
  

 

 
1031 Exchange Setup - Buyer Page 1 of 3 

 
6/21/2021 

 

 

• 4800 Falls of Neuse Road, Suite 600 

• Raleigh, NC 27609 

• Sales & Service: 800-848-0143 

• Email: sales@softprocorp.com 

• Web: www.softprocorp.com 

 
1031 EXCHANGE SETUP-BUYER 

 
Follow these steps to prepare a 1031 Exchange for a Buyer, including: adding the Exchange Company; 
updating the signature details, the header (and footer) for the HUD-1 and/or Closing Disclosure Form; and 
adding a line to show the incoming proceeds from the 1031 Exchange Company. 
 
Order Contact Screen 

 

1. Click the Add Contact  
icon. 

2. Select Qualified Intermediary 
(which is the Exchange 
Company). 

3. Add the appropriate Exchange 
Company from the lookup 
table. 

    

 
Associate the Qualified Intermediary with the Buyer Contact 

 
4. Navigate to the Buyer/Borrower screen and choose the QI in the dropdown as shown below. 

 

 
Updating Signature 

 

5. Navigate to the 
Buyer/Borrower screen. 

   
6. Click the Edit Signature 

button. 

7. In the Title drop-down, select 
Exchanger (this updates the 
heading on the signature lines 
and some documents). 
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Updating the Closing Disclosure Form Header 
 

8. Navigate to the CDF Page 1 screen. 

9. In the Transaction information replace 
the default name and address with the 
Exchange Company’s. 

 

 

 

 

Updating the HUD-1 Header 
 

10. Navigate to the HUD-1 Header screen. 

11. In the Name and Address of borrower field, 
replace the default name and address with the 
Exchange Company’s. 

 

 

 

 

 

Setting the Closing Disclosure Form to show the incoming 1031 Proceeds 
 

12. Navigate to the CDF Page 3 screen, Section L and add a line to show the incoming funds from 
the 1031 Exchange Company as shown below. You will need to click the numbered link to go 
behind the line and enter the Payors as the Q code and Incoming Fund.  Your Register will now 
anticipate the Funds coming in. 
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Setting the HUD-1 form to show the incoming 1031 Proceeds 

 
13. Navigate to the Buyer/Borrower Credits (200) screen and add a line to show the incoming 

funds from the 1031 Exchange Company as shown below. You will need to open the Payors 
screen below the line and enter Q as the code and Incoming Fund in the Process As.  Your 
Register will now anticipate the Funds coming in. 

 
 

 

Drawing Documents 
 
FIRST:  Draw all appropriate documents that require ONLY the Buyer/Seller’s signature (i.e. deeds) 

 

SECOND:  When you are ready to draw all other documents that require BOTH the Buyer/Seller and 
Exchange Company’s signatures including the HUD-1 or CDF, proceed with the next step. 

 
 

14. Navigate to the Buyer/Borrower screen 
(the contact with Exchange Company). 

15. Click the Edit Signature button. 

 

 

16. Edit the signature, as necessary, to reflect the Exchange Company and/or Buyer/Seller  

 


