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Accepting Orders in SoftPro Select 

SOFTPRO 360 RealEC 

Follow these steps to accept the RealEC order into your SoftPro Select order.   

 

1. From the 360360360360 ribbon, click the LoginLoginLoginLogin button  

2. Once logged in, click the 360 Queue360 Queue360 Queue360 Queue button 

 

 

 

3. From the ViewsViewsViewsViews drop-down, select your Branch Branch Branch Branch 

ViewViewViewView (if you do not have a Branch View, refer to 

SoftPro 360 RealEC – Creating a Branch View in 

SPS) 

 

 

Your Queue populates with all RealEC transactions for your Branch. 

   

 

 

 

 

 

 

 

 

 

 

 

NOTE:  Additional data 

may be added (or 

removed) by clicking the 

ColumnsColumnsColumnsColumns   icon.  Check 

the corresponding check 

box for the information you 

wish to display (or uncheck 

to remove a column). 
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Each transaction has two entries: 

〉 Escrow (i.e.,  29 - Closing and Escrow 

Services) 

〉 Title (i.e., 3 - Commitment Prelim Report) 

 

 

Importing RealEC Data 

4. Highlight the Escrow entry  

5. Click the Next Next Next Next Step Step Step Step button  

 

 

6. From the ReviewReviewReviewReview 

window, click the Order Order Order Order 

SearchSearchSearchSearch button  

 

7. Make note of the 

property address, as it is 

needed in the next step 

 

 

 

 

 

 

 

8. To narrow your search, enter the street 

number in the AddressAddressAddressAddress field and the City 

name in the City/State/ZipCity/State/ZipCity/State/ZipCity/State/Zip field 
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9. From the Search Search Search Search ResultsResultsResultsResults window, double-click the order to open (the order opens in the background) 

 

 

If no results display, a new order must be created.   

a. Click the CancelCancelCancelCancel button  

 

b. Close the SearchSearchSearchSearch window and the 360 Review360 Review360 Review360 Review window 

c. When on SoftPro Start PageSoftPro Start PageSoftPro Start PageSoftPro Start Page, create a new order 

d. Save the order, making sure to resolve any warning or error messages 

e. Click the QueueQueueQueueQueue tab 

f. Click the Next Next Next Next Step Step Step Step button  

 

 

 

 

 

g. Continue with Step 10  
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10. In the ReviewReviewReviewReview 

window, from the 

Linked ToLinked ToLinked ToLinked To drop-

down, select the 

number of the 

opened order 

11. Check (or uncheck) 

all applicable check 

boxes in the Data Data Data Data 

section to import into 

the SoftPro order 

12. Click the AcceptAcceptAcceptAccept 

button to import the 

applicable Data 

 

The RealEC transaction is linked.  

Your SoftPro Select order number 

appears in the Linked OrderLinked OrderLinked OrderLinked Order field 

and the StatusStatusStatusStatus is changed to In In In In 

ProgressProgressProgressProgress. 

 

 

With your SPS Order still open, 

13. Click the QueueQueueQueueQueue tab 

14. Highlight the Title 

entry 

15. Click the Next StepNext StepNext StepNext Step 

button 

 

16. In the ReviewReviewReviewReview 

window, from the 

Linked ToLinked ToLinked ToLinked To drop-

down, select the 

number of the opened order 
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17. Check (or uncheck) 

all applicable check 

boxes in the Data 

section  

18. Click the AcceptAcceptAcceptAccept 

button  

 

 

 

 

 

 

 

 

 

If you have not already done so, enter the Office AssigOffice AssigOffice AssigOffice Assignnnnment/Contact Informationment/Contact Informationment/Contact Informationment/Contact Information.  This only needs to be done once 

and then is saved for all future orders.  

1. Click the Order Assignment/ Contact InformationOrder Assignment/ Contact InformationOrder Assignment/ Contact InformationOrder Assignment/ Contact Information link 

2. Enter the,  

a. Assigned to OfficeAssigned to OfficeAssigned to OfficeAssigned to Office    

b. Order ContactOrder ContactOrder ContactOrder Contact name 

c. Contact Phone NumberContact Phone NumberContact Phone NumberContact Phone Number 

3. Click the SaveSaveSaveSave button 

 

 


