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Opening/Closing/Canceling Your Order in SoftPro Select 
BEST PRACTICES 

We all know that certain data is required to properly prepare a statement, record documents, and disburse funds. 
Some of the data entered is also used for management reporting, budgeting, and 1099s. Without the proper 
information, your order can appear on exception reports or prohibit properly closing the order. 

To ensure your Select order contains the necessary information the following data should be present when an order 
is opened, closed or canceled.  

 

 

 

Verify this data is entered/selected when you are,   

〉 Opening an order  

 Transaction type  

 Additional order 
type (i.e., 
commercial, cash 
sale, etc.) 

 Order type 

 Product type 

 Policy type 

 Settlement 
date/time (or an 
estimated date) 

 Related order(s), 
if applicable 

 

 

 

 

 

 

 

 

 

 

NOTE: This checklist does not replace your operation’s Open Order job aid but is to be used to verify the 
following information has been entered in the order. 
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 Property address, if 
known  

 

 

 

 

 

 

〉 Closing an order 

 Has revenue been posted? 

 Order Status screen: verify Status = Closed  
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〉 Cancelling a transaction 

 Have deposited funds been returned? 

 Order Status 
screen: verify the 
Status = 
Canceled  

 
 HINT: Use Ctrl + Alt + 

X keyboard shortcut to 
quickly cancel the 
order and update the 
Status screen. 


