NG

COMMERCIAL: OVERLAY CONTACTS

SOFTPRO

SELECT

1. From the Order ribbon, click the Overlay Order button

2. In the Order to overlay field, enter the Source Order
number, press the Tab key

3. Check the Order contacts check box

Overlaying Contacts from One Order to Another

Follow these steps to overlay Contacts from one Order to another. When overlaying Contacts, information from the
Source Order Contact screen, including signatures and custom fields, is pulled into the Destination Order.

IMPORTANT: NEVER overlay A-Settlement Agent, T-Title Company or U-Underwriter Contacts. Always select these
from the appropriate Contact lookup table in your “destination” order.

From the Destination Order (the Order you are copying into),

V7
¥y, Field Code Browser
Attachments

[ Document History

‘f‘é‘ Apply Template

@ Overlay Order

al¢ Rename Order
Actions

Documents

REMINDER: You can use the Project name field
to search for your Order.

1. Click the Search icon

QOverlay Order

2. In the Project name field, enter the

.

—

Order to overlay: ‘ |XBD1 0971507447 }

Owerday Options

[ Commitment requirements & exceptions

[~ Propery

4. Add Contact(s) from the
Source Order

a. Select the Contact from
the Source order
column on the left

b. Click the Add button

In our example, we added an

Overlay Order Contacts

Source order:

Attomey
AT ABBEY WEITZENBERG WARREN & EMERY, P.C.
AT2
Buyer/Bomower
B ABC Com
B2 Bob Buyer
B3 Hamy Brown and Helen Brown

wwima VYvalking
Govemment

L First Ever Savings & Loans
L2 BOKF, NA D/B/A BANK OF TEXAS

B4 Wilber Walkthru )

G -
Lender

m' Listing Agent/Broker
S — LE

applicable project
Check the Orders check box, press Enter

From the Search results window, double-
click the applicable Order

Destination order: a|

Attomey

AT

AT2
Buyer/Bomower

B abc cop

BZ bob Buyer
Govemment

G

HOA

HOA Happy Homeowners
Lender

L First Ever Savings & Loans

additional Buyer/Borrower from the | 2= i =
omey omey
Source order resulting in a third AT ABBEY WEITZENBERG WARREN & EMERY, P.C. AT
. .. AT2 AT2
Buyer/Borrower in our Destination Buyer/Borower Buyer/Borower
order' B ABC Comp E abc cop
B2 Bob Buyer
B3 _Hamy Brown and Helen Brown B3 Wilber Walkthr ~ )
B4 Wilber Walkthru Govemment
BS Wilma Walking G
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1. Highlight the Contact

-OR-

Remove Order Contact

5. Replace Contact(s) in the
Destination Order

a. Select the Contact from
the Source order column
on the left

b. Select the Contact code
to be replaced in the
Destination order column
on the right

c. Click the Add
button

d. Select Replace

NOTE: A Contact with an asterisk can be deleted

2. Click the Remove Contact icon

Press your right mouse key and select

l ', Please select one of the following options

Overlaying Contacts from One Order to Another

Destination arder:

D

Attomey
AT
AT2
Buyer/Bomower
B abc cop

B _bob Bins
B3 Wilber Walkthru *

G

Govemmert

-

l|— Remove Order Contact Del l

Owverlay Order Contacts

Source order:

Govemmert :I
G

Lender
L First Ever Savings & Loans
L2 BOKF, NA D/B/A BANK OF TEXAS

Qil )
LB Century 22
[LEERE =

M Mortgage Brokers R Us
Other
O Chicago Title Company
02 Mational TaxNet
(03 Peterand Joan Bays

SoftPro Select

Are you sure you wart to replace the exist Insert adds the

Contact as an

d
( Replace Insert

—

additional Contact

Destination order:
G [
HOA

HOA Happy Homeowners
Lender

Savings & Loans
ity Broker

0 Lawyers Title Insurance
02 National TaxMNet
Payoff Lender

P

P2

In our example, we replaced the
existing Listing Agent/Broker in our
Destination order with the Listing

.

Agent/Broker from our Source order.

Source order:

Govemment :l
G

Lender
L First Ever Savings & Loans
L2 BOKF, NA D/B/A BANK OF TEXAS

Destination order: _'l
G [
HOA
HOA Happy Homeowners
Lender

L First Ever Savings & Loans

{h_l_E Century 22 )
Martgage Braker

P (LB Centuy22 )

ther |

6. When all Contacts have been added or replaced, click the OK button at each prompt to return to your Order
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