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Only users who have permissions may add to or update lookup tables.  Before adding a Company or a Person to a lookup 
table, you must search using three different methods to safeguard against duplicating existing Companies/People.  
This job aid contains the following sections: 

A. Formatting Unique Lookup Codes, Page 1 

B. Running and Interpreting the Lookup Table Report, Page 2 

C. Companies (organizational entities) 

 C1. Searching for a New Company Before Adding, Page 3 

 C2. Adding a New Company, Page 5 

D. People (individuals associated with Companies) 

 D1. Searching for a Person Before Adding, Page 6 

 D2. Adding a Person, Page 8 

E. Maintenance 

 E1. Updating a Company, Page 9 

 E2. Reassigning a Person from One Company to Another, Page 9 

 E3. Removing a Duplicate Company, Page 10 

 

A. Formatting Unique Lookup Codes 

Follow these formatting rules to create unique lookup codes for each Company and Person. 

 

 
Company Name: Century 22 

Company Address:  4118 Oak Street 

Company City: Seattle 

Unique Lookup Code: CENS4118 

 
 

 

    
 

Person Name: Luke Lister 

Unique Lookup Code: LISLUK001 (total length not to exceed 10 characters) 

NOTE: Your Operation’s format may vary slightly.  If you are not sure, please ask your manager. 

Capital first three letters 
of Company name 

Capital first letter 
of City 

Entire numerical 
portion of street 

address or PO Box  

CEN S 4118 

Capital first three 
letters of Last name 

Capital first three letters 
of First name 

Three digits  
in numerical order 

LIS LUK 001 
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B. Running and Interpreting the Lookup Table Report 

Those who have permissions to edit lookup tables are responsible for periodically running a report to identify new 
and updated Contacts.  Using the information in the report, you will add/update the appropriate lookup tables. 

 

Running the Report 

1. Click the Reports button 

 

 

 

 

2. Expand the Lookup Table Reports folder 

3. Double-click the New/Updated/Move Lookup Codes report 

 

 

 

 

4. In Sort by, select Order Number 

5. Check your branch 

6. Click OK 

 

 

 

  



 

 

 

Page 3 of 11 
Dated: 08.24.2022 

© 2022 Fidelity National Financial 

Adding/Updating Contacts  
CONTACTS 

Interpreting the Report 

Each row represents an order.  There are effectively three columns. 

First column:  

Company “Contact” information 
 Second column:  

Person information 
 Third column:  

Order information 

 

 If Existing Company, then look at 
second column 

 
 
 
 
 If Updated Company, then notice 

updated information 
 If New Company, take note of new 

information 

  If Updated Person, take note of 
updated information 

 If New Person, then notice new 
information 

 If Move Person, take note of new 
Company information  
 

  Notice Order Number to 
search in SoftPro Select 

 Notice Order Number to 
search in SoftPro Select 

 Notice Order Number to 
search in SoftPro Select 

 
To interpret the report: 

1. Look at the new/updated information in the first two columns 

2. Determine which Companies/People to add/update/move 

3. Use the SoftPro Select order number in the third column to access the order 

4. Use the Contact Type in the first column to access the appropriate lookup table 
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C1. Searching for a New Company Before Adding 
Before adding a Company, you must search for it three different ways using advanced filtering.  This is to prevent 
duplicate entries.   In our example, we are adding a Bank of America Company in the city of Fort Worth. 

1. Access the appropriate order (from the third column of the report) 

2. Access the appropriate Contact Type lookup table (from the first column of the report) 

3. Click the Show Filter  icon 

 

 

 

 

Search Method 1 – Name 

4. In the Filter drop-down, select 
Name 

5. In the Search by drop-down, 
select Contains 

6. In the Search field, enter a part 
of the Company name  

7. Click Apply 

If the Company name does not appear 
in the list, click the Remove button to 
complete Search Method 2.  If the 
Company name appears in the list, 
determine if the entry is a duplicate.  

 

Search Method 2 – Street Address 

8. In the Filter drop-down, select 
Address1; in the Search by 
drop-down, select Contains 

9. In the Search field, enter only 
the street numbers 

10. Click Apply 

 

If the Company address does not appear in the list, click the Remove button to complete Search Method 3.  If the 
Company address appears in the list, determine if the entry is a duplicate.  
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Search Method 3 – Lookup Code 

Search for the beginning letters of the new code you wish to add, so that you can see which codes already exist.  This 
helps you to formulate the new unique code including all letters and numbers.   

11. In the Filter drop-down, select 
LookupCode 

12. In the Search by drop-down, 
select Contains 

13. In the Search field, enter the 
first three letters of the code 
you wish to add 

14. Click Apply  

 

C2. Adding a New Company 

Before adding a Company, you must use advanced filter searching for the Company using three different search 
methods.   

1. If necessary, access the order as shown in the third column 
of the report 

2. If necessary, access the Contact Type lookup table (from the 
first column of the report) 

3. In the Lookup code field, enter the new unique code and 
press the Tab key 

4. Review the Contact’s information (fix any 
spelling/formatting errors) 

5. Click the Lookup code link 

6. Click the Insert Entry button 

 

 

When you scroll to the bottom of the 
list, the entry appears in bold text.  

BEFORE SAVE: entries added or 
modified in lookup tables appear 
in bold text. 

 

 

7. Click the Save icon 

NOTE: The entry is not visible yet. 
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AFTER SAVE: entries added or 
modified in lookup tables appear 
in normal text. 

 

 

 

D1. Searching for a Person Before Adding 

Before adding a Person, you must search for him/her three different ways using advanced filtering.  In our example, 
we are adding Penny Cash, a loan officer at the Bank of America Company in Fort Worth. 

1. If necessary, access the order (from the third column of the report) 

2. If necessary, access the Contact Type’s Person lookup table (from the first column of the report) 

3. Click the Show Filter         icon  

4. Click the Remove button to search all People associated with that Contact Type 

 
 
BEFORE CLICKING THE REMOVE BUTTON: by 
default, only the People associated to 
Company’s lookup code appear.  
 
 
 
 
 
 
 
AFTER CLICKING THE REMOVE BUTTON: all the 
People in that Contact Type’s lookup 
table appear. 
 

 

 

 

 

 

 

 

 



 

 

 

Page 7 of 11 
Dated: 08.24.2022 

© 2022 Fidelity National Financial 

Adding/Updating Contacts  
CONTACTS 

Search Method 1 – First Name 

1. when entering a new contact, make sure to follow the guidelines to not exceed the 10-character limitation.  

2. In the Filter drop-down, select 
FirstName 

3. In the Search by drop-down, 
select Contains 

4. In the Search field, enter a part 
of the Person’s first name  

5. Click Apply 

If the Person’s first name does not appear in the list, click the Remove button to complete Search Method 2.  If the 
Person’s first name appears in the list, skip to Page 9 Reassigning a Person from One Company to Another. 

 
Search Method 2 – Last Name 

6. In the Filter drop-down, select 
LastName 

7. In the Search by drop-down, 
select Contains 

8. In the Search field, enter a part 
of the Person’s last name  

9. Click Apply 

 

If the Person’s last name does not appear in the list, click the Remove button to complete Search Method 3.  If the 
Person’s last name appears in the list, skip to Page 9 Reassigning a Person from One Company to Another. 

 

Search Method 3 – Lookup Code 

Search for the first six letters of the new code you wish to add, so that you can see the existing codes.  This helps you 
to formulate the new unique code. 

10. In the Filter drop-down, In the 
Filter drop-down, select 
LookupCode; in the Search by 
drop-down, select Contains 

11. In the Search field, enter the six few letters of the code you wish to add and  

12. Click Apply 

Review the results to formulate the new unique code including numbers.  In our example for Penny Cash, the unique 
code should be CASPEN002. 
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D2. Adding a Person 

Before adding a Person, you must search for him/her three different ways using advanced filtering.  

1. If necessary, access the order (from the third column of the report) 

2. If necessary, access the appropriate Contact (from the first column of the report) 

3. Double-click the Person’s name to edit 

4. In the Lookup code field, enter the new 
unique code and press the Tab key 

 

 

 

5. Review the Person’s information (fix any 
spelling/formatting errors) 

6. Click the Lookup code link  

 

7. Click the Insert Entry button 

  

 

 

Until saved, entries added to or modified in lookup tables appear in bold text at the bottom of the list 

8. Click the Save icon 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE: the entry is not 
visible yet. 

Before save: entries added or 
modified in lookup tables 
appear in bold text. 

After save: entries added or 
modified in lookup tables 
appear in normal text. 

NOTE: Cannot exceed 10 characters; 
refer to the formatting section on 
page 1. 
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E1. Updating a Company  

If a Company changes its physical address, or you find an incorrect lookup code, you must update the Company’s 
entry in the lookup table.  In our example, the Company’s address has changed from 605 Profit Lane to 405 Profit 
Lane. 

1. Navigate to the Company Contact you wish to update 

2. Click the Lookup code link 

3. Search (or filter) to locate the 
Company 

4. In the lookup table grid, 
update the appropriate cells 

In our example, both the street 
address and the numerical 
portion of the lookup code are 
updated. 

5. Click the Save icon 

6. Double-click the entry to select it 

 

E2. Reassigning a Person from One Company to Another  

If a Person is already associated with one Company, you can move that Person to be associated with another 
Company.  This process keeps the Person’s unique lookup code, while reassigning him/her to the new Company.  In 
our example, Penelope Cashier previously worked at First Ever Savings and Loan, but now works at Bank of America.   

1. From the new Company Contact screen, navigate to the People lookup table  

2. Click the Show Filter       icon  

3. Click the Remove button to search ALL People associated with that Contact Type 

4. Search (or filter) to locate, then highlight the Person 

5. Horizontally scroll over to view the Filter: LookupCode column 

 

You may need to move 
the lookup table window 
over so you can view the 
current Company’s 
Lookup code. Here both 
codes are visible. 
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6. In the Filter: LookupCode cell, delete the Person’s previous Company code 

7. Enter the Person’s new Company code 

The entry in the lookup table appears in bold text indicating it has been modified. 

8. Click the Save icon 

 

E3. Removing a Duplicate Company 

If a single Company has more than one entry in the lookup table, or when two separate Companies/Contact types 
(e.g., a Lender and a Real Estate Agent) share the same lookup code, you can remove the duplicate company.  When 
removing a duplicate Company, you must first reassign any associated People to correct/preferred Company. 

 

In our example, a Real Estate 
Agent has a duplicate entry 
(both old and new lookup 
code formats). 

 

 

 
 

1. Navigate to the duplicate Company Contact you wish to remove 

2. Determine if there are any 
associated People with that 
Company 

a) Click the Add Person  
icon 

b) Click the Lookup code 
link 

3. Reassign each 
associated Person, 
to the correct/ 
preferred 
Company (refer to 
the steps in the 
prior section 
Reassigning a Person 
from One Company to 
Another ) 
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4. Back on the duplicate 
Company Contact’s screen 
click the Lookup code link 

5. Click the grey row header (far 
left) to highlight the entire row 

6. Press the Delete key 

7. In the Delete Entries window, 
click the Yes button  

 

 
 
 
 
 
 
  

 

 

 

 

 

 

NOTES: 
 For Operations using the LookupCodeMain, remember to change that 

too. 
 If you are not sure if a Person is associated with the correct/preferred 

Company, do not reassign him/her.  Leave the Person as is.  The next 
time that Person is needed, the user will follow the search rules and 
update the Person. 

 All fields are identical 

 Click the OK button 

 This entry already exists; no need to 
save 

 Another entry exists with the same key 
field (Lookup code) 

 Click the Cancel button  

 Determine if you need to update an 
existing entry, or try a different code 

NOTES:  

 If you enter identical data for all fields into a lookup table, the Duplicate entry error pop-up window 
appears.  

 If you attempt to insert an entry that has the same key field (Lookup code) as another entry, the 
Duplicate key field value pop-up window appears. 


