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Adding Hyperlinks 
EXCEPTIONS & REQUIREMENTS 

Follow these steps to add a single or multiple hyperlinks to Exceptions or Requirements while in SoftPro Select. 

 

 

 

Selecting the Text to Link 
Once the Exception and Requirements are added in SoftPro Select, 

1. Double-click the 
entry you wish to 
link  

2. From the Add 
Requirement or 
Exception window, 
highlight the word 
(or phrase) you wish 
to link  

3. Click the Add a 

Hyperlink  icon 

If adding multiple links, skip to the Adding Multiple Hyperlinks section. 

 

Adding a Single Hyperlink 
From the Add Hyperlink window,  

1. Click the smartview 
Hyperlink button  

2. Click the folder (on the 
left) containing the 
document you wish to 
link  

3. Select the document (on 
the right) you wish to 
create the hyperlink for 

 

The URL shows at the bottom in 
the Address field.  

4. Click the OK button 

 

 

NOTE:  Documents to be linked must be uploaded to smartview prior to creating hyperlinks in SoftPro Select. If 
sending individual document(s) versus a Merged document set, refer to the smartview Secure Links job aids. 

 

https://www.smartviewonline.net/root/webstorage/orderguid/878D4B3D-91F3-4D6C-8882-45299460D4E4/Secure%20Links%20Job%20Aids.pdf
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Adding Multiple Hyperlinks 
From smartview,   

1. Open the corresponding order 

2. Expand the folder containing the documents 

3. Click the first document  

4. Press and hold the Shift key; select the last document 

5. Click the Create Links link 

 
The Selected Documents fields populate with the URL for each selected document. 
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6. Highlight the URL 
entry for the 
document selected 
in SoftPro Select; 
press Ctrl +C to 
copy 

 

 

 

 

 

 

 

 

 

 

 

 

In SoftPro Select, 

7. In the Add Hyperlink > 
Address field, press Ctrl 
+ V to paste the URL 

8. Click the OK button 

 

 

 

 

 

 

 

 

9. Double-click the next exception you wish to add a link to 

 

 

IMPORTANT:  

〉 Do not click the Copy All button; this copies the links with the file names.   
〉 Do not close the Create Links window in smartview; the links are used in the following steps. 
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10. Highlight the text to be linked 

11. Click the Hyperlink  icon 

 
 

In smartview, from the Create Links window,  

12. Highlight and copy the corresponding 
URL for the document in step 10 

 

 

 

 

 

 

In SoftPro Select,  

13. In the Add Hyperlink > 
Address field, press Ctrl 
+ V to paste the URL 

14. Click the OK button 
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15. Repeat steps 9-14 until you have added all of the hyperlinks 

In smartview, from the Create Links window, 

16. Click OK to close the Create Links window 

 

 

 

 

In SoftPro, linked items are shown with an underline.  

5. Click the OK button to close the 
Edit Requirement or Exception 
window 

 

 

 

 

 

 

In the Requirements/Exceptions grid, the hyperlink appears after the linked word (or phrase). 

 
 

The Schedule B-Section II Exceptions document displays the linked word (or phrase) as a hyperlink. 

NOTE: If sending your documents via inHere Secure Links versus sending a Merged document set, you can Add 
Recipients from the smartview Create Links window. Refer to the smartview Secure Links job aids. 

https://www.smartviewonline.net/root/webstorage/orderguid/878D4B3D-91F3-4D6C-8882-45299460D4E4/Secure%20Links%20Job%20Aids.pdf
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Removing a Hyperlink 
If it is necessary to remove a hyperlink,  

1. Highlight the linked word (or 
phrase)  

2. Click the Remove Hyperlink 

 icon 

 

 

 

NOTE: You must use the Ctrl + Click keyboard shortcut to access the linked document; otherwise, it acts as a 
hotspot and navigates back to the entry in the Requirements/Exceptions grid. 
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