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ProForm Reports List 

 

This document outlines the ProForm Default Reports available within SoftPro Select.  Reports are listed in the order they 

are seen in the Report Tree within Select.  Each report will be identified as falling into one of five categories which should 

assist the user in selecting the appropriate report to run.  

Management Reports – Provide managers insight into critical operational areas 

Order Count/Status – Different views into current and historic orders 

Title Production Reports – Information on completed and outstanding Commitments and Policies 

Workflow Reports – Insight into tasks and workflow stages for individuals and the organization 

Miscellaneous Reports - Provide insight to consistency of your orders and data. 

 

Default Folder 

 Aged Accounts Receivable – (Management)  

This report shows all Orders with outstanding Invoice balances. 

Parameters Office filter, Billed To filter, and Order Status filter 

Column 
Headings 

Order Number, Due Date, Invoice Date, Invoice Amount, Balance Due, Billed To 

Grouping/Sorting Invoices are returned based on alpha-numeric Order Number values and Due Dates.  
Totals are provided for the sum of 30, 60, 90, and 90+ day invoices. 

Criteria / 
Additional Notes 

To return data to this report, create an invoice with a balance in one or more orders.  
Invoice must reflect a Status of Sent.  Invoices drop from this report when payments 
are entered that translate to a zero balance. 

Supplemental 
Report  

 Available 
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 Orders By Contact – (Order Count/Status) 

Shows all Orders containing one or more selected contacts (i.e. Lender, Agent, etc.).   

Parameters Office, Contact Type (Lender, Agent, etc. – this is required), Contact company name, 
Main contact person, Order date, Settlement date, Order type, Product type, Show 
rush orders only, and Marketing source only. 

Column 
Headings 

Order Number, Escrow Officer, Title Officer, Order Date, Settlement Date, Buyer Name, 
Loan Amount 

Grouping/Sorting Orders are grouped by the Contact Type (name).  Subtotal counts are provided for each 
Contact with a Grand Total count. 

Criteria / 
Additional Notes 

The Title of this report also changes to be consistent with the Contact Type (e.g. 
“Orders by Lender”). 

Supplemental 
Report  

Available 
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 Orders By Employee – (Order Count/Status) 

Shows all Orders containing one or more selected Employee.   

Parameters Office, Employee Type (Status Screen Values for “Received By”, “Title 
Officer/Examiner”, “Escrow Officer/Closer”, or “Pre-Closer/Escrow Assistant” – 
Employee Type is required), Employee (name), Order Date, Order Type, Product 
Type, Rush Orders. 

Column Headings Order Number, Order Date, Order Type, Received By, Pre-Closer/Escrow, Escrow 
Officer, Title Officer, Settlement Date, Loan Amount, Buyer Name 

Grouping/Sorting Orders are grouped by Employee with subtotals per user and a grand total for all 
Orders returned. 

 

 

 



  
 

 
ProForm Reports List Page 4 of 25 

 
05/31/18 

 
A separate Instructional handout is available containing step by step guide to running reports. 

A separate handout is also available for Supplemental Reports.  Supplemental Reports are reports that may contain additional columns or data not found 

in the Default Reports. 

 4800 Falls of Neuse Road, Suite 400 

 Raleigh, NC 27609 

 Sales & Service: 800-848-0143 

 Email: sales@softprocorp.com 

 Web: www.softprocorp.com 

 

 

 
 

 Orders By Location –  (Order Count/Status) 

Shows all Orders relative to property location (State, County, City and Subdivision).  

Parameters Office filter, Type of Location (State, County, City, Subdivision – required), Order Date 
filter, Settlement Date filter, Order Type filter, Product Type filter, and Rush Orders 
filter 

Column 
Headings 

Order Number, Escrow Officer, Title Officer, Order Date, Settlement Date, Buyer 
Name, Loan Amount, Property Address 

Grouping/Sorting Orders are grouped by location type (see above) with subtotals per location and a 
grand total for all Orders returned. 
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 Orders By Marketing Rep – (Order Count/Status) 

Shows all Orders for a specific Marketing Rep.   

Parameters Office filter, Marketing Rep filter, Order Date filter, Settlement Date filter, Order 
Type filter, Product Type filter, and Rush Order filter 

Column 
Headings 

Order Number, Escrow Officer, Title Officer, Order Date, Settlement Date, Buyer 
Name, Loan Amount 

Grouping/Sorting Orders are grouped by Marketing Rep with subtotals per Rep and a Grand Total for 
all Orders returned. 

Supplemental 
Report  

Available 
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 Orders Received – (Order Count/Status) 

This is a basic Order Count Report.  

Parameters Office filter, Order Status filter (In Process, Hold, Completed, Canceled, 
Duplicate, Closed), Order Date filter, Settlement Date filter, Sorting option 
(Order Date or Settlement Date). 

Column Headings Order Number, Order Date, Settlement Date, Buyer Name, Seller Name, 
Property Street, Property City, Sales Price 

Grouping/Sorting There is a Grand Total of all Orders returned (Order Count).  Orders are sorted 
based on the Sorting Option parameter. 

Criteria / Additional 
Notes 

New Orders are, by default, set to “In Process” with an Order Received 
date/time of when they were created. 
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Open Order Tasks 

 Open Order Tasks – (Workflow) 

Shows all Order Tasks that have not been completed (checklist) or received (requested). 

Parameters Office filter, Order Date filter, Settlement Date filter, Task Due Date filter, Pre or 
Post Closing filter, Overdue Task filter, Checklist or Requested filter, Task Assigned 
To filter, Task Name selection option, and Rush Order filter. 

Column 
Headings 

Order Number, Order Task, Request Due Date, Due Date, Title Officer, Escrow 
Officer, Order Date, Settlement Date, Buyer 

Grouping/Sorting Grouped by the Assigned To person and then the Task Status 
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 Open Order Tasks By Escrow Officer – (Workflow) 

Shows all Order Tasks that have not been completed (checklist) or received (requested). 

Grouped by Escrow Officer and then the Task Status. 

 Open Order Tasks By Title Officer Examiner – (Workflow) 

Shows all Order Tasks that have not been completed (checklist) or received (requested). 

Grouped by Title Officer Examiner and then the Task Status. 

Completed Order Tasks 

 Completed Order Tasks – (Workflow) 

Shows all Order Tasks that have completed (checklist) or received (requested). 

Parameters Office filter, Order Date filter, Settlement Date filter, Task Due Date filter, Pre or Post 
Closing filter, Overdue Task filter, Checklist or Requested filter, Task Assigned To filter, 
Task Name selection option, and Rush Order filter. 

Column 
Headings 

Order Number, Order Task, Request Due Date, Due Date, Title Officer, Escrow Officer, 
Order Date, Settlement Date, Buyer 

Grouping/Sorting Grouped by the Assigned To person and then the Task Status 

Supplemental 
Report  

Available 
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 Completed Order Tasks By Escrow Officer Closer – (Workflow) 

Shows all Order Tasks that have been completed (checklist) or received (requested). 

Grouped by Escrow Officer and then the Task Status 

 Completed Order Tasks By title Officer Examiner – (Workflow) 

Shows all Order Tasks that have been completed (checklist) or received (requested). 

Grouped by Title Officer Examiner and then the Task Status. 

My Reports 

 My Completed Order Tasks – (Workflow) 

Shows all Order Tasks that have been completed (checklist) or received (requested) that are assigned to the 

current user (person running the report). 

Parameters Office filter, Order Date filter, Settlement Date filter, Task Due Date filter, Pre or Post 
Closing filter, Overdue Task filter, Checklist or Requested filter, Task Assigned To filter, 
Task Name selection option, and Rush Order filter. 

Column 
Headings 

Order Number, Order Task, Request Due Date, Due Date, Title Officer, Escrow Officer, 
Order Date, Settlement Date, Buyer 

Grouping/Sorting Grouped by the Task Status 
 

 My Completed Steps – (Workflow) 

Shows workflow steps that have been Completed or Closed by the current user (user logged in).  When an Order 

is submitted to a Workflow, it is necessary to assign which Workflow Step the Order is assigned to.  Each step is 

associated with a role (more than one step can be associated with the same role).  Any user that is a member of 

that role can then open an Order from that Workflow and assign the Order to themselves.  When the Order is 

submitted to the next step, that step is considered completed.  This will trigger that Order to show as a 

completed step for that person. 

 



  
 

 
ProForm Reports List Page 10 of 25 

 
05/31/18 

 
A separate Instructional handout is available containing step by step guide to running reports. 

A separate handout is also available for Supplemental Reports.  Supplemental Reports are reports that may contain additional columns or data not found 

in the Default Reports. 

 4800 Falls of Neuse Road, Suite 400 

 Raleigh, NC 27609 

 Sales & Service: 800-848-0143 

 Email: sales@softprocorp.com 

 Web: www.softprocorp.com 

 

Parameters Step Completed Date filter, Workflow Process name (All Workflow or a specific 
Workflow) filter, Workflow Steps (within a particular Workflow if selected) filter 

Column 
Headings 

Order Number, Buyer, Workflow Process, Workflow Step, Order Date, Settlement 
Date, Step Assigned to Workflow (Date/Time), Step Assigned to User (Date/Time), 
Step Completed (Date/Time). 

Grouping/Sorting Steps returned are sorted by Order Date. 

 

 My Open Order Tasks – (Workflow) 

Shows all Order Tasks that have not been completed (checklist) or received (requested) and that are assigned to 

the current user (person logged in). 

 

Parameters Office filter, Order Date filter, Settlement Date filter, Task Due Date filter, Pre or Post 
Closing filter, Overdue Task filter, Checklist or Requested filter, Task Assigned To filter, 
Task Name selection option, and Rush Order filter. 

Column 
Headings 

Order Number, Order Task, Request Due Date, Due Date, Title Officer, Escrow Officer, 
Order Date, Settlement Date, Buyer 

Grouping/Sorting Grouped by the Task Status 

 

 My Queue – (Workflow) 

Shows Workflow Steps that are In Process and assigned to the current user and required or Requested Orders 

Tasks that are assigned to the current user. 

Parameters Rush Orders filter 

Column 
Headings 

Order Number, Buyer, Workflow Process, Workflow Step, Order Task, Order Date, 
Settlement Date 

 

Orders by Status 

All “Order by Status” Reports pull for the Status Screen in Select. Orders by Status Reports will return all Orders without 

any Parameter filters being applied.  The design of Select allows Title and Escrow status to be tracked within an Order 

independent of overall Order Status.   
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 Orders By Escrow Status – (Order Count/Status) 

Shows orders based on Escrow Status. 

Parameters Office filter, Escrow Officer/Closer filter, Escrow Status filter, Order Date filter, 
Settlement Date filter, Escrow Date filter, Product Type filter, Rush Orders filter 

Column 
Headings 

Order Number, Escrow Officer, Title Officer, Order Date, Settlement Date, Escrow 
Closed Date, Buyer Name, Escrow Status Comment 

Grouping/Sorting Grouped by Escrow Status with subtotals per status and a grand total of all Orders  

Criteria / 
Additional Notes 

An Escrow Status of “closed” can be tied to an SP Admin configuration to 
automatically be entered when all funds are disbursed and the file balance is zero.  As 
a result, this report is often used as the basis for a “Closed” Order count. 

 

 Orders By Order Status – (Order Count/Status) 

While closing is often relative to funding, Opened and Canceled Order counts are often relative to the entire 

Order.  As such, this report is often used to obtain Opened (the Order Received Date is automatically populated 

when the Order is created) and Canceled Order counts. 

Parameters Office filter, Order Status filter, Order Date filter, Settlement Date filter, Order Type 
filter, Product Type filter, Rush Orders filter 

Column 
Headings 

Order Number, Escrow Officer, Title Officer, Order Date, Settlement Date, Buyer 
Name, Order Status Comment 

Grouping/Sorting Grouped by Order Status with subtotals per status and a grand total of all Orders 

Criteria / 
Additional Notes 

The design of Select allows Title and Escrow status to be tracked within an Order 
independent of overall Order Status.  While closing is often relative to funding, 
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Opened and Canceled Order counts are often relative to the entire Order.  As such, 
this report is often used to obtain Opened (the Order Received Date is automatically 
populated when the Order is created) and Canceled Order counts. 

 

 Orders By Title Status - (Order Count/Status) 

Shows orders based on Title Status.  This report is often used in conjunction with the Policy and Commitment 

Reports (see below)  

Parameters Office filter, Title Status filter, Order Date filter, Settlement Date filter, Product Type 
filter, Rush Orders filter 

Column 
Headings 

Order Number, Escrow Officer, Title Officer, Order Date, Settlement Date, Buyer 
Name, Title Status Comment 

Grouping/Sorting Grouped by Title Status with subtotals per status and a grand total of all Orders 
returned 

Criteria / 
Additional Notes 

To the extent that Title Status needs tracked independently, this report can be used 
along with the Policy and Commitment reports (see below). 

 

Workflow 

* Note:  For additional information on Workflow see “Workflow Order Manager” Handout and “Setting up Workflow” Handouts.  

 Completed Steps – (Workflow) 

Shows Workflow Steps that have been Completed or Closed. 

Parameters Employee Type filter (Title of the Employee in SP Admin), Employee filter (Name of 
the Employee in SP Admin), Step Completed Date filter, Workflow Process name (All 
Workflow or a specific Workflow) filter, Workflow Steps (within a particular Workflow 
if selected) filter 

Column 
Headings 

Order Number, Buyer, Workflow Process, Workflow Step, Order Date, Settlement 
Date, Step Assigned to Workflow (Date/Time), Step Assigned to User (Date/Time), 
Step Completed (Date/Time). 

Grouping/Sorting Grouped by Employee with Steps returned sorted by Order Date. 

Criteria / 
Additional Notes 

This report is very similar to the My Completed Steps report.  It can be used to return 
completed work for multiple including other Employees. 
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 Current Queue – (Workflow) 

Shows Workflow Steps that are In Process or Order Tasks that are Required or Requested. 

Parameters Office filter, Employee Type (Title in SP Admin) filter, Employee Name (Name in SP 
Admin) filter, Rush Orders filter 

Column 
Headings 

Order Number, Buyer, Workflow Process, Workflow Step, Order Task, Order Date, 
Settlement Date 

Grouping/Sorting Steps/Tasks are grouped by the Employee assigned to the Step/Task 

Criteria / 
Additional Notes 

This report is similar to the My Queue report providing the ability to see other and 
multiple Employee Queues. 
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 Workflow Productivity – (Workflow) 

Shows all Workflow History for all Orders. 

Parameters Office filter, Order Status filter, Date Step Assigned to Workflow filter, Date Step 
Assigned to User filter, Step Completed Date filter, Workflow Process filter, Workflow 
Step (based on Workflow Process) filter, Employee Type filter, Employee (Name) 
filter, Rush Orders filter 

Column Headings Order Number, Workflow Process, Workflow Step, Step Assigned to Workflow 
(Date/Time), Step Assigned to User (Date/Time), Step Status Date (Date/Time), 
Reason Not Completed (see Notes), Step Days/Hours 

Grouping/Sorting Grouped first by Orders Status and then by Assigned to User 

Criteria / 
Additional Notes 

This report is a very powerful tool in assessing productivity.  It is often used, in 
conjunction with Workflow to assess “Turn Time” (e.g. Title Turn Time).  The Reason 
Not Completed column will have a “Reassigned” or “Repositioned” value consistent 
with these actions being performed in the Workflow Manager. 
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 Work in Progress – (Workflow) 

Workflow Steps that are both In Process and assigned to a user.   

Parameters Office filter, Employee Type filter (Title in SP Admin), Employee filter (Name in SP 
Admin), Rush Order filter 

Column 
Headings 

Order Number, Buyer, Workflow Process, Workflow Step, Order Date, Settlement 
Date, Step Assigned to Workflow (Date/Time), Step Assigned to User (Date/Time) 

Grouping/Sorting Steps are grouped by the assigned to user name. 

Criteria / 
Additional Notes 

If an Order is Completed or Canceled (Order Status), all uncompleted Workflow Steps 
are marked canceled and will not display even if the Order is changed to “In Process” 
unless the Step(s) is reassigned also. 

 

 

Production 
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 Completed Commitments – (Title_Production) 

Shows all Orders with one or more commitments that have been completed. 

Parameters Office filter, Issued Date filter, Effective Date filter, Commitment Date filter, Rush 
Orders filter 

Column 
Headings 

Order Number, Commitment Number, Title Officer, Order Date, Settlement Date, 
Issued Date, Effective Date, Completed Date, Buyer 

Grouping/Sorting A total count of all commitments is returned. 

 

 

 
Completed Policies – (Title_Production) 

Shows all Orders with a policy that has been both issued and completed. 

Parameters Office filter, Issued Date filter, Effective Date filter, Policy Completed Date filter, Rush 
Order filter 

Column Headings Order Number, Policy Number, Title Officer, Order Date, Settlement Date, Issued 
Date, Effective Date, Completed Date, Buyer 

Grouping/Sorting: A total count of all policies is returned. 
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Outstanding Commitments – (Title_Production) 

Shows all commitments from all Orders unless that Order has a completed commitment with no other 

commitments that are not completed. 

Parameters Office filter, Issued Date filter, Effective Date filter, Rush Orders filter 

Column 
Headings 

Order Number, Commitment Number, Title Officer, Order Date, Settlement Date, 
Effective Date, Buyer 

Grouping/Sorting A total of all commitments are returned. 

Criteria / 
Additional Notes 

A default outstanding commitment is created with each new Order. 
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 Outstanding Policies – (Title_Production) 

Shows all policies from all Orders unless that Order has a completed policy with no other policies that are not 

completed. 

Parameters Office filter, Issued Date filter, Effective Date filter, Rush Orders filter 

Column 
Headings 

Order Number, Policy Number, Title Officer, Order Date, Settlement Date, Effective 
Date, Buyer 

Grouping/Sorting A total of all policies are returned. 

Criteria / 
Additional Notes 

A default outstanding policy is created with each new Order. 
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Fees\Revenue 

Revenue can be assessed in SoftPro from two fundamental perspectives, Order/HUD or CDF or CSS based 

revenue and Ledger based revenue.  To the extent the HUD or CDF or CSS and the Ledger match, these values 

will be 100% consistent.  ProForm based Revenue reports are designed to reflect HUD or CDF or CSS based 

transactions.  It is possible to “unlink” the Order from the HUD or CDF or CSS for specific transactions.  This can 

be done by making fundamental changes (e.g. payee name, amount, bill code) to a transaction AFTER it has 

been posted without voiding the transaction and re-posting it.  Also, transactions can be added directly to the 

Ledger in SoftPro without coming from the HUD or CDF or CSS. 

 

 Fees by Bill Code – (Management) 

This report returns revenue transactions. 

For any transaction to be considered Revenue in ProForm, the funds must be disbursed to an Order Contact that 

is flagged as a “Revenue Contact”.  Common practice is to include this value in the lookup entries of each 

contact as they are added to the system (to automate this contact being considered a revenue contact when the 

contact is selected into the Order). 

Description This report returns revenue transactions. 

Parameters Office filter, Fees Disbursed Date Range filter, Option to base (define) revenue 
relative to 3 different criteria (see below), Include Sent Invoices filter, Escrow Officer 
filter, Bill Codes filter, Grouping option (see below), Show Order Details option 

Revenue 
Definitions 

For any transaction to be considered Revenue in ProForm, the funds must be 
disbursed to an Order Contact that is flagged as a “Revenue Contact”.  Common 
practice is to include this value in the lookup entries of each contact as they are 
added to the system (to automate this contact being considered a revenue contact 
when the contact is selected into the Order). 

 Ledger Transfer to a Revenue Ledger – Ledgers in ProTrust can be classified as 
“Revenue Ledgers”.  This option returns revenue transactions ONLY if the fees have 
been transferred to a Ledger that is marked as a revenue ledger.  A revenue ledger 
can be assigned to each Order so that these transfers are done automatically, easing 
this process.  To the extent revenue is considered in this manner, ProForm revenue 
can be verified by matching the Fees by Bill Code report to the Ledger report for each 
“Revenue Ledger”. 
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 Ledger Transfer (no Revenue Ledger designation) – This option returns revenue 
transactions for all transferred transactions regardless of whether or not the Ledger 
is a “Revenue Ledger”.  To the extent revenue is considered in this manner, ProForm 
revenue can be verified on an Order by Order basis by matching the Fees by Bill Code 
report to the Single Ledger Balance report of the Ledger in ProTrust.  A broader 
assessment can be made using the Receipts and Disbursement ProTrust reports. 

 Any Disbursement – This option returns revenue transactions for any transaction that 
is posted regardless of the transaction type.  To the extent revenue is considered in 
this manner, ProForm revenue can be verified on an Order by Order basis by 
matching the Fees by Bill Code report to the Single Ledger Balance report of the 
Ledger in ProTrust.  A broader assessment can be made using the Receipts and 
Disbursement ProTrust reports. 

Column 
Headings 

Office, Escrow Officer/Closer, Bill Code Category, Bill Code, Order Number, Reference 
Number, posted Date, transaction Description, Amount, Order Total, Bill Code Total 

Grouping/Sorting  Grouping Option 1 – Office, Bill Code 

  Grouping Option 2 – Office, Bill Code Category, Bill Code 

  Grouping Option 3 – Escrow Officer, Bill Code 

  Grouping Option 4 – Escrow Officer, Bill Code Category, Bill Code 

  Grouping Option 5 – Escrow Officer, Order Number 

  Grouping Option 6 – Office, Escrow Officer, Bill Code 

  Grouping Option 7 - Office, Escrow Officer, Bill Code Category, Bill Code 

  Grouping Option 8 – Bill Code 

  Grouping Option 9 – Bill Code Category, Bill Code 

Criteria / 
Additional Notes 

Order and Reference Numbers are only returned with Order Details.  Subtotals are 
provided for the sum of fees per Order, the sum of fees per Order per Bill Code 
Category, and the sum of fees per Bill Code for each Order.  Grand Totals are 
provided for Bill Code Category, Escrow Officer/Closer, Office, and a grand total of all 
Bill Codes. 

  A definition of how revenue will be calculated should be considered and defined 
prior to using any new system.  For SoftPro Select, options for this range from using 
only ProTrust reports, to using this report in ProForm, to having customized revenue 
reporting. 

Supplemental 
Report  

Available 
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A separate Instructional handout is available containing step by step guide to running reports. 

A separate handout is also available for Supplemental Reports.  Supplemental Reports are reports that may contain additional columns or data not found 

in the Default Reports. 
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 Sales & Service: 800-848-0143 

 Email: sales@softprocorp.com 

 Web: www.softprocorp.com 

 

 

 
 

 Fees Not Disbursed – (Management) 

Shows transactions within Orders that are not marked with an Order Status of Canceled or Duplicate where the 

transaction is payable to an Order Contact that is marked as a revenue contact and that transaction is not posted. 

Used along with the Fees by Bill Codes and Fee Exceptions report, the Fees Not Disbursed can be a powerful 

tool to manage revenue 

Parameters Office filter, Date option (Disbursement Date, Settlement Date, Order Date) with Date 
Range filter, filter option to only include Orders where the loan funding has been 
received, option to include fees from pending invoices, option to page break results 
per office, Escrow Officer/Closer filter,  

Column 
Headings 

Order Number, Order Type, Transaction Type, Product Type, Date 
(Disbursement/Settlement/Order), Order Status, Loan Funding Date, Payee, 
Transaction Amount 

Grouping/Sorting Grouped by Office first, Escrow Officer/Closer second with count subtotals for Office 
and Escrow Officer/Closer and a sum subtotal for Transaction Amount per Office and 
Escrow Officer/Closer and a grand total of counts and amounts for each 
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A separate handout is also available for Supplemental Reports.  Supplemental Reports are reports that may contain additional columns or data not found 
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Criteria / 
Additional Notes 

Used along with the Fees by Bill Codes and Fee Exceptions report, the Fees Not 
Disbursed can be a powerful tool to manage revenue. 

Supplemental 
Report  

Available 

  

 

 

Policy Register/Liability 

 Policy Register / Liability (Legal size) – (Management) 

Shows policies, endorsements, and additional title charges per Order along with the Total Charges, Underwriter 

Portion, and Agent Portion for each Order. 

 Policy Register / Liability (Letter size) – (Management) 

Shows policies, endorsements, and additional title charges per Order along with the Total Charges, Underwriter 

Portion, and Agent Portion for each Order. 

Parameters Underwriter filter, Underwriter Code filter, Policy Date option (Issued Date, Effective 
Date, or Order Created Date), Date range filter, Include Endorsements filter, Include 
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A separate Instructional handout is available containing step by step guide to running reports. 

A separate handout is also available for Supplemental Reports.  Supplemental Reports are reports that may contain additional columns or data not found 

in the Default Reports. 
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Additional Title Charges filter, Endorsements only filter, option to show 
endorsements/title charges as totals only, option to show charge type/transaction 
code summary (graph at the end of the report) 

Column 
Headings 

Underwriter, Agent Number, Order Number, Insured/Description, Amount of 
Insurance (Coverage Amount), Policy Number, Property Use, Transaction Code, Issued 
Date, Total Charges, Underwriter Portion, Agent Portion 

Grouping/Sorting Grouping are by Underwriter first, Agent Number second, Order Number third, and 
Insured/Description fourth.  A subtotal count of items per order along with total of 
Total Charges, Underwriter Portion charges, and Agent Portion charges are provided 
per Order with a grand total sum of Total Charges, Underwriter Portion charges, and 
Agent Portion charges is returned. 

Criteria / 
Additional Notes 

1. This report is very widely used by close to 100% of SoftPro customers. 
2. For Endorsements to be included in this report, the endorsements must be 

associated with a Loan Policy or Owner’s Policy 

Supplemental 
Report  

Available 

 

 

 

Lookup Tables 

 New/Updated Lookup Codes – (Miscellaneous) 

This report is used to manage lookup entries used when only a limited number of users have permission to add to 

or update the Lookup Tables. 

Parameters Option to filter on NEW and UPDATED codes or only one or the other, Sorting option 
for Order Number or Contact Name 
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A separate Instructional handout is available containing step by step guide to running reports. 

A separate handout is also available for Supplemental Reports.  Supplemental Reports are reports that may contain additional columns or data not found 

in the Default Reports. 
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Column 
Headings 

Contact Name, Contact Address, Order Number, Closer 

Grouping/Sorting Grouping is per Contact Name 

Criteria / 
Additional Notes 

This report returns a listing for any Contact within any Order that has a Lookup Code of 
“UPD” or “NEW”.   

 

 

Reserved Order Numbers 

 Reserved Order Numbers – (Miscellaneous) 

Shows all Order Numbers that have been Reserved. 

Parameters Project Name filter, Reserved Date filter, Profile Name filter, Reserved By Username 
filter 

Column 
Headings 

Profile Name, Reserved Order Number, Date Reserved, Reserved By 

Grouping/Sorting Reserved Orders are grouped by profile with subtotals per profile and a grand total of 
all Reserved Orders returned. 

Criteria / 
Additional Notes 

The Reserved Order Report can be automatically run and printed when creating 
Reserved Orders and then run again at any time to identify how many of those orders 
remain reserved. 
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Security 

 ProForm Generated Transactions Turn Off – (Miscellaneous) 

Shows a list of all Orders that have the ProForm Generated Transactions option turned off. 

Parameters None 

Column 
Headings 

Order Number, Buyer, Property, Responsible Party 

 Grouping/Sorting:  None 

Criteria / 
Additional 
Notes 

Ensuring the HUD and Ledger are consistent requires ProForm Generated Transactions to be 
turned on.  Turning this off should be done only by exception and, even then, only 
temporarily.  Orders on this report should be carefully reviewed to assess if this setting 
should remain. 

 

  

 


