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Entering Zero Amounts & Credits
INVOICES

Follow these steps to enter zero amounts and/or credits on an invoice. 

Zero Amounts 

From the source Title screen (Title Insurance Premiums, Endorsements, or Additional Title Charges) 

1. Enter 0 (zero) 

 
2. Press the Tab key 

 

 
 

 

 

 

 

Credits  

You can enter negative dollar amounts (credits) on the Title Insurance Premiums, Endorsements, and Additional Title 
Charges screens.  When you select an invoice number, SoftPro Select sends the negative amount to the invoice as a 
credit.  

 

 
 

NOTE: DO NOT type “0.00”.  SoftPro Select recognizes “0.00” as system-generated (black text), which 
does not flow to the Invoice screen. 

NOTE: You may also 
enter a zero dollar 
amount directly on 
the Invoice screen.  

NOTE: Where 
applicable, taxable 
credit lines calculate a 
negative amount.  


