Enter.

The folder is created. Now, we will copy the Loan Package Transmittal and Payoff Transmittal
from the SoftPro WordPerfect Documents Tree into the new folder. Double-click the folder
named SoftPro WordPerfect Documents Tree.

SoftPro WordPerfect Documents Tree

I~ Order Tracking
- Title Insurance
#-{__ HUD-1 & Clasing

8. Double-click the HUD-1 & Closing folder.
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SaftFro wordPerfect Documents Tree

El]i SoftPro WordPerfect Documents Tree
-{__ Order Tracking
- Title Insuranc
=g HUD-1 & Clozine
, E Buyer's Tranzmittal
e Loan Package Tranzmittal
=

]

=) Mame Affidavit

i E Fayoff Request
------ E Payoff Tranzmittal

Select Loan Package Transmittal with the left mouse button.

=+~ HUD-1 & Closing
B Buper's Transmittal
e Transrittal

L oan Packa

10. Press and hold the mouse button and “drag” the document over to the folder you have created.
Release the button when the mouse cursor is over the new folder.

SaftFra WwordPerfect Documents Tree

zer wWardPerfect Documents Tree

t SoftPro WordPerfect Documents Tree
- Order Tracking

#- Title Insurance

= HUD-1 & Closing

E Loan Package Transrittal
=) Name Affidavit
i-[=] Papoff Request

L =) Buyer's Transmittal /

er WiordPerfect Documents Tree

E--Q Us
..... -

4]

Jane's Daily Docs

11.
For example:

A plus sign will appear next to the new folder when the document is successfully copied to it.

I zer wiordPerfect Documentz Tree

= User wardPerfect Documents Tres
E Jane's Daily Docs

12. Drag and drop the Payoff Transmittal to the

new folder just like you did the Loan Package

Transmittal. (You can copy as many documents as you want using the same technique.)

13.

Double-click the new folder to view the documents inside. For example:
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IJzer WordPerfect Documents Tree

Fli zer wWardPerfect Documents Tree

P

Jane's Daily Docs

I@E Loan Package Transmittal

e _ E Payoff Tranzmittal

14. Click OK to save the new folder and close the WordPerfect Merge Documents Manager.

Printing All Documents In A Folder At Once

You can print an entire folder’'s worth of documents at once by dragging the folder to the Selected
Documents window. In the example below, we will print all of the documents that were copied to
Jane’s Daily Docs folder in the previous exercise.

1.
2.

Note:

Click File/WordPerfect Merge.

The WordPerfect Merge Documents Selection dialog will appear. Double-click User
WordPerfect Documents Tree.

Drag and drop the entire folder you want to print to the Selected WordPerfect Merge
Documents window. For example:

WordPerfect Merge Document Selection [Network]

Awailable \wWordPerfect Merge Documents: Selected ‘WordPerfect Merge Documents:
Flt User WordPerfect Documents Tree =R 2ne's Daily Docs
== | ==": Daily Docs - 7 k
R Ny
F-{ SoftPro'wordPerfect Documents Tree

Click OK.

You can create your own merge documents using WordPerfect and Microsoft Word. See
“Creating a Merge Document” on page 180 of the SoftPro Administration Guide.
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Chapter 10: Transaction Point and RealEC™
Integration
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B REalEC™ INteGration ........ocuiiiiiiee e 198

TransactionPoint by SoftPro

TransactionPoint gives anyone involved in a transaction the power to check the status of a
transaction at anytime on a secure web site. TransactionPoint for SoftPro lets ProForm users
offer this on-line management capability to all parties involved with real estate transactions
entered in ProForm.

Use TransactionPoint for SoftPro to post track item information, updates, and related
documents to the TransactionPoint system on the web.
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¥ SEE ALSO:

®  For help installing and setting up TransactionPoint by SoftPro, see Chapter 19
“TransactionPoint by SoftPro” in the SoftPro Administration Guide.

Setup and Communications Module

m  The Setup and Communications Module is a utility that runs outside of ProForm that sends
files to TransactionPoint and monitors communications between ProForm and
TransactionPoint.

®  The Setup and Communications Module should be installed and run on the network server.
Once installed, you can run it, set up your send options, click Start, and leave it running all

the time. See Chapter 19 “Transaction Point by SoftPro” in the SoftPro Administration Guide
for installation instructions.

% TransactionPoint for SoftPro Setup and Communications Module [Stopped)
— Connection Information — Trace
Logir: ;I
Paszword: I“‘""
User |dentifier: |2??91
Transaction Service URAL: Ihllp./.v‘qa.trpcunl.cum.v‘TransacliunWebService/TransactiunWe
— Communications Information
Outbox Directony: IF:\.&pps\enterpriseN -alphal2\TransPt Browse... |
Send Fil
& Every: [24 Hourfs] (0 Minutelz] |0 Second(s)
" Upon Receipt
© when |0 Files Have doeumulaied Send o |
I~ Send &ll Files in Dutbox on Stat [~ Do Mot Besend Ermror Files
— Statishic:
Application Started: Files:
. In Outbox: 1 x
Last Posting: _I—I
5 In Error: 0 LI E
Mext Pasting
Clear | Save.. |
Current Time: 03/16/2003 12:56:02 Taotal Files Sent Since Start: 0
Start I Slap | Lpply | Refresh | LCloge |

®  You can set the Module up to automatically send files to TransactionPoint. There are many
ways you can set up the Module to do this.

m  Even after you set up the Module to send files at certain times, you can override the
automated action and send urgent files immediately by clicking Send Now.

m  View posting statistics and read error logs.
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Publishing an Order to the Web

To publish an order to the TransactionPoint network, you first need to select the Publish Order to
Web checkbox on the Express Order Entry screen in ProForm.

1] Express Order Entry [CCAS-0011.PFD)

Firm File Number:lCCAB-DD'I'I
Frior File Number. li\j'ﬁL]Eiié'H"ij'iHé}"tE"t'HéWéE

Transaction Type:l ' Puichaze ¢ Befinance ¢ Equit}ll

Buver/Bomower: | Bill Buyer Mare... | Seler: [Happy Home Builders, Inc. More... |

IBett_l,J Buyer I

Contract Sales F'rice:l 300,000.00

Note: You can check Publish Order to Web option in a template to have the option
automatically checked when you copy the template to a file. Existing templates must be
edited manually if you want the option checked in them.

Requested Track Item Features

On the Requested Track Items screens, you can attach documents to a track item before it is
posted to the web, or edit the client viewing and automatic email notification privileges.

Click to attach ReadyDocs or
10) Requested Track Item 1 [CCAS-0011.PFD) Adobe PDF files with this track item.

Requested Track Item 1 I
Description:lpa}'off st Mortgage M Status:lm Drocument Status:lHequired j IAttach [locuments... I
Fiequest| 0 Days [af0rder [v|= |03/07/2002 | Requested| / / Atf oW Byl Email]
Due:| 2 Days I.&ftHeqstdj =| A Eompleted:l A By:l Email:l
Attn.-’Contac:t:l Request Via:l Fief No:l
Flef"Pa}'EBZI F'hone:l[ ] - Fax:l[ ] -
Address:l ‘I
HUD-Line[504 ] Goto HUDA Line... |
Mates: || =]
Edit the ability of clients to view information about
this track item on the web and receive automatic H

email notification of updates.
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Attaching Documents to Track Items

How to Attach an Adobe .PDF File

1. Click Attach Documents on the Track Item window.

Attach Documents To Track Item 1

Find File: Click to attac:hlAdube PDF file. PR

I I Browse... I
Dezcription:
I E SIEET |

<< Hemave |

I Aftach ReadyDoc... |—| Click to attach ProForm ReadyDuc.l
I

QK. I Help... | Cancel |

2. Click Browse. The Open dialog will appear.
3. Select the .PDF file that you want to attach.
Lock in | 3 SoftPro = =1

1 Tools
ﬁ Inwoicedata. pdf

File narme: IInvoicedata.pdf Open I
Files of typs: [ PDF Files [*.pof) =l Caneel |

4. Click Open. The file will appear in the Find File field.
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Enter a description of the document in the Description field.

Attach Documents To Track Item 1 e

Fird File: Attachments:
IIes'\SDle‘m\Invoicedata.pdf Browse... |
Dezcription:
ll:hris Invoice Data I
| Click Attach to add the
Enter a description to document.

identify the document.

QK | Help... | Cancel |

Click Attach to add the document. The document will appear in the Attachments pane.

Attach Documents To Track Item 1 e

Fitd File: Aftachments:

I Browse. . | Chiriz Inwoice D ata
Dezcription:
I P ez] >>

<< Hemave

|

Aftach ReadyDoc.. |

QK | Help... | Cancel |
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How to Attach a ProForm ReadyDoc

1.
2.

3.

Click Attach ReadyDoc. The ReadyDoc Selection dialog will appear.

Select the document you want to attach.

ReadyDocs Selection [Network)

Available ReadpD ooz Selected ReadyDlocs:

=+ HUD-1 & Closing 2]
i.]2) Open Order Sheet

#-{7] File Balance Sheets

B HUD-1 Documents

- B HUDA1. Legal

= HUD1. Pg 3 "legal)

~-[=] HUD-1, Pg 2 [Legal) - Sett - |

{77 HUD-T, Letter

Click a4 to add the document. It will appear in the Selected ReadyDocs pane.

ReadyDocs Selection [Hetwork)

Available ReadyDocs: Selected ReadyDiocs:

=-{"7] HUD1 & Clasing ;I ~[=] HUD-1,Pg 1 [Legal
-2 Open Order Sheet
&[] File Balance Shests
E|E| HUD-T Dacuments
: {77 HUD-1, Legal

-~ HUDA1, Pg 1 [Legal)
=] HUD1.Pg 2 [Legal)

=] HUD1, Pg 2 [Legal) - Sett ﬁ
&) HUD1, Pg 3 [Legal)

{7 HUD-1, Letter

You can select multiple documents. For example:

ReadyDocs Selection [Hetwork)

Available ReadyDocs: Selected ReadyDiocs:
=] HUD-1 & Closing =] -2 HUD-1,Pa 1 (Legall
B Open Order Shest B HUD-1, Pg 2 [Legal)

&[] File Balance Shests
E|E| HUD-T Dacuments
: {7 HUD-1, Legal
. - HUD1,Pg1 [Legal
=] HUD-1.Pg 2 [Legal)
=] HUD1, Pg 2 [Legal) - Sett
B HUD-1, Pg 3 [Legal]

{7 HUD-1, Letter
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5. Click OK after selecting documents. The ReadyDocs will appear in the Attachments pane.

Attach Documents To Track Item 1 X

Find File: Attachments:
| Browse... | HUD-1. Pg 1 (Legal]
HUD-1, Pg 2 [Legal)
Dezcription:
I Bitachi>e |
<< Fiemave |
Attach ReadwDoc... |

QK. | Help... | Cancel |

Setting Track Item Viewing Privileges

m  Click Viewing Privileges on a Track Item screen to set up viewing privileges and automatic e-
mail updates to Transaction Point contacts.

Click to allow contact to view information about
Viewing Privileges for Track Item 1 the track item that is posted on the web.

Contact Wiew Item || Disable Auto Email| = Select All - Yiew ltem |

Settlernent Agent Contact Iﬁl— L] | :
/ Marketing 5 ource Contact = Unzelect All - View ltem |
Contacts that have email Click to disable automatic Select Al - Auta Email |

addresses entered in ProForm. email notification of track item
updates to the contact.

rzelect Al - Auta Emaill

ok I Help... Cancel
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Posting File Updates to TransactionPoint

Each time you make modifications to track items, you will be prompted to update your
TransactionPoint posting when you close the ProForm file. The Post File to TransactionPoint

dialog will appear.

On this dialog, you can select track items to post, and attach additional documents and notes to the
order. After selecting items to post or adding documents or notes, click OK.

Post File to TransactionPoint [Firm File: CCAB-0011]

Click to post item.

Requested Track Items:

M adified Track Item Description Poszt | = Select Al |
Eﬂi

W [Payoff 15t Mortgage T

1 Survey — Unzelect All |
L1 JPest Inzpection — —

o1 ITitle Exam o Maodified Orily |

Indicates items that have
been modified since last post.

Click to attach ReadyDocs or
Adobe PDF files to order. -

r— Documents and Mates Mot Related ta Track ltems

:ﬁttach Document(z). . I 0 Diocuments attached
0 Motes attached

1
Click to attach additional oK I Help

notes to the order.

Post
To post a track item, click the checkbox in the Post column. A check indicates that the item will be

posted to the TransactionPoint website.
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How to Attach a Note

1. Click Attach Notes. The Attach Notes dialog will appear.

2. Click Add.

3. Enter your note in the Note Text pane.

Attach Notes

—aAttached Notes

wdd
F Gty

elete

— Mote Text

Type pour note test here.

Dane

Cancel

ik [

ar | Help.. |

[Eanee] |

4. Click Done. The note will appear in the Attached Notes pane.

—&ttached Mote

Type vour note text here.

M odify

Delete

Maobe Text

Daone

[Eafee|

[B=s |
[ owe
[ Caneal

ok | Help..

Cancel |

Note: To edit a note, select it from the Attached Notes pane and click Modify. Edit the text in

the Note Text pane and click Done. To delete a note, select it and click Delete.
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RealEC™ I[ntegration

What is RealEC?

m  RealEC Technologies™ enables the online ordering and delivery of all real estate related
products and services to provide lenders and REALTORS® a complete and integrated
technology solution for closing and managing real estate transactions.

m  The RealEC solution is a simple and efficient way for all participants in a real estate
transaction to conduct business online. Expenses associated with tracking and managing a
transaction are reduced, and redundant processes such as the re-keying of standard data are
eliminated.

m  RealEC service providers can use ProForm to accept orders for service from the RealEC
network and send documents and notification of completed orders back to RealEC.

+¥ SEE ALSO:
m  Chapter 18, “RealEC Integration” in the SoftPro Administration Guide.

Checking Real EC Orders in ProForm

Orders that come from the RealEC network will be saved in your RealEC Inbox. You can accept or

reject orders that appear in the Inbox.

When you accept an order, a notification will be sent back to RealEC and a new ProForm file
will be created. Information from the RealEC order will be copied to the new file automatically.

If you reject an order, a notification will be sent back to RealEC.

To access the Real EC Inbox:

1.

2.

Click File/RealEC/Inbox from the ProForm menu bar.

Title l! »

1 CCA13-0007.PFD Closing/Escron >

The RealEC Inbox will open. To accept an order, click the order and click Accept. To reject an
order, select it from the Inbox and click Reject. Orders will disappear from the Inbox once they
are accepted or rejected.
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3.

Click Close to close the RealEC Inbox.

Sending Documents to the RealEC Network

1.

For title documents, click File/RealEC/Title/Deliver Documents. For closing documents, click
File/Real EC/Closing/Deliver Documents.

Inbos...

- Title * Deliver Documents...
1 CCA13-0007 FFD Lelrver Locumen k

Clozing/E sorow # [Hrder Eampleted.

The ReadyDocs Selection dialog will appear. Browse for and select the documents that you
want to send. Click >> to add selected documents to the Selected ReadyDocs window.

Click OK.

Notifying the RealEC Network When an Order is Complete

For title orders, click File/RealEC/Title/Order Completed.
For closing orders, click File/RealEC/Closing/Order Completed.



200 SoftPro Standard Edition User's Guide




201

. SoftPro

Chapter 11: Tracking Your Business

In this chapter:
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B Order Tracking REPOIS. ........coiiiiiiie e 209
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Trax Order Tracking and Management

In this chapter, you will learn how to use Trax, the Order Tracking add-on to ProForm, to stay
ahead of deadlines, monitor the workflow involved with each order, and run reports to track your
business.

With Trax Order Tracking, you can:

m  Begin a new order using Express Order Entry.

m  Track the status of over 60 tasks with each order.

®  Run Order Summary Reports to keep on top of who is doing what.

m  Run Exceptions Reports and Order Reports sorted by many different criteria, and
Policy Register/Liability Reports to manage your business.

E Trax Order Tracking is an optional component to ProForm that you can purchase by calling
SoftPro Sales at 800-848-0143.

Express Order Entry
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A key feature of Trax is the ability to enter up-front information about new orders all on the Express
Order Entry screen. See “Express Order Entry” on page 24 for details about using this feature to
speed up your order taking process.

Checklist Track Iltems

A checkilist track item is a task that is typically completed in-house such as the deed preparation,
titte examination, issuance of a title Commitment or Policy, or the recordation of documents. With
the Trax Add-on to ProForm, you can enter up to 40 checklist track items using the Checklist
Track Items screens on the Order Tracking tab.

Entering a Checklist Track Item

For example, we can track the preparation of a commitment on the Checklist Track Items 01-05
screen.

1.
2.

Note:

Click the Order Tracking tab.

Double-click Checklist Track Items 01-05. Notice that Iltem 2 is preset for the commitment
preparation.

2] I}usui:l'utiF"repae Commitment Stdmcl 'j .ﬁ.tu;ludh::l
Dusee| 5 Days Iﬂltﬁpﬁl{mj =|// Dol'nnbted.l i Eurrdtbndlg,r.l

Enter the item status by clicking the down-arrow button and choosing one of the options
provided. To mark the task as required, click Required. For example:

Status:| Required j

Enter the due date of the task. Enter the number of days to be used in the calculation of the
due date in the Due field. Then, select the entry in the Days field that best describes when this
item is due in relation to the date of the order, loan approval, closing, or disbursement date.

Duer| 5 Days |AROrder j

plion: | Hazard Ins L EbeS oo

You may enter the due date manually. However, once a status is selected, a date will appear
automatically based on the dates entered on the General tab.

Due] 5 Daps [aorder =] = [oar1a/2002
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When an item becomes past due, an exclamation point icon will appear besides the Status
field. For example:

[ Status:lHequired j

Order Tracking Status Bar

With Trax, you are alerted by the status bar whenever items are due today or past due. The status
bar will display checklist and requested track item status whenever the Order Tracking tab is
selected. For example:

|.-’-'-.II Checklizt ltemz Are Current. | FBequested Track kems - DueT oday:0, PaztDue:1 |

Completing a Task

To mark an item as completed, enter Completed in the Status field. A checkmark icon will appear
besides the Status field. For example:

i s tatus:l Completed j

+¥ SEE ALSO:
®  “Order Summary Report ReadyDoc” on page 208.

m  “Requested Track ltems” on page 206.

E If you do not see the Order Tracking tab, make sure that Order Tracking Tab Preference is
checked on the Preferences screen.
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@ Keeping Track of a Title Exam

In this example, a Title Exam is required and is to be completed 2 days after the Loan Approval

- -0 — 0 I

I

n -5 —

Date. (The Loan Approval Date is 7/21/2003.)

Follow along with the exercise below to learn how to set up a Track Item to keep on top of the

completion of the Title Exam.

1.

2.

3.

Double-click the Checklist Track Items 01-05 (Pre-Closing) screen of the Order

Tracking tab.

%= CC20030005.PFD [Main Folder] - [9.2 - 01/15/2003] (SR&D)

General  Order Tracking ITitIe lnsurance; HUD-1 & Closing; HC Bar Forms;

Screens:

FeadyDocs:

1] Basic: Order Information

2| Checklist Track. lterms 01-05 [Pre-Closi

3 Checklist Track [tems 06-10 [Pre-Clozing)
4] Checklist Track Items 11-15 [Pre-Clazing)
5] Checklist Track [tems 16-20 [Pre-Clozing)

=" Chicago Title Michigan
§_ SoftPro ReadvDocs Tree

By default, the first Checklist Track Item is reserved for the Title Exam.

2] Checklist Track ltems 01-05 [Pre-Closing] [CC20030005_PFD)

1] Deszcription: iTilIe Exam Slatusi vl Azzigned to:;
Due:ra Dayps ;.-’-‘qftEIrder :j = ; s Eompletedi s Completed by:l
2] Dezcription; ;F'lepare Commitment Statusi I Azzigned tn:i
DLAB:;_.E.~ Daps i.&lerder :j = ; A Eompletedi L Completed b_l,l:i
3] Description: iHazald Insurance Policy Slatus:; 'I Azzighed tDZI
Due:| 2 Days IBf[CIose :j v i LS Eompleted:i A Cornpleted b_l,l:l
4] Deszcription: iFIood Inzurance Policy Slatusé vI Azzigned to:l
Due:lmé. Days IEFrCIDse _:! n i s Eompleted; s Carnpleted by:l
5] Dezcription; iHEI.t’-‘-. Diues Statug: ; VI Azzigned tn:i
Due| 3 Days ;BFIUDSE _:i = i s Eompleted; s Completed by:i

First, enter information to set up the due date for the Title Exam. Click the down-arrow and
select the date around which the due date for the Title Exam is to be based.
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For instance, if the Title Exam is due 2 days after the Loan Approval Date, select
AftApprov. For example:

1] Description:lTitle Ewam Status:l vI Aezigred tc-:l
Due:I_EI Days ,&fmppm\j ! Eompleled:l s Carnpleted by:l

2] Dezcnphion: IF'repare E% Statuz Aezigred tc-:l
Due:l_E Days BfiCloze I I Eompleted:l I Completed b_l,l:l

AftClose
AftDizh

4. Enter 2 in the Due field. For example:

2] Checklist Track Items 01-05 [Pre-Closzing] [CC20030005.FFD)
1] Description:lTitle Exam Status:l VI Azzigned tc-:l
- Daps IAfmpprmj = I A Eompleted:l A Completed b_l,l:l

5. As the Title Exam is a required item in our sample closing, we will set the status of the Title
Exam job to Required. Click the down-arrow next to the Status field and pick Required.
(Once you enter the status, the due date will appear.) For example:

2] Checklist Track Items 01-05 [Pre-Closing] [CC20030005.PFD] 3

1] Description:lTitle Ewam
Duei| 2 Days [aitappron ¥ = Jo7/2372003]

21 Dieserintiore |Prenae Commitrosnt

Requested Track ltems

A requested track item such as a survey, pest inspection, or payoff is usually requested from an
outside source. With the Trax Add-on to ProForm, you can enter up to 12 requested track items
using the Requested Track Items screens on the Order Tracking tab.

Entering a Requested Track Item
For example, we can track the completion of a survey on the Requested Track Item 3 screen.
1. Click the Order Tracking tab.

2. Double-click Requested Track Item 3. (ltems 1-7 all have preset descriptions, but the defaults
can be changed. ltems 8-12 are blank.)
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12) Requested Track ltem 3 (2003060001 .PFD) E

Requested Track Item 3
Descriptinn:lSuwe_l,l [T Status:lm Diocurnent Status:lﬁ
Hequest:l_ﬂ Days IAftDrder j = IDE.*'SD.'?DDS Hequested:l A B_I,I:I .-’-'«t:l oM
Due:| 2 Days IAftHeqstdj = | A Enmpleted:l I B_l,l:l
.-’-‘n.ttn.v'EDntact:IJames T. Clark Request Via: IFEIH Fef ND:I
From/Payes:|Lewis & Clark, Inc. Phane: |[919)555-1003) . Fam:|(9159)555-1004
.fi‘n.cldress:l‘l 0 Metes & Bounds Avenue +* ISur\-'e_l,l Town, MC 23548
HUD-Line:[1301  >] _ GotoHUD- Line.. |
MHotes: ;I
LI

3. Enter the item status by clicking the down-arrow button and choosing one of the options
provided. To mark the task as required, click Required. For example:

Status: | Required j

4. Enter the request and due dates of the task. Request and due dates can be calculated
automatically. For example, to set up the screen so that the due date comes 5 days after the
Order Date, enter 5 in the Days field and select AftOrder:.

Duef 5 Daps [anorder =] = [08/14/2002

@» You can set up all request and due dates for items you track with every order in a template.

5. Enter the payee contact name, address, phone number, and other information right on the
Requested Track Item screen.

6. You can assign the item to a HUD-1 line or additional disbursement with the HUD-1 Line field.

HIID-1 Line:] 1301 vI Goto HUD-1 Line... Click Go to HUD-1 Line to
1118 - jump to the line you selected.

1302
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Document Status

Every Requested Track Item has a Document Status field with which you can keep tabs of the
documentation associated with the item.

Document Status: | Received | I

Fequired
R

+¥ SEE ALSO:
m  “Order Summary Report ReadyDoc” on page 208.
m  “Requested Track ltems” on page 206.
®  “Order Tracking Status Bar” on page 203.
m  “Completing a Task” on page 203.

Order Summary Report ReadyDoc

The Order Summary Report is a ReadyDoc that you can print or preview on screen. It is a great
report to run to view all track items and their current status in one document.
1. Click File/Print. (Or press <Ctrl> and <P> together.)

2. The ReadyDocs Selection dialog will appear. Double-click the folder named SoftPro
ReadyDocs Tree.

Available ReadvDocs:

- User ReadyDaocs Tres
E| SoftPro BeadyDocs Tiee
Order Tracking
': Title Insurance
-7 HUD-1 & Closing
': Truth-n-Lending
!: State Packages

Double-click the folder named Order Tracking.
4. Double-click the folder named Order Summaries.

Select the document named Order Summary Document.
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' Order Tracking
f; Order Surnmaries
: Ord mmary 01

{77 Order Requests

Jul}
Qrder Summary Document v Mok

Note: Select Order Summary Document w/ Notes to include the Order Notes field from

the File No., Settlement Dates & Notes screen of the General tab.

6. Click
Click OK.

. The document will appear in the Selected ReadyDocs: window.

8. The Print dialog will appear. Click OK.

Sample Order Summary Report

Report Generated:
Order Number:

Dishursement Date:

ORDER SUMMARY

0402103
CC2003030004

Date Order Recelved: 03/07/102

Offlce: Morth Branch
Recelved By chris

Settlement Date: Date:
Settlement Status: Firm
Sales Price: 300,000.00 Contract Date: Explres:

Borrower :

Bill Buyer and wife, Betty Buyer

Seller: Happy Home Builders, Inc.

Property Address: 123 Country Club Drive
Raleigh, KC 23456
Property County: myCounty
Brilef Legal: Lot Happy “alley Subdivision MyCounty County, MN.C.

Loan Amount:
Loan Number:
Loan OfMlcer:
Loan Processor:
Lender Name:

Address:

200,000.00

First Ever Savings & Loan Association of North

Carolina
P. O. Box 20012
Lenderville, NC 23457

Loan Approved:
Commitment Explres:
Phone:
Phone: Fax:

Phone: (310)234-9876 Fax: (310)234-9877

Fax:

Address:

Phone:
Fax:
Mobille:
Pager:
Home:
Comments:

P.0. Box 1003

Raleigh, NC 23456
[915)555-1001

[819)555-1002

[919)555-1003

[919)555-1004

[219)555-1005

Our resident Real Estate Agent

Listing Agent Selling Agent
Agent Name: Agent Name: Betty Broker
FIrm Name: Happy Yalley Agency, Inc FIrm Name: Century 22

Agdress: 111 Realtor Road
Realtonille, NG 23456

Phone: [919)451-2885

Fax: (319)481-2885
Mohlle: 9131270-5804
Pager: (3191255-7776
Home: {319)480-2487

Comments:
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Order Tracking Reports

The ProForm Order Tracking option comes with a library of ready-to-print reports. Use them to

monitor income from orders sorted by settlement status, lender, city/state/county, and much more.

1.
2.

Click Reports/Print.

The Reports Selection dialog will open.

Report Selection [Metwork)

Awailable Reports:

C Uzer Reports Tree
EC SoftPro Reports Tree

E|l: Order Tracking
{77 Exceptiors Reports
ource of Business
rders by Settlement Status
rders by Clozer
[]--t Orders by Lender
[]--i Orders by Loan Servicer
[-{"" Orders by Mortgage Broker
rders by Selling Agent
rders by Listing Agent
rders by Buyer's Attorney
@ Orders by Seller's Attorney
rders by City
| rders by County
=) Orders by State
pen Orders Repart
lozed Orders Report

----- =) Closing Calendar

B4 Palicy Heaister.-’Liati'litu Reoart

1]

-

@ Aged Accounts Receivable Report

5 -
4

oK

Selected Reports:

= Effective Date
2 Source of Business
@ Aged Accounts Recelvable Report

Help Cancel

Browse for the reports you want to run in the Available Reports window. To select a report,

click it and then click the >> button. This will make it appear in the Selected Reports window.
(You can print multiple reports, but you can only select one at a time.)

After selecting reports, click OK.

The Print dialog will appear. Click OK to continue.

The report criteria dialog will appear. To limit your report to a certain date range, enter dates in
the FROM and THROUGH fields. Each report will have additional criteria you can use to focus

the report. After entering your criteria, click OK to continue. (See “Report Criteria,” p. 209 for

more.)
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Report Criteria

The key to effective reporting is useful report criteria. You control the scope of a report with the
information that you enter on the report criteria dialog.

In the example below, a Pre-Closing Exceptions report will be generated for closings done from the

North Hills branch office , with January Settlement Dates . Only Checklist Track ltems

4
(regardless of due date ), will be included in the report.

Pre-Closing Exceptions

Office [Blank for &l (MORTH HILLS

:

Whoa is running this repart: ;chris
Settlement Date FROM (Blank for all  [01/01/2003
Settlement Date THROUGH [Blank for all  [01/31/2003
Track Item Cue Date FROM [Blank for all)

; ; I
Track Item Diue Date THROUGH [Blank far all): ; s @
N

C=Checklizt, RB=Requested [Blank for all]

Which track item [Elank: for all):

0k 1 Cancel i Help i

You choose how much information you enter as report criteria. You can leave fields blank. The
more precise the information, the more focused the report will be.

Printing a Closing Calendar

Click Reports/Print.
Double-click the folder named SoftPro Reports Tree.
Double-click the folder named Order Tracking.

o bdh =

Select Closing Calendar.

Click
Click OK.
The Closing Calendar report criteria dialog will appear. Enter your criteria and click Print.

. The document will appear in the Selected ReadyDocs: window.

© N o o

The Print dialog will appear. Click OK.
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Running a Policy Register Report

In this exercise, we will run a simple Policy Register Report for the month of January sorted by the
Effective Date of policies.

1.

Click Reports/Print.

Eile|ﬁep0rts View Document Mode Tool: Window  Help

Reports Manager...

EIWEIEI ssls¢|H| B

The Report Selection dialog will open. Double-click the folder named SoftPro Reports Tree

to open it.

Avallable Reparts:

- User Reports Tres
: SoftPio Reparts Tree

Double-click the Order Tracking folder.

Avallable Reparts:
----- {__ User Reports Tree

= SoftPra Reports Tree

L,

Elt Policy Register Liabiliy Feports
t B asic. Reports

-

1 | 3

Click the Effective Date report.

=-{__ Palicy Register/Liability Reports
E-{_ Basic Reports

------ = lssued Dat

E Detailed Repaorts [Includes Enc_

Double-click the Policy Register/Liability Report folder.
Double-click the Basic Reports folder. (Detailed Reports include Endorsement Splits.)

Click the >> button in the middle of the Reports Manager. For example:
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FReport Selection [Network] x
Awailable Reports: Selected Reports:
----- =) Orders by Settlement Status ;l -2 Effective Date

----- =) Orders by Cloger

[]--t Orders by Lender

[]--t Orders by Loan Servicer
[]--E Orders by Mortgage Broker
----- =) Orders by Selling Agent

----- @ Orders by Ligting Agent

----- ] =) Orders by Buper's Attorney Click »» to move reports you have
..... N =) Orders by Seller's Attormey se_lec:ted to the Selected Reports i |
----- 2 Orders by City windaws

----- @ Orders by County

----- =) Orders by State

----- =) Open Orders Fepart

----- B Closed Orders Repart
----- | = Aged Accounts Receivable Report il e |
----- d =) Closing Calendar
EI--E Policy Register/Liability Reports
BT Basic Reports
Lo -[=) Effective Date
@ Issued Date
E Detailed Reports (Includes Enc—

4 | o

aK | Help Cancel

8. Click OK.
The Print dialog will appear. Click OK.

10. The report criteria dialog will appear. In this example, we want to sort policies by the Effective
Dates for the month of January. So, enter 01/01/2003 (start date) in the FROM field and
01/31/2003 (end date) in the THROUGH field.

Effective Date E2

Effective Date FROM [Blank far alll: |D'I 012003 l

Effective Date THROUGH [Blank for &l [09.441 /2003

Who iz running thiz report; |chris

Enter Undenariter Mame [Blank for all] |

QK. I Cancel | Help |

11. Click OK to print.
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My Favorite Title Insurance Company

Selection Criteria

Policy Register J Liability Report - Basic (Effective Date)

Policy Etfective D ate Range: 0f04/03 Threugh:  01/34/03
Comments
Amourt of Effective  Transaction Total Agent Underwriter Priar Falley Infarmacan
Firm Fle Humber Insurad Insurance Palicy Number(s ] Date Code Charges Portion Portion Hamber| Eft Daw |caverags
Best Ever Title Agency, Inc.
HO AGEHT HUMBER
20030001 Burer 5236.000.00 0103 Awners 402 50 40250
20020001 FlistEversarings & Laan $2265.000.00 D140 Lean 38750 29760
Assucistan of W arth
Total $730.00 $730.00
20030002 rahnsn $140,000.00 01A1303  Awners $260.00 $260.00
20030002 FISIEVRIS0Ings & Loan $125.000.00 014303 Lo 29750 23750
Assucistan of W arth
Tatal 443750 443750
JJE0030004 Burer 75,000.00 0163 Awners $150.00 150,00
JJE0030004 FIIEVST Savings & Laan $163.000.00 01A63  Lean 302,00 02,00
Assuciatan of W arth
Tetal $452.00 $452.00
JJ2003010006 $150,000.00 014303 auner F275.00 27500
JJZ003010006 FItErer £avings & Laan $140,000.00 0141303 Lesn 260,00 260,00
A ssaclatan o Warth
Tetal $635.00 $535.00
1JZ003010035 Burar $250,000.00 012303 Awners $425.00 425,00
1JZ003010035 FIEEVer avings & Laan $230,000.00 012303 Lesn $395.00 500
A ssaclatan o Warth
Tetal $820.00 $220.00

Page 1ard

Date af Repart:  O8AG03
Time of Aepar: #1427 4400

Repad by chris

Policy Register / Liability Report (sample)
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Overview

ProTrust manages and reconciles one or more trust accounts. ProTrust maintains all transactions
including deposits and active, voided, pending, or held checks. Reconciliation is quick and easy.
Using your monthly bank statements, simply indicate which transactions have cleared on the full-
screen listing of all deposits and checks (you can clear transactions one at a time or in groups).
ProTrust does not delete transactions during reconciliation - as some programs do - but maintains
an accurate historical record.

ProTrust also includes a wide variety of reports to assist you in your reconciliation and auditing.
These include a Proofing Register, Receipts and Disbursements Register, Balances, Ledgers, and
Reminders Report, Running Account Balance Report, Outstanding Checks and Deposits Register,
and many more.

¥ SEE ALSO:
m  Chapter 12, “Getting Started With ProTrust” in the SoftPro Administration Guide.
m  Chapter 13, “ProTrust Group Deposits” in the SoftPro Administration Guide.

m  Chapter 14, “ProTrust Reconciliation” in the SoftPro Administration Guide.
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ProTrust Desktop

#*ProTrust for Windows

File Edit Search Ledger Reporks Wiew Tools Help

=181

A = =T = R

| Bl e 2l (B /| || 2] [Foover]

r Ledger Infarmation

Balance Information————————

im File: ID: [43-0028
o T Balance | $500.00
Client/h allerl
Ledger Cummenl:l Ledger Balance
Settlement Dale.l 1./18/2004 Feminder Date:| / /
Transaclluﬂs.l 5 *RFD*
Buyau’Bonower:l Barry Buper
SE”EI.I Sam Seller Lender. I First Ever Savings & Loan
Prnpelly‘l Loan ﬂ'l
Trust Account:IF!E - | Responsible Party:
Transaction I Ref. Humber | Trans. Date I Cleared Date Amount I Payee Hame / Desciiption I
Pending Check 247.00 County Register of Deeds
Pending Check 1.552.94 First Ewer Savings & Loan Association of
Pending Check 7.407.90 Century 22
Pending Check 116,057.10 sam
Funds Transfer [-] 03/24/2003 500.00 Best Ever Title Agency, Inc.
Ledger transactions
* m]|

Number of records
in the trust account

Edit Maode

Ready

Records: 47

Menu Bar

Each ProTrust menu contains a drop-down list of
commands. For example, you can import a
ProForm file, print, or exit using the File menu.

File Edit Search Record Reports

Impart a PraFarm data file...  Cril+

Note:

Frint Presies...
Frint Setup...

A menu can be selected with the mouse, or,
with the keyboard by pressing <Alt> together
with the letter in the menu name that is Euit {
underlined. For instance, to access the File =

menu without using your mouse, press <Alt>
and <F>.

!
K.evboard shortcuts are available for
zome menu temz. For example, to print,
o can select File/Print or press <Chrlz
and <P together.
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ProTrust Menus

File Import data from an existing ProForm for Windows data file, print or print preview
the current record, adjust printer settings, print pending checks, or exit ProTrust for
Windows.

Edit Use Windows Undo, Cut, Copy, and Paste commands.

Search Enter search criteria, clear the search screen, begin a search, or display a list of
matching ledgers.

Ledger Add a new ledger, delete the current ledger, cancel to return to Empty Mode, save
changes to the current ledger, or view the first, last, previous, or next matching
ledger after a search. Also, use the Transaction sub-menu to add a new
transaction, edit the current transaction, delete the current transaction, change the
current transaction type, or enter a funds transfer.

Reports | Print ProTrust reports.

View Hide or show the Toolbar and/or Status bar.

Tools Use the ProTrust Reconciliation feature, set up trust account codes, use the SoftPro
database utilities to rebuild or compact your ProTrust database, or view ProTrust
Preferences.

Help Access the ProTrust on-line help system or read program information about

ProTrust for Windows and access system information.

Tool Bar
Import Clear View List Print
Cancel ProForm Search of Matching Transaction
Copy Prllint Add Hﬁcnrd Sealln::h Filie Filelds erculds FD[T
|
: = : About
cu-{ % [E[@B] S[ W[« Di] HE EJH] 2 Al [EE] e[S P [HPT proTrus
! ! ! 1 | |
Faste Browse Records Delete Save Enter Go Add Edit Delete Transaction

Found in a Search Record Record Search [Begin  Transachions History
Criteria Search]

On-Line Help

Press <F1> or click Help/Help Topics on the ProTrust menu bar to access the ProTrust on-line
help system. You can browse and print hundreds of how-to topics that can help you in your
everyday use of ProTrust.

¥ SEE ALSO:

®  “On-line Help” on page 13 for instructions using the help system.
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Firm Ledgers

®  When you create a ProForm file for a closing, a ProTrust ledger will automatically be created
to receive trust account information from that ProForm file.

®  Ledgers should only be added manually in ProTrust to create Fee Ledgers, Transfer Ledgers,

Firm Ledgers, or any other ledgers not intended to administer receipts and disbursements for a
single ProForm closing.)

m A firm ledgeris a ledger that is created to record money for the trust account opening balance,
bank service charges, and any other operating fees not related to a specific closing ledger.

Setting Up a Firm Ledger

Click Add Ledger == on the ProTrust toolbar, or click Ledger/Add New Ledger.

Enter a Firm File ID.
Enter a Trust Account code.
The Type field should be blank.

Ledger T_I,Ipe:l j|

0N~

5. Enter any other information you want in the ledger fields. Firm File ID and Trust Account Code
are required.

6. Click Ledger/Save Ledger Changes or press <Ctrl> and <S> to save.

Adding a New Ledger

1. Choose Ledger/ Add New Ledger or click on the ProTrust toolbar.

2. Enter a file number in the Firm File ID field and enter the trust account code in the Trust
Account field. These two fields are required in order to create a new ledger.

Fill in the other information that you have (see the table below for help).

4. Press <Ctrl> and <S> to save the ledger.

Use the information below to help you complete the Ledger Information screen. If you have
imported a ProForm file to create a new ledger, many of these fields may be filled in for you with
data from the imported file.
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Firm File ID

Enter the ledger’s firm file identification. Each ledger should have unique
firm file identification. Note: If the data to create this ledger was imported
from an existing ProForm file, the firm file number given to the file when it
was created will appear.

Client/Matter

Enter the name of the client, a slash mark (/), and the client matter or
description. For individuals, enter the last name first, followed by the first
name and middle initial. For example, Doe, John B/Real Estate Closing.

Ledger Comment

Enter any comments to be printed on the stub of any SoftPro check printed
from it. These may include special instructions about action required if funds
are being held in escrow, or details about the ledger status. Note: If the
data to create this ledger was imported from an existing ProForm file, the
default for the Ledger Comment field is the 1099-S Description entered on
the Division of Proceeds & 1099-S Data screen of the HUD-1 & Closing tab
in ProForm.

Reminder Date

Enter a Reminder Date so you can later recall this ledger using the
Reminders Report. Select Reports/Reminders Report to generate a list of
ledgers with a reminder date on or before the date you specify.

Settlement Date

Enter the settlement date for the closing related to this ledger. If the data to
create this ledger was imported from an existing ProForm file, the default for
the ledger’s Settlement Date field is the date entered in the Settlement Date
field in ProForm.

Buyer/Borrower

Enter the buyer/borrower name involved with the closing. If the data to
create this ledger was imported from an existing ProForm file, the last
names of the buyer(s)/borrower(s) will appear in this field. If more than one,
the names will be separated by slash marks (/).

CONTINUEDN




Chapter 12 ProTrust 221

Seller

Enter the seller name involved with the closing. If the data to create this
ledger was imported from an existing ProForm for Windows file, the last
names of the seller(s) will appear in this field. If more than one, the
names will be separated by slash marks (/).

Lender

Enter the lender name involved with the closing. If the data to create this
ledger was imported from an existing ProForm file, the default for this
field is the name entered on the Lender screen of the General tab.

Property

Enter the property address for this closing. If the data to create this
ledger was imported from an existing ProForm file, the default for this
field is the address entered on the Property Address, Legal Description
screen of the General tab.

Loan #

Enter the loan number.

Trust Account

Enter the trust account of which this ledger is a part. This field cannot be
left blank if you want to save the ledger information.

Responsible
Party

Enter the name of the party responsible for disbursement. If the data to
create this ledger was imported from an existing ProForm for Windows

file, the default for this field is the Escrower, or if that field is blank in the
ProForm file, the Closer.

Importing ProForm Data

You can create a new ledger by importing a ProForm for Windows data file.

1. Choose File/lmport a ProForm data file. The Open dialog will appear.

2. Browse for and select the ProForm file you want to import.

Laaok. jr: I 3 SoftPro j EEI
| IMerge CdPtRpts {8 2001 020005 & sample
70 PlLocks O PsRipts & 2001100005 & cecurs
| IF1Rpts (JRdwDocs & 200100007
|7 pflocks & 2001 060001 & 2001100008
|1 PiRpts & 2001 o700z & 2001110009
|_1PTLocks [ 20071 0a0004 2 Myzample

1] | D
File narme: iM yzarmple Open I
Files of typs: | ProForm Files [* pfd] | Cancel |/

S




222 SoftPro Enterprise Edition User’s Guide

3. Choose Open. A ledger will be created with the appropriate ProForm file data inserted on the
new Ledger Information screen.

Saving a Ledger

B Choose Ledger/ Save Ledger Changes.

Hint:  <Ctrl> and <S> is the keyboard shortcut to Record/Save Ledger Changes.

Printing Ledger Information
B Choose File/ Print.

Note: You may also print the current ledger with the Single Ledger Balance Report. (See “Single
Ledger Balance Report,” p. 242.)
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Ledger Transactions

There are four categories of transactions that can be posted to a ProTrust ledger: Checks,
Deposits, Funds Transfers, and Miscellaneous. Information about each transaction in a ledger

appears in the Transaction window. For example:

|- Ledger Information -
& Balance Infarmation

Clignt 4 atter: | Bartonwilliam &, fdlexandra 5.

Ledger Comment:l Hiztory... |
SettlementDate:I M HemindelDate:I M

Transactions:l 1a
Bu_l,ler#Bonowel:l T_l,lpe:IG 'l

iim File 1D; [BARTON I
Firm File ID.I | Ealance: 0.aa

Sellel:l Lender:l

untry Club LaneAdptown MC 23456 Loan ﬁ:l

Transactions
G - |Training Trust Account Responsible F'art_l,l:l
Transaction | | [ate | Clear... | Amount | Payee Mame /... | Mema / Purpoze | I edium | T
Deposit 0B/28/2000 A0000.00 ProForm generate.. Loan cloging
Check . DBA28/2000 2159.558 MationsBank Of .. Loan clozing
Check . DBA28/2000 400.00 Bo, Bo, & Bo, P.A. Settlement agents fees
Check . DBA28/2000 275.00 My Favorite Title 1. Title Charges
Check . DBA28/2000 12.00 Mycounty County . Rec. fees & Transfer Cha.
Check. .. DE/28/2000 47153.41 ABC Construction  Construction Proceeds
Yoid Check . 080172000 05014 20.00 Carol Keating
Yoid Check .. 06A5/2000 0BA5L.. B0.00 Carol Keating
Yoid Check . 0B431/2000 07 A8 B0.00 Carol Keating
Yoid Check .. 0BAB/2000 0BA204... 25.00 Carol Keating
q | »

Entering a Check

1. Click <Ctrl+A> or choose Ledger/Transaction/Add New Transaction.
Select Check from the Transaction Types list. Click OK.

Select the new check type (Pending, Check, Held, or Void).

Enter a date and a check number. (Only for Check and Void types).

o M w0 b

Voided field.

For cleared checks, enter a date in the Cleared field. For voided checks, enter a date in the

6. Enter the payee name in the Pay To The Order Of field, the check amount in the $ field, and
the payee address in the Address field just as you would on a paper bank check.

7. Enter information into the Memo and Medium field if necessary. For a longer memo, select the

Edit Extended Memo Field button and use the scrollable field provided.
8. Select OK.
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Voiding a Check

0N

Select the check you want to void from the transaction list.
Choose Ledger/Transaction/Edit Current Transaction.
Select Void.

Enter the date voided on the Actual Voided Date dialog. Select OK after entering the voided
date.

Select OK to close the Check screen and return to the ledger.

Prepare Void Check for Re-printing

Use the Prepare Void Check for Re-printing feature when you want to re-print a void check. The
feature will add a pending check to a ledger with a copy of the voided check information in it. This
will save you from having to void a check, create a new pending check, and re-type all of the same
information over before re-printing.

1.

Select the Void Check you want to re-print.

Tranzaction | | [ ate

D epozit 0610200
Woid Check, h .. (G ’
Check . 0BA10/200

Click Ledger/Transaction/Prepare Void Check for Re-printing. (Or press <Ctrl+Alt+V>.)
A message will appear.

ProTrust for Windows [PTWIN-248]

@ Are you zure you want to prepare thiz void check for re-printing?

Click Yes to continue. A check window will appear with the voided check information. You can
edit the information if necessary.

Click OK. A new Pending Check will be added to the ledger and will appear in the transaction
window.
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Changing a Check Type

1. Select the check you want to change from the transaction list.

2. Choose Ledger/Transaction/Edit Current Transaction.

3. Select the new check type by selecting Pending, Check, Held, or Void.
4. Select OK.

Note: You cannot edit ledger information when ProTrust is in Search Mode.

Printing Pending Checks

1. Choose File/Print Pending Checks.

2. To print all pending checks, click Select All. To print a specific pending check, select the

check you want.
3. Click Print.
4. Enter a transaction date and beginning check number.

5. Select OK.

Creating a Combined Check

If you write a large number of checks to a particular party each month from a number of different

ProTrust ledgers, you can save time by combining the amounts together and issuing just one

check.

For example, suppose you write ten checks to an overnight shipping company (for example, AirEx)

from separate ledgers of one trust account. To simplify the procedure, you can create a vendor
ledger (instead of a client ledger) with the AirEx in the Firm File ID field. Each month, you can

transfer funds from the separate ledgers to the one combined ledger, and then print the combined

check from it.

1. Enter all transactions that are to be sent to the combined ledger as funds transfers with
Transferred Out (-) transfer types.

2. Inthe vendor ledger enter a funds transfer transaction with a Transferred In (+) transfer type

to account for each Transferred Out (-) transaction.

3. Inthe vendor ledger enter and print one pending check for the total amount of the check to the

vendor.
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Funds Transfer Transaction

1
2.
3.
4

9.

Hint:

Click <Ctrl+A> or choose Ledger/Transaction/Add New Transaction.
Select Funds Transfer from the Transaction Types list.
Choose OK.

Select a Transfer Type:

Transferred In (+) The funds are coming from another ledger (in the same trust account)
to this one via this transaction. A transferred out (-) transaction should
be added to the other ledger to balance the account.

Transferred Out (-) | The funds are going from this ledger (in the same trust account) to

another one via this transaction. A transferred in (+) transaction should
be added to the other ledger to balance the account.

Enter the amount of the transfer in the Amount field.
Enter the payee name in the Payee Name field.

If this is a (+) transaction, enter the party from which money is being transferred in the
Transferred From field. If a (-) transaction, enter the party to which money is being transferred
in the Transferred To field.

Enter additional information about the transaction using the other fields provided on the Funds
Transfer window. The default for the Date field is the current system date.

Select OK.

Click Transfer Now to automatically transfer the funds to another ledger.

Transferring Funds Between Ledgers

Select a Funds Transfer transaction.
Press <F4>. The Funds Transfer Ledger File ID window will appear.

Enter the firm file identification of the ledger you want to transfer funds to in the Firm File ID
field.

Entering a Deposit

0D

Click <Ctrl+A> or choose Ledger/Transaction/Add New Transaction.
Select Deposit from the Transaction Types list.
Choose OK.

Select Pending or Deposit.
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Enter the deposit number in the Deposit No. field and the amount in the Amount field.

Enter the payor name in the Payor Name field. Enter information into the Medium and Memo
fields accordingly. The default for the Date field is the current system date.

Select OK.

3-Way Reconciliation

The 3-Way Reconciliation feature of ProTrust provides a set of reports and features to
accommodate a 3-way reconciliation of escrow accounts (based on Escrow Trial Balance, Book
Balance, and Bank Balance).

3-Way Reconciliation is a ProTrust option activated on the Preferences screen.

Activating 3-Way Reconciliation

3.

Select Tools/Preferences from the ProTrust menu bar.
Click 3-Way Reconciliation. For example:

Click OK.

Guaranty and Non-Guaranty Ledgers

The Escrow Trial Balance and Book Balance figures include only funds that come from guaranty
files. With 3-Way Reconciliation turned on, a Type field will appear on all ledger screens. This field
will distinguish guaranty from non-guaranty ledgers for the computation of the Escrow Trial Balance
and Book Balance:

— Ledger Information

Firrn File: 1D: IUUUU?'DDG Ealance:l 57 536,31

EIientHMattet:lHDbbinS,Tlud}l.v'M ullen.Charles )
: wiPending: I 0.00
L edger Cu:umrnent:l Hlstor_l,l...l

SettlementDate:IDEf"15f2DDD HeminderDate:l ]
; Transactions: g
Buyer/Barower: |Fiobbins & Mullen -T}'pe:l G .,l I

— Balance Information

Seller:IMuIIen Lender:IEDEHAL S&VINGS AMD LOAN ASSOCIATION

F'mpett_l,l:l Loan ﬁ:l

The Type field can have two values: G or N.
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G Guaranty ledger. Only Type G ledgers will be included in the computation of the Escrow Trial
Balance and Book Balance. This is the default entry for all new ledgers and all ledgers imported
from ProForm.
N Non-guaranty ledger. This can be a “firm” ledger or operating ledger including service fees and

other amounts not related to a specific closing.

Searching for a Ledger

Click Search El on the toolbar.

A blank Ledger Information screen will appear. Enter search criteria using as many of the
fields as you like. You can use wildcards to enhance your search. To recall all ledgers, leave
the search criteria blank.

I Ledger Infarmation

Firm File ID: |
Cligntst atter:l

Ledager Comment:l

Settlernent Date:| / / —I L HeminderDate:I L —I fd

Buyer/Borawer] Brown

Seller: Use the asterisk () wildcard
Froperty| to find all ledgers with huyers
[EtE with the last name Brown.

Trust Account: I FesporsIDle Farty]

"Transaction Search Field

Transaction Date:| I - | I [~ Pending Deposi

Tranzaction Types —|
it

Click Go il on the toolbar. The first ledger that matches your criteria will open. The status
bar at the bottom of the screen will tell you how many ledgers matched your criteria. For
example:

‘ Recards; s ‘

Use the arrow buttons on the toolbar to scroll between matching ledgers.
Previous

|
First Ledger |4 | 4 | I | I | Last Ledger

Hext

To view a list of matching ledgers, click on the toolbar or select Search/List of Ledgers.
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List of matching ledgers (2 ledgers) x|
File: I | Trust Account | Client A atter | (1] I
As-03-12012833ILF RE Brown G, Keith/Brown,
2003110004 RE Help |
Cancel |

Select a ledger from the list
and click OK to open it.

4| | i

+¥ SEE ALSO:
m  “Using Wildcards” on page 12.

Deleting a Ledger

1. Open the unwanted ledger in ProTrust. (See “Searching for a Ledger” on page 229.)
2. Click Ledger/Delete Current Ledger.

One or More Posted Transactions

If the ledger has at least one posted transaction, it should not be deleted unless it meets the
following criteria:

Ready for Deletion Ledger Criteria

®  The unwanted ledger balance must be equal to zero.

m  There should not be any pending or held items in the ledger.

m  All transactions must be cleared or voided.

m  All funds transfer transactions must have offsetting funds transfer transactions in other ledgers.

m  All associated ledgers containing funds transfers from the unwanted ledger or group deposits
must also have a zero ledger balance and all transactions cleared or voided.

You may need to make adjustments to the unwanted ledger or associated ledgers to meet the
criteria described above. Once the ledger meets the criteria, you can delete it by selecting
Ledger/Delete Current Ledger.

Note: You can run an RFD Ledgers Report to find out which ledgers in your database satisfy
these criteria. There is also a ProTrust utility that will delete all ledgers that meet this
criteria simultaneously. See “Deleting RFD Ledgers” on page 231 of the SoftPro
Administration Guide.
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Chapter 13: Printing ProTrust Reports

In this chapter:

B Printing @ ProTrUSt REPOIT ....cooiiiiiiiee e 232
B Receipts & Disbursements REpPOIt ....... ... 233
B Deposit TICKEt REPOIT. ... ..o ittt e e e e ane e 235
B Transferred FUNAS REPOIt...........ouiiiiiiiiiiieee e e e e e re e e e 237
B PeriodiC TOtalS DY LEAGEN ....uuiiiiii e 238
B Statement Proofing REGISTEr .........oooiiiiii e 239
B Running Account Balance REPOIt ...t a e 240
B Running Ledger Balance REPOIt............uuiiiiiiii e e e 242
B REMINAEIS REPOI ... . s enee 243
B Single Ledger Balance REPOM .........cooieiiiiiiei ettt e e e e raeeaaeean 244
®  Printing a Single Ledger Balance Report in @ Ledger ........c.oocuviiiiiiiiiiieiiiieeceiec e 245
m  Multiple Ledger Balance Report (With Detail) ..........ooooiiiiiiiiiii e 245
®  Multiple Ledger Balance Report (Balances ONly)..........ocueieiiiiieiiiieeeiee e 247
B MiSSING ChECKS REPOM ...ttt e e e e et e e e e e e st e e e e e e e eannnraeeas 248
B 3-Way ReconcCiliation REPOIS ........cooiiiiiiiiiiee e 248
B Bank AdjuStMENES REPOM .....cooiiiiiiii e 249
m  Escrow Trial Balance Report (Balances ONlY) ........c.eeiiiiiieiiiiiieiiiee e 250
m  Escrow Trial Balance Report (With Detail) .........cooiiiiiiiiieeeee e 251
m  Escrow Account Reconciliation Summary RepOrt..........cccvviiiiiiiiiiiieee e 252
B Previewing @ REpOrt ON SCrEEN...........oiiiiiiii et 254
B Optional Report COMMENTS..........oiiiiiiiii et e e e e e e e e e e e e e e e e snneaeeeaaeas 255
Overview

This chapter will explain how to print reports from ProTrust, and how to use the print preview
feature to view reports on screen.
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Printing a ProTrust Report

ProTrust comes with a wide variety of reports to assist you with your reconciliation and auditing
procedures. There is also a library of daily and monthly reports that you can choose to print all at
once or individually on a daily or monthly basis. And, ProTrust contains a group of reports that
apply to 3-way reconciliation.

Printing reports involves selecting the report you want to print from the Reports menu and entering
report criteria. Each report has a number of options available with it that you can adjust before
printing. Using these report criteria, you can set date ranges and sort options to produce reports
that suit your needs. If you desire, you can enter your report criteria and preview a report on screen
using the ProTrust Print Preview feature.

1. Click the Reports menu and select the report that you want to print.

Beports  Miew Tool: Help
Beceipts & Dizburzementz Report..
Deposit Ticket Report. .
Tranzferred Funds [+/-] Repart..

Periodic Totals by Ledger... k
Statement Proofing Register. .
Running Account Balance Report...

2. Enter your report criteria.

Periodic Totals by Ledger

Trust Account: IHE Print... I

"Date Criteria Frint Preyiew... |

Trust Accounting D ate From: IDB.-"D‘I £2003 Through: IDB.-"S‘I £2003

Feport Comment.... |

3. Click Print.
4 SEE ALSO:

®  “Previewing a Report On Screen” on page 255.
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Receipts & Disbursements Report

1. Choose Reports/Receipts and Disbursements Report.
2. Enter your report criteria on the dialog that appears:

Receipts & Dishursements Report

Trust Account: iHE
Medium:|| :]v Print Presiew. .. 1

- Tranzactions to be included Renort Comment
¥ Feceipts (&l " Receiptz [Pending) = 2 .'.'.'..i
' Disbursements [A1] " Disbursements [Pending & Held) Help I

" Receipts & Disbursements [&l) Receipts & Dishurzements [Pending & Held)

Cloze
" Receipts [Outstanding) " WoidedShecks Only —:»»-—!

Select one.

Note: If you select Disbursements (All
or Outstanding) you may also choose
Miscellaneous Items Only.

" Disbursements [0 utstanding)
" Feceipts & Disbursements [Outstanding) T kiscelan

— D ate Criteria

Wutstanding as o.’:; L Enter a date range. |
A

Tranzaction Date Frnm:; A Thmugh:i £
Cleared Date Frnm:; £d Thmugh:i £

Choose to sort by
Reference/Check Number or
Transaction Date.

— Sort O ptions —
' Sort by Reference/Check Number
" Sort by Transaction D ate

~ Format Optionsg——— Brief Format — One line per transaction.
% Erief Format Detailed Format — Includes Memo:, Client Matter:, Ledger Comment:,
£ Detailed Format and Property fields for each transaction.
' Totals only [no sort] | | TOtals only (no sort) — Sum totals of receipts and/or disbursements.

3. Click Print. The Print dialog will appear.
4. Click OK.

CONTINUEDN
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Report Layout (Brief Format Sample)

Receipts & Disbursements Report - All Receipts & Disbursements

Selection Criteria

Trust Account: RE

Trust Account Description: Real Estate Trust Account

RECEIPTS

154 DISBURSEMENT S for Real Estate Trust Account

less DISBURSEMENTS:

Transaction Date Fram: Thraugh:
Cleared Date From: Through:
Ref/CKk Transaction Cleared
No. Date Medium Firm File ID Payee Name Date Amount
|Receipts I

0531402 FIRM Firm 05/31502 §100.00
0gro1/02 WAYMNE FroForm generated inco 06728702 $101,008.00
Q604502 BREMDLE FroForm generated inco  06/28702 $130,000.058
06704102 BREMDLE Charles F. Brendle and E 06128702 $2,826.00
06/10/02 LIVINGETOM ProForm generated inco  0B/28/02 §40,827.18
0610502 HOGUE FroForm generated inco 06728702 3482718
0622502 RICHARDS FroForm generated inco 06728702 $90,507.04
06723102 THARRIMGTOM FroForm generated inco  06f28702 $102,204.96
06728102 WIRE GARRISON Funds wired from lender $114,500.00
06r28/02 BARTOM FroFarm generated inco $50,000.00
06r28/02 TINSLEY FroFarm generated inco $94,791.50
06728102 BRAMTLEY ESCROW  John Brantley $2,500.00
06r28/02 KRAMER FroFarm generated inco 9580253

20 RECEIPTS for Real Estate Trust Account $1,666,316.35

|Dishursemenls I

101 0g/01r02 WAYME Biltrmaore Lending Corpors 06/28702 $450.00
102 0601402 WAYNE John CoWallace and wif 06728702 $93,950.00
103 0g/01r02 WAYME Century 22 06728702 $6,000.00
104 06/01/02 WAYNE My Favorite Title Ins. Co §200.00
105 0g/01r02 WAYME Mycounty County Reg. o 06f28702 $208.00
106 0601402 WAYNE Smith & Smith, Surveyar 06/28/02 §200.00
107 06704102 BREMDLE Charles M. Stephenson a 06/28702 $132,300.00
250 06/28/02 TINSLEY George Washington, RL §200.00
251 06r28/02 TINSLEY Alexander Exterminating $45.00
242 06/28/02 TINSLEY Fidelity Bank $41,990 69
2583 06r28/02 TINSLEY My county Tax Callectar 99553
Mo 05731702 Bank Charg  FIRM Big Bucks Bank 0B/28102 §25.00

$1,469,825.35
$196,491.00




Chapter 13 Printing ProTrust Reports

235

Deposit Ticket Report

The Deposit Ticket Report provides a summary of all Group Deposit ticket activity for a specified
date. This is a good report to print along with your Daily and Monthly Receipt Activity Reports, and
is useful to anyone that uses the ProTrust Group Deposit feature.

Choose Reports/Deposit Ticket Report.

2. Enter starting and ending dates.

Deposit Ticket Report x

Trust Account: IFIE Print... |

Drate Criteria

Starting D ate: ID-'L*'EI‘I J2003 Ending Date: |D4H1 52003

Enter a date range or leave

blank for all.

Print Prexview... |
Beport Comment... |

Help |
LCloze I

3. Click Print. The Print dialog will appear.

Click OK.
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Report Layout (Sample)

Selection Criteria

Deposit Ticket

Starting Date: 0870703

Trust Account REPORTS
Trust Account Mumber. REPORTS-34305

Ending Date: 087503

Trust Account Description: Repart Tealing Bank Name

Deposit Deposit

Humber Date Amount

000042 08:/01/03 §12,439.00
108100021 $4,240.00
10100022 §5,000.00
108100023 §700.00
101100024 $50.00
108100025 §1.443.00
108100026 §500.00
104100028 §&00.00

000043 0810313 $2,604.01
101100030 §1 64053
101100031 $9E3.08

TOTAL of 2 Group Deposits: $15,043.01

FEge 1071

OEte of Bepolt 03
Theaf Beport OF 2200800
Repa By Krix
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Transferred Funds Report

Choose Reports/Transferred Funds Report.

Enter a range of transfer dates or leave blank for all.
3. Choose Totals Only or Full Detail.

Transferred Funds [+/-] Report

- Date Criteria

Tranzfer Date From:

Trvist .&ccount:iHE Pririt... !
; I Thru:uugh:; L Bepart Commert... 1

Enter a date range or leave Hel
blank for all. _.—..e...p_j

!
-
=]
=
o
o}

=
=
=
1
|

= Tatals Only i
& Full Detal |

Cloze !

4. Click Print. The Print dialog will appear.

5. Click OK.

Report Layout (Full Detail Sample)

Trust Account RE

Selection Criteria

Transferred Funds (+/-) Report - Detailed

Trust Account Description: Real Estate Trust Account

Transferred funds in trust account "RE™ are in halance.

Transfer Date From: Through:
Transaction Ref/Ck
Date No. Firm File ID Transferred To / From +i= Amount
0628002 HARROLD1 Tao TRAMNSFER TO HARROLDZ £94,000.00
0628002 HARROLDZ From TRAMSFERFROM HARROL + £94,000.00
Transferred funds transaction(s) found: 2
Total transferred funds: $0.00




238 SoftPro Standard Edi

tion User’s Guide

Periodic Totals by Ledger

1. Choose Reports/Pe

riodic Totals by Ledger.

2. Enter a range of transaction dates or leave blank for all.

Periodic Totals by Ledger

Trust Account: iHE Erint... i

— Date Criteria

Tranzaction D ate From:i I Through:; I
| Enter a date range or leave | Help I
blank for all. —

Frint Presview. . 1
Beport Commert... 1

Cloze i

3. Click Print. The Print dialog will appear.

4. Click OK.

Report Layout (Sample)

Periodic Totals by Ledger

Selection Criteria
Trust Account: RE
Transaction D ate From :

Trust Account Description: Real Estate Trust Account

Through:

Plus Total Receipts:
Less Total Dishursements:
Ending Balance:

Firm File ID Client/ Matter Receipts  Disbursements
BARTOM BartonfWilliam A fAlexandra 5. $40,000.00 §50,000.00
BRANTLEY ESCROW BrantleyfJohn $2,500.00 $0.00
BREMDLE Brendle/Charles F./Emilia J. $132,826.05 $132,826.05
CHRISTIAN ChrigtianiRyan P.uiMichells 5. §75,500.00 $75,620.00
THARRINGTON TharringtondJohn RJAngela M. $102,204.96 $2,204.96
TIMNSLEY Tinsleyi/Gregory PJSuzanne H. $94.791.50 $94 791.50
WY NE WaynelMichael J./Susan k. $101,008.00 §101,008.00

TOTALS $1,666,316.35 $1,468,825.35

Beginning Balance: $0.00

$1,666,316.35
$1,469,825.35
$196,491.00
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Statement Proofing Register

1. Choose Reports/Statement Proofing Register.
2. Enter your report criteria on the dialog that appears:

Statement Proofing Register

Trust .ﬁ.ccount:;HE Eint.. ;

r—Date Criteria Pritit Prewiew... 1
¥ Bank Statement Dt StatementDate:i A Repart Commert. .. ;

" Cleared Date Range  [learedl ﬂFrcm:; i T%’ercugh:; dd Help 1

Select either Bank Statement Date Close !
- Format Dptiors € or Cleared Date Range. After -
" Summary Page Only selecting, you must enter either a
% Full Proofing Register [Brisf Format) bank statement date or cleared date
" Full Proofing Register [[etailed Format) range.

3. Click Print. The Print dialog will appear.
4. Click OK.

Report Layout (Brief Format Sample)

Statement Proofing Register - Brief
Selection Criteria
Trust Account: RE Trust Account Description: Real Estate Trust Account
Statement f Cleared Date: 08/25702
======= Receipts =======
Ref/Ck Transaction Cleared
No. Date Medium Firm File ID Date Amount
05402 BREMDLE 06/28/02 §2,826.00
06ro4i02 BREMDLE Q6r28/02 $130,000.05
05 2102 TAYLOR 06/28/02 515337916
a6s10i02 PATTERSOMN 06728702 $126,985.00
0602 LIYIMNGETOMN 06/28/02 £40,827.18
a6s10i02 HOGUE 06728702 $34,82718
0gf1i0z WAY N E 06/28/02 $101,008.00
06s15i02 CHRISTIAN 06728702 §75,500.00
06r15i02 PAGE 0652802 $104,98092
06519/02 HARROLDM 06728702 $100,408.00
06s16/02 LOMNDOM Q6r28/02 $18,960.28
05/23i02 THARRIMNGTOM 06/28/02 5102,204 .96
Qgr22i02 RICHARDS Q6r28/02 $80,507.04
05H 502 SMITHSOMN 06/28/02 522520815
14 RECEIPTS for Real Estate Trust Account $1,307 621.92
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Running Account Balance Report

1. Choose Reports/Running Account Balance Report.
2. Enter starting and ending dates. Leave dates blank to include all.
3. Select Daily Balances Only or Balances After Each Transaction.

Running Account Balance Report |

Truzt Account: IHE Print._ I
— Date Criteria Frint Prewiew... |
Starting Date:l I Ending Date:l I J Report Commert. |

) Enter a date range or leave
— Format Options — blank for all. Help |

o]

& TITIE
" Balances After Each Transaction Llose |

4. Click Print. The Print dialog will appear.
5. Click OK.

CONTINUEDN
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Report Layout (Daily Balance Only Sample)

Running Account Balance Report - Daily Balances Only

Selection Criteria
Trust Sccount: RE

Trust Account Description: Real Estate Trust Account

Starting Date: Ending D ate:
Beginning Balance ( before the following transactions ): $ 0.00
Ref/CK Payee Name Amount Running
Date No. Description +=Dep / MEMisc Balance
05131102 Firm 10000 +
To open account
Big Bucks Bank F2500 M §75.00
nero1r0z2 ProForm generated incoming funds §101,008.00 +
Loan closing
101 Biltrmore Lending Corpoaration $450.00
Loan closing
102 John CWiallace and wife, Karen MW allace $593,950.00
Closing proceeds
103 Century 22 §6,000.00
Commissions
104 My Favoarite Title Ins. Co. $200.00
Title Charges
105 Mycounty County Req. of Deeds §208.00
RecFee: 8, Stmps:200.00
106 Smith & Smith, Surveyors $200.00 $75.00
Survey
ngro402 Charles F. Brendle and Emilia J. Brendle §2826.00 +
Balance of Closing Costs
ProForm generated incoming funds §130000056 +
Closing proceeds
233 South Central Title Co $65.00
Flat Drawing
234 South Central Title Co $30.00
Special Assessment Search
235 City of Hutchinson $105.67
Water Bill
236 My Favoarite Title Ins. Co. $190.00
Title Charges
237 Mycounty County Req. of Deeds §421.50
Rec. fees & Transfer Charges
238 Mycounty County Req. of Deeds $39.00
Recording Fees Releases
239 Mycounty County Tax Collectar $440.36 $196,491.00
Propery taxes
Ending Balance { including the above transactions ): $ 196,491.00
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Running Ledger Balance Report

1. Choose Reports/Running Ledger Balance Report.

2. Enter starting and ending dates. Leave dates blank to include all.

3. Select Daily Balances Only or Balances After Each Transaction.

Hunning Ledger Balance Report
The Firm File ID field

cannot be blank. — Firn File \D:[BARTON

—Date Criteria

(|
! Starting Date:] I wg Date:] i
|

Enter a date range or

[ Ly leave blank for all.

' Daily Balances Only

i
| " Balances &fter Each Transaction

Erirtt.... ’

Bepart Comment... ’
Help I
Cloze 1

4. Click Print. The Print dialog will appear.
5. Click OK.

Report Layout (Daily Balance Only Sample)

Running Ledger Balance Report - Daily Balances Only

Selection Criteria

Firm File ID: BARTON Trust Account: RE
Starting Date: Ending D ate:
Beginning Balance ( before the following transactions }: $0.00
Trans Ref/CKk Amount Running
Date Mo. PayeaName Description +=Dep MEMisc Balance
0Ei2ernz FProFarm generated incoming f Loan closing §50,000.00 +

219 MationsBank Of Morth Caralin Loan closing $21459.59

220 Bo, Bo, & Bo, P.A. Settlement agents fees §400.00

221 My Favorite Title Ins. Co. Title Charges §275.00

222 Mycounty County Reg. of Dee Rec. fees & Transfer Charges $12.00
223 ABC Construction Construction Proceeds §47,153.41 f0.00
Ending Balance { including the above transactions ): $0.00
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Reminders Report

1. Choose Reports/Reminders Report.
2. Enter a range of reminder dates or leave dates blank to include all.

Reminders Report

’7 Reminder Date From:lDE."D‘l 2002 Thraugh: {0641 /2004 Eew———
fint Preview. . |

Enter a date range or leave blank for all. All ledgers
that have a Reminder Date in the range you specify Beport Comment... |
will be inclided
Help |
LClose |

3. Click Print. The Print dialog appears.
4. Click OK.

Report Layout (Firm File ID Order Sample)

Reminders Report

Selection Criteria

Reminder Date From: 0601/02 Through: 08415402
Trust Reminder
Firm File ID Account Client / Matter Balance Date
BREMDLE RE Brendle/Charles F.JEmilia J. f0.00 0615102

Ledger Commert: Property: 8654 Cornwallis Road/Cary, NC 27511
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Single Ledger Balance Report

oo bd =

5.
6.

Choose Reports/Single Ledger Balance Report.
Enter starting and ending dates. Leave dates blank to include all.

Sinale Ledger Balance Report

The Firm File ID field
Firrn File: ID:;EHANTLEY ESC

cannot be blank.

—Date Crteria

Starting Date:i I Ending Date:] I Report Comment... i

-Sort Optiars < 1 Sort Transactions by Ref/Ck | Help i
& Sort by Reference/Check Mumber | |Number or Date.
LCloge ;

" Sort by Transaction Date
Click to include room for signature lines. |

W Include &pproval Signature Lines

Click Print. The Print dialog will appear.
Click OK.

Report Layout (Include Approval Signature Lines Sample)

Select a Sort Option. You can sort by Reference/Check Number or Transaction Date.
Click Include Approval Signature Lines to have signature lines appear on the report.

Single Ledger Balance Report - Sorted By Ref/Ck Number

Selection Criteria

Trust Account: RE Trust Account Description: Real Estate Trust Account
File ID: BRANTLEY ESCROW Client i Matter: Brantiew/dohn
Responsible Party: Ledger Camment:
Settlement Date: Froperty:
Starting Date: Ending Date:
Ref/Ck Transaction Payee Name Cleared
No. Date Memo Medium Date Amount
|D eposits I
O6f28/02 John Brantley $2,500.00
Earnest Money Deposit
Total of 1 Deposit $2,500.00
Balance: $2,500.00
Report Totals: Ending Balance: $2,500.00

Approved:
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@ Printing a Single Ledger Balance Report in a Ledger

H You can quickly print a Single Ledger Balance Report for any ledger when the ledger is open.
|e H 1. Open the ledger you want.

p :‘I 2. Click the Print button on the toolbar, or select File/Print.

i i 3. Click Print. The Print dialog will appear.

|_I,| 5 4. Click OK.

Multiple Ledger Balance Report (With Detail)

1. Choose Reports/Multiple Ledger Balance Report (With Detail).
2. Enter your report criteria on the dialog that appears.

Multiple Ledger Balances Beport [wfith Detail]

Trust Account: |F|E

— Repaort Print Order ch " n b i
ey Print B t iy Firrit File 1D Oird oose to master sort Yy -
e i T |Firm File ID or Client/Matter_jena Comment,.. |
I

" Print Report in Client/Matter Order

— Tranzaction Sort Dptions Help |
" Sort Transactions by Reference/Check Mumber | |Sort Transactions by Ref/Ck J
" Sort Transactions by Date Number or Date.

—Date Ciiteria Enter a date range or

Starting Dale:lDEf’Dd.-’2DD2 Ending D ate: IDE.I'"I 5/2002 | |/|leave blank for all.

™ Include Ledgers with Zera Balances [ Click to include zero balance ledgers and/or
™ Include Approval Signature Lines to include room for signature lines.

3. Click Print. The Print dialog will appear.
4. Click OK.

CONTINUEDYN
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Report Layout (Firm File ID Order Sample)

Multiple Ledger Balances Report (With Detail) - Sorted By Ref/{Ck Number
Selection Criteria
Trust Account: RE Trust Account Description: Resl Estate Trust Account
Starting Date: 0604702 Ending Date: 06413702
Ref/iCKk Transaction Payee Name Cleared
No. Date Memo Medium Date Amount
File ID: [CHRISTIAN | Ledger comment:
Trust Account: RE Client ! Matter. ChristianiRyan P.iMichelle 5.
Responsible Party: Fropery: 7725 Colhy Placefapex, NG 27502
Settlement Date:
Beginning Balance on 06/04/02: $0.00
Deposits I
0gr145/02 ProForm generated incoming funds 06/28102 $75,500.00
Loan closing
Total of 1 Deposit $75,500.00
Checks |
147 06f18102 Central Caralina Bank & Trust 0Bf28102 $1,011.99
Loan clasing
148 0Bf18102 Charlotte P. Ellison 0Bf28102 $52,640.00
Closing proceeds
149 06f18102 Ryan P. Christian and Michelle 5. Christian 0Bf28102 $18,218.01
Excess cash to close
140 0Bf18102 Century 21 0Bf28102 $1,679.20
Commissions
181 0Bf18102 Champion Realty, Inc. 0Bf28102 $1,680.00
Commissions
142 0615102 Mational Realty Brokers 06f28102 $100.80
Commissions
143 0615102 My Favorite Title Ins. Co. $150.00
Title Charges
154 06f14a/02 My county County Reg. of Deeds 06728102 $120.00
RecFea:8;8tmps:112.00
1485 06148502 My county County Reg. of Deeds 06728102 $120.00
Total of @ Checks $75,620.00
Ending Balance on 06/15/02: -$120.00
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Multiple Ledger Balance Report (Balances Only)

1. Choose Reports/Multiple Ledger Balances Report (Balances Only).

2. Enter your report criteria on the dialog that appears.

Multiple Ledger Balances Report [Balances Only) i

Trust Account: ;HE Print... i

— Repart Print Order—————

=" Print Fieport in Firm File 1D Order i
" Print Bepart in Client/tatter Order i Beport Comment... ;

—Date ElitE[ia______________“;

Balances az af: ]UE.-"28.-"2DEIE

[ Include Ledgers with Zera Balances
[ Include Approval Sigrature Lines

Help ;
LCloze ;

3. Click Print. The Print dialog will appear.

4. Click OK.

Report Layout (Firm File ID Order Sample)

Multiple Balances Report | Balances Only) - Sorted By File ID

Selection Criteria
Trust Account: RE
Balances as of: 062502

Trust Account Description: Real £state Trust Account

Trust Client / Matter Reminder
Firm File ID Account Ledger Comment / Property Date Balance RFD
BRAMTLEY ESCROWY RE Brantleyidohn $2,500.00
CHRISTIAN RE Chrigtian/Ryan P.iMichelle 5. -§120.00
Property: 77258 Colby PlacefApex, NC 27502
FIRM RE Firm Serice Account §75.00
HARROLDZ RE Harrold/Michael W . & Samantha F. $94,000.00
Ledger Comment: Purchase of Beach Property
KRAMER RE KramerJohn C.iLeanne R. $95 676.86
Property: 8100 Mill Run DriveiF uguay-Yarina, MG
RICHARDS RE RichardsiLawrence RSP amela Annh Rich $36.00
Property: 4901 Wilkshire DrivefCary, NG 80446
THARRINGTOMN RE TharringtoniJohn RAAngela M. $100,000.00

Property: 4101 Lake Boone TrailfRaleigh, NC 27608
Balance: $292,167.86
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Missing Checks Report

1. Choose Reports/Missing Checks Report.

2. Enter a beginning check number.

Miszing Checks Report i
Trust Account: ;H E | Erint...

- Check Humber 1 Prinit Prexiew. .
Beqinning Check Mumber: 100

You cannot leave the Beginning Check Number: Help
blank. Missing checks found after the number you enter —
will he included.

Beport Comment. .. 1
Cloze i

Click Print. The Print dialog will appear.
4. Click OK.

3-Way Reconciliation Reports

Book Balance Report

Choose Reports/3-Way Reconciliation/Book Balance Report.
Enter a range of transaction dates. Leave dates blank to include all.
3. Choose from the Ledger Selection Criteria to narrow your report to specific ledgers.

Book Balance Report

TlustAccount:;HE Biint... l

— Date Criteria 1 Frirk Presviess... I
! Trangaction Date From:i o Through:; M i e — !

. Enter a date range or
~ Ledager Selection Criteria—————— leave blank for all Help
| " Guaranty and Mon-Guaranty Ledder
| LCloze
| Mon-Guaranty Ledgers Only

! % Guaranty Ledgers Only

4. Click Print. The Print dialog will appear.
5. Click OK.
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Report Layout (Guaranty Ledgers Only Sample)

Book Balance Report
Selection Criteria
Trust Account: RE Trust Account Description: Real Estate Trust Account
Transaction Date From: Through:
Ledger Selection: Guaranty Ledgers Only

Firm File ID Client f Matter Receipts Disbursements Voids
BARTOM Barton®William A fAlexandra 5. $50,000.00 $50,000.00 $0.00
BRANTLEY ESCROW Brantleyidohn $2,500.00 $0.00 $0.00
BREMNDLE Brendle/Charles F.fEmilia J. $132,826.05 $132,826.05 $0.00
TINSLEY Tinsley/Gregory PASuzanne H. $94,7591.50 $94,791.50 $0.00
WAYMNE WayneMichael J./Susan K. §101,008.00 §101,008.00 §0.00
TOTALS §1,666,316.35 §1,469,825.35 §0.00

Beginning Book Balance: $0.00

Plus Total Receipts: $1,666,316.35

Less Total Disbursements: $1,469,825.35

Plus Voids: $0.00

Ending Book Balance: $196,491.00

Bank Adjustments Report

Choose Reports/3-Way Reconciliation/Bank Adjustments Report.
2. Enter a range of transaction dates. Leave dates blank to include all.

Bank Adjustments Report ;

Truzt Account: iHE
i~ Date Criteria Print Prewview. .. I
i Tranzaction Date From; ; I Thmugh:; I Feport Cormment... 1
|
Enter a date range or Help 1
leave blank for all.
Cloze I

3. Click Print. The Print dialog will appear.
Click OK.
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Report Layout (Sample)

Bank Adjustments Report
Selaction Criteria
Trust Account. RE Trust Account Description: Real Estate Trust Account
Transaction Date From: Through:
Deposits l
06s28/02 BRAMTLEY ESCROW John Brantley $2,500.00
Total of Deposits: 2.500.00

Escrow Trial Balance Report (Balances Only)

1. Choose Reports/3-Way Reconciliation/Escrow Trial Balance Report (Balances Only).
2. Enter your report criteria on the dialog that appears.

Ezcrow Trial Balance Report [Balances Only] !
Trust Account: iHE Print... i
— Report Print Order————————————— ER =S N =TV P

% Print Beport in Firm File 10 Order Choose_ to sort by Firm File
= Print Bepart in Client/tatter Order ID or Client/Matter.

= Enter a date or leave

Balances as af: ]DE«'28.¢'2DD2 blank for all. lose i

— Ledger Selection Criteria
{~ Guaranty and Non-Guaranty Ledgers
" Mon-Guaranty Ledgers Only
% Guaranty Ledgers Only

[ Include Ledgers with Zera Balances [Click to include zero balance ledgers or to
[ Include Approval Signature Lines include room for signature lines.

3. Click Print. The Print dialog will appear.
4. Click OK.
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Report Layout (Sorted by File ID Sample)

Escrow Trial Balance Report { Balances Only]) - Sorted By File ID
Selection Criteria
Trust Account: RE Trust Account Description: Real Estate Trust Account
Balances as of: 06/25/02
Ledger Selection: Suaranty Ledgers Only
Trust Client / Matter Last Activity
Firm File ID Account Ledger Comment / Property Date Balance RFD
CHRISTIAN RE Christian/Ryan P./Michelle 5. 0628502 -§120.00
Froperty: 7724 Calby PlacefApex, MG 27502
FIRM RE Firm Service Account 0628502 §75.00
HARROLDZ RE HarraldiMichael VW, & Samantha F. 0628502 £44,000.00
Ledger Camment: Purchase of Beach Property
KRAMER RE Krameridohn C.fleanne R. 0629702 F95,676.86
Property: 8100 Mill Run Dtiv efFuguay-* arina, NC
RICHARDES RE RichardsiLawrence R./Pamela Ann Rich  06/28/02 $36.00
FProperty: 4901 Wilkshire DrivelCary, NC 80446
THARRINGTON RE TharringtonfJohn RJ7Angela M. 061285032 $100,000.00
Froperty: 4101 Lake Boone TrailiRaleigh, NC 27608
Balance: $289,667.86

Escrow Trial Balance Report (With Detail)

1. Choose Reports/3-Way Reconciliation/Escrow Trial Balance Report (With Detail).
2. Enter your report criteria on the dialog that appears.

Escrow Tnal Balance Report [With Detail)

Trust Account: iF‘E Pint... i
= HBDD[t P[il"lt D[EIE[——————"'““““'"'““1 Print PI’E—'EiEW... i
1% Print Repart in Fim File ID Order  |Choose to master sort by

£ Piint Fleport in Client/Matter Order [Firm File 1D or Client/Matter. eport Comment... |

) . Help
— Transaction S ort Options - I
* Sort Transactions by Reference/Check Number Sort Transactions by Ref/Ck

: Number or Date.
" Sort Transactions by Date

— Date Criteria Enter a date range or

Starting Date:] fd Ending Date:i A leave blank for all.

- Ledger Selection Criteria
" Guaranty and Mon-Guaranty Ledgers Only
" Non-Guaranty Ledgers Only
' Guaranty Ledoers Only

I Include Ledgers with Zero Balances  [Click to include zero balance ledgers or to
™ Include Approval Signature Lines include room for signature lines.

3. Click Print. The Print dialog will appear.
4. Click OK.
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Report Layout (Sorted by Ref/Ck Number Sample)

Escrow Trial Balance Report {With Detail) - Sorted By Ref/fCk Number
Selection Criteria
Trust Account: RE Trust Account Description: Real Estate Trust Account
Starting Date: Ending Date:
Ledger Selection: Guaranty Ledgers Oniy
Ref/Ck Transaction Payee Name Cleared
No. Date Memo Medium Date Amount
File ID: |CHR|ST|AN . Ledger Comment:
TrustAccount: RE Clientf M atter: Christian/Ryan PiMichelle £
Fesponsible Party: Fropery: 7725 Colby PlacefApex, NC 27802
Settlement Date:
Deposits .
0aM145i02 FroForm generated incoming funds 06728502 $75,500.00
Loan closing
Total of 1 Deposit $75,500.00
Checks |
147 0BM5102 Central Carolina Bank & Trust 06/28/02 §1,011.99
Loan closing
148 0B/15/02 Charlotte P. Ellison 0B/28102 $52 640.00
Closing proceeds
149 0B/M5/02 Ryan P. Christian and Michelle 5. Christian 06/28/02 $18,218.01
Excess cashtoclose
150 0B/15/02 Century 21 0628102 §1,579.20
Commissions
181 0B/15/02 Champion Realty, Inc. 0B/28102 §1,680.00
Commissions
182 0615102 Mational Realty Brokers 06728102 §100.80
Commissions
183 0615702 My Favorite Title Ins. Co. §140.00
Title Charges
154 0615/02 My county County Reg. of Deeds 0628502 $120.00
RecFee:8;5tmps:112.00
1485 06f145/02 My county County Reg. of Deeds 06728502 $120.00
Total of 9 Checks $75,620.00
Balance: -$120.00

Escrow Account Reconciliation Summary Report

1. Choose Reports/3-Way Reconciliation/Escrow Account Reconciliation Summary Report.
2. Enter a range of transaction dates. Leave dates blank to include all.

Escrow Account Reconciliation 5ummary Report

Trust Account:;HE Print. .. !
i~ Date Criteria

Transaction D ate From:; [ Thiough:| / / Repart Comment... i

Date fields cannot be

left blank. S Hb |
Lloze !

[
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3. Click Print. The Print dialog will appear.
4. Click OK.

Report Layout (Sample)

Escrow Account Reconciliation Summary Report

Selection Criteria
Trust Account RE Trust Account Description: Real Estate Trust Account
Transaction Date From: 0601702 Through: 062802

Escrow Trial Balance
Escrow Trial Balance as of 06J28/02 ..o 289,667.86

Book Balance

Beginning Balance on 06/01/02 75.00

FPlus Total Receipts 1,663,716.35

Less Total Disbursem ents 1,374,123.49

Ending Balance on 06428102 ... 289,667.86
Bank B alance

Statement beginning balance should read 100.00

Statement ending balance should read 249,011.00

Minus outstanding checks as of 06/28/102 .. 315,437 .57

FPlus deposits in transit as of 06/28/02 ....... 358,594.43

Bank balance as of 06128102 .o 292 167.86
Adjusted Bank Balance

Bank balance as of 06/28J02 ... 292,167.86

Net Adjustments as of 06428102 2,500.00

Adjusted Bank Balance as of 06128102 ..o e 289,667.86




254 SoftPro Standard Edition User’s Guide

£l

H

—C =T — o I
-3 —

Note:

Previewing a Report On Screen

You can preview a report by clicking the Print Preview button on any report criteria dialog.

For example:

Deposit Ticket Report

Trust Account: I Frrint.... |

Date Criteria

x

Starting Date:l I

Ending Date: [ / /

Bepart Comment. ..

TI Frint Prewiew...

Help |

The print preview window features buttons to scroll through multiple pages, print, and zoom.

7

4 4 10of4

Use the arrow
buttons to jump to

= |% & ||1nuz _v||

nt IAdjust zoom Click the
Maximize

the first page,

Total:174

1003

Pri j i i
prewous page, next expand to
page, or last page. Rpgeipts & Disbursements Report - All R|qscreen

174 of 177

[_1M] x|

button to

Selection Criteria view.
Trust Account . RE Trust Account Descripti
Transaction Date From: Throu
Cleared Date From: Throu
Ref/Ck Transactich
No. Date Medium Firm File ID Payee Name
Receipts I
05531502 FIRM Firm
QErtroz WAYMNE FroFarm generat
QEr04roz BREMDLE FroFarm generat
Q604102 BREMDLE Charles F. Brend
Q6052 LIVIMGSTOMN
AFEMAOINT HiorslIE

FroFarm generat
PrnE nrrm nnnn:illl
kL

To close print preview, click the close button .
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@ Optional Report Comments

You can enter an optional comment to appear on any report by clicking Report Comment on
the report criteria dialog. For example:

H

Statement Proofing Register

Trust Accolnt: IHE Erirt... |

Diate Criteria Print Presiew. ..

% Bank Statement Date Statement Date:lth"'I 0/2002 Repart Comment... |
|

" Cleared Date Fange  Cleared Date Frorn:l i Through:l £ Help

—C—-T—0I
-3 —

Report Comment [ %]

Repart Comment
IMalch reconciliation report]
Cancel |

In the example above, a subtitle is being added to a Statement Proofing Register for
clarification. The statement date is July 10" but the Proofing Register is for the March
reconciliation.

To add the subtitle:

1. Click Report Comment. The Report Comment dialog will appear.

2. Enter March reconciliation report.

3. Click OK.

4. Click Print to print the report. The comment will appear directly below the report title.
For example:

Statement Proofing Register - Brief
March reconciliation report.

Selection Criteria
Trust Account: RE Trust Account Description: Real £atate Trust Account
Statement’/ Cleared Date: 04/70402
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. SoftPro

Chapter 14. Positive Pay

In this chapter:

B USING POSITIVE PAY ... e e e e 258
B POSItiVE Pay LOG File...coii it e e e e e 261
Overview

m  Positive Pay is a SoftPro utility that will create a file containing a list of checks to be authorized for
payment. Before the file is made, you decide what date range of checks you want included in the
file.

m  Positive Pay compiles the file of all checks that fall within your date range, and then you are
prompted to save it. After saving the file to the folder or disk of your choice, you can send it to your
bank.

m  The checks can then be authorized for payment by the bank, thus helping to prevent illicit check
writing. Positive Pay is a great additional security feature to your SoftPro for Windows system.
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Using Positive Pay

Run Positive Pay by running the file PTWinPPY .exe, which by default is installed to the SoftPro
directory. You can run PTWinPPY.exe using Windows Explorer, My Computer, or Start/Run, or by
adding a shortcut to Positive Pay on your desktop. The following instructions explain running
Positive Pay using Start/Run.

Click Start/Run.
2. Enter the path to the Positive Pay program file PTWinPPY.exe. For example:

Run i

Type the name of a program, folder, document, or Internet
resource, and Windows will apen it for pou.

Open: IEZ".PIDQIEI‘H Files\S oftProsPTWwWinPEY . exel :j

0k i Cancel ! Browse. .. 1

Note: Instead of entering the path, you can search for PTWIinPPY .exe by clicking Browse.

3. Click OK. The main screen will appear.

o Positive Pay for Windows

Eile “iew Help

2

Positive Pay will create a file ta be zent to the bank that listz all
checks to be honored for a specified date range.

Click the button belows to begin the Positive Pay process.

Begin Positive Pay Process.. i

Click this button ta view a histor Fuasitive Pa L
of Pogitive Pay export file results: RS It L)

Ready [ oM 4
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4. Click Begin Positive Pay Process. If there is more than one bank definition file detected on
your system, the Select Bank Definition File dialog will appear.

select the Bank Definition File x|
[lescription | Trust Account Code | |DK|
First Bank RE2

GeraldD ean Bank. r4JH Cancel |

Note: If you only have a single bank definition file on your system, the Select the Bank
Definition File will not appear. If there is no valid bank definition file detected, an
error message will appear. Contact the SoftPro Solution Center if you receive this
error message for assistance.

5. Click the bank account you want to use.
6. Click OK. The Enter Date Range dialog will appear.

Enter Date Range 5'

Tranzaction Date From: |D2£DEHEDD1 Through: I‘I 2/05/200
1% I Cancel |

"Date Criteria

7. The current system date will appear by default in both the From and Through fields. You can
change the date range as necessary to get the list of checks you want. Checks with
transactions that fall within the date range you enter will be displayed.

8. Click OK. The Select Checks dialog will appear.
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Select Checks

TAL: IHE2
From Date:|02205/2001 Through Date: |1 2/05/2001
Murber | Date | Fil= 1D | Papee Mame | Arnount I Selected I
125 08/15401 20010806 Tom Rizzo 453.00 X
126 08/25/01 20010806 5 amuel Cozintine 20050 K
13 08/27/01 20010806 First Ever Savings and Loans 1250.93

Unselect |

Rashees

1

f62 12/02/m 20011201 Paul Harrirton 435.63 Select Al
563 12/04/01 20011201 Peter Detingela 4530.00 ;I
Unselect Al |

ak. | Help | Cancel |

9. Select the checks that you want to include in the positive pay file that you will send to the bank.
To select a check, click it and click Select. To select all checks at once, click Select All. To
undo a selection, click a check and clicking Unselect. To undo all selections at once, click
Unselect All.

10. After selecting checks, click OK. A message will appear.

ProTrust for Windows {(PTWIN-014)

11. Click Yes to continue. The Save As dialog will appear.

12. Select the drive and folder to which you want to save the Positive Pay output file.

13.

Enter the name you want to give the positive pay file in the File name field. It is not necessary
to add an extension. By default the file will be saved with the .txt extension. For example:

21X

x|« @k E-

=] matttest, bk
=| ReadMe, bxt

File: name:

|20011204

Save I

Save as type: I Test Files [ kat)

j Cancel |

A
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14. Click Save. A list of checks that have been added to the positive pay file will appear.

Positive Pay Complete x|

The Positive Pay process is complete and the export file has been saved at
[eAPTWAnPPY 20011204 .tk 1t iz pour responsiblity to zend thiz file on to the bank.

Tranzaction | Mumber | Date | Payee Mame | Amount |
Check 125 0841501 Tom Rizzo 453.00
Check 126 08/25/001  Samuel Cozintine 200.50
Check 131 082707 First Ever Savings and Loans 125099
Check 320 10A15/00  Mimi Pest Service 231.50
Check 321 12/04/01  Rasheed Yompe 1234.00

o |

15. Click OK to close or Print to print a report of the checks that have been included.

“@» It is your responsibility to deliver the Positive Pay file to your bank. You can copy the output file
that is created to a disk, or send it as an e-mail attachment.

Positive Pay Log File

Each time you use Positive Pay, a log file is created that contains information about the checks that
were included. This is a text file that can be opened by clicking Positive Pay Log on the main
screen.
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Chapter 15: ProClear

In this chapter:
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m Selecting a Bank Data File..........c.uiiiiiiii s 265
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B Cleared TranSaction EITOrS ........ocuuiii ittt e e e e e e 268
B TroubleShOOtiNG EITOrS. ......cuuiiiiiiieiee e 268
Overview

With ProClear, you can import bank data files containing cleared transactions and reconcile them
with ProTrust for Windows. ProClear provides comprehensive feedback to you, identifying duplicate
transactions and other errors in a report that you can print and use to manually clear any problem
transactions.
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Bank Definition File (CTI)

The Bank Definition file (CTI) created for you by SoftPro contains information that is particular to
your bank and firm. It is named with the extension .cti and is included on the disk you received with
ProClear. Before using ProClear, this file should be copied to the SoftPro program directory (for
example, \Program Files\SoftPro\).

Bank Data File Containing Transactions

The bank data file containing transactions is the text file that you receive from your bank containing
the cleared transactions that ProClear uses to reconcile your ProTrust database. This file can be
copied to the directory of your choice before using ProClear.

Launching ProClear

The ProClear program file is named PTWInCTI and is installed to the SoftPro program directory
(\Program Files\SoftPro\).

You can run ProClear by selecting Start/Run and browsing for the PTWinCTI file (see Figure 1), or
by double-clicking the file in Windows Explorer.

fgpTwncT

Lookin: I@SDf‘tPrD ﬂ gl
herge FDoccany B PN
F1Rpts TBPIWIN BArrogress
pllocks EA P 1winlpg
PiRpts PdDWCor
FTLocks & pbwin
FiRpts 4 Pflkcony
PxFipts 4 piwin
FdyDocs ﬁPIWIN ESPSQLREQ

File nhame: IPTWmCTI

Files of type: IPrograms LI Cancel
A

Figure 1. Browsing for the PTWinCTI program file
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Main Window

After launching ProClear, the main window  PPliaace i hernan RIS
will appear on your desktop. (See Figure F‘; |V‘9W el
2.)

It is advised that you run a Missing Checks

PraClear will read transactions from a bank data file and clear these

Repor[’ and Transferred Funds Repor[ from tranzactions in the ProT st Database.

: : ; Before pou begin the ransactions clearing process, it is recommended that
F’roTrust before Clearlng transaCthnS Wlth youl run the following reports for the trust accounts you are reconciling:
ProClear. You can close ProClear by 1] Missing Checks Report

. R . . 2] Transferred Funds Report
selecting File/Exit, run these reports with

ProTrust, and
then begin again.

Click the button below ta begin the transactions clearing process.

Begin Tranzactions Clearing Process... |

When you are ready to begin, select Begin
Transactions Clearing Process... on the

Click, thiz button to view a history of the FroClear L
main window. bark data files ProClear has processed: (=LY L

Ready [ hm [ A
Figure 2. Main Window

Trust Account, Bank Data File, and Cleared Date Option Screen

After clicking Begin Transactions Clearing Process... on the main window, the Trust Account,
Bank Data File, and Cleared Date Option screen will appear. (See Figure 3.)

Trust Account, Bank Data File, and Cleared Date Option ] x|

Trust Account Code / Bank Account Number Setup I
Path ta the bank data file
containing the tranzactions: Il Bmwse...l
Cleared Date Option

{+ Clear ranzactions with the following cleared date: I L

" Clear ransactions with the bank data file's cleared date

Ok I Cancel |

Figure 3. Trust Account, Bank Data File, and Cleared Date Option screen

Selecting a Bank Data File

Enter the path to and file name of the Bank Data File that you have received from your bank. For
example:
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Path ta the bank data file - - — -
containing the transactions; D:MFifthT hirdhB ankD ataFile_FifthT hird. bt

Or, click Browse..., select the bank file, and click Open. (See Figure 4.)

2%

Look ir: | ‘4 FifthT hird <] « & cf E-

BankDataFile_Fifth Third, bxt

File: narme: IBankDataFiIe_FifthThild.t:-:t Open I
Filez of type: I j Cancel |

Figure 4. Browsing for the Bank Data File

4

Choosing a Cleared Date Option

After choosing the bank data file, select a cleared date option. You can choose to clear
transactions with the date found in the Bank Data File or another date that you specify. In the
example shown below, all transactions will be cleared with a 03/31/2001 date:

¢ Clear tranzactions with the following cleared date; |D3a’31 s2001|

After selecting the Bank Data File and cleared date option, click OK to begin the clearing process.

Clearing Transactions

After you click OK to begin clearing, a series of three warning messages will appear. These
warnings are there to remind you to backup your ProTrust database before clearing transactions
and to be sure that all users that share ProTrust across a network save their work and exit for the
duration of the clearing process. Select OK on each warning message to continue, or Cancel to
abort.

ProClear will read the bank data file containing the transactions then attempt to find a matching
transaction in the ProTrust database. The Cleared Transactions Summary screen will appear as
transactions are cleared. When ProClear has finished clearing transactions, a message will be
displayed recommending that you run several ProTrust reports. Click OK to continue. (See Figure
5.)
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Cleared Transactions SUITI:I':I: |
Cleared Check #2574 for $1.90 on 03/31./2001 Pritit.. |
Cleared Check, #2486 for $22.76 on 03/31/2001
Cleared Deposit for $3857.83 on 03,/31 /2001 Pririt Presiew. .. |
Cleared Deposit for $351502.03 on 03./31 /2001
Cleared Mizcellaneous item for $137617.95 on 03/31 /2001 Fieport Comment... |

The tranzactiohs o :|:|r|'||:||E=|.E=!

ProTrust for Windows (PTWIN-277) T X| |

1) Stakement Proofing Reqgister
21 Mulkiple Ledger Balance Report
3 Qutstanding Receipts and Disbursements

Y I—

@ It is highly recommended that wou now run the Following reports in ProTrust:

OMLY

Cloze |

Figure 5. Cleared Transactions Summary

The Cleared Transaction Summary Screen

The Cleared Transactions Summary screen reports each transaction that ProClear attempted to
clear. You can print and save the report by using the Print and Save buttons. SoftPro recommends
printing this report if errors are reported. You can use the report to correct errors. In this example,
all transactions were cleared successfully:

Cleared Transactions Summary (5 lines were loaded) ﬂ
Cleared Check #2574 for $1.90 on 03/31/2001 Print... |
Cleared Check #2486 for $22.76 on 03/31/2001
Cleared Deposzit for $3857.83 on 03/31/2001 Print Prewiew. . |
Cleared Deposzit for $351502.03 on 03/31/2001
Cleared Mizcellaneous itern far $137617 95 on 03/31,/2001 Feport Camment.... |

:|E=.E|rir'|g proc :|:|I'|'||:||EtE=!

Save |

Print 4 Save Criteria
& Include ermor ines DMLY
r ]

4 | | _'I Ihclude ALL lines

Cloze I
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Cleared Transaction Errors

In the following example, two errors were found:

Cleared Miscellanenus itern for $1.37617.95 on 02/01/2001

2aring pi npletel

Print / Sawe Criteria

( | _'I  Include ALL lines

& |nchude emor ines DMLY

x|
ERROR: Mo matches were found for line #1 [Check #2574 for $1.90 cleared on 0142 Frint. .. |
ERROR: TRANSACTION ALREADY CLEARED: line #2 [Check #2486 for $22.76 ol
Cleared Depogit for $3857.83 on 01,/12/2001 Fririt Prewiew. .. |
Cleared Deposgit for $351502.03 on 01./15/2001

Report Comment.... |
Save |

Cloze |

m  No matches were found for check #2574.
m  ProClear discovered check #2486 to be already cleared.

Troubleshooting Errors

A transaction may not be cleared for a number of reasons. One case in particular occurs when
multiple deposits are found by ProClear in the ProTrust database for the same amount. The error
message is as follows: “ERROR: Unable to Clear. Multiple matches found in the ProTrust
Database for line...” ProClear is not able to determine which of these deposits should be cleared

in this case, therefore it is up to the user to clear these transactions manually.

The user should investigate errors such as these further. Click Print to print the error report. When

you are finished viewing and printing the report, select Close to return to the main ProClear

window. Select File/Exit on the menu bar of the main window to close ProClear.
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Overview

Create and maintain your own database of title index records with Prolndx. To compile a database
of records, you can import data from ProForm files or enter records manually.

The Prolndx Search feature gives you the power to use wildcards and extensive search criteria to
find the records you need when you need them. And, Prolndx comes with the ability to print a
record or preview it on screen. (See page 276.) Each Prolndx record contains descriptive
information about the property and instrument, including:

Two customizable file identifications

Buyer/borrower and seller names

Lender name and code

Property address, Map references, Parcel fields, Section/Township/Range data
Document name and recording date

Three optional fields that can be customized by the user for any purpose (for example,
restrictive covenants, sales price, or loan amount)
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Adding a Title Record

1. Click Record/Add New Record. (Or click

=l on the tool bar.)

2. Fillin the information you want to add to the new record. For example:

= Title Index Information

File Date:IDSHEId.QEIDS
Recorded Date:l dd

Firrmn FiIeID:ISMITH ID-2:|

Seller!F‘Iaintiff.fGrantu:ur:lSmith,J ackzon

Buyer/D efendantr’Glantee:IM arshall,Sam

Lot/ it Numher[$]:|23
B|DCk.-‘ISECliDﬂ.-"PhaSBII-'1.-"2.-"2

Addition Subdivision:lM il alley

Shreet Numher:l'l 03 Street Name:IHEﬂSan gy

Fioute Numher:l I:ity:l Canbora

Acteage:h 2 CDunt_l.J:I Qrange

State:|MNC

Other - 1 :I

Other - 2:|

Other - 3:|

ID-3:|
Back FiIeID:I

Ducument:IMortgage JBUUkHF’age;":IMMEE Agent File ID:I

Agent Eode:ILAWSDN
Lender Code: IUSAEANK

—Section / Townzhip / Bange——

Section: I_
Townzhip: I_ I_
Hange:l_ I_

W‘ Parcel Fields: Iﬁ

Mw [T Ne | Nw [ [ Me
Sw [ [ Se 5wl [ Se

MNw [T Ne | Nw [ [ Ne
Sw [ Se (5wl [ Se

Bl Ed

3. Press <Ctrl> and <S> to save the new record.

Importing a ProForm File

1. Click File/Import a ProForm data file. (Or press <Ctrl> and <I> together.)

2. The Open dialog will appear. Browse for the ProForm file you want to import.
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Lock i [ 3 SPwiN - cif
|_1PTLocks ﬁ 2002060001, FFD
|1 PtRpts ﬁ 2002060002 PFD
|1 PTWinRR & 2002060003, PFD
|1 PuRipts ﬁ 2002060004.FFD
| RdvDocs W
{1 Setup Searchl.pid
] []
File narme: ILinda.pfd Open I
Files of type: | ProForm Files [* pfd) =l Cancel |/

A

3. Click Open. Data from the ProForm file will be imported.

Import / Export E

Loading data fieldz. Pleaze wai...

4. A new title record will appear.

- Title Index Information
Firm FiIeID:ILIND.& ID-2:| 0453430470785208 ID-3:| 04337433584753875

File Date:lUQ.-‘??.-"EUUU Back File ID:I
Document:l a"Booka"F'agex':I Agent File ID:I

Recorded Date:lm Agent Code:l—
Sellen"F‘Iaintiff;’Glantor:l Jerking, 5 am Lender Code: Ir
Buyer/Defendant/G rantee:l Smith,Linda — Section / Townzhip / Range——
Lat/Unit Numher[s]:l23 Sellire I_
Block/Section/Phase:[/B4/53/F1 Tt [ —
Additiona’Suhdivision:lCleekstone Subdivision Hange:l_ I_
Street Number:lr Street Name:IWhite Cairt W‘ . ,ﬁ
Foute Number:l— Eity:lF!aIeigh— State:lﬁ M - e |[Mw - He
Acreage:l2_5— Eounty:l\'\-ﬁalma— Sw [T Se|Sw [ 5e
Dther-1:l New [T He|Nw [ Ne
Dther-Z:I Sw [ Se|Sw [ Se
Other - 3:| M Ii

5. Click File/Save to save the new record.
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@ Exporting a File from ProForm to Proindx

H You can export a file from ProForm to Prolndx using the ProForm Export feature.
=]
H
| i In ProForm, open the file you want to export.
+] n % Click File/Export.
f i 3. Click Export to Proindx Standard Edition. For example:
us R x|
[

[T Export bo FroTiust Enterprize Edition
[ Export bo Pro1099 Standard E dition

¥ Expoit bo Prolnds Standard Edition
| F, I Help Cancel

4. Click OK. Prolndx will open and a new record will appear. Press <Ctrl> and <S> to save
the new record.

Searching for a Record

Click Search/Enter Search Criteria. (Or click ﬁl on the tool bar.)

2. A blank Title Index Record screen will open. Enter search criteria using as many of the fields
as you like. You can use wildcards to enhance your search. To recall all records, leave the
search criteria blank. For example, if you wanted to find a record with a closing date in January
with a buyer named John Smith, enter the following criteria:
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I Title Index Infarmation

FmFlel:[ oz oz

File Datef01/01/2003 — [01/31/2003 4l BackFielD:|
Document:l— a"Book.n"F'age.n’:l— Aagent FiIeID:I—
Recorded Date:l s = | s Agent Code:l—
Seller/Plaintiff /G rantor:l Lender Code: I—

Bu_l,ler.n"Defendant.f’Grantee:ISmithJDhn _ —Section / Township / Range—

Lot/ nit Number[s]:l Section:l_ - l_
BIDckaectioan’hase:l Township;l_ = l_ l_
Addtiond Subdivision| Range| = [ |
StreetMumber]  Steet Mame] [Mw]  ParcelFields.  [NE |
Foute Number:l Cit_l,l:l State:l— Mo [ Me|Mw [ Ne
.&creage:l Eount}l:l Sw [ Se|Sw [ [ Se
Dther-1:| Nw [T Ne|Ma /[ Ne
Dther-2:| Sw [ Se|Sw [ [ Se
Other - 3:| % Ii

3. Click Go il on the toolbar. The first record that matches your criteria will open. The status
bar at the bottom of the screen will tell you how many records matched your criteria. For
example:

Records; z

4. Use the arrow buttons on the toolbar to scroll between matching records.

Previous

|
First Ledger |4 | 4 | 2 | I | Last Ledger

Mext

5. To view a list of matching records, click on the toolbar or select Search/List of Ledgers.

+¥ SEE ALSO:
m  “Using Wildcards” on page 12.

Menu Bar

Each Prolndx menu contains a drop-down list of File Edt Search Recard Heports

commands. For example, you can import a Import a PraFarm data file...  Chrl+l
ProForm file, print, or exit using the File menu.

Print Prewiew...
Print Setup....

Note: A menu can be selected with the mouse, or,
with the keyboard by pressing <Alt> together
with the letter in the menu name that is E xit {

!

K.evhoard shortouts are available for

zome mend items. Faor example, bo priat,

wou can select File/Print or press <Chl
and <P together.
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underlined. For instance, to access the File menu without using your mouse, press <Alt> and
<F>.

Prolndx Menus

File Import data from an existing ProForm for Windows file, print or print preview the
current record, adjust printer settings, or exit Prolndx.

Edit Use Windows Undo, Cut, Copy, and Paste commands.

Search Enter search criteria, clear the search screen, begin a search, or display a list of
matching ledgers.

Record Add a new record, delete the current record, cancel to return to Empty Mode, save
changes to the current record, or view the first, last, previous, or next matching
record after a search.

View Hide or show the Tool bar and/or Status bar.

Tools Edit the Prolndx shell record, use Prolndx database utilities or view database
information, and access Prolndx Preferences.

Help Access the Prolndx on-line help system or read program information about Prolndx
for Windows and access system information.

Tool Bar
Import Clear View List
Cancel ProForm Search of Matching
Copy F'rllint Add Hﬁcurd Se:-.{rc:h Fi!LE Filelds Hje-::urds
)
cu-{R[E[@] S W[ DI [ EH] B Sl EE] 2]
| ] | | | ]
Paste Browse Records Delete Save Enter Go About

Found in a Search HRecord HRecord Search [Begin  Prolndx
Criteria Search]

Shell Record

To avoid the job of entering the same information over and over again with each new record, enter
the information once into the Prolndx Shell Record. The information you enter into the Shell Record
will be copied automatically to every new record you create.

1. Select Tools/Edit Shell Record from the Prolndx menu bar.
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& Prolndx for Windows
File Edit Search FRecord Reports Miew | Tools Help

Edit Shell Record...

2. The Prolndx Shell Record screen will appear. Enter the information that you want copied to

each new record.

Click to clear the screen so you
Prolndx Shell Record cah enter new information.
— Prolndx Shell Recard | :

Firmn File 10: D2 102 Clzar Al Shell Fields |
File Date:l A Back File ID:I | ok I
Document:l .-"Book.-"F'age.-":I Agent File ID:| Help |

Recorded Date:l I Agent Eode:l c I

Lancel

Seller/Plaintiff/Grantor|
Buyer/D efendant.-"Grantee:l

Enter the

information that you want

copied to each new Prolndx record.

Lender Code: I

Click

ord ar

Use a5 many of the fields as vou like — Section / Townzhip / Range| OK to sawve the Shell Rec
LatAUnit Number[s]:I_ y ¥ . Section:l_ Cancel to close without saving.
BIockaectioan‘hase:l Township:l_ l_
Addition/ S ubdivision| A .
Street Number:l Street Name:l
. W‘ Parcel Fields: ’E
Foute Number:l Clty:l State:l
MNw [T Ne|[Mw [T Me
Acreage:l Eounty:l Sw I Se|Sw | Se
Dther-‘l:l Mw [ Ne|Mw [T " MHe
Dther-2:| Sw [T Se | Sw [T Se
Other - 3:| M li
3. Click OK.
Note: Information that is copied to a new record from the Shell Record can be edited.

Editing a Shell Record

You can edit the Shell Record at any time by selecting Tools/Edit Shell Record. Edit the
information as necessary and click OK on the Prolndx Shell Record screen to save your changes.

Printing a Title Record Report

1.

ﬁ Prolndx for Windows
Fil= Edit

Search Record

2.

Beports  Wiew Toolz Help
Frolnds Title Index Record...

Select Reports/Prolndx Title Index Record.

The Prolndx Title Record screen appears. Enter your report criteria.
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Prolndx Title Index Record X

~ Prolnds Title Index Record
Fimfiel] oz oz

File Date] / / -7 Back File 0] __PintPregien.. |

Document:l— x’Bookx’Pagex’:l— Aaent FiIeID:I— Beport Commerit... |

Recorded Date:l A - | A Agert Eode:l— Help I

Seller/Plaintff/ Grantor| Lender Code:| Close |
By Dot Enter report criteria in all, none, or any . g . =
l_ comhbination of fields. The records that match sl e s

Lot/Unit Numbe'[slil_ the criteriayou enter will be included in the report. secuon;l_ - I_ -
B|0c:k.-"Sec:tion,r'Phase;|_ Ifyou leave allfields blank, every record will be rownship-l_ _ I— I— Clear All Fields
Addition S ubdivis l_ included inthe repart. :
KON o ADIVISIoN: E
St Number] St Name] Range| | ~[ [ Clears the screen 5o vou
regl urnber: reel anne:; : :
. W‘ Parcel Fields: ,ﬁ can enter new Criteria.
Foute Number:l Elty:l State:l Ne - Ne|Nw I N
W 2 W 2
Acreage:l Count}l:l Sw [ [ SelSw [ Se
Dther-‘l:l W 77 MNe|Hw [T Ne
Dther-2:| Sw [ Se(Sw [ Se Farmat Options
_al G SE & Brief Farmat
Other S'I ’7(' [Dietailed Faormat
I
|
Brief Format - Frint Firm File 1D of records only.
Detailed Format - Frint all information for records.

3. Click Print. The Print dialog will appear.
4. Click OK.

@m You can use wildcards when entering your report criteria to widen the scope of a report.
See “Using Wildcards” on page 12.

Print Preview

To view a report on screen, click Print Preview after entering your report criteria. The report will
open in a separate Print Preview window. You can use the controls on the Print Preview toolbar to
zoom in and out or print the report.
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In this chapter:

B Adding 1099-S RECOIAS .......uiiiiiiiiiee et e e e e e e e e e e e e s aaeeeaaeeeaaans 278
m Exporting a File from ProForm to Pro1099 .........c.oiiiiiiii e 278
B 1099-S Record INfOrmation ............coiiiiiiiieiiiiiee e 281
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Overview

Pro1099 automates the preparation of your 1099-S forms for submission to the IRS. 1099 data can
be imported from ProForm, or entered manually in Pro1099. Print Substitute 1099-S forms to give
to sellers, and when it is tax time, use Pro1099 to transfer all of your yearly 1099-S data to a
specially formatted file. You can choose to save the file to a disk and print labels to mail your
submission, or you can submit electronically using the IRS FIRE System. (See Chapter 15,
“Pro1099 Submissions” in the SoftPro Administration Guide for help.)

@‘» As part of the initial setup of Pro1099, you must fill in the Transmitter/Payer Information
screen in order to generate a correct “A” Record of the 1099-S form. A 1099-S submission can
be rejected if it is missing transmitter/payer information. You can access the Transmitter/Payer
screen by clicking Tools/Transmitter/Payer Information. See “Enter Your TCC Code” on
page 259 of the SoftPro Administration Guide.
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Adding 1099-S Records

You can add records to Pro1099 in three different ways:

®  While in ProForm, you can export a file to Pro1099 to create a new record.
m  While in Pro1099, you can import a ProForm file.
m  Create a new record in Pro1099 manually.

@ Exporting a File from ProForm to Pro1099

H You can export a file from ProForm to Pro1099 using the ProForm Export feature.
=
H
| i 1. In ProForm, open the file you want to export.
p n 2. Click File/Export.
f t 3. Click Export to Pro1099 Standard Edition. For example:
| 4

[T | Export to PraTrust Enterprize Edition
Iw. E=port to Pro1099 Standard E dition
[~ "Export to Prolnds Standard E dition

k. I Help Carnicel

4. Click OK. Pro1099 will open and a new record will appear. Press <Ctrl> and <S> to save
the new record.
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Importing a ProForm File in Pro1099

1.
2.

5.

In Pro1099, click File/lmport a ProForm data file. (Or press <Ctrl> and <I> together.)

The Open dialog will appear. Browse for the ProForm file you want to import.
Look i [ 3 5PwiN =] ci|

|_1PTLocks ﬁ 2002060001, FFD

|1 PtRpts ﬁ' 2002060002 FFD

|1 PTWinRR ﬁ 2002060003 FFD

|1 PuRipts ﬁ 2002060004 FFD

| RdvDocs W

{1 Setup Searchl.pid

4] [+]

File narme: ILinda.pfd Open I
Files of typs: [ ProForm Files [* pfd] =l Cancel |/
A

Click Open. The 1099-S data in the ProForm file will be imported.

Import / Export E

Loading data fieldz. Pleaze wai...

A new record will appear.

r Information NOT submitted to the RS

[~ 10995 fumished to seller Comment:l
™ Tax D solicitation signed

r— Information submitted ta the IRS

Firm File 1D: |LINDA ™ Property or Services received

IRS Marne Contral: IJenk
Seller Mame - Last, Firsk: IJenkins, Sam Tax 1D/ SSN:I
Cantinuation of Name:l Taz 1D / SSN:I

Address:lF‘.D. Box 1002 I Foreign Address
Cit_l,l:IF!aIeigh State:INC Zip:l23455
Legal D escription: |1 M White Cowt/R aleigh NC 23456
Special ['ata Entries:| Tax D Type
| Carection Status—————————— | Individual
Settlement Date: | 09/27/2003
' Thiz is hot a comected raturm & Corporation
Gross P'0033d33| 300,000.00 " One part of first of two part carection  Other
Euyer's Part of R/E TaH:I " Second of twa part canection " Exempt

Click File/Save to save the new record.
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Adding a Record Manually

1.

2.

3.

Note:

Click Record/Add New Record. (Or click on the tool bar.)

A blank 1099-S record will appear. Fill in the information you want to add to the new record.
For example:

r—Infarmation HOT submitted to the IRS

™ {0855 fumished to selled  Comment:
[ Tax D solicitation signed

r— Infrmation subritted ta the IRS

Firrn File 10: |2DE|3E|401SF' [ Property or Services received
IRS Mame Contral: |Happ

Seller Hame - Last, First: IHapp_l.J Horme Builders, Inc. TaxlD / SSN:I

Continuation of Name:l TaxlD / SSN:I

.-’-‘-.I:Idless:IF'.D. Bowx 1002 ™ Foreign &ddress

Eit_l,J:IF!aIeigh State:INE Zip:|23458

Legal Description: |1 23 Country Club Drive/Faleigh MC 23456

Special Data Entries: |

Tax D Type
Sattlernent Date: |D2.-"1 B/2002 Carrection Status————————— i Individual
& Thiz iz not a corected return ' Corporation
Gross F'roceeds:l 300,000.00 " One part or first of two part comection " Other
Buyer's Part of B/E TaH:I = Second of two part comection ™ Exempt

Press <Ctrl> and <S> to save the new record.

You can add or edit information in a record by recalling it later. See “Searching for a Record”
on page 283.




Chapter 17 Pro1099 281
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1099-S Record Information

Information not submitted to the IRS

1099-S furnished to seller:  Select this checkbox if a copy of the 1099-S has been furnished
to the seller.

Comment: Enter any information here for record identification or general
notes. This information will not be included on any IRS
submission file you create with Pro1099.

Tax ID solicitation signed:  Select this checkbox if the seller has signed the TIN
certification.

Information submitted to the IRS:

Firm File ID: Enter the record’s firm file identification. Each record
should have unique firm file identification.

Property or Services Received:  Select this checkbox if the transferring party received or
will receive property (other than cash and consideration
treated as cash in computing gross proceeds) or services
as part of the consideration for the property.

Tax ID / SSN: Enter the Social Security Number (SSN) or Federal Tax
Identification Number (TIN) of the seller. A Federal Tax
Identification Number (TIN) is usually used for
corporations, partnerships, sole proprietorships, trusts, or
businesses and entities other than individuals.

Note: A second Tax ID / SSN field also appears on the 1099 record screen to comply with
IRS regulations regarding the “Certification For No Information Reporting on the Sale
or Exchange of a Principal Residence.” The IRS requires that a separate Certification
form be signed for each seller. If the seller is a husband and wife, both are required to
sign a Certification.

IRS Name Control: Enter an abbreviation of the seller name. The default for
this field is the last name of the seller.

Seller Name — Last,First: Enter the seller name involved with the closing. Enter the
last name, a comma, and the first name. Do not include a
space after the comma. (For example, for John Smith,
enter Smith,John.)
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Continuation of Name:

Address:, City:, State:, Zip:,
Foreign Address:

Legal Description:

Special Data Entries:

Settlement Date:
Gross Proceeds:
Buyer’s Part of R/E Tax:

Tax ID Type

Correction Status

Enter the seller's spouse’s name or a continuation of the
seller name. Enter the spouse’s name in last name, first
name format.

Use these fields for the street address, city, state, and zip
code of the seller. If a foreign address, select the Foreign
Address checkbox as well.

Enter the property address (including street address, city,
state, and zip) and legal description (including section, lot,
and block information if applicable) of the property. For
timber royalties, enter TIMBER.

Enter any special data to identify this record during a
search.

Enter the closing settlement date.

Enter the seller’s gross proceeds.

Enter the amount of the buyer’s part of real estate tax.
Select the checkbox for the appropriate tax identification
type. To exempt a 1099 record from the IRS reporting file,
select Exempt Individual.

If this is a corrected return, select One part or first of two

part correction or Second of two part correction. The
default for this field is This is not a corrected return.

Creating a 1099-S Submission File

For instructions on using Pro1099 to create a 1099-S Submission file for the IRS, see Chapter 15,
“1099-S Submissions” in the SoftPro Administration Guide. There you will also find instructions for

submitting on disk or electronically.
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Searching for a Record

Click Search/Enter Search Criteria. (Or click ﬁl on the tool bar.)

2. A blank 1099-S record will open. Enter search criteria using as many of the fields as you like.
You can use wildcards to enhance your search. To recall all records, leave the search criteria
blank. For example, if you wanted to find a record with a closing date in May 2003 with a
property located in Raleigh, enter the following criteria:

r~ Infarmation MOT submitted to the RS
™ 10995 fumished to sellsr Eomment:l

[T Tax D solicitation sighed

r Information submitted to the RS
Firmn File ID:| [ Froperty or Services received

IRS Mame I:ontn:nl:l
Seller Marme - Last, First: I TaxlD / SSN:I
Continuation of Name:l TaxlD / SSN:I
.-’-‘«ddress:l ™ Fareign &ddress
Eity:lF!aIeigh - State:l Zip:l

Legal Descriptinn:l

Special Data Entries:l Taz 1D Type
Settlement Date: [05/01/2003 ~ |05/31/2003 Corection Status ) et

[ Thiz is not a corrected retum ™ Corporation
Gross Praceeds: - [" Ore part or first of bwo part comection I Other
Buper's Part of F/E Ta: _ [ Second of two part comection [ Exempt

3. Click Go il on the toolbar. The first record that matches your criteria will open. The status
bar at the bottom of the screen will tell you how many records matched your criteria. For
example:

Records; z

4. Use the arrow buttons on the toolbar to scroll between matching records.

Previous

|
First Ledger |4 | 4 | 2 | I | Last Ledger

Mext

5. To view a list of matching records, click on the toolbar or select Search/List of Ledgers.
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+¥ SEE ALSO:
m  “Using Wildcards” on page 12.

Menu Bar
Each Pro1099 menu contains a drop-down list of Eile Edit Search Record Heports
commands. For example, you can import a Import & ProFarm data file...  Chil+l

ProForm file, print, or exit Pro1099 using the File

menu.

Note: A menu can be selected with the mouse, or, Frint Setup...
with the keyboard by pressing <Alt> together
with the letter in the menu name that is
underlined. For instance, to access the File
menu without using your mouse, press <Alt> some mend ibems. For example, b print,
and <F>. wou can zelect File/Print or press <Cl>

Print Prexwiew...

E it (
!
K.evboard shortcuts are available for

and <P together.

Pro1099 Menus

File Import data from an existing ProForm for Windows file, print or preview a report for
the current Pro1099 record, adjust printer settings, or exit Pro1099.

Edit Use Windows Undo, Cut, Copy, and Paste commands.

Search Enter search criteria, clear the search screen, begin a search, or display a list of
matching ledgers.

Record Add a new record, delete the current record, cancel to return to Empty Mode, save
changes to the current record, or view the first, last, previous, or next matching record
after a search.

Reports | Print a List of Database Records, Exceptions Report, Substitute 1099-S Forms, or
actual 1099-S Forms for a range of records.

View Hide or show the Tool bar and/or Status bar.

Tools Enter Transmitter/Payer data, create a 1099-S submission file, or delete multiple
1099-S records.

Help Access the on-line help system, read program information, and access system

information.
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Toolbar
Import Clear ¥iew List
Cancel ProForm Search of Matching
Copy Prllint Add Hl?::urd Seal:mh FiI.LE Filelds Hje-::urds
!
ca-{ ¥ [B2[@[ S W[« D] EE] B[] 26 Ple[EE] 2]
! ! ! | | |
Paste Browsze Records Delete Gave Enter Go About

Found in a 5earch HRecord HRecord Search [Begin  Pro1099
Criteria Search]

Printing Pro1099 Reports

Printing reports involves selecting the report you want to print from the Reports menu and entering
report criteria. Each report has a number of options available with it that you can adjust before
printing. Using these report criteria, you can set date ranges and sort options to produce reports
that suit your needs. If you desire, you can enter your report criteria and preview a report on screen
using the Print Preview feature.

1. Click the Reports menu and select the report that you want to print. For example:

Beportz Wiew Toolz: Help

Ligt of D atabase Records...

Exception Report... k
Substitute 1093-5 Forms. ..
1093-5 Formz...

2. Enter your report criteria. For example:
List of Database Records

Settlerment Date Frnm:;Eﬂ AA2003 Thraugh: [01./31 /2003 E—— .
tink Previgw. . I

— Sort Optiong————— | Beport Comment... 1
& Sort by File 1D i
= Sort by Mame Control : Help 1
™ Include Corected Retuns Only Close I

3. Click Print.

b
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Print Preview

To view a report on screen, click Print Preview after entering your report criteria. The report will
open in a separate Print Preview window. You can use the controls on the Print Preview toolbar to
zoom in and out or print the report.

@ Printing Substitute 1099-S Forms

1. Click Reports/Substitute 1099-S Forms. A message will appear.

Thig function printz plain paper Substitute 1099-5 forms. 'ou will be asked if you want forms to be printed for EACH
record in your databaze, or DMLY those that have an unchecked "10939-5 furnished to seller field.

Once 10335 form(s] have been printed For a record. Prol 093 will put a check in that record's "1093-5 fumizhed to
zeller” field for pou. The assumption is that once you have printed a form for a record, wou will furnish a copy of the form
ta the zeller. Prol 099 will azk pou if bwo copies of the form should be printed for each record... One for the zeller to keep,
and one for the seller to sign and return to pou,

MOTES:

—C =-T — o I
w—~3—I

Thig function may print a large batch of 1093-5 forms! You may, howeser, print a 1099-5 (form or substitute) for an
individual record by zelecting "File-» Print'* while in the data screen of that record.

Corporations are exempt fram reporting by a 1987 ternporary reg.
'WE STROMGLY RECOMMEND THAT ¥OU BACKUP BEFORE USING THIS FUNCTION!

Click "0K" ta proceed, or "Cancel to abandon this repart...

Cancel |

2. Click OK to continue. A second message will appear.
3. Click OK to continue. Enter your report criteria. For example:

¢ 1093-5 Foims Leave this field blank to
nchude iecords n all years:
Include records with seltlement dates in lao-:_l,iear_l 2002 Firik... I
|Leave blank for ALL Years)
: : Frit Prayiaw... |
Mumbes of copies lo pnntl 1
-~ Selection Crteria _beb |

% Piint DMLY those records not yet prnted Class |
" Biint ALL Becords Select bo peint 2l wecords, o —
ol those thal have pal
— Sort Options——————— been prrded already
* St by Fila (D Sl records by Fiem File 1D
 Sort by Name Conkel | = IBS Hame Corkrol

Include signatuie ling for the sels o
I~ Inchude the TAR 1D solickation  [coniim the Tax 1D and ackrowdsdge

receipt of a copy of ts form
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“@m Enter 2 in the Number of copies to print field to print a copy for the seller to keep, and one to
be signed and returned to you.

4. Click Print. The Print dialog will appear.
5. Click OK.

Note: This will print Substitute 1099-S Forms for all records that meet your report criteria. You can

print a form for a single record only using File/Print. See “Printing a Report for a Single Record”
on page 289.

Keeping Track of Seller 1099-S Forms

By law, you may be required to give copies of 1099-S forms to sellers. Pro1099 and ProForm both
have features that can help you keep on top of this important assignment.

One option is to print Substitute 1099-S forms from ProForm instead of Pro1099. After the form is
mailed to the seller (or given to the seller at closing), check 1099-S Given to Seller on Screen 23

of the HUD-1 & Closing tab. For example:
23) Division of Proceeds & 1093-5 Data [CC20030003RES_PFD)

Cash To Buyer/Borrower
Ds: I j To: |Ei|| Buyer and wife, Betty Buyer Tatal Cazh ta Buper/Baorrawer: I—
Distributionfz] To Seller[z]
Total Buper's Part of Real Estate Taxes:l—
Total Cash to Seller[s]:lm Buyer's Part Property Ei?fse-ns Ef::gmpt
Percentage Dish. Cash to 1093-5 of Real  Services to 1093-5 1039
of Tatal  Status Seller Proceeds Estate Tax Received SellerSigned Reporting
1)[Happy Home Buiders, | | [100.00000 |5 =||  @1561.95 ]  300,000.00 ] r ﬁ -
2| | [ | | r L
3| | =l | | r e
4 | [ =l | | r e
5| | [ =l | | r e
]| | | I | | r rr
7l | | =l | | r rer
gl | | =l | | r o
Sl | |l | | r rr
IRS 1099-5 Data
1093-5 Description:l‘l 23 Country Club Drive/R alzigh NC 23456 Mite: IRS limit iz 39 characters.
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Export the file to Pro1099 to create a 1099-S record for the closing. When you do this, the 1099-S
furnished to seller checkbox will automatically be checked for you on the new record.

@‘» If you want to print the Substitute 1099-S from Pro1099, do not check 1099-S Given
to Seller before exporting the file. After printing the form and submitting it to the seller,
check 1099-S furnished to seller on the 1099-S record in Pro1099. For example:

= Infarmation MOT submitted to the IRS
:%1 099-5 furnished to sellef  Comn

Tax D zolicitation signed
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Printing a Report for a Single Record

)

Recall the record you want to print. (See “Searching for a Record” on page 283.)
Click File/Print.
The Print Current Record dialog will appear. Select the form you want to print. For example:
Print Current Record
Print Optiohs
%Dﬁ!F.@.b.@.m.ﬂ.ﬁ.@.'.-‘.'.[d..S.hﬁﬁ!-‘ﬁ

Substitute 1033-5 Form
£ 1099-5 Form

= Exemption Farm

ok I Cancel

Click OK.
The dialog for the form you chose will appear. For example:
List of Database Records [File ID "2002080002" only]

= Diate Etera

Settlement Date Frnm:l L Thrnugh:l L . :
Erimt BriEwiEw.. |
i Sart Hpoh e e Repart Comment.. |

£ St by el

£ St by Wame Eantial Help |
[T Includes Eorected B etirms Ol &l

Click Print. The Print dialog will appear.
Click OK.

You can add an optional comment that will appear directly below the report title by clicking
Report Comment before printing. (See “Optional Report Comments” on page 256 for
more.)
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Title Insurance Premium Manager

The Title Insurance Premium Manager is a powerful tool that you will use to create and edit Rate
Tables, Discount Tables, and Policy Tables.

Accessing the Title Insurance Premium Manager

m  Click Tools/Title Insurance Premium Manager in ProForm:

B The Title Insurance Premium Manager menu contains three “Wizards”: one for Rate Tables,
one for Discount Tables, and a third for Policy Tables. Click the Wizard that you want to use for
the job you have to do.

+¥ SEE ALSO:
B “Rate Table Wizard,” page 293.
B “Discount Table Wizard,” page 307.
B “Policy Table Wizard,” page 311.
B “Entering Rates and Policies in ProForm,” page 319.

Rate Table Wizard

Use the Rate Table Wizard to create new Title Insurance rate tables, make changes to existing rate
tables, or delete rate tables.

Creating a New Rate Table

1. Click Tools/Title Insurance Premium Manager/Rate Table Wizard.

2. The Title Insurance Rate Table Wizard will appear. Click Next.



Chapter 18 Title Insurance Premium Manager 293

Title Insurance Premium Manager

Welcome to the Title Insurance Rate Table Wizard.

The Title Insurance Rate T able Wizard will guide you through the process of managing the rate
tables uzed to calculate title insurance premium:. U zing thiz wizard, you can create, edit, and
delete rate tables.

3. The Options screen will appear. By default, Create a new Rate Table is selected. Click Next.

Title Insurance Premium Manager

Rate Table Wizard
Ophions

4. Enter a unique Look-up table Code and a Description. These are required fields.
5. Click Next.
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Title Insurance Premium Manager

Rate Table Wizard
Code & Description

SAMP-RT

Sample Rate Table

6. Enter Calculation Information.

Title Insurance Premium Manager

Rate Table Wizard
Calculation Infarmation

Rates are Per

Defaults to 1000.

Enter the Premium Multiplier

Defaults to 1.

Select the number of Decimal Digits to Round the Premium

Defaults to 2.

Do not round Coverage Amount up when calculating premium

Unchecked by default.
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7. Click Next.
8. Select the Type of Rate Table and click Next.

Title Insurance Premium Manager il
Rate Table Wizard r
Type of Rate Table SoftPro

Select the Type of Rate Table you are creating:

' Formula

" Formula then Fixed Schedule
" Fived Scheduls

" Fised Scheduls then Formula

< Back I Mezt > é I Cancel | Help |

Note: At any time before the final screen in the wizard, you can click Cancel to exit the Rate

Table Wizard without saving changes.

Sample Formula

Up to $150,000 of liability written $5.00
Over $150,000 and up to $250,000 add $4.00
Over $250,000 and up to $500,000 add $3.00
Over $500,000 and up to $10,000,000 add $2.50
Over $10,000,000 add $2.00
Minimum $100.00

Sample Fixed Schedule

Unit of Insurance Premium
10000.00 254.00
10500.00 258.00
11000.00 260.00

11500.00 264.00
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12500.00 272.00
13500.00 280.00
Formula

Title Insurance Premium Manager il
Rate Table Wizard ;
Formula Rate Schedule: Minimum Premium SoftPro

Enter the Minimurm Premiurm Amount; I

Enter the first range in the formula

per 1000 Up to Coverage Amotint; I

Example: 2.50 per 1000 Up to Coverage Amount: 100,000.00

F awirnuin Coverage Amount st Minirmurn Prermium: I

< Back I et = Cancel Help

B Enter the minimum premium amount.

B Enter the first line of the formula. For example, if your formula assesses $2.50 per $1,000 for
any coverage amount up to $50,000:

1. Enter 2.5 in the first field, and then press <Tab>.

2. Enter 50000 in the Up to Coverage Amount field.

Enter the firzt range in the farmula

I 2.50000  per I 1000 Up to Coverage Smount: I 50000.00

Example: 2.50 per 1000 Up ta Coverage Amaunt: 100,000.00

B The base unit of measurement will default from the Calculation Information screen (see step
6). By default this is 1000.

B The maximum coverage amount permitted at the minimum premium will appear automatically.
You can change the default amount.

B Click Next to continue after making your entries.
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Note: At any time before the final screen in the wizard, you can click Cancel to exit without
saving changes, or Back to return to the previous screen.

Formula Rate Schedule

B Each line in the table represents a range of coverage. The information from the previous
screen will fill in the first line of the schedule.

B To continue the schedule, click the second column of line 2 and enter the high amount for the
next range. Then, press <Tab> and enter the rate for the second line.

Coverage Amaount | Coverage Amount | Bate per Cost =l

Over Jp ta and Including| 1000 L
20.000.00 S0.000.000 250000 50.00
20,0000 125.00

Enter the high coverage amount for the |
next range here and press <Tab>- to enter
the rate for this range.

Lo OO [~ T O e i P | —

B Press <Tab> to begin line 3.

Coverage Amount | Coverage Armount | Bate per

Over Jp to and Including| 1000 Lzt L
20.000.00 A0,000.00( 250000 A0.00
a0.000.00 ¥5.000.00( 300000 125.00
#5,000.0

Enter the high amount for the new line here, |
Then press <Tab> to enter the rate for the
new line.

oo~ e —

B Continue adding lines until you have reached the maximum coverage amount.

B Click Next to continue after completing the schedule.

Note: At any time before the final screen in the wizard, you can click Cancel to exit without
saving changes, or Back to return to the previous screen.



298 SoftPro Standard Edition User’s Guide

Fixed Rate Schedule

Title Insurance Premium Manager

Rate Table Wizard
Fixed Rate Schedule

&
|

Enter vour fiked rate information belov:

Coverage Amaount Lp to
and [ncluding

[

W OO e e | —

|»

Inzert Fow |
Delete Row |

Impart.. |

< Back I Ment » I

Cancel

Help

B Each line in the table represents a range of coverage. Enter the high amount for the first range
in the first field. Then press <Tab> to enter the cost of coverage. For example:

Coverage Amaount Lp to

and [nchiding Lzt
10.000.00 284.00
10.500.00 2h8.00
11.000.00 260.00

oo~ eara ] —

F Y

B Click Delete Row to remove the selected row from the table.

B Click Insert Row to insert a new row above the selected row.

m  Click Import and Browse to import a fixed rate schedule in tab-delimited text file format.

B Click Next to continue after completing the schedule.
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Confirmation

Title Insurance Premium Manager

Rate Table Wizard
Canfirrnation

B Click Next to create a rate table using the information that you have entered in the Wizard.

Note: Click Cancel to exit without saving changes or creating the rate table. Click Back to return
to the previous screen.



300 SoftPro Standard Edition User’s Guide

Finish

Title Insurance Premium Manager

Rate Table Wizard
Finizh

B Click Next to run the Wizard again, or select Close the Wizard and click Next to exit.

Editing a Rate Table

1. Click Tools/Title Insurance Premium Manager/Rate Table Wizard.
2. The Title Insurance Rate Table Wizard will appear. Click Next.

The Options screen will appear. Click Edit an existing Rate Table.
Click Next.

o > w

Select a rate table.
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Title Insurance Premium Manager : ﬂ
Rate Table Wizard
Select a Rate T able ﬁ SoftPro

Flease select a rate table to edit from the list below:

Code | Description -
Pa-COMST Pennzylvania Mew Construction Fate Tab
FAREISREFI FPennsylvania Reizsue/Refi Rate Table
Pa-COMS-RE FPernzplania Mew Construction Reissue F
T -RT Texas Rate Table
T=-51-0PH Tx-5l-LoanR ate0wnersHigher
Te-RT-100K Te-RateT able-100,000
T-RT+100K, T¥-RateT able+100,000

< Back I Mext » I Cancel | Help

6. Click Next.

7. Edit the information on the Wizard screens as necessary. Click Next to continue after each
screen. At any time before the final screen you can click Cancel to exit without saving changes
or click Back to go to the previous screen.

Rate Table Wizard
Code & Description SoftPro

Enter a Code for the Rate Table look-up: ISAMP'HT

Enter a Description: |Sample Rate Table

< Back I MNest » I Cancel | Help |

8. Click Next on the Confirmation screen to save your changes. The Finish screen will appear.

9. Click Next to run the Wizard again, or select Close the Wizard and click Next to exit.
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Deleting a Rate Table

1. Click Tools/Title Insurance Premium Manager/Rate Table Wizard.
2. The Title Insurance Rate Table Wizard will appear. Click Next.

3. The Options screen will appear. Click Delete an existing Rate Table.

Title Insurance Premium Manager

Rate Table Wizard
Options

4. Click Next.
5. Select the rate table to delete and click Next.
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Title Insurance Premium Manager

Rate Table Wizard
Select a Rate Table

Pa-COMST Pennzplvania Mew Construction Rate Tab
FAREISREFI Pennsylvania Reizsue/Refi Rate Table
Pa-COMS-RE Pernzplvania Mew Construction Reissue F
T -RT Texasz Rate Table
T#-51-0FH Ti#-51-LoanF atelwnersHigher
Te-RT-100K, T-RateT able-100,000
T=-AT+100k T>-RateT able+100,000

le Rate Table

Title Insurance Premium Manager

Rate Table Wizard
Confirnation

Note: At any time before the final screen in the wizard, you can click Cancel to exit the
Wizard without saving changes.

The Finish screen will appear. Click Next to run the Wizard again, or select Close the Wizard
and click Next to exit.
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Title Insurance Premium Manager il
Rate Table Wizard :
Finish SoftPro

Operation complete!

What would you ke to do next?
&' Fun the Flate Table ‘Wizard again

" Close the Wizard

< Back I Mest > I Cancel Help

Discount Table Wizard

Use the Discount Table Wizard to create new Title Insurance discount tables, make changes to
existing discount tables, or delete discount tables.

Creating a New Discount Table

1. Click Tools/Title Insurance Premium Manager/Discount Table Wizard.
2. The Title Insurance Discount Table Wizard will appear. Click Next.

3. The Options screen will appear. By default, Create a new Discount Table is selected. Click
Next.

4. The Code & Description screen will appear.
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Title Insurance Premium Manager |

Digcount Table Wizard
Code & Dezcription ijﬁ m

Enter a Code for the Discount Table look-up INEW

Enter & Description: INEW Discount Table

Enter a tMethod Code [if any): |High A

Eriter the Minirmurn Fremium Armourit: I 100.00

Select the number of Decimal Digitz to Round the Premium: 0 i Z

< Back I Ment » I Cancel Help

B Enter a unique code to assign to this new Discount Table and a brief description. These
are required fields.

B Select a Method Code for calculating the reissue premium if required.

100 Reissue Premium = New Policy Premium - Prior Policy Premium

NY Reissue Premium = (New Policy Coverage * New Policy Rate) - (Prior Policy Coverage
Policy Rate) + (Prior Policy Coverage * Prior Policy Rate * Discount %)

PA Reissue Premium = (New Policy Coverage * New Policy Rate) - (Prior Policy Coverage
Policy Rate) + (Prior Policy Coverage * Prior Policy Rate * Discount %)

TX Reissue Premium = New Policy Premium - (Prior Policy Premium * Discount %)
High* Reissue Premium = Higher of the two policy premiums
Sum* Reissue Premium = Sum of the two policy premiums

* Used when you need to compare two policies that are not necessarily new or prior
policies.
®  Enter the Minimum Premium Amount if required.

B Select the number of decimal places to which you want the premium rounded. The default
is 2. Click 0 to round the premium to a whole dollar amount.
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B Click Next to continue.

B |f you selected a Method Code, the Age Discount Table screen will appear. Enter data to
complete the table and click Next to continue. (See “Age Discount Table” on page 309.)

Note: At any time before the final screen in the wizard, you can click Cancel to exit without
saving changes. Click Back to select a different option.

5. The Confirmation screen will appear. Click Next.

6. The Finish screen will appear. Click Next to run the Wizard again, or select Close the Wizard
and click Next to exit.

Hint:  After creating the table with the Wizard, you can retrieve the Discount Table in ProForm
by entering the code in the Look-up Code field for the Title Insurance Discount Table.

Title Insurance Discount Table {Z005030001.PFD)

Look-up D:u:le:l I
Digcount Table Descriptinn:l

M ethod Cnde:l h I

Finirum F'remium:l Mumber of Decimal Digits to Round Premium tn:E
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@ Age Discount Table

Ower: W Yearz and Up tao: m Years ab: Iw % of Original B ate
Ower: m “earz and Up to; IE Tearz at; I_SU % of Original Rate
Ower: I_ “earz and Up to; I_ Tearz at; I_ % of Original Rate
Ower: I_ “earz and Up to; I_ Tearz at; I_ % of Original Rate
Ower: I_ Yearz and Up tao: I_ Years ab: I_ % of Original B ate
Ower: IE TBAIZ. e at; IW % of Onginal Rate

H Title Insurance Premium Manager X
=] H Dizcount Table Wizard

I I Age Discount Table @m
Pn

f t Enter your Age Discount infarmation belaw:

I'I'I s m Wears or Under............. at: Iw % of Original Rate

< Back I Ment » I

Cancel Help

® In the first line of the Age Discount Table enter the number of years below which the first
percentage rate applies. For example, the first line might read:

5 Years or Under

| at 40.00% of Original Rate

This would mean that from 0 up to (and including) 5 years, the discount percentage is 40%.

m  Complete the table entering in the years and discount percentage that applies to each age
level. For example, a completed age table might read:

5 Years or Under

at 40.00% of Original Rate

Over

5 Years and Up to 10 Years

at 60.00% of Original Rate

Over

10 Years

at 100.00% of Original Rate

In the example above, from 5 years up to (and including) 10 years the discount
percentage is 40% (60% of the original rate), and over 10 years the discount percentage
is 0% (100% of the original rate).
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Editing a Discount Table

1.

Click Tools/Title Insurance Premium Manager/Discount Table Wizard.
The Title Insurance Discount Table Wizard will appear. Click Next.

The Options screen will appear. Click Edit an existing Discount Table.
Click Next.

Select the discount table to edit and click Next.

Edit the information on the Wizard screens as necessary. Click Next to continue after each
screen. At any time before the final screen you can click Cancel to exit without saving changes
or click Back to go to the previous screen.

Click Next on the Confirmation screen to save your changes. The Finish screen will appear.

Click Next to run the Wizard again, or select Close the Wizard and click Next to exit.

Deleting a Discount Table

Click Tools/Title Insurance Premium Manager/Discount Table Wizard.
The Title Insurance Discount Table Wizard will appear. Click Next.

The Options screen will appear. Click Delete an existing Discount Table.
Click Next.

Select the discount table to delete and click Next.

The Confirmation screen will appear. Click Next to delete the selected table.

Note: At any time before the final screen in the wizard, you can click Cancel to exit the
Wizard without saving changes.

The Finish screen will appear. Click Next to run the Wizard again, or select Close the Wizard
and click Next to exit.
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Policy Table Wizard

Use the Policy Table Wizard to create new Title Insurance policy tables, make changes to existing
policy tables, or delete policy tables.

Creating a New Policy

1. Click Tools/Title Insurance Premium Manager/Policy Table Wizard.
2. The Title Insurance Policy Premium Wizard will appear. Click Next.
3. The Options screen will appear. By default, Create a new Policy is selected. Click Next.

4. The Code & Description screen will appear.

Title Insurance Premium Manager ll

Policy Premium Wizard
Code & Description 1 ﬁ m

Enter a Code for the Policy look-up: INEW

Enter a Description; |New Palicy Fremium

Enter the amount to round the policy coverage up to [lzave blank if none]: I

< Back I Mewut » I Cancel Help

B Enter a code to assign to this new policy and a brief description. These are required fields.

B If required, enter the number to round coverage amounts. By default, the policy coverage
will not be rounded up to any amount. For example, enter 1000 to round all coverage
amounts for new policies up to the next highest 1000. In this case, a coverage amount of
$185,200.00 would be rounded to $186,000.00. The round coverage amount will affect
both the premium calculation and the liability amount on the policy.

m  Click Next to continue. (See next page for Policy Type.)
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5. The Type of Policy screen will appear. Select a policy type.

Title Insurance Premium Manager

Policy Premium Wizard
Type of Policy

6. Click Next.

7. The Policy Information screen will appear.

Title Insurance Premium Manager

Policy Premium Wizard
Fuolicy Information

Loan dmount 7|

SaMPRT Ed

1108 7|
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Select a Coverage Amount basis. Your selection will determine how the coverage amount
is derived. (See “Coverage Amount Basis” on page 314.)

You can adjust the base premium by entering a Multiplier. By default, 100.00% of the base
premium will be used to figure the final net premium. You can adjust this by entering a
different percentage.

You can also add or subtract an Additional Amount to the base premium. (To subtract an
amount, enter a minus sign before the number.)

Select the rate table to use to calculate the premium. Rate Tables must be created prior to
creating a Policy Table. This is a required field.

Select the invoice line number on which you want this premium shown. Invoice lines are
itemized on the Invoice Detail Lines screen of the Title Insurance tab.

By default, HUD-1 Settlement Statement line number 1108 will appear. If the premium
should not appear on the HUD-1 Settlement Statement, enter None. Otherwise, select the
line number on the HUD-1 Settlement Statement on which you want this premium shown.

Click Next to continue with Prior Policy information. (See page 315 for Prior Policy.)
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@ Coverage Amount Basis

—C =T — o I

Loan Amount

H Sales Price

i Higher

n

1 Grad/125%

3 New York
Loan Higher

Coverage Amount is based on the Loan Amount.
Coverage Amount is based on the Sales Price.

Coverage Amount is based on the Loan Amount or Sales Price, depending
on which is higher.

Coverage Amount is based on 125% of the Loan Amount.

If the New Policy Type selected is Simultaneous, and New York is
selected as the Basis Code, the Loan Policy Multiplier will be 30.00%.

Available for Simultaneous policies only. When you select the Loan Higher
code, the Coverage Amount will be equal to the Loan Amount. Then, if the
Loan Policy coverage is greater than the Owner’s Policy coverage, the
total premium will be calculated using the following formula:

First, the difference between the Loan Coverage and Owner’s Coverage is
calculated. The result is run through the Loan/Mtg. Policy Rate Table at
the rate of the original Loan Coverage to calculate the total premium. For
example, assume that the Loan Coverage is $100,000 and the Owner’s
Coverage is $90,000. The difference of $10,000 is inserted into the
Loan/Mtg. Policy Rate Table and calculated at the regular loan rate. The
result is the total premium.

Note: Second and third loan policies will automatically be created with the same policy
information as the first loan.

8. The Prior Policy screen will appear.
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Title Insurance Premium Manager il
Policy Premium Wizard r
Friar Policy SoftPro

Do you have a Be-lzzue Rate [i.e. discount for prior policy] to enter? & ez  MNo

— Prior Policy [nformation

Select the Prior Policy Discount Table:  |{2Ee1=4] =
Select the Rate Table used to calculate the Prior Policy Premium: IS.&MF‘-HT 'I

[Thiz iz uzually the zame as the Policy Fate Table]

Select the Policy to apply the re-izsue rate:; ILoana’M g ’I

< Back I Mext >£ I Cancel Help |

B If there is no Reissue Rate, click No and then click Next to continue. Otherwise, select the

Prior Policy Discount Table.

B By default, the Policy Rate Table selected in step 7 will be used to calculate the Prior
Policy Premium.

B Select the policy to which the discount proceeds will be applied.
m  Click Next to continue with Agent/Underwriter Split calculation.
Note: At any time before the final screen in the wizard, you can click Cancel to exit without

saving changes, or Back to return to the previous screen.

The Agent/Underwriter Split screen will appear.
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10.
1.

Title Insurance Premium Manager il

Policy Premium Wizard r
Agent/Undenwriter Split SoftPro

|z a portion of the premium splt with an Undenariter? & Ye:  No

— Underwriter Split Information

Select the Rate Table used to calculate the premium being zplit; IS.&MF‘-HT 'I
Enter the Undenwriter's portion of the premium: I 5000 %

Enter any additional amount to be added to or subtracted from I—
the Undenariter's portion:

< Back I Mest > I Cancel Help

The Agent/Underwriter Split screen is where you can specify how a premium is to be
divided between the Agent and Underwriter.

Note: If there is no split, click No and then click Next to continue. The Underwriter will
receive 100% of the premium if a split is not specified.

Select a Policy Rate Table to calculate the premium.
Enter the percentage of the premium to go to the Underwriter.
If the Agent is to receive 100% of the premium, enter 0.00 as the Underwriter’s portion.

You can also add or subtract an Additional Amount to the Underwriter’s portion. (To
subtract an amount, enter a minus sign before the number.)

Click Next to continue.

The Confirmation screen will appear. Click Next.

The Finish screen will appear. Click Next to run the Wizard again, or select Close the Wizard

and click Next to exit.
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Hint:  After creating the table with the Wizard, you can retrieve the policy in ProForm by entering
the code in the Look-up Code field for Policy Information.

2) Policy Premium, Dates, & Numbers (2005030001.PFD)

Policy Information

Undemariter/Paolicy Look-up Cod
Undenariter/Policy Description:

Undenwriter's Caze/File Mumber: |

MHew Policy T_I,Jpe:l 'I Found Coverage Up to Ne:-tt:l

Friar Paolicy Informatiar... |> Adjuztment .-’-‘«mount:l To:l Palicy

Editing a Policy

1. Click Tools/Title Insurance Premium Manager/Policy Table Wizard.
2. The Title Insurance Policy Table Wizard will appear. Click Next.

3. The Options screen will appear. Click Edit an existing Policy Table.
4. Click Next.

5. Select the policy table to edit and click Next.

6. Edit the information on the Edit Policy screen as necessary. Click Save to save your changes.
You can click Cancel to exit without saving changes or click Back to go to the previous
screen.

7. The Finish screen will appear.

8. Click Next to run the Wizard again, or select Close the Wizard and click Next to exit.

Deleting a Policy

1. Click Tools/Title Insurance Premium Manager/Policy Table Wizard.

2. The Title Insurance Policy Table Wizard will appear. Click Next.

3. The Options screen will appear. Click Delete an existing Policy Table.

4. Click Next.

5. Select the policy table to delete and click Next.

6. The Confirmation screen will appear. Click Next to delete the selected table.

Note: At any time before the final screen in the wizard, you can click Cancel to exit the
Wizard without saving changes.
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7. The Finish screen will appear. Click Next to run the Wizard again, or select Close the Wizard

and click Next to exit.

Entering Rates and Policies in ProForm

B Every new Rate Table, Discount Table, and Policy that you create with a Wizard will be added
automatically to the applicable Look-up table. To retrieve an entry in ProForm, enter the code
in the Look-up Code field or press <F9> to select from the Look-up table.

@ Entering a Policy Table

H 1.  Open the Policy Premiums, Dates & Numbers screen of the Title Insurance tab.

IE H 2. Enter the Look-up code for the rate you want in the Look-up Code field. Or, press <F9> to
p I select a code from the Look-up table.

f ? 2) Policy Premium, Dates, & Numbers (CCA1Z-0003RES.PFD)

U 5 Policy Information

|

Undenariter/Palicy Look-up Ende:|| A —

Undenariter/FPolicy Description: |

Undenariter's CazedFile Mumber: |

Mew Policy T_l,lpe:l 'I Round Coverage Up to Ne:-:t:l

Priar Policy Information. . |> Adjustrment Amaunt: Tn:l Palicy
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About ProScheduler

ProScheduler is a calendar and tracking program designed to make your closing business more
efficient. The printable Calendar will manage your closing schedule and help prevent scheduling
conflicts among your various closers and room resources. The Tracking features let you sort all
ProForm track items by type and due date, so you'll always be on top of your to-do list for each

closing.

Getting Around ProScheduler

®  ProScheduler has two modes, or views: Calendar and Tracking.

® In Calendar mode, a filter appears along the left side of the screen, and the Schedule on the
right. The Schedule shows the days selected in the Calendar and the appointments booked for

the resources selected in the Schedule Selector.

#3 proScheduler for Windows

File  Tool: Help

4 July 2005

5 M TW T F 5§

13 14
17 18 19 20 21 22 23
24 25 26 27 23 29 30

August 2005

S M TWwW T F 3
78 910 11 12 13
14 15 16 17 13 19 20
2l 22 23 24 25 26 27
23 29 30 31 L 2 3
4 5 6 7 8 910

26 27 23 2030 1 2

1 2 3 4 5 6

Schedvule

Monday, July 04, 2005

Tuesday, July 05, 2005

Wednesday. Julp 05, 2005

Thursday. July 07, 2005

Fridaw, July 08, 2005

ceensulla

ceensulla

coensulla

ceensullo

ceensulla

0o Closing [Fe: 2005070002)
9 Closing (Re: 2005070004 I
oo Closing [Re: 2005070001) [
10 H i
0o
112
P
12
1 0o Closing [Re: 2005070003)

Current View o | Schedule Selector
& Mylist " Selected items '/2'2‘ [
&% Closers |8 Rooms | i
= Omarth 3—
i B0 3enes Ave
b ccensullo 4E
£ [ Seuth
O First street oo
5 —
0o
65—
— | Navigation Bars e
Calendar
= 0o
| 7acking &— =
Calendar Mode

m By default, when you start ProScheduler the Schedule will display the appointments for the
current day for the user that is logged in.
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® |n Tracking Mode, a filter appears on the left side of the screen and the Tracking ltems that
match the criteria entered in the filter appear on the right.

File ook Help

¥ Proscheduler for Windows

My Tracking Itenms

I Filter tacking items by:

—Tracking item type
[V Checklist Items
[ Requested ltems

—Tracking item status
[+ Fequired

[ Unsure

[ Requested

[ Completed

Show items that are due:
 Today

 Past due

" On the following daps:

4 July 2005 »
SM Tw T F 5
2627 282330 1 2
34 5[ 7843
1011 12 12 14 15 18
17 18 19 20 21 22 23
24 25 26 27 28 29 30
3123456

1
Tracking ltems

JRETES

Tracking ltems

FirmFilz: Status Description Assigned To | Due Date Completed.. | Complated.. | Request Du.| Actual Req.. | Requested..
2005070004 Fiequired Title Ewam LOREN 20050705 1} a a
2005070004 Required Prepare De.. LOREN 20050708 0 1] 0
2005070003 Fequired Title Exam  LOFEN 20050705 O i i
2005070002 Required Review Sur. LOREM 20050708 0 1} o
2005070003 Fiequired Prepare De.. LOREN 20050705 1} 1} a
2005070002 Required Title Ewamn LOREN 20050705 1} 1} a
2005070002 Required Review Sur.. LOREN 20050705 0 0 0
2005070002 Required Prepare De.. LOREN 20050708 0 a o
2005070001 Required Title Exam LOREN 20050705 0 1} o
2005070001 Fequired Review Sur. LOREN 20050705 1} 1} a
2005070001 Required Prepare De.. LOREN 20080708 1} 1} a

Navigation Bars

Calendar

'I_l!l Tracking

Tracking Mode

Using the Navigation Bars to Switch Views

By default, ProScheduler will open in Calendar view. Click the Calendar and Tracking navigation
bars to switch between views.

EEE Calendar

I_l!l Tracking ‘h

Navigation Bars



Chapter 19 ProScheduler 321

Installation and Setup Overview

®  ProScheduler is installed automatically when you install SoftPro Standard Edition Version 10.0.
(See the SoftPro Installation Guide you received with your software package for help installing
SoftPro.)

®  ProScheduler requires Microsoft NET Framework 1.1. (See “Installing Microsoft .NET
Framework 1.1.”)

m  After SoftPro and Microsoft .NET installation, enter your product key in ProScheduler to
activate your license. (See “Entering Product Keys”.)

®  Your resources that are managed in ProScheduler, such as offices and rooms, must be added
to the SoftPro Administrator. (See “Managing Resources”.)

m  Each closer should be assigned an office location in the SoftPro Administrator. (See
“Assigning Closers to Offices”.)

m  SoftPro users must be given permissions to access ProScheduler in the SoftPro Administrator.
(See “Granting User Permissions”.)

Installing Microsoft .NET Framework 1.1

The .NET Framework version 1.1 is a component of the Microsoft Windows® operating system
used to build and run Windows-based applications. It is required to run ProScheduler. You may
already have .NET Framework installed on your computer. If so, skip this section and continue with
“Entering Product Keys” on page 327. Use the following instructions to check for .NET Framework
and install it if you don’t have it.

Note: You must have full Administrator rights in order to properly install and use Microsoft .NET
Framework 1.1.

1. Click Start/Settings/Control Panel.

2. Click Administrative Tools.

[83] Adrinistrative Tools
& 2tomatic pdates

3. Click File/Open.
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4. Do you have Microsoft .NET Framework 1.1 Configuration and Wizards? If yes, close the
Control Panel and skip to “Entering Product Keys” on page 327. If no, continue with step 5.

Mame £ | Size | Tvpe | Modified
%Cumpunent Services 1 KB Shorbcut 3MEf200Z 1152 AM
@Cumputer Management 2KB Shorkcut 21412005 9144 AM
Data Saurces (QDBC) ZKB  Sharkcut 104172003 1:50 PM
ﬂ Event Yigwer ZKE Shorkcut 12)13)2004 944 M
Eﬁ Local Security Policy ZKB Shorbcut 2142005 943 AM
e icrosoft MET Framework 1,1 Configuration 1KE Shorkcut 12/10/2004 12:42 PM
= icrosoft MET Framework 1.1 Wizards 1KE Shorkcut 12j10/2004 12:42 PM
=l Performance 2KB Shorkbcut 322002 11:54 AM

Click File/Close to close the Control Panel.

6. Click Browse. Browse for and select dotnetfx.exe found in the \Tools\DotNet folder on the

SoftPro installation CD. (See “Note” below.)

Loack in: |-a ReaEC-EQC

-l & ® e E-

2%

@ doknetF:

@MDAC_T[%

Iﬂ Setup

File: narme:

Files of type: IF'mgrams

j Open I
j Cancel /L

7. Click Open.
8. Click Run.

9. The Microsoft .NET Framework 1.1 Setup dialog will appear. Click Yes.

Microsoft .NET Framework 1.1 Setup

@ ‘Whould vou like ko install Micrasoft \MET Framewark 1.1 Package?

Yes Mo
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10. The License Agreement dialog will appear. Click | Agree.
11. Click Install. The .NET Framework files will be installed on your computer.

12. When the installation is complete, click OK.

Note: The setup file for Microsoft .NET Framework 1.1 (dotnetfx.exe) is copied to
\Setup\Tools\DotNet in the installation folder during installation. If you do not have the
SoftPro Installation CD, you can browse to the file in this folder after installing SoftPro.

Entering Product Keys

Run ProScheduler. Browse to the SoftPro folder and run PSWin.

Click Tools/Licensing. The ProScheduler Licensing dialog will appear.
Click Enter ProScheduler Product Key.

Enter the Product Key that appears on your Product Key receipt.

Click OK.

Click Close.

I T
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ProScheduler Setup

Managing Resources

In order to take full advantage of the Calendar system in ProScheduler, it is important to enter all of
the regions, offices, and rooms in which closings take place. In ProScheduler, you can filter the
Schedule to only show appointments booked for selected resources. Having all of your offices and
rooms entered in the system will also help you to prevent schedule conflicts.

In ProScheduler, resources are organized into regions, offices, and rooms. In order to see your
resources in ProScheduler, you must first add them to the ProScheduler Setup screen in the
SoftPro Administrator.

1. Run the SoftPro Administrator and enter your Administrator password.
2. Click ProScheduler Setup.

% SoftPro for Windows Administrator o ] oA |

|dzers

<default> LChange Adminiztrator Pazsword... |

#-[F  ProFom
Bam ProTrust
#-[ Prol099
Eo Fl Prolnds

b = ProS cheduler

¥ Use Metwark Lagin instead of SoftPra Lagin

PraScheduler Setup. .

Add User.. | Edit [zer... I Delete [zer Help | QK. | Cancel
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3. Click Add Region.

ProScheduler Setup

4. Enter a name for the region and click OK.
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5. Select the region.

ProScheduler Setup

6. Click Add Office.

7. Enter an office name and click OK.

Add/Edit x|
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8. Select the office.

Proscheduler Setup

=- N_u:nrth

E.

9. Click Add Room.

10. Enter a room name and click OK.

Add/Edit x|

N Ry W

11. Repeat steps 3-10 to add additional rooms, offices, and regions as necessary.

Note: See “Adding, Editing, and Deleting Resources” for a summary of features on page 332.
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Adding, Editing, and Deleting Resources

To add a new room, select an office and click Add Room.

To add a new office, select a region and click Add Office.

To add a new region, click Add Region.

To edit the name of a region, office, or room, select it and click Edit Region/Office/Room.

To delete a region, office, or room, select it and click Delete Region/Office/Room.

Click OK on the ProScheduler Setup screen to exit.

Note: After setting up resources, assign each closer to an office so you can see them in
ProScheduler. (See “Assigning Closers to Offices” on page 332.)

Assigning Closers to Offices

After entering the names of your resources in the SoftPro Administrator, each closer should be
assigned an office. By doing this, you will be able to filter the Schedule to display closings for a
selected closer. Having all of your closers entered in the system will also help you to prevent
schedule conflicts.

Note: Instructions are different for Microsoft Jet and SQL Server Database setups. (See page
334 for SQL Server.)

Microsoft Jet Database Engine

1. Login as the user.

2. Open ProForm.

3. Click Tools/Preferences.
4

Click the arrow next to the Office field and select an office.
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Preferences

C:\Program FilesS oftPr C:program fileshsoftpra,
ppstenterprize 3.0final C:\program fileshsoftpra,

F\Appzienterprize 3.0final\default. pft

F:\Appshenterprize 3.0final'

Auto/Edit ||
C:%Program FileshSoftPrah

5. Click OK.

6. Repeat for each user.

SQL Server
1.  Open SoftPro Administrator.
2. Select the user.
3. Click ProForm Preferences.
4. Click the arrow next to t