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SOFTPRO

SELECT

portal.

-Or-

LIVE/TRACK inHERE

Sharing a smartview Document
From your SoftPro order,
1. Click the 360 tab
2. Access SoftPro — Live
From the 360 ribbon,
a) Click the Publish button, if active

a) Click the Services button

b) Expand the Settlement Services
folder

¢) Double-click SoftPro - Live

Sending Documents

Live/Track is an integrated product used to push milestones, documents and messages to the inHere app and web

NOTE: Live/Track inHere is currently only available for Listing Brokers/Agents, Selling Brokers/Agents, and in some

markets, Attorneys. Always verify the inHere Milestones Template has been applied to the order before
proceeding to SoftPro Live.
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, Add-Ins
----- @ FedEx - Shipping
----- @ SoftPro - Appointments

5 | Settlement Services

g Service

Access SoftPro
Live using one
of these options.

Administration  Login

= X

Logout

Express Order Entry

[ Rush order

Transaction type

Information

Order Tol

Order

Help  About X |Publish

\ebsite

Resources Live

. -~ - Commerdal Crd
d) Click OK when prompted forthe | '} @ CloseSimple - The Pizza Tracker for @ Purchass 0 _ ras
R N R ) I W @ CSC - eRecording [C] Construction orod
linked order | A L. @ Digital Closing Docs - Forever Marks O Refinance [[] cash sale
""" @ EPN - eRecording O Equity [ out of county Polic
----- @ Expedite Close - eClose O Other
----- @ inHere - Mabile Deposit
- @ Safe Escrow - Disbursement Manag
- @ Simplifile - eRecording Order / Escrow Status
Aol CLENIZHO XML Import Dateftime escrow opened:  |01/27/2021 12:24 PM
""" = N ~ Earch_ _ Escrow status: In process w
3. From the &) SoftPro Live - inHere7-258T %
SoftPro Live Orderontacts Activities Messages
WiﬂdOW, click Templates Post Summary
the None Type " Post
FTID Purchase inHere Al L_é Documents
Document
ocuments FTID Purchase inHere LB £ Contacts 5
ta b FTID Purchase inHere SB E]  Checklist Tasks
FFLT Purchase inHere All 5%' Requested Tasks
Demo Purchase inHere All | Messages
CBIL Purchase inHere Al £5 Permission Summary
CGTF Purchase inHere Al Name Lé & | 5}}[ ‘!.—:;J] {,\ | a
"5 IMaryl Buyer - = - - - B @9 @®
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SOFTPRO LIVE/TRACK inHERE

SELECT Sending Documents

4. Add a document

a) Access smartview Documents

y If thisis the first document to be uploaded, the smartview Documents window opens immediately

&) SoftPro Live - inHere7-25BT

>
Ordontacts Activities Messages
[ Documents y
| Name “
)
L smartVIEW Documents X
[Z3 Folders =| Documents

MName Descripti Type Size

Open Order Sheet (Order Summary) with Notes pdf OPENORDERDOCUMENTS

|
) L]
| Evidence for Payments
~| Loan Documents ] | Letter (Commission Demand).pdf COMMISSIONINSTRUCTIONS | 63370
] Open Order [ |E-Sign Consent pdf UNIDENTIFIED 61311
[ | General Natice {COVID-19).pdf EMAILMISC 72371
|

Master Commitment pdf PRELIMCOMMITMENT 243627

Y If other documents have been uploaded previously, click the smartview link from the Documents
tab

& SoftPro Live - inHere7-258T

Ord4 Documents ".ontacts Activities Messages

¢ Documents

[ Nane /- Master Commitment remove
| Eamest Money Recs ¥4 . P
E TEEE T Source: 37644954\Master Commitment.p

0.2MB

£ Permissions

Buyer/Borrower W view [ Notify
3 Maryl Buyer [} [ )]
> [[0_] Fidelity National Title Insurance Company [} = )]
i [5] shelby seller
O view [ Notify
i [[t8_] Lots OfListings Realty  ®
[» Best Ever Realty # @
[ =] O ®

P ey

Emal Sert From. | Escrow Officer/Closer + [ Beth Tuck <beth tuck @frf com> ]
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LIVE/TRACK inHERE

SOFTPRO

SELECT Sending Documents
b) Select the smartview folder to locate the document(s) you wish to add
c) Check the check box for the applicable document(s)
smartVIEW Documents X
[ Folders = Documents
Ll ] MName Descriptn Type Size
= q [ |Open Order Sheet (Order Summary) with Notes pdf COPENORDERDOCUMENTS 77832
|--| Evidence for Payments
[ Lean Documents [ | Letter {Commission Demand).pdf COMMISSIONINSTRUCTIONS | 63370
[ Open Order [] | E-Sign Consent pdf UNIDENTIFIED 61311
|_| State and Federal Tax Documents i
.. Tile Documents [ | General Notice {COVID-15)pdf EMAILMISC 7237
L[ Transmittals [ ] |Master Commitment pdf PRELIMCOMMITMENT 245627
Zamest Money Receipt.pdf ACCOUNTING

d) Click the OK button

The documents show in the Documents section in SoftPro Live.

5. Highlight a newly
added document

6. In the Permissions >
Other section, check
the,

a) View check
box to share
the document
with all
corresponding
LB and/or SB
contacts

b) Notify check
box to send a
notification

& SoftPro Live - inHere7-258T

Order Documents Contacts Activiies Messages

[.4 Documents

/- Earnest Money Receipt
Source: 37644954\Earnest Money Receipt.pdf

@ 0.1MB

£ Permissions

TEMOVE

Buyer/Borrower W view W Notify
3 Maryl Buyer = = (i)
[ |I|Fidelit5|r National Title Insurance Company &} ] i)
i [[=_] shelby Seller [ [ @

[ Lots OfListings Realty
I Best Ever Realty
» [ ]FnTG

indicating a
new document is

NOTE: You can set an individual’s

posted

View or Notify settings by clicking | ()= et 0ristres reale

Abby Agent - wildflowerandmay @gmail.com

the drop-down versus setting all (T ooy

at the LB/SB level.

|5 Best Ever Realty

» 2] TG

O view [ Notify
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LIVE/TRACK inHERE

P |
SOFTPRO

SELECT Sending Documents
7. Repeat steps 5-6 for & SoftPro Live - inHere7-258T x
each ﬂeWIy added Order Documents Contacts Activiies Messages

[ Documents
[ Mame =~ - Master Commitment

document

remove

Source: 37644954\Master Commitment.pdf
0.2MB

NOTE: Documents with

a green ¥ check mark
indicates a document

£ Permissions

has aIready been v o — W view M Notiy
shared to inHere. b ] Marv1 Buyer g O @
[ mFidelity National Title Insurance Company (&) [} @

Documents with a blue

" check mark b (5| Shelby Seller B O @
O view [ Motify

indicates the document

0 0 Q 2 Lots OfListings Realty # @
is pending and will be S e
shared once posted. v CE]Te B o @
8. Verify or select the

Contact to display in

the Email Sent From 2 e documen((SaeriViEn )

field , 8) 9

| Emai Sert From: crow Officer/Closer = JBeth Tuck cbeth tuck @#nf com> d Post ' Cancel

NOTE: Selecting an individual name from the drop-down, shows the corresponding email address.
Selecting Default from the drop-down, shows the noreply@inHere.com email address.

The contact selection remains until manually changed or a system update occurs.

9. Click the Post button

SoftPro Live Document Rules
Automatically Posting a smartview Document from SoftPro Live to inHere
Documents must be available in smartview and match the rule prior to completing the milestone in SoftPro Select.

From SoftPro Select,
1. Complete the applicable step (trigger) to complete the corresponding milestone

2. Save and exit the order

The automation process posts the milestone and the document to inHere.

To verify the document is posted,
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mailto:noreply@inHere.com

SOFTPRO LIVE/TRACK inHERE

SELECT Sending Documents

1. Open SoftPro Live
2. Click the Documents tab
3. Verify the document shows a green checkmark; if the checkmark is blue, click the Post button
NOTE: Your operation may have SoftPro Live Document Rules setup which automatically post specific documents

to inHere once recognized in smartview and a milestone has been triggered and completed. Reach out to your
manager for a list of your operation’s document rules.
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