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All check disbursements must have two signatures. Operations that have elected to have two digital signatures 
(facsimile signatures) must use the disbursement approval process within SoftPro Select. Use of this process requires,  

〉 the user to be an authorized check signer and, 

〉 the OAC must complete provisioning with the bank. 

Follow these steps to obtain the approval and signatures needed for disbursing. 

 

 

When you are ready to disburse (receipts posted and disbursements prepped),  

1. Provide the order information to a designated approver  

The approver then reviews the order, checks the Approved check box and 
provides notification of the approval.  When the check is printed, it displays the 
Approver’s signature. 

  

 

 

 

 

 

 

 

When you are notified the disbursements are approved, 

2. From the Register, select Print and Post > Print/Post 
Pending Disbursements 

 

 

 

 

3. Select the check box(es) for each 
check to be disbursed; click OK 

 

 

 

 

NOTE: The person approving the disbursements must be setup in 
SoftPro Select as an authorized check signer and different from 
the person disbursing.  If not, a CRRAR Validation Error message 
displays. 
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Your check(s) then prints with 

〉 the signature of the 
person who printed 
the check and 

〉 a second line with the 
Approver’s signature 

 

 


