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CLOSING AND TITLE SOFTWARE

USING THE OVERLAY FUNCTION IN PROFORM

The overlay function in ProForm is used to copy one file’s information or part of the information into another
file. ProForm Data files (*.pfd), ProForm Templates (*.pft), and ProForm Text Overlay files (*.pxt) can
be used to overlay information into a file. The overlay process is the same for each file type.

Overlaying when Creating a New File:

1. From the menu bar, select File > New or click the New icon on the toolbar.

ProForm Enterprise Edition
File Reports View Tools Services Support Window Help
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2. Click Browse to search for the template or file to copy.

Mew *

Type: |COF £ (®) File () Template

Cost Center Code:

File Mumbering Code:  [Diefault

Trust Account Code:

File: Mumber Prefic: Suffoc:

File Name: 2018080077 FFD |

Template MName:

Firm File Number: | 2018080077 |

Templateis)/Filesis) to Copy:

|S FRO-L3002538450F TP RO Templates \defauttcdf .pf'|

Cancel Help

3. By default, ProForm Templates (*.pft) will appear. You can opt to search for ProForm Data files
(*.pfd) or ProForm Text Overlay files (*.pxt) by choosing the correct file type in the File Type
field and by navigating to the applicable folder.
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@ Open
“~ ~ 4 L » Metwork » SPRO-L300298 » softpro »
Organize « MNew folder
MERGE Docs ™ Mame
#& OneDrive Data _
—— documentsArchive
= s pC FileUpdater
[ Desktop Merge
&] Documents Pllocks
& Downloads P1Rpts
J‘ﬁ Music PiRpts
&= Pictures Bl lncks
] PtRpts
m Videos
e PxRpts
i Windows (C) RdyDocs
= f (\\softpro.corp, Setup
= james (\\spsfps{ Suppert
T lat _
o Metwork Empates
= Tools
- [T defanl nft
File name:

x
v O Search softpro »
Bz~ [N 0
Date modified Type Size A
8/13/2018 3:20 PM File folder
4/23/2018 10:49 AM  File folder
4/23/2018 10:41 AM  File folder
8/10/2018 4:16 PM File folder
8/ 156 PM File folder
4/23/201810:41 AM  File folder
18 10:41 AM  File folder
8/14/2018 10:30 AM  File folder
4/23/2018 10:41 AM  File folder
4/23/2018 10:41 AM  File folder
472372018 10:44 AM  File folder
4/23/2018 10:40 AM  File folder
2018 10:43 AM  File folder
018 2:52 PM File folder
1810:40 AM  File folder
A/F/2018.0:37 AN PFT Fil= 107 KR, ™
~ | | ProForm Templates (*.pft) b
ProForm Templates (7,
ProForm Files (*.pfd)
ProForm Text Overlay Files (*.pxt)

All Files (*%)

After selecting the file you want to copy, click Open. You can copy more than one file at a time by

4,
holding the Ctrl key down while selecting each of the files that you want to copy. Release the Ctrl
key after you have made your selections and choose Open.

5. Click OK to create the new file.

Overlaying into an Existing File:

1. Open the existing file in ProForm by selecting File > Open from the menu bar or by clicking the

Open icon on the toolbar.

ProForm Enterprise Edition

File Reports View Tools Services Support Window Help
Glile -0 8 & EEL J AL 6 Dow D & 2 OTE |
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2. Select File > Overlay File/Template or click the Overlay File/Template icon on the toolbar.

ProForm Enterprise Edition - 2018080076.PFD
File Reports View DocumentMode Tools Services Support Window Help
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3. By default, ProForm Templates (*.pft) will appear. You can opt to search for ProForm Data files
(*.pfd) or ProForm Text Overlay files (*.pxt) by choosing the correct file type in the File Type

field and by navigating to the applicable folder.

@ Open X
e ~ 4 L » Metwork » SPRO-L300298 » softpro » v O Search softpro P
Organize « MNew folder ==+ [ 0

MERGE Docs Marne Date modified Type Size e
@ OneDrive Data _ &/13/2018 3:29 PM File folder
—— documentsArchive File folder
= This B FileUpdater File folder
B Desktop Merge File folder
|5] Documents Pllocks File folder
& Downloads P1Rpts File folder
J», Music PiRpts File folder
B Pictures PTLocks File folder
; PtRpts File folder
m Videos
PxRpts File folder
i) i (C:
Rl Windowsi2) RdyDocs File folder
= f(\softpro.corp Setup File folder
= james (\\spsfpsl Support File folder
B Templates < m— File folder
Tools File folder
= [T defanl nft PFT Fil= 117 KR M
File name: ~ | | ProForm Templates (*.pft) s
ProForm Templates (%
ProForm Files (*.pfd)
ProForm Text Overlay Files (*.pxt)

All Files (*%)

4. After selecting the file you want to copy, click Open. You can copy more than one file at a time by
holding the Ctrl key down while selecting each of the files that you want to copy. Release the Ctrl

key after you have made your selections and choose Open.

Choosing Tabs to Overlay:

ProForm offers the option to choose the tabs you want to include when overlaying a file or template.
When this option is activated, a window will appear every time you select a file or template to overlay. It
will allow you to select the tabs that you want included when the file is overlaid. The information from
tabs that are not checked will not be included. By default, all tabs will be checked on the Overlay Tab
Selection window. After selecting all of the tabs that you want included, choose OK to continue. (If you

select Cancel nothing will be overlaid.)
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Overlay Tab Selection *

Please select the tabs you wish to overay:

General

Order Tracking
Title Insurance
CDF

MC Bar Forms

Cancel

NOTE: You will only have access to those tabs for modules that you have purchased licenses and have

installed.

To active this option:

1. From the menu bar, select Tools > Preferences.

2. Click the Overlay Tab Selection check box.

3. Click OK.

Mizcellaneous
Default Template: |gram Filez (=865 aftPro\y 20485 erverdef ault. pit

Default Template [GFE]: |1 Files (#2615 oftPro\y 2005 erverdefault GFE . plt

Default Template [COF): |1 Files [=B6S aftPro\y 2005 erverdefaultCOF . plt

v Overlay tab zelection

Drefault zettlement type: | COF -
TypeLite Colar... -

[ Allow printing of checks i file is out of balance
& Usze nebwork document managers ¢ Use local document managers
* ze nebwork look-up tables (" Uze local look-up tables

[v Show start-up dialog
GaTa File Directony: |E:'\F'rngram Files (#3645 aftPraty 2085 ervers

NOTE: For Enterprise users, this option will need to be activated in SPAdmin.
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