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Importing Lender and Payoff Lender Contact Data from DOP 
START INHERE 

When importing Lender and Payoff Lender data into SoftPro, you have the option to overwrite or append the contact 
details.    

 
Follow these steps to accept a Digital Opening Package (DOP) and select the Overwrite/Append Payoff/Lender 
import checkbox as applicable.   
 
Once the recipient completes the eSign process, Start inHere returns the data and documents and sets the Status to 
Ready in the 360 Queue. 

 
 

1. Highlight the entry you wish to process  
2. Click the Next Step button (or double-

click the entry) 

 
 
 
The Review window opens showing,  

〉 Data – by default all data imports into the corresponding fields in your order; if you do not wish to import 
information for a specific entry, uncheck the corresponding check box  
 
If the Add to ProForm Notes check box,  

» is unchecked (default 
setting) existing order 
data is overwritten  

» is checked, the 
information is written to 
the Order Notes screen 
only 

 
 
 
 
 
If the Show drop-down shows,  
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» Differences - 
information entered by 
the recipient is shown 
and only the differing 
order information is 
shown 
 

» All - information 
entered by the 
recipient and all 
corresponding 
information entered in 
the order are shown 

 

〉 Notes - all information is 
written to the Order Notes 
screen  

 
 
 
 
 
 
 
 
 
 

〉 Documents - all documents 
import to the linked smartview 
order 

» Click the Folder link if 
you wish to select a 
specific folder in 
smartVIEW  
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〉 Overwrite/Append Payoff/Lender import check box- if the check box is, 
» unchecked, Payoff Lender data is appended, adding an additional Payoff Lender contact   
» checked, the existing Payoff Lender contact screen is overwritten with information in the New 

Value column 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

3. Click the Accept button to complete 

 
 

REMINDER:  If you need 
to edit values before 
importing into SoftPro, 

click the Edit Value  
icon for the value you 
wish to edit. 

You can view the Signer’s 
Answer Document in 
smartview if necessary. 


