
SM

Integrations
User Guide

SoftPro®

Provided by



 
 

 Closinggg and TTTitle
Automation Solutions

CClloossiinn   aanndd  iittllee
AAuuttoommaattiioonn  SSoolluuttiioonnss 

 

 
 
 

SSttaannddaarrdd  EEddiittiioonn  
UUsseerr’’ss  GGuuiiddee  

• 
• 
• 
• 
• 
• 

 
 
 
 
 

 
 
 
 

 
 

SoftPro 
333 East Six Forks Road 
Raleigh, NC 27609-7865 
Sales & Service: 800-848-0143 
Fax: 919-755-8350 
Email: sales@softprocorp.com 
Web: www.softprocorp.com 

 
 



ii SoftPro Standard Edition User’s Guide 

SoftPro Standard Edition User’s Guide 
Version 10.0.2 
July 2006 
 
Copyright © 1987-2006 by SoftPro, Raleigh, North Carolina. 
No part of this publication may be reproduced in any form without prior written permission of SoftPro. For additional 
information, contact SoftPro, 333 East Six Forks Road, Raleigh, NC 27609-7865, or contact your authorized dealer. 
 
WordPerfect is a registered trademark of WordPerfect Corporation within the United States.  
MS-DOS and MS Word are registered trademarks of Microsoft Corporation. Crystal Reports is a registered 
trademark of Seagate Corporation. HP LaserJet II, III, 4, and 5 and are trademarks of Hewlett-Packard Company. 
PowerMerge is a registered trademark of Greatland Corporation. All other brand and product names are trademarks 
or registered trademarks of their respective companies.  
 
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.  
 
 

8 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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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. 
 

+ H e l p f u l  H i n t s 
Throughout the course of the User’s Guide, you will come across tips and exercises to help you 
learn about special features. 
 

8 
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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Getting Help 
 

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

V 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. 
 

 
 

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

 
 

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: 

 
 
To view a help topic: 

 
 

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: 

 
 
Click a topic name to view it. 

 
 

Search Tab 
To search for a topic: 

1. Click the Search Tab.  

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

 
3. All of the topics that contain your word will appear.  

4. Click the topic you want to view.  
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SSoolluuttiioonn  CCeenntteerr    
    

  

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: 

Pro 

you 
 
� Program version number and date. Select Help/About on the menu bar of any Soft

for Windows program to find this information. 
 
� Text of any error message you have encountered. 
 
� If it’s a merge question, have the name and version number of the word processor 

are using. 

 
� 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 1099-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: 
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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.  
 

 
 

� 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. 

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

� 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 
 
� 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   

 
� The Title Insurance tab contains screens for preparing commitments, policies, and other types 

of title documents. 
 
� 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 
 

 
 
 

 SEE ALSO:  
 

� 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. 
� 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.  

  
 
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.  

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

 
 

<F2> Erase 
 
� 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  

 
1. Choose Tools/Preferences. 
2. Select the TypeLite Color button.  

  
3. Select a color from the Windows Color palette that appears. 

 
4. Click OK. 

 
Tips: 

 
� Pastel colors do not show well on screen.  
� Do not use white as the TypeLite 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 
<Ctrl+T> 

Inserts current system time into time, alphanumeric, and scrollable fields. 

<Shift+F8> or 
<Ctrl+U> 

Inserts current user's initials into alphanumeric and scrollable fields at the 
cursor's current position. 

<Shift+F5> or 
<Ctrl+D> 

Inserts current system date into date, alphanumeric, and scrollable fields. 

<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.  
 

  Create a new file  

  Open an existing file    

  Save the current file  

  Print documents    

  Print Preview  

  Express Order Entry  

  Overlay a file/template  

  Search  

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

 GoTo Feature  

 View Prompts Dialog                         

 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:  

� Select File/Save or click  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. 

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

 
 
3. Click Search. Select the file you want and click Open. 

 
 

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 ^WOOD as the Property County, records with "WOOD" somewhere in the county name will 
be found (for example: WOODCROFT, BRIARWOOD). 
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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. 

 

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

 
 
� The ProForm help system – containing over 400 hundred topics – will appear: 

 
 
Buttons on the Help Toolbar 
 

 
Display/hide the table of contents 

 
Display the last topic that was viewed. 

 
Print the current topic.  

 
Make an annotation to the current topic, change the font size, and other 
settings. 

 
Display the previous topic in the table of contents. 

 
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. 
 

 
 
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: 

 
 
Click a topic page or name to view the topic. For example: 

 
 
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: 

  
 
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: 

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

 



16 SoftPro Standard Edition User’s Guide 

 

+ Finding and Printing On-Line Help  

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

 
 
2. Click the Search tab. 

 
 

3. Enter MLS as the word you want to find. 
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4. Choose MLS Fee from the list of matching topics. 

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

 
 

6. Click Print. 

 
 
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 

 
 
 
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. 
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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.   

5. Answer the prompts that appear pertaining to current backups, reports, and verification of the 
deletion. 
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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  
� To create a new file, click File/New. Or, click  on the ProForm toolbar.  
� The New dialog will appear.  
 

 
 

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

 
 

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: 
 

\\            //        ??    ::  **  ””  <<  >>  ||    
 
 
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: 

 

 
 
 
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.  
 

 
 

 SEE ALSO:  

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

� “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: 
 

 
 

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. 
 
1. Click Browse on the New dialog. 

 
 

2. 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: 

 
 

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

 
4. Click Open. 
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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  on the toolbar.  

2.  The New dialog will appear. Select a template to copy (if necessary).  

3.  Click OK. The Express Order Entry screen will appear. 

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

 

½The Express Order Entry 
screen has fields for every 
thing you need to start an 
order, from the Transaction 
Type and Buyer and Seller 
names to Marketing Source 
Information.  
 
You do not need to fill in the 
entire screen – just enter the 
information you have available 
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. On the File No., Settlement Dates, Notes screen, select Purchase as the transaction type.  

 
 
3. Enter the buyer on the Buyer/Borrower, Officers & Signatures screen. 

4. Enter the seller on the Seller, Officers & Signatures screen. 

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

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

9. 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. 
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Refinance 
 

8 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.  

 
 

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. 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. 

 
 

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:  
� See “Entering a Payoff on Line 104 or 105” on page 62.  
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Refinance With 2 Loans 
 

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

 
 

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

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

 
 

4. 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. 

 
 

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

6. 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: 
 

 

Note: See “Disbursement Status Fields” on 
page 139 for more. 

 
7. 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.  

 
 

2. 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.  

3. 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.) 

 
  

4. 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.  

 
5. 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.  
 

8 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. 

 
 
2. Enter the full amount of the construction loan in the Principal Amt. of Loan field. (Loan, 

Funding, & ProTrust screen of the General tab.) 

3. 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. 

8 If no loan proceeds are being disbursed at closing, enter .00 in the Loan Proceeds/Funding  
Amount: and the Construction/Equity Line First Draw fields: 

 
 
4. On the Title Insurance Premium & Policy Numbers screen of the Title Insurance tab, enter 

Construction in the New Policy Type field.  
 

 
 

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

 

8 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. 

2. 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. 
 

 
 

3. 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. 

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

5. 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.  
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Cash Sale 
 

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

 
 

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

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.  

 
 

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. 

 
 

CONTINUEDÔ 
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4. 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. 
 

 
 
5. 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.  
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 FHA Loan 
 

1.  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. 

 
 
2.  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.  
 
3.  Enter Mortgage Insurance Premium (MIP) on the 900 Items Required By Lender To Be Paid In 

Advance screen of the HUD-1 & Closing tab.  

 
 
4.  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. 

 

 

½Note: 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. 
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VA Loan 
 

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

 
 

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.  
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1031 Exchange 
 
1. Enter 1031 Services Exchange (or other related description) on Line 517 on the 500 

Reductions in Amounts Due Seller screen.  

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

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

 
 

Note: 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. 
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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. 

 

 
 
 
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. 
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Editing the Default Template 
 
1. Click Open. 

 
 

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

 
 

3. Select Default.pft. 

 
 

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.  

Overlaying Files and Templates 

1.  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. 

 
 
3.  Select the file you want to copy. Hold the <Ctrl> key down to select multiple files. 

4.  Click Open.  
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CChhaapptteerr  33::  PPrrooFFoorrmm  AA  ttoo  ZZ  
 

In this chapter: 
Compute Tax Amounts Using ....................................................................................................... 118 
Real Property Tax Amount............................................................................................................ 118 
Additional Real Amount................................................................................................................. 118 
Seller’s Non-Prorated/Personal Amount ....................................................................................... 118 
Additional Personal Amount.......................................................................................................... 118 
Total Tax Amount.......................................................................................................................... 118 
Additional Escrow Amount ............................................................................................................ 118 
Prepaid Tax Amount ..................................................................................................................... 119 

....................................................................................................................................... 120 Tax Rate
 
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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8 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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11009999--SS  DDAATTAA  
O 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. 
 

 
 
Seller Proceeds 

 
Seller proceeds are entered as percentages on the Seller, Officers & Signatures screen.  
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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%:  
 
1. Click the General tab. 

2. Double-click Seller, Officers & Signatures. 

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

4. Enter 75 and press <Tab>. 
5. Put the cursor in the Proceeds field of Seller 2 and press <F2> to clear it. 
6. Enter 25 and press <Tab>. 

 
 

+ H e l p f u l H i n t s 
� 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.  
 

� You can print Substitute 1099-S forms to submit to sellers from ProForm.  

1. Click File/Print. 

2. Double-click SoftPro ReadyDocs Tree. 

3. Double-click HUD-1 & Closing. 

4. Double-click Tax Forms. 

5. Double-click 1099 Documents. 

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

7. Click . The document should appear in the Selected ReadyDocs: window. 

8. Click OK. 

9. The Print dialog will appear. Click OK. 
 
� See “Keeping Track of Seller 1099-S Forms” on page 288 for more information. 
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AABBSSTTRRAACCTT  OORR  TTIITTLLEE  SSEEAARRCCHH  
O 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: 
 

 
 

 SEE ALSO: 

� 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. 

� 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 
 
On the Title Charges screens of the HUD-1 & Closing Tab, you can split the amount between 
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.  
 

 
 

 
 

AACCKKNNOOWWLLEEDDGGMMEENNTTSS  
O General tab, Acknowledgment & Notary screen. 

1. Click the General tab. 

2. Double-click Acknowledgment & Notary. 
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AADDJJUUSSTTAABBLLEE  RRAATTEE  MMOORRTTGGAAGGEE  ((AARRMM))  DDAATTAA  
O 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. 

  

 
 

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.  

 

 
 

AADDDDIITTIIOONNAALL  TTIITTLLEE  CCHHAARRGGEESS  
O Title Insurance tab, Additional Title Charges screen. 

1. Click the Title Insurance tab. 

2. Double-click Additional Title Charges. 

3. 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.) 

4. 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. 

5. 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. 
 

 

8 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: 

 
 
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.  

 
 
 

SlrPay% 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 
SlrPay% field. 
 

 
 

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. 

 
 
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. 

 
 
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.  

 
 
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. 
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AAGGGGRREEGGAATTEE  MMEETTHHOODD  
 

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. 

3. Select Use Aggregate Method. 

 
 

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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AAPPPPRRAAIISSAALL  IINNFFOORRMMAATTIIOONN,,  AAPPPPRRAAIISSEEDD  VVAALLUUEE,,  AAPPPPRRAAIISSEERR  
O General tab, Property, Legal Description screen. 

1. Click the General tab. 

2. Double-click Property, Legal Description. 

3. Click the Appraisal Information button. 

  
4. The Appraisal Information screen will appear.  

 

8 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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AATTTTOORRNNEEYYSS    
O General tab, Buyer’s & Seller’s Attorneys screen. 

1. Click the General tab. 

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

8 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. 

 

AATTTTOORRNNEEYY’’SS  FFEEEESS  
O 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. 

 
 
 

 SEE ALSO:  
� “Additional Title Charges” on page 44. 
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BBUUYYEERR  //  BBOORRRROOWWEERR    
O 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. 
 

 
 

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.  

 

 
 

 SEE ALSO:  
� “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:  

 

Male (default if one name is entered) 
Female 
Plural (default if two names are entered) 
Corporation 
Other 

 

 
 

 

+ Default Buyer and Seller Relationships 

When the buyer or seller type is Plural, the Relationship fields will fill in automatically. The 
wording that appears depends on the state that is entered in the property address. 
  
State Relationship 1: Relationship 2: 

NC and wife  (blank) 

OH and  husband and wife 

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.  
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Buyer / Borrower Additional Information 
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BBUUYYEERR’’SS  PPOORRTTIIOONN  OOFF  RREEAALL  EESSTTAATTEE  TTAAXXEESS  
O 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. 
 

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

 SEE ALSO:  
� “Taxes and Assessments” on page 112.  
 

CCLLOOSSEERR  
O 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. 

 

 

8 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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CCOOMMMMIISSSSIIOONNSS  
O 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.  
 

 
 

8 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. 

 



58 SoftPro Standard Edition User’s Guide 

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

2. Enter in 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 (=). 
 

 
 
 

 SEE ALSO:  
� “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: 
1. Put the cursor in the Commission % field of Line 701. Press <F2> to clear the field. 

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.  
 

 
 

CONTINUEDÔ 
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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. 
 

 
 

+ 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. 

 
 
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 

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

 
1. Click the HUD-1 & Closing tab. 
2. Double-click 700 Commissions. 
3. Click Additional Disbursements from Broker’s Commissions. 
4. Enter a description, payee and payee address.  

5. 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: 

 

 
 
 

Printing the Additional Disbursements from Broker’s Commissions Exhibit 
 
1. Click File/Print. (Or press <Ctrl> and <P>.) The ReadyDocs Selection dialog will appear. 

2. Double-click SoftPro ReadyDocs Tree. 

3. Double-click HUD-1 & Closing. 

4. Double-click Additional Disbursements Exhibits. 

5. Select Additional Disb from Broker’s Commissions.  

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

7. Click OK. 

8. The Print dialog will appear.  

9. Click OK to print. 
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+ Showing Additional Disbursements on the HUD-1 

You can mention additional disbursements from broker commissions on the HUD-1 Settlement 
Statement by selecting Option 12 on the HUD-1 Options screen. 
 

 
 
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: 
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CCOOMMMMIITTMMEENNTT  DDAATTAA  
O Title Insurance tab, Commitment Data/Insureds, TX Sched D screen. 

 
1. Click the Title Insurance tab. 
2. Double-click Commitment Data/Insureds, TX Sched D. 
3. Enter the commitment effective date.  
4. Select the policies that are to be issued.  
 

 
 

8  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:  
� See “Printing ReadyDocs” on page 147 for help printing a Commitment. 
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CCOORRPPOORRAATTEE  OOFFFFIICCEERRSS  
O Buyer Corporate Officers 

1. Click the General tab. 

2. Double-click Buyer/Borrower, Officers & Signatures. 

3. Click More. 

4. Click Corporate Officers. 
 

O Seller Corporate Officers 

1. Click the General tab. 

2. Double-click Seller, Officers & Signatures. 

3. Click More. 

4. Click Corporate Officers. 
 
 

CCRREEDDIITT  CCAARRDD  PPAAYYOOFFFF  
O 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: 
 

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

8 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 
 

1. Click the HUD-1 & Closing tab. 

2. Double-click 100 Gross Amount Due from Borrower. 

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

4. Enter the payoff in the Refinance Payoff: field. 

5. Enter the per diem fee (if any). 

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

7. Enter any extra days, late fee amount, and date after which a late fee is to be charged. 

8. The total amount of the payoff including per diem and late fees will appear automatically. 

9. Enter the payee information in the To and Addr fields. 
 

 
 
 
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 
� Additional Disbursements Exhibit  
� Buyer Additional Disbursements Exhibit 
� Seller Additional Disbursements Exhibit 
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DDEEBBIITTSS  AANNDD  CCRREEDDIITTSS  
Ô 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. 

 

  
 
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. 
 

 
 

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. 
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DDIISSBBUURRSSEEMMEENNTT  DDAATTEE  
O General tab, File No., Settlement Dates, Notes screen. 

1. Click the General Tab. 

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

 
  
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. 

 

DDIISSCCOOUUNNTT  PPOOIINNTTSS  
� See “Loan Discount” on page 84. 
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DDOOCCUUMMEENNTT  PPRREEPPAARRAATTIIOONN  FFEEEE  
O 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: 
 

 
 

8 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 SlrPay field. (See “Turning on the Buyer/Seller Split Feature” on page 87.) 
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DDOOCCUUMMEENNTT  RREECCOORRDDIINNGG  FFEEEESS  
O 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. 

 

 
 
 

Example: Deed  
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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. 
 

 
 

8 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. 



Chapter 3 ProForm A to Z    71

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. 
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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  Basis Amount = 
S   Sales price 

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

L   Loan amount 

H   125% of the loan amount 

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

J 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. 

P   Purchase money/seller financing amount 

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

Q   Loan amount plus the purchase money/seller financing amount 

E   Sales price minus the loan amount 

1   Construction/equity line first draw amount 

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

X   Loan amount minus the sales price 

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

 
Loan 

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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EEAARRNNEESSTT  MMOONNEEYY  DDEEPPOOSSIITT  
O 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. 
 

  
 
 

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: 
 
� The deposit will be shown as an incoming fund on the Disbursement Summary. 

� Enter the commission amount in the Portion of Deposit Retained field. 

� If 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). 

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

EESSCCRROOWWEERR  
O 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. 

 

  
 

8 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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EESSCCRROOWWSS  
O 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).  

 
 
 

 SEE ALSO:  
� “Aggregate Method” on page 47.  
 
 

EEXXCCEEPPTTIIOONNSS  
 
� See Chapter 4, “Requirements and Exceptions”. 
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EEXXCCEESSSS  DDEEPPOOSSIITT  
O 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. 
 

 
 

8 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. 

 
 

FFNNMMAA//FFHHAA//VVAA  RRIIDDEERRSS  
O 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: 
 

  
 

8 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. 
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GGIIFFTT  MMOONNEEYY  
 
Enter gift money given to buyers towards the purchase of property on the HUD-1 & Closing tab.  

 
1. Click the HUD-1 & Closing tab. 

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

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

 
 
4. Enter Incoming Fund in the Credit From field. 

5. Enter the amount. 
 

 

GGRRAANNTTOORR//GGRRAANNTTEEEE  
O General tab, Plats, Covenants & Conveyance screen. 

1. Click the General tab. 

2. Double-click Plats, Covenants & Conveyance. 

3. Scroll to the bottom of the screen. Click the More button. The New Conveyance dialog will 
appear. 
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HHAAZZAARRDD  IINNSSUURRAANNCCEE    
O HUD-1 & Closing tab, 900 Items Required by Lender to be Paid in Advance screen,  
  Line 903.  

 
1. Click the HUD-1 & Closing tab. 

2. Double-click 900 Items Required by Lender to be Paid in Advance.  

3. Enter the Hazard Insurance Premium on Line 903. 
 

 
 

IINNTTEERREESSTT  RRAATTEE  
O General tab, Terms, Payment & ARM screen. 

1. Click the General tab. 

2. Double-click Terms, Payment & ARM. 

3. 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: 

  

8 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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IINNTTEERRIIMM  IINNTTEERREESSTT  
O 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: 
 

 
 

8 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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LLEEGGAALL  DDEESSCCRRIIPPTTIIOONN  
O 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. 
 

  
 

8 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. 
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2. Click <Ctrl> and <Z> together. The Scrollable Field Editor will appear. 
3. Click Read from Text File. 

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

5. Click Open. 

 
 
6. The legal description will appear inside the Scrollable Field Editor. Click OK. 
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+ Spell Checking a Legal Description 

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

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

 
 
2. The Check Spelling utility will appear. 

 
 

3. A message will appear after the spell check is complete. Click OK. 
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LLEENNDDEERR  
O General tab, Lender screen. 

1. Click the General tab. 

2. Double-click Lender. 
 

 
 

8 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:  
� See “Look-up Tables: Store and Reuse Information” on page 130. 
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+ Entering a Lender from the Look-up Table  

1. Click inside the Lender Look-up Code field. 

2. Enter the code for the lender you want to retrieve and press <Tab>. 

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

 
 
4. The Lender Look-up table will appear. Double-click the entry you want. 
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LLIISSTTIINNGG  AAGGEENNTT  
O General tab, Real Estate Agents/Brokers screen. 

1. Click the General tab. 

2. Double-click Real Estate Agents/Brokers. 

3. Enter Listing Agent information in the Listing Agent/Broker (701) section. 
 

  
 

8 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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LLOOAANN  AAMMOOUUNNTT  
O 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: 

 

8  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: 
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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.  

 
 
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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LLOOAANN  DDIISSCCOOUUNNTT  
O 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. 
 

 
 
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 

 
1. Enter the percentage in the Loan Discount % field. 
2. Press <Tab>. 
3. Enter the percentage the Seller is to pay in the SlrPay field. 
4. Press <Tab>. 
 

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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LLOOAANN  NNUUMMBBEERR  
O 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. 
 

  

8 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. 

 
 

LLOOAANN  OOFFFFIICCEERR  AANNDD  LLOOAANN  PPRROOCCEESSSSOORR  
O General tab, Lender screen. 

1. Click the General tab. 

2. Double-click Lender. 
 

 
 

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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LLOOAANN  OORRIIGGIINNAATTIIOONN  FFEEEE  
O 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: 
 

 
 
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 

 
1. Enter the percentage in the Loan Origination % field. 
2. Press <Tab>. 
3. Enter the percentage the Seller is to pay in the SlrPay field. 
4. Press <Tab>. 
 

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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+ Turning On The Buyer/Seller Split Feature  

 
1. 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. 
 

 
 

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 SlrPay 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. 

 
 
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. 
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LLOOAANN  SSEERRVVIICCEERR    
� See “Mortgage Broker and Loan Servicer” on page 90. 
 
 

LLOOAANN  TTYYPPEE  
O General tab, Loan, Funding & ProTrust screen. 

1. Click the General tab. 

2. Double-click Loan, Funding & ProTrust. 

3. Click a loan type. For example: 
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MMLLSS  FFEEEE  
O 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 (=).  

 

 
 

8 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.  
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MMOORRTTGGAAGGEE  BBRROOKKEERR  AANNDD  LLOOAANN  SSEERRVVIICCEERR  
O General tab, Mortgage Broker & Loan Servicer screen. 

1. Click the General Tab. 

2. Double-click Mortgage Broker & Loan Servicer. 
 

   

8 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. 

 

8 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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MMOORRTTGGAAGGEE  IINNSSUURRAANNCCEE  
O HUD-1 & Closing tab, 900 Items Required by Lender to be Paid in Advance screen.  

 
1. Click the HUD-1 & Closing tab. 

2. Double-click 900 Items Required by Lender to be Paid in Advance.  

3. Enter the number of months of mortgage insurance. 

 
 

8 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 TotIns. for Life of Loan (as per Regulation X). Otherwise, the description  
for Line 902 will read Mortgage Insurance Premium. 

 
SlrPay% 

 
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 SlrPay% 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:  

 
 
 
� Mortgage Insurance escrow payments are entered on the 1000 Reserves Deposited With 

Lender (Escrows) screen.  
 
 

MMOORRTTGGAAGGEE  PPAAYYOOFFFFSS  
� See “Payoffs” on page 95. 
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NNOOTTAARRYY  
O General tab, Acknowledgement & Notary screen. 

1. Click the General tab. 
2. Double-click Acknowledgement & Notary. 
 

  
 
 

NNOOTTAARRYY  FFEEEESS  
O HUD-1 & Closing tab, 1101-1107 Title Charges screen, Line 1106. 

1. Click the HUD-1 & Closing tab. 
2. Double-click 1101-1107 Title Charges. 
3. Enter Notary Fees on Line 1106. For example: 
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NNOOTTEESS  
O 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>. 
 

 
 

 SEE ALSO: 

� 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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PPAARRCCEELL  IIDD  
� See “Tax/Map ID” on page 111. 
 
 

PPAAYYMMEENNTT  SSCCHHEEDDUULLEE  ((TTRRUUTTHH--IINN--LLEENNDDIINNGG))    
O General tab, Terms, Payment & ARM screen. 

1. Click the General tab. 

2. Double-click Terms, Payment & ARM. 

3. Click the TIL-Payment Schedule button.  
 

 
 
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:  
� “Truth-In-Lending (TIL)” on page 44. 
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PPAAYYOOFFFFSS  
O 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. 
 

 
 

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. 

O Refinance Payoffs: HUD-1 & Closing tab, 100 Gross Amount Due from Borrower screen,  
Lines 104 and 105.  

O Additional Payoffs:  HUD-1 & Closing tab, Additional Disbursements 1-12 and Additional  
Disbursements 13-24 screens. 

 
 

 SEE ALSO:  
� “Credit Card Payoff” on page 61.  
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PPEESSTT  IINNSSPPEECCTTIIOONN  
O 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 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). 

 

 
 
 

Note: Enter 1 in the TIL field to include the inspection amount in the total prepaid finance charges. 
 

8 With ProTrax Order Tracking and Management, you can track the status of the pest inspection 
by entering it as a Requested Track Item. See “Requested Track Items” on page 206. 
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PPRROOIINNDDXX  EEXXPPOORRTT  DDAATTAA  
O General tab, Property Legal Description screen. 

1. Click the General tab. 

2. Double-click Property Legal Description. 

3. Click the ProIndx Data button at the bottom of the screen.  

 
4. Enter data to be exported to ProIndx on the ProIndx Export Data dialog. 
 

  
 
 

 SEE ALSO:  
� Chapter 16, “ProIndx”. 
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PPRROOPPEERRTTYY  AADDDDRREESSSS  
O General tab, Property, Legal Description screen. 

1. Click the General Tab. 

2. Double-click Property, Legal Description. 
 

 
 
 

Setting the Property Address Default 
 
1. Click the General Tab. 

2. Double-click General Options. 

3. Click the arrow next to the Property Address Default field and make a selection. 

 
 

8 “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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PPRROOPPEERRTTYY  DDEERRIIVVAATTIIOONN  
O General tab, Plats, Covenants & Conveyance screen. 

1. Click the General Tab. 

2. Double-click Plats, Covenants & Conveyance. 

3. Use the Property Derivation section. 

 
 
 

PPRROORRAATTIIOONN  DDAATTEE  
O General tab, File No., Settlement Dates, Notes screen. 

1. Click the General Tab. 

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

  
 

Note: The default for the Proration Date is the Disbursement Date. 
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PPRROORRAATTIIOONNSS  
 
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.  
 

 
 
 

 SEE ALSO:  
� “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: 
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PPUURRCCHHAASSEE  MMOONNEEYY  
O 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: 
 

  
 
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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RRIIGGHHTT  TTOO  CCAANNCCEELL  ((RREESSCCIINNDD))  DDAATTEE  
O General tab, File No., Settlement Dates, Notes screen. 

1. Click the General tab. 

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

 
 
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. 
 

RREECCOORRDDIINNGG  DDAATTEE  
O General tab, File No., Settlement Dates, Notes screen. 

1. Click the General tab. 

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

  
 
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. 
 

RREEFFEERRRRAALL  FFEEEE    
� See “Additional Disbursements from Broker’s Commissions” on page 58. 
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RREEFFIINNAANNCCEE  PPAAYYOOFFFFSS    
� See “Payoffs” on page 95. 

 

RREESSTTRRIICCTTIIOONNSS  
O General tab, Plats, Covenants & Conveyance screen. 

1. Click the General tab. 

2. Double-click Plats, Covenants & Conveyance. 

3. Scroll to the bottom of the screen. Click the More button.  

4. Use the Restrictions field on the New Conveyance dialog that appears. 
 

  
 

RREESSTTRRIICCTTIIVVEE  CCOOVVEENNAANNTTSS  
O General tab, Plats, Covenants & Conveyance screen. 

1. Click the General tab. 

2. Double-click Plats, Covenants & Conveyance. 

3. Use the Restrictive Covenants section.  
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RREEQQUUIIRREEMMEENNTTSS  
 

� See Chapter 4, “Requirements and Exceptions”. 
 

 

SSAALLEESS  PPRRIICCEE  
O 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: 

  
 

Note: You do not need to type commas or dollar signs ($) when entering prices. 
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SSEECCOONNDD  AANNDD  TTHHIIRRDD  LLOOAANNSS  
 
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 2nd and 3rd 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. 

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

 
 
 

 SEE ALSO:  
� “Printing Documents for a Second or Third Loan” on page 152. 
 
 

SSEELLLLEERR  FFIINNAANNCCIINNGG  
� See “Purchase Money” on page 101. 
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SSEELLLLEERR    
O General tab, Seller, Officers & Signatures screen. 

1. Click the General tab. 

2. Double-click Seller, Officers & Signatures. 

3. 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. 
 

 
 

4. 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. 

5. If necessary, change the seller Type. By default, Male will appear for single sellers and Plural 
will appear if a second name is entered. 

6. 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.  

 

 
 
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. 
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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%. 

8 See “Seller Proceeds” on page 40 for more information. 
 
 

 SEE ALSO:  
� “1099-S Data” on page 40. 

� “Default Buyer and Seller Relationships” on page 51. 

� “Buyer/Borrower” on page 50. 
 
 

SSEELLLLIINNGG  AAGGEENNTT  
O 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: 
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SSEERRVVIICCEERR    
� See “Mortgage Broker and Loan Servicer” on page 90. 
 
 

SSEETTTTLLEEMMEENNTT  AAGGEENNTT  
O General tab, Settlement Agent, Underwriter, Offices screen. 

1. Click the General Tab. 

2. Double-click Settlement Agent, Underwriter, Offices. 
 

  
 

8 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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SSEETTTTLLEEMMEENNTT  DDAATTEE  
O General tab, File No., Settlement Dates, Notes screen. 

1. Click the General Tab. 

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

3. Enter the Settlement Date and press <Tab>. The Disbursement, Proration, and Recording 
Dates will fill in automatically with the Settlement Date. 

  
 
� 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.  

 

8 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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SSEETTTTLLEEMMEENNTT  OORR  CCLLOOSSIINNGG  FFEEEE  
O 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: 

  
 
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 SlrPay% field to split the fee evenly 
between the Borrower and Seller. 
 

 SEE ALSO: 

� 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. 

 

SSIIGGNNAATTUURREE  LLIINNEESS  
O General tab, Buyer/Borrower, Officers & Signatures and Seller, Officers & Signatures 

screens. 

1. Click the General tab. 

2. Double-click Buyer/Borrower, Officers & Signatures or Seller, Officers & Signatures.  

3. 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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SSUURRVVEEYY  
O 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). 

 

 
 

Note: Enter 1 in the TIL field to include the inspection amount in the total prepaid finance charges. 
 

8 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.” 

 
 

TTAAXX//MMAAPP  IIDD    
O 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. 
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TTAAXXEESS  AANNDD  AASSSSEESSSSMMEENNTTSS  
O HUD-1 & Closing tab, City/Town Taxes, County Taxes, or Assessments screens. (Express  

HUD users double-click the Taxes & Assessments screen.) 

8 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.  

3. Enter how taxes are to be paid in the Status of Current Period Taxes field. (See “Status of 
Current Period Taxes,” page 113.) 

 
 
4. Enter the Real Property Tax Amount. For example: 

 
 

5. Press <Tab>.  
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Status of Current Period Taxes 
 

 
 

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 

 
 

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.  

 

8 Tax figures can be shown as Paid Outside of Closing (POC) by clicking Show Tax Figures as 
POC. 

 
 
 

Rates & Values 
� 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.  
 
� To set up tax rates and values, click the Rates & Values button. The Rates & Values dialog 

will appear. 
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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: 
 

 
 
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.  
 

 
 
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 
� 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.  

� To set up the combined billing option, click the Combined Billing button. The Combined 
Billing dialog will appear.  
 

 
 

 
Tax Disbursement 

Specify how taxes should be disbursed in the Tax Disbursement section. 
 

 
 

 
HUD-1 Page 1 Figures 
 

 
 
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 

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 
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. 

 
 

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

 

 

9 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. 

 
 

TTIITTLLEE  EEXXAAMMIINNAATTIIOONN  
O 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: 
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TTIITTLLEE  IINNSSUURRAANNCCEE  BBIINNDDEERR    
O 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. 

 
 
 

 SEE ALSO: 

� 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. 
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TTRRAANNSSAACCTTIIOONN  TTYYPPEE  
O General tab, File No., Settlement Dates, Notes screen.  

1. Click the General tab. 

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

3. Enter Purchase, Refinance, or Equity in the Transaction Type field. For example: 
 

  
 

TTRRUUSSTTEEEE,,  TTRRUUSSTTEEEE  FFEEEE  AANNDD  CCOOMMMMIISSSSIIOONN  
O General tab, Security Instruments, Trustee & Riders screen. 

1. Click the General tab. 

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

3. Enter the trustee name. The Type field will default to Male. To change the type, select Female, 
Plural, Corporation, or Other. 

4. Enter the text for the "of__" clause to be printed on any document that requires a trustee name 
with such a clause. 

5. Enter the street address or P.O. Box in the first Address field. Enter the city, state, and zip in 
the second field.  

6. Enter the trustee’s fee percentage and the minimum amount of commission. 

 

8 To enter a trustee for Loan 2 or Loan 3, click 2nd Loan or 3rd Loan at the top of the screen. 
 

Hint: 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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UUNNDDEERRWWRRIITTEERR  
O General tab, Settlement Agent, Underwriter, Offices screen. 

1. Click the General tab. 

2. Double-click Settlement Agent, Underwriter, Offices. 
 

 

8 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. 

 
 

UUSSEE  OOFF  PPRROOPPEERRTTYY  
O General tab, Property, Legal Description screen. 

1. Click the General tab. 

2. Double-click Property, Legal Description. Property Use, Occupation, and Zoning fields are 
found on this screen: 

 

  
 

Note: If you select Other, you can enter a brief description in the text field provided. 
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UUSSEERR  OOPPTTIIOONNAALL  FFIIEELLDDSS  
O 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: 
 

 
 
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: 

� “ProForm Field Names” on page 138. 

� “Creating a Merge Document,” on page 180 in the SoftPro Administration Guide. 
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YYIIEELLDD  SSPPRREEAADD  PPRREEMMIIUUMM  
 
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.  
 
1. Click the General tab. 

2. Double-click Loan, Funding & ProTrust. 

3. 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.)  

4. Choose either Servicer or Mtg Broker to receive the proceeds.  

5. Enter Yield Spread Premium in the for field.  
 

  

8 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. 

 
 

ZZOONNIINNGG  
� See “Use of Property” on page 122. 
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CChhaapptteerr  44::  RReeqquu rrii eemmeennttss  aanndd  EExxcceeppttiioonnss  
 
 

In this chapter: 
 

� Entering a Requirement or Exception From a Look-up Table .....................................130 
� Entering a Requirement Manually................................................................................131 
� Entering a Exception Manually ....................................................................................131 
� Adding a New Requirement or Exception to a Look-up Table.....................................131 
� Importing Text to Fill In a Requirement or Exception...................................................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. 

2. Double-click the Requirements or Exceptions screen that you want. 

3. Click inside the first field of the requirement or exception you want to fill. 

4. Press <F9> to access the Look-up table. 

 
 
5. Double-click the selection you want. 
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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: 

 

 
 
 
Adding a New Requirement or Exception to a Look-up Table  
 

1. Enter the code and text. 

2. Put the cursor in the code field. 

3. Press <Ctrl+L> or <F9>. The Look-up table will appear. 

4. Click Insert Entry. 
 
 

+ 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.  
 
1. Click the requirement or exception text field (the larger scrollable field).  
2. Press <Ctrl+Z> to open the Scrollable Field Editor.  
3. Click Read from Text File.  
4. Browse for the text file you want to import, select it, and click Open. 

 
 SEE ALSO: 

� “Scrollable Field Editor” on page 144. 
 



132 SoftPro Standard Edition User’s Guide 132 SoftPro Standard Edition User’s Guide 

 



133 

 

CChhaapptteerr  55::  PPrrooFFoorrmm  DDaattaa  EEnn rrtt yy  TToooollss  
 
 

In this chapter: 
 

� Look-up Tables: Store and Reuse Information ............................................................134 
� Spell Check: Spell Check Text in ProForm..................................................................138 
� Right Mouse Button Menu: Single-click Access to Common Features .......................139 
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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 
 
� 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>. 

 
� If a field 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. 

 

  
 

 SEE ALSO:  
� 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: 
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8 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. 

 
2. 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. 

 

 
 
5. The new entry will appear at the top of the list. Click Close to exit the Look-up table. 

6. 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. 

8 You only have to make additions or edits to a Look-up table in one file. 
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+ What Fields Can I Save to a Look-up Table 

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 
by looking across the top of the Look-up Table window.  

 

  
 
 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. 

 

  
 
2. Press <F9> to access the Look-up table. 
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3. Select the entry that you want from the table. 

4. Double-click the entry or click Retrieve Entry.  
 

 
 

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. 
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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: 
 

 
 
2. If an unrecognized or misspelled word is found in the field, the Check Spelling dialog will 

appear. 
 

 
 
� To change the word, click one of the suggested words and click Change.  

� To ignore the word, click Ignore or Ignore All.  

� You can add a word to the spell checker dictionary by clicking Add.  

� 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: 
 

 
 
 

Menu Item Keyboard Shortcut Description 
> Next <Page Down> Jump to the next screen. 
< Previous <Page Up> Jump to the previous screen. 
Go To <Ctrl+G> Use the SoftPro Go To feature. 
Done <Esc> Close the menu. 
Calculator <F8> Use the SoftPro Calculator. 
Check 
Spelling 

<F7> Spell check the contents of the current field. 

Lookup <Ctrl+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 to 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. 

 
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. 

 

½You can modify the list 
of fields on the Go To 
window. See 
“Customizing Your Go 
To List,” p. 137. 

 
5. The cursor will jump to the first seller on Screen 4 of the General Tab. 

 



Chapter 5   ProForm Data Entry Tools       141  

 

+ 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.  
 
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. 

2. Click Insert. The Insert Go To Field dialog will appear.   

3. 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.) 

 

 
 
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.)  
 

 
 
� 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). 

 

 
 

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: 

 

 

SEE ALSO:
� “Disbursement Status Codes” on page 140.

 
 
Grouped Disbursements  
 

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: 
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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 
V 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  
–  

(minus) 
Miscellaneous adjustment, such as a – (minus) transaction in ProTrust  

M Funds manually diverted to one or more flex checks or handled elsewhere  
 

8 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. 
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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: 

 

 
 

� The amounts from 1101 and 1102 are automatically combined and appear on the Flex 
Checks 1-12 screen on Line 1: 

 

 
 

� The payee names for a flex check appear on the HUD-1 Settlement Statement. 

 
HUD-1 Settlement Statement (Legal) Page 2 

 
� The flex check amount is also included on the Disbursement Summary/Balance Sheet. 

 

 
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 

You can adjust a flex check amount manually by entering a dollar amount in the +/- field on the 
Flex Checks screen. Include a minus sign (-) before the amount to subtract from the flex check. 
The total amount of the check will be adjusted automatically and will appear in the Check 
Amount field. 
 
For example, to subtract $50.00 from a flex check, enter -50 in the +/- field. The check amount 
will be recalculated automatically: 

 

 
 

8 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: 

 

 
 
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. 

 

 
 
 
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.  
 

 
 

Read from Text File  
 
Use Read from Text File to import text from an existing text file (*.txt) into a scrollable field. 

1. Click Read from Text File.  

2. Put the cursor in a scrollable field. 

3. Press <Ctrl> and <Z> together. The Scrollable Field Editor will open. 

4. Click Read from Text File. The Open dialog will appear. 

5. Browse for and select the text file you want to import. 

6. Click Open. 
 

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. 

2. Press <Ctrl> and <Z> together. The Scrollable Field Editor will open. 

3. Click Write to Text File. The Save As dialog will appear. 

4. Select the folder in which you want to save your text file. 

5. Enter a name in the File name field. By default the file will be saved with the extension .txt. 

6. Click Save. 
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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.  

 

¯Printer Requirements  
� Windows - compatible printer with 2Mb memory. A laser printer is recommended.  

� 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: 

 

 
Loan 1 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 
8 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. C ile/P Or p Ctrl> and <P>.) The ReadyDocs Selection dialog will appear. 
lick F
 rint. (
 ress <
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2. Browse for the documents you want to print in the Available ReadyDocs window. For 
example: 

 
 
3. 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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4. After selecting documents, click OK. 

5. The Print dialog will appear. If necessary, choose a printer and the number of copies you 
want. Click OK to print. 

 
 

+ 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.)  
 
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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3. Double-click the folder named HUD-1 & Closing. 

 
 
4. Double-click the folder named HUD-1 Documents. 

 
 
5. 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. 

 
 
6. Click HUD-1, Pg 1 (Legal). 
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7. Click the >> button. HUD-1, Pg1 (Legal) will appear in the Selected ReadyDocs window. 

 
 
8. Click HUD-1, Pg2 (Legal). 

 
 
9. Click the >> button. HUD-1, Pg2 (Legal) will appear in the Selected ReadyDocs window.  
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10. Click OK. 

11. The Print dialog will appear. Click OK. 

 
 
 

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 three Document Modes for printing loan-specific documents. With Document 
Modes, you can print 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.  

 
 
2. Choose File/Print. 



156 SoftPro Standard Edition User’s Guide 

3. Browse for and double-click ALTA Commitment (Schedule A): 

 
 
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.  

8 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. 
2.  Browse for the document that you want to preview in the Available ReadyDocs: window.  

 
 

3.  Click the >> button pointing to the Selected ReadyDocs: window. This adds the selected  
document to the Selected ReadyDocs: list.  
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½Tip: You can select an entire folder 
in the Available ReadyDocs: 
window.  

 

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.   
 

 

Use the buttons on 
the toolbar to adjust 
your view or print. 
See “Print Preview 
Toolbar” below. 

To zoom in, click the 
document with the 
magnifying glass 
pointer.   

 
Click a second time 
to zoom closer, and 
a third time to return 
to normal view. 

 
Print Preview Toolbar  
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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. 

 
 
2. The ReadyDocs Manager will appear. Click the folder named User ReadyDocs Tree. 

 
 
3. Click Insert New Folder. 

 
 
4. A new folder will appear below the User ReadyDocs Tree. 
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5. Enter a name for the folder. For example: 

 
 
6. Press Enter. 

7. 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. 

 
 
8. Double-click the HUD-1 & Closing folder. 

 
 

9. Double-click the HUD-1 Documents folder.  
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10. Double-click the HUD-1, Legal folder.  

 
 
11. Select HUD-1, Pg 1 (Legal). 

 
 
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. 

 
 
13. A plus sign will appear next to the new folder when the document is successfully copied to it. 

For example: 

 
 
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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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. 

 

 
 

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.) 

2. Double-click the User ReadyDocs Tree folder. 
3. Drag and drop the entire folder you want to print to the Selected Documents window.  

 
 
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: 

 
 
13. Click OK.  

8 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: It is 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 
device drivers. A system error will appear if you attempt to print a .PDF file from ProForm 
without having this permission. If this occurs, contact your System Administrator to edit the 
Local Security Policy and Security Options as follows: 

 
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. Set the 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. 

6. 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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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. 

 
 

4. After selecting documents, click OK. The Save As dialog will appear.  

 
 

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. 

 
1. Click File/Print in ProForm. 

2. The ReadyDocs Selection window will appear. Select the ReadyDocs you want to email. 
(Multiple ReadyDocs will be sent in one PDF file.) 

3. Click OK. 

 
 
4. The Print dialog will appear. Select the SoftPro/PDF995 printer. 
5. Click OK. 
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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.  

 
 
7. Click Save. A new email will open. The PDF file containing the selected ReadyDocs will 

appear as an attachment. 
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8. Enter the recipient email address, carbon copy recipients, and a subject line as necessary. 

9. Click Send. 
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CChhaapptteerr  77::  PPrriinnttiinngg  CChheecckkss  
 

In this chapter: 
 

� Printing Checks from ProForm.....................................................................................170 
� Adjusting Checks for Printing.......................................................................................171 
� Check Supplies Compatible with ProForm for Windows .............................................171 
� Printing Pending Checks from ProTrust.......................................................................172 
� Creating a Combined Check........................................................................................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 

� 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. 

� 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.) 
 

½Tip: Information 
is organized into 
four columns.  
You can click a 
column heading 
to sort the list by 
that heading. 

Figure 1. Check Selection Dialog 
        

2. Select the check(s) you want to print. Hold down the <Ctrl> key t
choose all checks at once, click Select All.)  

 

 
3. If you want to change the check style, click the down-arrow besid

and select a different style. 
4. Choose OK. The Print dialog will appear. 
5. If necessary, enter a printer in the Name field. 
6. Select OK. 

 
Note: Your closing file is checked for errors before printing. You will be p

that need to be fixed before printing can continue. 
 

 

o select multiple checks. (To 

 

e the Checks to Print field 

rompted to correct any errors 
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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:  

 

  
 

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:  
� Chapter 5, “Document and Check Management in ProForm” in the SoftPro Administration 

Guide. 
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Printing Pending Checks from ProTrust  
 

1. Recall the ledger you want to print from. (See “Searching for a Ledger” on page 229.) 
2. Choose File/Print Pending Checks.  

3. 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.  

4. Enter a transaction date and beginning check number. 

5. If you want to change the check style, click the down-arrow beside the Checks to Print field 
and select a different style. 

6. Choose OK. The Print dialog will appear. 
7. If necessary, enter a printer in the Name field. 
8. 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. In the vendor ledger enter a funds transfer transaction with a Transferred In (+) transfer type 
to account for each Transferred Out (-) transaction. 

3. In the vendor ledger enter and print one pending check for the total amount of the check to the 
vendor.  

 
 

 SEE ALSO:  
� Chapter 12, “ProTrust” 

� Chapter 12 “Getting Started With ProTrust” in the SoftPro Administration Guide. 

� Chapter 14 “ProTrust Reconciliation” in the SoftPro Administration Guide. 
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CChhaapptteerr  88::  DDooccCChheekk  
 
 

In this chapter: 
 

� DocChek: Edit a Document On Screen .......................................................................174 
� Viewing a Document in DocChek ................................................................................175 
� Using DocChek to Edit a File .......................................................................................176 
� Editing a HUD-1 Settlement Statement With DocChek ...............................................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.  

 

 

ProForm File 

DocChek Window

Hot Spots

 
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!   
 

8 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.  

 
 

2.  Double-click the document. 
3.  The document you selected will appear in a separate DocChek window.  

 

The 
DocChek 
window can 
be resized, 
maximized, 
minimized, 
or closed like 
any other 
window. To 
close 
DocChek, 
press <Esc>
or click . 
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Using DocChek To Edit 
a File 

3. Double-click the HotSpot on the document 
that contains the data you want to edit. 

 

 

 
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.  

 
4. The ProForm screen where the HotSpot 

data was entered will open. Make your 
changes to the data as needed. 

 
 

 
A document Hot Spot can be identified with the 
mouse pointer. The pointer will change color 
when moved over a Hot Spot:   

5. Press <Esc> to close the ProForm screen 
and return to DocChek. The changes you 
made will appear instantly in the 
document: 

 

 

 

 
To edit data using DocChek: 
 
1. Double-click the document you want in the 

ReadyDocs: window. 
 

 
 

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. 

 
 



Chapter 8   DocChek       177  

+ 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. 

 
 
2. Double-click the HUD-1 & Closing folder. 

 
 
3. Double-click the HUD-1 Documents folder. 

4. Double-click the HUD-1, Legal folder. 

5. Double-click HUD-1, Pg 2 (Legal). 
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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).   

 

 
 

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. 

 
 

8. Press <Esc>. The screen will close and you will return to DocChek. The Appraisal Fee will  
appear on Line 803. 
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CChhaapptteerr  99::  WWoorrddPPeerrffeecctt  aanndd  MM rriicc oossoofftt  WWoorrdd  
MMeerrggee  

 
 
In this chapter: 
 
� WordPerfect and Microsoft Word Version Requirements ............................................179 
� Printing WordPerfect Merge Documents .....................................................................180 
� Printing Microsoft Word Merge Documents .................................................................181 
� Printing a Buyer’s Transmittal (Microsoft Word) ..........................................................183 
� Setting Up Your Own Merge Document Folders..........................................................185 
� Printing All Documents In A Folder At Once................................................................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. 

 
 

¯WordPerfect and Microsoft Word Version Requirements  
 

� Microsoft Word 97 or higher to print Word Merge Documents. 
� Corel WordPerfect 8.0 or higher to print WordPerfect Merge Documents. 
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Printing WordPerfect Merge Documents  
 

¯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. 

 
 
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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7. 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.) 

 

 

Type information to answer 
prompts in the Prompt Data 
column. Then press <Tab> to 
jump to the next prompt. 

 
8. 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.  
 
Note:  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 
 

¯Note:  The SoftPro Word Merge Macro must be installed in order to print Microsoft Word 
Merge Documents. See “Microsoft Word Merge and Print Macro Installation” on  
page 177 of the SoftPro Administration Guide. 

 
1. Close any open copies of Microsoft Word.  
2. Open the ProForm file that you want to print from. 
3. Click File/MS Word Merge. 
4. The MS Word Merge Document Selection dialog will appear. 



182 SoftPro Standard Edition User’s Guide 

 
 
5. 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.) 

6. 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.) 

7. After selecting documents, click OK. 

8. 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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Type information to answer 
prompts in the Prompt Data 
column. Then press <Tab> to 
jump to the next prompt. 

Prompts Dialog 
 

9. 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.  

 
Note: 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. 
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4. Double-click the folder named HUD-1 & Closing. 

 
 
5. Click Buyer’s Transmittal. 

 
6. Click the >> button. Buyer’s Transmittal will appear in the Selected Documents window. 

 
 
7. Click OK. The following message will appear: 

 
 
8. Click OK to continue.  
9. The Prompts Dialog will appear. 
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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. 

 

8 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. 

 
 
2. The WordPerfect Documents Manager will appear. Click the folder named User 

WordPerfect Documents Tree. 
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3. Click Insert New Folder. 

 
 
4. A new folder will appear below the User WordPerfect Documents Tree. 

 
5. Enter a name for the folder. For example: 

 
 
6. Press Enter. 

7. 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. 

 
 
8. Double-click the HUD-1 & Closing folder. 
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9. Select Loan Package Transmittal with the left mouse button.  

 
 
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. 

 
 
11. A plus sign will appear next to the new folder when the document is successfully copied to it. 

For example: 

 
 
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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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. Click File/WordPerfect Merge. 

2. The WordPerfect Merge Documents Selection dialog will appear. Double-click User 
WordPerfect Documents Tree. 

3. Drag and drop the entire folder you want to print to the Selected WordPerfect Merge 
Documents window. For example: 

 
 
4. Click OK. 

 
 
Note:  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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CChhaapptteerr  1100::  TTrraannssaaccttiioonn  PPooiinntt  aanndd  RReeaallEECC™™
II

  
nntteeggrraattiioonn  

 
In this chapter: 

 

� TransactionPoint by SoftPro ........................................................................................189 
� Setup and Communications Module ............................................................................190 
� Publishing an Order to the Web...................................................................................191 
� Attaching Documents to Track Items ...........................................................................192 
� Setting Track Item Viewing Privileges..........................................................................195 
� Posting File Updates to TransactionPoint....................................................................196 
� RealEC™ Integration ...................................................................................................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 

� 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. 

 
  
� 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. 

� 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.   

� 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. 
 

 
 
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.  
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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. 

 

2. Click Browse. The Open dialog will appear. 

3. Select the .PDF file that you want to attach. 

  
 
4. Click Open. The file will appear in the Find File field. 
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5. Enter a description of the document in the Description field. 

  
 
6. Click Attach to add the document. The document will appear in the Attachments pane. 
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How to Attach a ProForm ReadyDoc 
 
1. Click Attach ReadyDoc. The ReadyDoc Selection dialog will appear. 

2. Select the document you want to attach. 

  
 

3. Click   to add the document. It will appear in the Selected ReadyDocs pane. 

 
 
4. You can select multiple documents. For example: 
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5. Click OK after selecting documents. The ReadyDocs will appear in the Attachments pane. 

  
 

Setting Track Item Viewing Privileges  
 
� Click Viewing Privileges on a Track Item screen to set up viewing privileges and automatic e-

mail updates to Transaction Point contacts. 
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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 

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. 

  
 
4. Click Done. The note will appear in the Attached Notes pane. 

 
 
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™ Integration 
 

What is RealEC? 
 
� 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.  
 

� 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.  
 

� 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:  
� 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. Click File/RealEC/Inbox from the ProForm menu bar. 

  
 
2. 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. 

 
 
2. 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.  
 
3. 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. 
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In this chapter: 
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� Printing a Closing Calendar .........................................................................................210 
� Running a Policy Register Report................................................................................211 
 

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: 
� Begin a new order using Express Order Entry. 
� Track the status of over 60 tasks with each order. 
� Run Order Summary Reports to keep on top of who is doing what. 
� Run Exceptions Reports and Order Reports sorted by many different criteria, and  

Policy Register/Liability Reports to manage your business. 
 

¯ 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 Items 
 
A checklist track item is a task that is typically completed in-house such as the deed preparation, 
title 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. Click the Order Tracking tab. 

2. Double-click Checklist Track Items 01-05. Notice that Item 2 is preset for the commitment 
preparation. 

  
 
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: 

  
 
4. 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. 

  
 

Note: 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. 
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When an item becomes past due, an exclamation point icon will appear besides the Status 
field. For example: 

 
 
 

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: 

 
 
 

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: 

 
 
 

 SEE ALSO:  
� “Order Summary Report ReadyDoc” on page 208. 

� “Requested Track Items” on page 206. 
 

¯ 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 
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. Double-click the Checklist Track Items 01-05 (Pre-Closing) screen of the Order 

Tracking tab. 

 
 
2. By default, the first Checklist Track Item is reserved for the Title Exam.  

 
 
3. 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: 

 

 
 
4. Enter 2 in the Due field. For example: 

 
 
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: 

 

 
 

 
 

Requested Track Items 
 
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. (Items 1-7 all have preset descriptions, but the defaults 
can be changed. Items 8-12 are blank.) 
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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: 

  
 
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:. 

  

8 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. 
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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.  
 

 
 
 

 SEE ALSO:  
� “Order Summary Report ReadyDoc” on page 208. 

� “Requested Track Items” on page 206. 

� “Order Tracking Status Bar” on page 203. 

� “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. 

  
 
3. Double-click the folder named Order Tracking. 

4. Double-click the folder named Order Summaries. 

5. Select the document named Order Summary Document. 
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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  . The document will appear in the Selected ReadyDocs: window. 
7. Click OK. 
8. The Print dialog will appear. Click OK. 

 
 
Sample Order Summary Report 
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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. Click Reports/Print. 

2. The Reports Selection dialog will open.  

  
 
3. 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.) 

4. After selecting reports, click OK. 

5. The Print dialog will appear. Click OK to continue. 

6. 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
1

, with January Settlement Dates
2

. Only Checklist Track Items
3

 

(regardless of due date
4

), will be included in the report. 

 

 
 
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  
 
1. Click Reports/Print. 
2. Double-click the folder named SoftPro Reports Tree. 
3. Double-click the folder named Order Tracking. 
4. Select Closing Calendar. 

5. Click  . The document will appear in the Selected ReadyDocs: window. 
6. Click OK. 
7. The Closing Calendar report criteria dialog will appear. Enter your criteria and click Print. 
8. 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.  

 
 

2. The Report Selection dialog will open. Double-click the folder named SoftPro Reports Tree 
to open it. 

 
 

3. Double-click the Order Tracking folder.  

 
4. Double-click the Policy Register/Liability Report folder. 

5. Double-click the Basic Reports folder. (Detailed Reports include Endorsement Splits.) 

 
 

6. Click the Effective Date report. 

 
 

7. Click the >> button in the middle of the Reports Manager. For example: 
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8. Click OK.  

9. 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. 

 
 

11. Click OK to print. 
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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:  
� Chapter 12, “Getting Started With ProTrust” in the SoftPro Administration Guide. 

� Chapter 13, “ProTrust Group Deposits” in the SoftPro Administration Guide. 

� Chapter 14, “ProTrust Reconciliation” in the SoftPro Administration Guide. 
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ProTrust Desktop 
 

 
 

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. 
 

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 
underlined. For instance, to access the File 
menu without using your mouse, press <Alt> 
and <F>. 
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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 
 

 
 

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.) 
 

� A firm ledger is 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  
 

1. Click Add Ledger  on the ProTrust toolbar, or click Ledger/Add New Ledger. 
2. Enter a Firm File ID. 
3. Enter a Trust Account code. 
4. The Type field should be blank. 

  
 
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. 

3. 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 (/). 

 
CONTINUEDÔ 
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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/Import a ProForm data file. The Open dialog will appear. 

2. Browse for and select the ProForm file you want to import. 
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3. Choose Open. A ledger will be created with the appropriate ProForm file data inserted on the 

new Ledger Information screen. 
 
 

Saving a Ledger  
 
� Choose Ledger/ Save Ledger Changes.  

 
Hint: <Ctrl> and <S> is the keyboard shortcut to Record/Save Ledger Changes. 
 

 

Printing Ledger Information  
 
� 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: 

 

 

Transactions

 
 

Entering a Check  
 

1. Click <Ctrl+A> or choose Ledger/Transaction/Add New Transaction.  

2. Select Check from the Transaction Types list. Click OK. 

3. Select the new check type (Pending, Check, Held, or Void).  

4. Enter a date and a check number. (Only for Check and Void types). 

5. For cleared checks, enter a date in the Cleared field. For voided checks, enter a date in the 
Voided field. 

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  
 

1. Select the check you want to void from the transaction list. 

2. Choose Ledger/Transaction/Edit Current Transaction. 

3. Select Void. 

4. Enter the date voided on the Actual Voided Date dialog. Select OK after entering the voided 
date. 

5. 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. 

 

 
 

2. Click Ledger/Transaction/Prepare Void Check for Re-printing. (Or press <Ctrl+Alt+V>.)    
A message will appear. 
 

 
 

3. Click Yes to continue. A check window will appear with the voided check information. You can 
edit the information if necessary. 

4. 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. In the vendor ledger enter a funds transfer transaction with a Transferred In (+) transfer type 
to account for each Transferred Out (-) transaction. 

3. In the 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. Click <Ctrl+A> or choose Ledger/Transaction/Add New Transaction. 

2. Select Funds Transfer from the Transaction Types list. 

3. Choose OK. 

4. 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. 

 
5. Enter the amount of the transfer in the Amount field. 

6. Enter the payee name in the Payee Name field. 

7. 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. 

8. 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. 

9. Select OK. 
 
Hint: Click Transfer Now to automatically transfer the funds to another ledger.  
 
 

Transferring Funds Between Ledgers  
 

1. Select a Funds Transfer transaction. 

2. Press <F4>. The Funds Transfer Ledger File ID window will appear. 

3. Enter the firm file identification of the ledger you want to transfer funds to in the Firm File ID 
field. 

 

 
Entering a Deposit  
 

1. Click <Ctrl+A> or choose Ledger/Transaction/Add New Transaction.  

2. Select Deposit from the Transaction Types list. 

3. Choose OK. 

4. Select Pending or Deposit. 
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5. Enter the deposit number in the Deposit No. field and the amount in the Amount field. 

6. 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. 

7. 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 
 

1. Select Tools/Preferences from the ProTrust menu bar. 
2. Click 3-Way Reconciliation. For example: 

 
 

3. 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: 

 

 
 

� 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 
 

1. Click Search  on the toolbar. 

2. 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.  

 
 

3. Click Go  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: 

 
 
4. Use the arrow buttons on the toolbar to scroll between matching ledgers.  

  

5. To view a list of matching ledgers, click  on the toolbar or select Search/List of Ledgers. 
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 SEE ALSO:  
� “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.  

� There should not be any pending or held items in the ledger.  

� All transactions must be cleared or voided.  

� All funds transfer transactions must have offsetting funds transfer transactions in other ledgers. 

� 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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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. 

  
 
2. Enter your report criteria. 

  
 
3. Click Print. 

  
 
 

 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: 

 

Select one.  
Note: If you select Disbursements (All 
or Outstanding) you may also choose 
Miscellaneous Items Only. Enter a date range.

Choose to sort by 
Reference/Check Number or 
Transaction Date. 

Brief Format – One line per transaction. 
Detailed Format – Includes Memo:, Client Matter:, Ledger Comment:, 
and Property fields for each transaction.  
Totals only (no sort) – Sum totals of receipts and/or disbursements. 

 
3. Click Print. The Print dialog will appear. 
4. Click OK. 
 

 CONTINUEDÔ 
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Report Layout (Brief Format Sample) 
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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. 
 
1. Choose Reports/Deposit Ticket Report. 
2. Enter starting and ending dates. 

 

Enter a date range or leave 
blank for all.

 
3. Click Print. The Print dialog will appear. 
4. Click OK. 
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Report Layout (Sample) 
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Transferred Funds Report  
 
1. Choose Reports/Transferred Funds Report. 
2. Enter a range of transfer dates or leave blank for all.  
3. Choose Totals Only or Full Detail. 

 

Enter a date range or leave 
blank for all.

 
4. Click Print. The Print dialog will appear. 
5. Click OK. 

 
Report Layout (Full Detail Sample) 
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Periodic Totals by Ledger  
 
1. Choose Reports/Periodic Totals by Ledger. 
2. Enter a range of transaction dates or leave blank for all.  

  

Enter a date range or leave 
blank for all. 

 
3. Click Print. The Print dialog will appear. 
4. Click OK. 

 
Report Layout (Sample) 
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Statement Proofing Register  
 

1. Choose Reports/Statement Proofing Register. 
2. Enter your report criteria on the dialog that appears: 

 

Select either Bank Statement Date 
or Cleared Date Range. After 
selecting, you must enter either a 
bank statement date or cleared date 
range.  

 
3. Click Print. The Print dialog will appear. 
4. Click OK. 
 
Report Layout (Brief Format Sample) 
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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. 

  

Enter a date range or leave 
blank for all. 

 
4. Click Print. The Print dialog will appear. 
5. Click OK. 

 
CONTINUEDÔ 
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Report Layout (Daily Balance Only Sample) 
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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. 

  

The Firm File ID field 
cannot be blank. 

Enter a date range or 
leave blank for all. 

 
4. Click Print. The Print dialog will appear. 
5. Click OK. 

 
 
Report Layout (Daily Balance Only Sample) 
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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. 

  

Enter a date range or leave blank for all. All ledgers 
that have a Reminder Date in the range you specify 

will be included.

 
3. Click Print. The Print dialog appears. 
4. Click OK. 

 
Report Layout (Firm File ID Order Sample) 
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Single Ledger Balance Report  
 
1. Choose Reports/Single Ledger Balance Report. 
2. Enter starting and ending dates. Leave dates blank to include all. 
3. Select a Sort Option. You can sort by Reference/Check Number or Transaction Date. 
4. Click Include Approval Signature Lines to have signature lines appear on the report. 

  

The Firm File ID field 
cannot be blank. 

Sort Transactions by Ref/Ck 
Number or Date. 

Click to include room for signature lines.  

 
5. Click Print. The Print dialog will appear. 
6. Click OK. 

 
Report Layout (Include Approval Signature Lines Sample) 
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+ Printing a Single Ledger Balance Report in a Ledger 
 
You can quickly print a Single Ledger Balance Report for any ledger when the ledger is open. 
 
1. Open the ledger you want. 

2. Click the Print button on the toolbar, or select File/Print. 
3. Click Print. The Print dialog will appear. 

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. 

  

Choose to master sort by 
Firm File ID or Client/Matter.

Sort Transactions by Ref/Ck 
Number or Date. 

Enter a date range or 
leave blank for all.  

Click to include zero balance ledgers and/or 
to include room for signature lines.  

 
3. Click Print. The Print dialog will appear. 
4. Click OK. 

 
CONTINUEDÔ 
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Report Layout (Firm File ID Order Sample) 
 

 

 
 

 



Chapter 13   Printing ProTrust Reports       247  

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. 

  
 

3. Click Print. The Print dialog will appear. 
4. Click OK. 

 
Report Layout (Firm File ID Order Sample) 
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Missing Checks Report  
 
1. Choose Reports/Missing Checks Report. 

2. Enter a beginning check number. 

 

You cannot leave the Beginning Check Number: 
blank. Missing checks found after the number you enter 
will be included.

 
3. Click Print. The Print dialog will appear. 

4. Click OK. 
 

 
3-Way Reconciliation Reports 
 
 

Book Balance Report  
 

1. Choose Reports/3-Way Reconciliation/Book Balance Report. 
2. 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. 

   

Enter a date range or 
leave blank for all.  

 
4. Click Print. The Print dialog will appear. 
5. Click OK. 

 



Chapter 13   Printing ProTrust Reports       249  

Report Layout (Guaranty Ledgers Only Sample) 
 

 
 

 
Bank Adjustments Report  
 

1. Choose Reports/3-Way Reconciliation/Bank Adjustments Report. 
2. Enter a range of transaction dates. Leave dates blank to include all. 

   

Enter a date range or 
leave blank for all.  

 
3. Click Print. The Print dialog will appear. 
4. Click OK. 
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Report Layout (Sample) 
 

 
 

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. 

  

r. 
Choose to sort by Firm File 
ID or Client/Matte

Enter a date or leave 
blank for all.  

Click to include zero balance ledgers or to 
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 (With Detail)   
 

1. Choose Reports/3-Way Reconciliation/Escrow Trial Balance Report (With Detail). 
2. Enter your report criteria on the dialog that appears. 

  

Choose to master sort by 
Firm File ID or Client/Matter. 

Sort Transactions by Ref/Ck 
Number or Date. 

Enter a date range or 
leave blank for all.  

Click to include zero balance ledgers or to 
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 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. 

  

Date fields cannot be 
left blank. 
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3. Click Print. The Print dialog will appear. 
4. Click OK. 

 
Report Layout (Sample) 
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+ Previewing a Report On Screen 
You can preview a report by clicking the Print Preview button on any report criteria dialog.  
For example: 

 

 
 

The print preview window features buttons to scroll through multiple pages, print, and zoom. 

 

Click the 
Maximize 
button to 
expand to 
full-screen 
view. 

Adjust zoom Print
Use the arrow 
buttons to jump to 
the first page, 
previous page, next 
page, or last page. 

 
Note: 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: 
 

 
In the example above, a subtitle is being added to a Statement Proofing Register for 
clarification. The statement date is July 10th 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: 
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CChhaapptteerr  1144::  PPoo ttssii iivvee  PPaayy  
 
 

In this chapter: 
 

� Using Positive Pay ............................................................................................................258 
� Positive Pay Log File.........................................................................................................261 

 
 
 

Overview 
 

� 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.  
 

� 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.  
 

� 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. 
 
1. Click Start/Run.  
2. Enter the path to the Positive Pay program file PTWinPPY.exe. For example: 

 

 
 

Note:  Instead of entering the path, you can search for PTWinPPY.exe by clicking Browse. 
 

3. Click OK. The main screen will appear. 
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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. 

 

 
 

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. 

 

 
 

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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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. 
 

 
 

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: 
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14. Click Save. A list of checks that have been added to the positive pay file will appear. 
 

 
 

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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In this chapter: 
 

� Launching ProClear .....................................................................................................264 
� Main Window................................................................................................................265 
� Trust Account, Bank Data File, and Cleared Date Option Screen...............................265 
� Selecting a Bank Data File...........................................................................................265 
� Choosing a Cleared Date Option .................................................................................266 
� Clearing Transactions ..................................................................................................266 
� The Cleared Transaction Summary Screen.................................................................267 
� Cleared Transaction Errors ..........................................................................................268 
� Troubleshooting Errors.................................................................................................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. 

 

 

 

Figure 1. Browsing for the PTWinCTI program file  
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Main Window  
After launching ProClear, the main window 
will appear on your desktop. (See Figure 
2.)  

Figure 2. Main Window 

 
It is advised that you run a Missing Checks 
Report and Transferred Funds Report from 
ProTrust before clearing transactions with 
ProClear. You can close ProClear by 
selecting File/Exit, run these reports with 
ProTrust, and  
then begin again. 
 
When you are ready to begin, select Begin 
Transactions Clearing Process… on the 
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.) 

 

 
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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Or, click Browse…, select the bank file, and click Open. (See Figure 4.)  
 

 
Figure 4. Browsing for the Bank Data File 

 
 
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: 

 

 
 

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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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: 
 

 
 
 



268 SoftPro Standard Edition User’s Guide 

Cleared Transaction Errors  
In the following example, two errors were found:  

 

 
 

� No matches were found for check #2574.  
� 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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In this chapter: 
 

� Adding a Title Record.................................................................................................................270 
� Importing a ProForm File ...........................................................................................................270 
� Exporting a File from ProForm to ProIndx..................................................................................272 
� Searching for a Record ..............................................................................................................272 
� Menu Bar ...................................................................................................................................273 
� Tool Bar .....................................................................................................................................274 
� Shell Record ..............................................................................................................................274 
� Editing a Shell Record................................................................................................................275 
� Printing a Title Record Report ....................................................................................................275 
� Print Preview..............................................................................................................................276 
 

Overview 
 
Create and maintain your own database of title index records with ProIndx. To compile a database 
of records, you can import data from ProForm files or enter records manually. 
 
The ProIndx Search feature gives you the power to use wildcards and extensive search criteria to 
find the records you need when you need them. And, ProIndx comes with the ability to print a 
record or preview it on screen. (See page 276.) Each ProIndx 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  on the tool bar.) 

2. Fill in the information you want to add to the new record. For example: 

 
 
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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3. Click Open. Data from the ProForm file will be imported. 

  
 
4. A new title record will appear. 

  
 
5. Click File/Save to save the new record. 
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+ Exporting a File from ProForm to ProIndx 
 
You can export a file from ProForm to ProIndx using the ProForm Export feature. 
 
1. In ProForm, open the file you want to export. 
2. Click File/Export. 
3. Click Export to ProIndx Standard Edition. For example: 

 
 
4. Click OK. ProIndx will open and a new record will appear. Press <Ctrl> and <S> to save 

the new record. 
 

 

Searching for a Record 
1. Click Search/Enter Search Criteria. (Or click  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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3. Click Go  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: 

 
 
4. Use the arrow buttons on the toolbar to scroll between matching records.  

  

5. To view a list of matching records, click  on the toolbar or select Search/List of Ledgers. 
 

 SEE ALSO:  
� “Using Wildcards” on page 12. 

 
Menu Bar 

 
Each ProIndx menu contains a drop-down list of 
commands. For example, you can import a 
ProForm file, print, or exit using the File menu. 
 

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 
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underlined. For instance, to access the File menu without using your mouse, press <Alt> and 
<F>. 

 
 

ProIndx Menus 
 

File Import data from an existing ProForm for Windows file, print or print preview the 
current record, adjust printer settings, or exit ProIndx.  

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 ProIndx shell record, use ProIndx database utilities or view database 
information, and access ProIndx Preferences.  

Help Access the ProIndx on-line help system or read program information about ProIndx 
for Windows and access system information. 

 
 

Tool Bar 
 

 
 
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 ProIndx 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 ProIndx menu bar.  
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2. The ProIndx Shell Record screen will appear. Enter the information that you want copied to 

each new record. 

 
 
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 ProIndx Shell Record screen to save your changes. 
 
 

Printing a Title Record Report  
 

1. Select Reports/ProIndx Title Index Record.  

 
2. The ProIndx Title Record screen appears. Enter your report criteria. 
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3. Click Print. The Print dialog will appear. 

4. Click OK. 
 

8 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: 
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� Tool Bar........................................................................................................................285 
� Printing Pro1099 Reports.............................................................................................285 
� Print Preview ................................................................................................................286 
� Printing Substitute 1099-S Forms ................................................................................286 
� Keeping Track of Seller 1099-S Forms........................................................................287 
� Printing a Report for a Single Record ..........................................................................289 
 

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.) 
 

8 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. 
� While in Pro1099, you can import a ProForm file. 
� Create a new record in Pro1099 manually. 

 
 

+ Exporting a File from ProForm to Pro1099 
 
You can export a file from ProForm to Pro1099 using the ProForm Export feature. 
 
1. In ProForm, open the file you want to export. 
2. Click File/Export. 
3. Click Export to Pro1099 Standard Edition. For example: 

 
 
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. In Pro1099, 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. 

  
 
3. Click Open. The 1099-S data in the ProForm file will be imported. 

  
 
4. A new record will appear.  

 
 
5. Click File/Save to save the new record. 
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Adding a Record Manually 

1. Click Record/Add New Record. (Or click  on the tool bar.) 

2. A blank 1099-S record will appear. Fill in the information you want to add to the new record. 
For example: 

 
 

3. Press <Ctrl> and <S> to save the new record. 
 

Note: 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

 

+ 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:  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. 

Address:, City:, State:, Zip:,  
Foreign Address:  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. 

 
Legal Description:  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. 

 
Special Data Entries:  Enter any special data to identify this record during a 

search. 
 
Settlement Date:  Enter the closing settlement date. 
 
Gross Proceeds:  Enter the seller’s gross proceeds. 
 
Buyer’s Part of R/E Tax: Enter the amount of the buyer’s part of real estate tax. 
 
Tax ID Type Select the checkbox for the appropriate tax identification 

type. To exempt a 1099 record from the IRS reporting file, 
select Exempt Individual. 

 
Correction Status 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 
1. Click Search/Enter Search Criteria. (Or click  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: 

 
 

3. Click Go  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: 

 
 
4. Use the arrow buttons on the toolbar to scroll between matching records.  

  

5. To view a list of matching records, click  on the toolbar or select Search/List of Ledgers. 
 



284 SoftPro Standard Edition User’s Guide 

 SEE ALSO:  
� “Using Wildcards” on page 12. 

 
Menu Bar 

 

 

Each Pro1099 menu contains a drop-down list of 
commands. For example, you can import a 
ProForm file, print, or exit Pro1099 using the File 
menu. 
 

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 
underlined. For instance, to access the File 
menu without using your mouse, press <Alt> 
and <F>. 

 
 

Pro1099 Menus 
 

File Import data from an existing
the current Pro1099 record

Edit Use Windows Undo, Cut, C
Search Enter search criteria, clear 

matching ledgers. 
Record Add a new record, delete th

changes to the current reco
after a search.  

Reports Print a List of Database Re
actual 1099-S Forms for a r

View Hide or show the Tool bar a
Tools Enter Transmitter/Payer da

1099-S records. 
Help Access the on-line help sys

information. 
 
 

 ProForm for Windows file, print or preview a report for 
, adjust printer settings, or exit Pro1099.  
opy, and Paste commands. 
the search screen, begin a search, or display a list of 

e current record, cancel to return to Empty Mode, save 
rd, or view the first, last, previous, or next matching record 

cords, Exceptions Report, Substitute 1099-S Forms, or 
ange of records. 
nd/or Status bar.  

ta, create a 1099-S submission file, or delete multiple 

tem, read program information, and access system 
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Toolbar 
 

 
 
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: 

  
 
2. Enter your report criteria. For example: 

  
 
3. Click Print. 
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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. 

 
 
2. Click OK to continue. A second message will appear. 
3. Click OK to continue. Enter your report criteria. For example: 
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8 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: 
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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. 

8 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: 
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Printing a Report for a Single Record  
 

1. Recall the record you want to print. (See “Searching for a Record” on page 283.) 
2. Click File/Print.  
3. The Print Current Record dialog will appear. Select the form you want to print. For example: 

 
 
4. Click OK. 
5. The dialog for the form you chose will appear. For example: 

 
 

6. Click Print. The Print dialog will appear. 

7. Click OK. 
 

8 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  
 
� Click Tools/Title Insurance Premium Manager in ProForm: 

 
� 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: 
 
� “Rate Table Wizard,” page 293. 

� “Discount Table Wizard,” page 307. 

� “Policy Table Wizard,” page 311. 

� “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. 
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3. The Options screen will appear. By default, Create a new Rate Table is selected. Click Next. 

 
 
4. Enter a unique Look-up table Code and a Description. These are required fields. 

5. Click Next. 
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6. Enter Calculation Information. 

 
 

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. 

  
 
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   
  

 
 
� Enter the minimum premium amount.  

� 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. 

 
 

� The base unit of measurement will default from the Calculation Information screen (see step 
6). By default this is 1000. 

� The maximum coverage amount permitted at the minimum premium will appear automatically. 
You can change the default amount. 

� 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  
 
� 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. 

� 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. 

  
 
� Press <Tab> to begin line 3. 

 
 
� Continue adding lines until you have reached the maximum coverage amount. 

� 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.  
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Fixed Rate Schedule   
 

 
 

� 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: 

 
 
� Click Delete Row to remove the selected row from the table. 

� Click Insert Row to insert a new row above the selected row. 

� Click Import and Browse to import a fixed rate schedule in tab-delimited text file format. 

� Click Next to continue after completing the schedule.  
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Confirmation 
 

 
 

� 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. 
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Finish 
 

 
 
� 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. 

3. The Options screen will appear. Click Edit an existing Rate Table.  

4. Click Next. 

5. Select a rate table. 
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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. 

 
 
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.  

 
 
4. Click Next. 
5. Select the rate table to delete and click Next. 



     Chapter 18   Title Insurance Premium Manager       303  

 
 

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. 

7. 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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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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� Enter a unique code to assign to this new Discount Table and a brief description. These 

are required fields. 

� 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. 

� 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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� Click Next to continue.  

� If 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. 
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+ Age Discount Table   

 
 
� 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%.  

� 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. 

2. The Title Insurance Discount Table Wizard will appear. Click Next. 

3. The Options screen will appear. Click Edit an existing Discount Table.  

4. Click Next. 

5. Select the discount table to edit and click Next. 

6. 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. 

7. Click Next on the Confirmation screen to save your changes. 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 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. Click Delete an existing Discount Table.  

4. Click Next. 

5. Select the discount 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. 

 
7. The Finish screen will appear. Click Next to run the Wizard again, or select Close the Wizard 

and click Next to exit. 



     Chapter 18   Title Insurance Premium Manager       309  

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. 

 
 
� Enter a code to assign to this new policy and a brief description. These are required fields. 

� 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. 

� 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. 

 
 
6. Click Next. 

7. The Policy Information screen will appear. 
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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  
Loan Amount Coverage Amount is based on the Loan Amount. 

Sales Price Coverage Amount is based on the Sales Price. 

Higher Coverage Amount is based on the Loan Amount or Sales Price, depending 
on which is higher. 

Grad/125% Coverage Amount is based on 125% of the Loan Amount. 

New York 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%. 

Loan Higher 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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� If there is no Reissue Rate, click No and then click Next to continue. Otherwise, select the 

Prior Policy Discount Table.  

� By default, the Policy Rate Table selected in step 7 will be used to calculate the Prior 
Policy Premium.  

� Select the policy to which the discount proceeds will be applied. 

� 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.  
 

9. The Agent/Underwriter Split screen will appear. 
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� 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.  
 
10. The Confirmation screen will appear. Click Next. 

11. 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. 

 
 
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   
 
� 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  
 
1. Open the Policy Premiums, Dates & Numbers screen of the Title Insurance tab. 

2. Enter the Look-up code for the rate you want in the Look-up Code field. Or, press <F9> to 
select a code from the Look-up table. 
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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.  

 

 
Calendar Mode 
 
� 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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� In Tracking Mode, a filter appears on the left side of the screen and the Tracking Items that 
match the criteria entered in the filter appear on the right. 

 

 
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. 

 
Navigation Bars 
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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.”) 

� 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”.) 

� Each closer should be assigned an office location in the SoftPro Administrator. (See 
“Assigning Closers to Offices”.) 

� 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. 

 
 

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. 

 

 
 

5. 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.) 

 
 

7. Click Open. 

8. Click Run.  

9. The Microsoft .NET Framework 1.1 Setup dialog will appear. Click Yes. 
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10. The License Agreement dialog will appear. Click I 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  
 
1. Run ProScheduler. Browse to the SoftPro folder and run PSWin. 

2. Click Tools/Licensing. The ProScheduler Licensing dialog will appear. 

3. Click Enter ProScheduler Product Key. 

4. Enter the Product Key that appears on your Product Key receipt. 

5. Click OK. 

6. Click Close. 
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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. 
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3. Click Add Region. 

 
 

4. Enter a name for the region and click OK. 
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5. Select the region. 

 
 

6. Click Add Office. 

7. Enter an office name and click OK. 
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8. Select the office. 

 
 

9. Click Add Room.  

10. Enter a room name and click OK. 

 
 

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. Log in 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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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 the Office field and select an office. 
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5. Click OK. 

6. Repeat for each user. 
 

Granting User Permissions  
 
Each SoftPro user that requires access to ProScheduler should be given permission to do so in the 
SoftPro Administrator. 
 
1. Open SoftPro Administrator 

2. Select a user. 

3. Click ProScheduler. 

 
 

4. Repeat for each user. 
 
Note: If a user does not have ProScheduler permissions, they will be able to post a closing to 

ProScheduler using the ProScheduler dialog in ProForm. (See “Scheduling a Closing” on 
page 339.) They will not, however, be able to open ProScheduler. 
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Calendar Mode  
 
� Calendar mode is used to view schedules and enter personal appointments. 

Calendar Enhancements 
File>Print Preview will display appointments entered on the Calendar from 7 a.m. to 7 p.m. 

 
Calendar View 
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ProScheduler Menu  
 

File  

Refresh Update the displayed information with the most current data. 

Print Calendar Print the current calendar. (See “Printing a Calendar” on page 359.) 

Exit Exit ProScheduler. 

 

Tools  

Licensing Enter ProScheduler Product Keys. 

 

Help  

Help Topics Open ProScheduler help system. 

About View ProScheduler version. 
 
 

Toolbar  
 
� Use the toolbar buttons to quickly save and refresh the Calendar or run ProForm. 

 

Refresh 
The Refresh feature has improved response time when registering changes to the Calendar made across a network. 
Click File>Refresh when viewing or editing the Calendar to be sure you are seeing the most recent information.  
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Closings 
 
� There are two types of appointments supported by ProScheduler: closings and personal 

appointments.  

� Closings are created in ProForm. After entering a Settlement Date, you can enter information 
to add a closing to ProScheduler by clicking the ProScheduler button on the File No., 
Settlement Dates & Notes screen. 

 
 
� Closings cannot be edited or deleted in ProScheduler. 
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Scheduling a Closing  
 
� You can add a closing to ProScheduler on the File No., Settlement Dates, Notes screen in 

ProForm.  
 
1. Enter a Settlement Date. 

2. Enter a Closer. 

3. Click the ProScheduler button. 

 
 

4. The ProScheduler dialog will appear. Enter a start and end time. 

5. Enter the Scheduled Closer, Office, and Room. 

6. Once all of the required information is entered, a message will appear indicating that the 
closing was posted.  

 
 

7. Click OK.  
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Resolving a Schedule Conflict  
 
1. As soon as you enter information on the ProScheduler dialog that causes a schedule conflict, a 

message will appear. 

 

 

2. Click OK.  

3. Change the Settlement Date, start/end times, Closer, or Room to reschedule.  

 

Note: Click Run ProScheduler to 
open ProScheduler and peruse the 
calendar itself. After looking at the 
calendar you can close ProScheduler, 
<Alt+Tab>, or click ProForm on the 
Windows toolbar to go back to 
ProForm to reschedule the closing. 

 
4. As soon as the information on the ProScheduler dialog does not conflict with an existing 

appointment, the following message will appear. Click OK. 
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ProScheduler Dialog in ProForm 
 
� Access the ProScheduler dialog in ProForm by clicking the ProScheduler button on the File 

No., Settlement Dates, Notes screen. 

� The ProScheduler dialog in ProForm is where you enter the start and end time, scheduled 
closer, and book the room for a closing. 

� The Settlement Date will fill in automatically with the date entered on the File No., Settlement 
Dates, Notes screen. 

� You can run ProScheduler to peruse the calendar by clicking Run ProScheduler. 

 
 

Note: Users without permission to access ProScheduler will not be able to access it using Run 
ProScheduler. A user without permission can still post closings to ProScheduler. The 
Closing Calendar Status window will indicate when a closing has successfully been 
posted, or if there is a schedule conflict.  
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Adding Offices and Rooms to the Look-up Table   
 
1. To add an Office/Room combination to the Look-up table, put the cursor in the Office field and 

press <F9>. 

 
 

2. The Office Look-up table will open. Click Insert Entry. 

 
 

3. Click Close. 
 
 

Using the Office Look-up Table  
 
1. To enter an office from the Look-up table, press <F9> in the Office field. 

2. Select the office you want from the table. 

3. Click Retrieve Entry. 
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Personal Appointments  
 
� Personal appointments can be added manually to the calendar and edited in ProScheduler. 

� Personal appointments are not private and can be viewed by every user to prevent scheduling 
conflicts. 

 
Scheduling a Personal Appointment  

 
1. Select the appointment date on the Calendar. In this example, we are scheduling a 9:00AM 

appointment for August 5, 2005. 

 
 

2. Double-click the start time for the appointment on the Schedule. 
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3. Enter information on the appointment dialog including the Subject, Room, Owner, Start time, 
and End time. Use the large field to enter notes about the appointment. 

 
 

4. Click Save and Close. The appointment will appear on the calendar. 
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Editing a Personal Appointment  
 
1. Double-click the appointment on the calendar. 

2. Edit the information on the appointment dialog. 

3. Click Save and Close. 

 
 
 

Deleting a Personal Appointment  
 
1. Double-click the appointment on the calendar. 

2. Click Delete. 

 
3. Click Yes. 

 
 

Note: Hold the <Ctrl> key down to select multiple personal appointments to delete. You cannot 
delete closings in ProScheduler. 
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Viewing Appointment Details  
 

� Double-click any appointment on the Schedule to view details and tracking items. 

 
 
 

 
Appointment Tab 
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� Click the Tracking Items tab to view track items involved with the closing. 

 
 Tracking Items Tab 
 
 

Using the Calendar to Change the Schedule View  
 
� By default, the current day will appear in the Schedule. Use the Calendar to change the 

Schedule. 

� The current day will appear in the Calendar in a red box. Click a different day to view it in the 
Schedule. 

 
 
� You can select a range of days to view at once. In the example below, we are selecting to view 

July 4 – 8. 
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� Press and hold the <Ctrl> key to select non-consecutive days. 

 
 
� Click the Calendar title bar to access a menu of months. Then click a month to change the 

Calendar to that month.  

 
 

� Click the arrows in the Calendar title bar to scroll back or forward to other months. The 
Schedule view will change accordingly 
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Tip: Viewing Multiple Days in the Schedule  
 
You can view multiple days in the Schedule in box calendar or row formats, depending on how the 
days are selected in the Calendar. 
 

Box Calendar Format 
 
� Click and drag the mouse to select up to 42 days in the Calendar to view the days in a 

traditional box calendar format. 

� Days will appear in boxes, and will contain start and end time icons for each appointment. 
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Easy View One Week 
 
� To quickly view one week in the Schedule, click directly to the left of the Sunday beginning the 

week. The entire week will be selected and will appear in the Schedule. 
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Row Format 
 
� Hold the <Ctrl> key down while selecting up to 14 days one at a time to view the days in a 

single row. 

� Use the scroll bar at the bottom of the Schedule to view other days. 
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Resizing the Calendar 
 

 

Drag the bottom border of the Calendar up or down 
to view one or two months at a time in the filter.  
 
Note: Resizing the Calendar will not affect the 
current Schedule view.  
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Schedule Selector  
 
� Use the Schedule Selector to separate out appointments that appear in the Schedule. 

� You can filter the appointments in the Schedule by Closers or Rooms. 

� By default, closings and appointments for the current user appear in the Schedule (My list). 
Once you select other items in the Schedule Selector, the Schedule will display only those 
items that have been scheduled for the selected rooms or closers (Selected items). 

 
 



Chapter 19   ProScheduler       349

View Closings and Appointments for One Closer   
 
� Use the Schedule Selector to view only those closings and appointments that have been 

booked for a selected closer. 
 
1. Select a day or range of days in the Calendar. 

2. Click the Closers tab. 

3. Click the closer.  

 
 
View Closings and Appointments for One Room  

 
� Use the Schedule Selector to view only those closings and appointments that have been 

booked for a selected room. 
 

1. Select a day or range of days in the Calendar. 

2. Click the Rooms tab. 

3. Click the room. In the example below, we are viewing all appointments scheduled for the Main 
room in the Jones Ave office. 
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Compare Single Day Schedules for Different Rooms  

 
� Here is a way to view a single day’s worth of appointments for two rooms in a side-by-side 

view. 
 

1. Select a day in the Calendar. 

2. Click the Rooms tab. 

3. Select the rooms you want to view. In this example, we want to view the appointments in the 
Annex and Main room in the Jones Ave office side by side for Friday, July 6. 
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View Single Day Schedule for a Selected Room  
 

 

1. Select the day. 
 
 
 
 
 
 
 
 
 

2. Click the Rooms tab. 
 
 
 

3. Click the room. 
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Printing a Calendar 
 
1. Click File/Print. The Print Preview tool will appear.  

2. Click the printer icon to print. 
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Tracking Mode  
 
� ProScheduler can also be used to search for ProForm track items. Click the Tracking 

navigation bar to switch to Tracking Mode. 

 
 

� Tracking Mode displays search criteria along the side. Track items that match the criteria 
appear in a list. 

 
 Tracking Mode 
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� You can sort the track items by clicking on any of the column headings. For example, to sort by 
the Firm File Number, click the FirmFile column heading.  

� You can resize columns in the Tracking Items window. Click the right border of the column you 
want to resize and drag the border left or right to a new width. 
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Searching for Track Items  
 
� Use the filter in the Tracking window to find ProForm track items. 

 

 

1. Select Checklist, Requested, or both. 
 
 
 
 

2. Select Required, Unsure, Requested, Completed, or 
any combination. 
 
 
 
 
 
 
 

3. Enter date criteria. Click Today, Past due, or click On 
the following days and then select days on the 
calendar.  

 
Note: Hold the <Ctrl> key down to select multiple days. 

 
 
 
 
 
 
 
 
 

4. Click Search. 
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� The following example shows how you would search for all required Checklist items that are 
due on July 12-14, 2005: 

 

 

1. Select Checklist items. 
 
 
 
 

2. Select Required. 
 
 
 
 
 
 
 
 
 
 

3. Click On the following days.  
 
4. Hold the <Ctrl> key down and click July 12, 13, and 14 

on the calendar. 
 

 
 
 
 
 
 
 

5. Click Search. 
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