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Preparing an Individual Buyer/Seller Statement 

BUYER/SELLER STATEMENT 

When you have multiple Buyers or Sellers, follow these steps to separate the specific receipts/disbursements for each 

individual Buyer or Seller to prepare a closing statement specific only to their ownership interest.  SoftPro Select splits 

the sale price and loan amount based on the interest percentage entered on the Contact’s screen. 

 

1. Navigate to the OptionsOptionsOptionsOptions 

screen 

2. Check the Use Individual Use Individual Use Individual Use Individual 

Settlement Statement rules Settlement Statement rules Settlement Statement rules Settlement Statement rules 

to calculate buyeto calculate buyeto calculate buyeto calculate buyer/seller r/seller r/seller r/seller 

receipts and disbursementsreceipts and disbursementsreceipts and disbursementsreceipts and disbursements 

check box 

 

 

 

3. If applicable, update 

each Contact’s 

interest 

a) Navigate to the 

appropriate 

Contact’s screen 

b) Update the 

InterestInterestInterestInterest field to 

show the correct 

interest split 

c) Repeat for all 

applicable Contacts 

 

4. Navigate to the line of 

the charge to be split 

between individual 

Buyers (or Sellers) 

5. If applicable, enter the 

line’s DescriptionDescriptionDescriptionDescription; 

enter the total amount 

of the charge 
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6. Expand the PayorsPayorsPayorsPayors more/less 

bar  

7. Overwrite the system-

generated AmountAmountAmountAmount to reflect 

the charge to the first 

Contact (this creates a 

balance line) 

8. On the same line, select the CodeCodeCodeCode of the 

specific Contact paying the charge 

9. Highlight the balance line; select the 

CodeCodeCodeCode to reflect the specific Contact 

paying the balance 

 

When you are ready to preview the document, 

10. From the Order ribbon, click the DocumentsDocumentsDocumentsDocuments button 

11. Search for and preview the Individual Individual Individual Individual Buyer/Borrower Buyer/Borrower Buyer/Borrower Buyer/Borrower 

(or(or(or(or    Seller’s) StatementSeller’s) StatementSeller’s) StatementSeller’s) Statement 

 

 

 

 

 

 

 

NOTE: When receipting in incoming funds, select the corresponding Contact CodeCodeCodeCode for the individual sending the 

funds.  All deposits must be entered on Line 201Line 201Line 201Line 201    Deposit/Earnest Money for SoftPro Select to allocate the 

individual’s deposit to the corresponding statement.   

 

If you have funds coming in at various times throughout the life of the transaction, you can continue to send the 

funds to Line 201Line 201Line 201Line 201.  The Settlement Statement prints out separate line items for each receipted amount and shows 

the funds on the proper statement. 


