SOFTPRIG CONTACTS

SELECT Adding/Updating Contacts

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 safequard 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
y C2. Adding a New Company, Page 5
D. People (individuals associated with Companies)
y  D1. Searching for a Person Before Adding, Page 6
» D2. Adding a Person, Page 8
E. Maintenance
y  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.

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

g
A
|==.

Entire numerical

Capital first three letters Capital first letter portion of street

of Company name of City
dd PO B
Company Name: Century 22 aceress or o
Company Address: 4118 Oak Street \ /
Company City: Seattle CEN S 4118
Unique Lookup Code: CENS4118
Capital first three Capital first three letters Three digits
@ & & letters of Last name of First name in numerical order
™ Person Name: Luke Lister LIS LUK 001
\ Unique Lookup Code: LISLUKOO1 (total length not to exceed 10 characters)
N
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Running the Report
1. Click the Reports button

\\

s\

2. Expand the Lookup Table Reports folder

B. Running and Interpreting the Lookup Table Report

Adding/Updating Contacts

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.

EE!HI_‘r.'j-:

FroFarm 360

% Apply Templake

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

7 | D overlay order 2 Utilities ~
Mew Order = Order Searc e
Orders
ProForm Reporis = X

|.Z 2-ProForm Reports-CO
! Report Descriptions
+ | Operation Custom Reports
» [ 1099 Repaorts
|3 Exception Reports
Ll e Reports
d Lookup Table Reparts )
|| prlyn Tahble Search
( ) Mew/Updated/Move Lookup Codes)

e Y. ey e

© 2022 Fidelity National Financial

4. In Sort by, select Order Number New/Updated/Move Lookup Codes X
5. Check your branch Order opened date from: |{Nore) ¥ 2]
6 C | . k OK Order opened date through: | (None) e
Lookup codes to display: NEW - UPD - MOVE -
Sort by: @rder Number [ )
Page break per branch: ]
Include closed/canceled orders: [l
Fomat for Excel export: [l
Branch: [] FSTG-0720 - METRO TITLE OMLY A
[ FSTG-1020 - Longmont
[] F5TG-1120 - Highlands Ranch
[ FSTG-1122 - Southwest Jefferson
[] FSTG-1129 - Castle Rock
[] FSTG-1135 - Corifer
[ FETG-1141 - Westminster
FSTG-1150 - Chemy Cresk
5)5T6-1 152 - Aurora Y
Cortact type: [] Mbstractar ”
[ Appraiser
[ Attomey
[ Builder
[ Escrow Compary
[ General Contractar
[ Govemment
[ Hazard Insurance Agent
] HOA vy
_0 K ) Cancel
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SOFTPRO

First column:
Company “Contact” information

CONTACTS

SELECT

Interpreting the Report

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

Second column:
Person information

Adding/Updating Contacts

Third column:
Order information

BRANCH: FSTG-1152 - Fidelity National Title Company - Aurara (continued)

........ w MugaBug
Uther 12234 Smith St

Aurora, CO 46576

P mﬁbﬁn—ié P
1528 Fortino Blvd
Pueblo, CO 81008

imberlg.I Nakaguma
540-A E Abriendo
Pueblo, CO 81004
Celfl: 719-289-1999
Phone: T19-583-1100
Fax; 719-583-9300
Email; kimberly.nakaguma@@gmail.com

Existing Contact:
e G AYeETIUVDIORE
1191006

Existing Contact:

1165651

-------- _Updaa’edf:oniac!: b StarBank 7

Lender 104 Scuth Cascade Ave., Suite 111
Colorado Springs, CO 80903
Phone; 719-475-7827
Fax: T18-475-8884

Examiner:
Recelved Date: 10/07/21 04:21 pm

Order Number: 120-XF00577-21
Closer: Julie Hellvig
Examinar;
Received Date: 10/25/21 06:32 am
Received By: Bobh Pa

""" Order Numberf 120-XFO0597-21-1d
10/26/21 02:31 pm
alabd.

Closer:
122-XF01457-21

Examiner:
Received Date:

Order Number:
Closer:
Examiner.
Received Date:
Received By:

11/12/21 08:14 am
Jessica R. Al-Uff

Order Number: 120-XF01407-21
Closer: Jenn Martin
Examiner:
Received Date:
Received By:

12/03/21 10:37 am
Dan Heimann

) If Updated Person, take note of
updated information

If Existing Company, then look at
second column
Y If New Person, then notice new
information
y If Move Person, take note of new
Company information

If Updated Company, then notice
updated information

If New Company, take note of new
information

To interpret the report:

Notice Order Number to
search in SoftPro Select
Notice Order Number to
search in SoftPro Select
Notice Order Number to
search in SoftPro Select

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
N\
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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
Address?; in the Search by
drop-down, select Contains

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

10. Click Apply

N

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)

Adding/Updating Contacts

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

Lockup Table - C - Lender - CA.SAC

E | Retrieve Entry - arch: -
= Nl
LookupCode | Name Payeehame | Address1 | City | State | Zip | Fj
» 360A11305 360 Mor... | 360 Mortgage... |11305Four P... |Bldg 1, Ste ... |Austn  |TX 78726

AcaG1707

Academ...

Academy Mort,.,

1707 Cole Blv...

Golden

80401

Aca51220

Academ...

Academy Mort...

1220 East 780...

Sandy

34094

Lookup Table - C - Lender - CASACFT

E Retrieve Entry ~ Inzert Enfry | . W | Search: T
!l Filter: [Name x| |contains =] [pan ) Apply Remave

LookupCode | Mame | PayeeName | Address1 | Address2 | City | State | s
AllF1100 Ally Ban... | Ally Bank, Wholesale Le. .. | 1100 Virginia ... Fort... |[PA 1
Amell America... |American Interbanc Mo... | 1Park Plaze, ... Irvine CA 9
BanC 2000 Bank of ... |Bank of America 2000 Clayton ... Concord |CA g
BanC8730 Bank of ... |Bank of America, NA 8790 Governa.., Cincin.., |OH 4!

Lookup Table - C - Lendetr - WA TALCFT b ¢ |

E Retrieyve Entry Insert Entry Fél W Search: 3.4 .

J Filter: INarne b | !Contains hd | Iban Apply

| |L00kupC0de / |Name

| PaveeMame

Address1

| Addressz | Ciky

Lookup Table - C - Lender - CASACFT
| Retrieve Entry + Insert Entry | [l 20 | P |Search: -
Filter: IAddressl vl |Contains vl IIB ) WY Remave
! LookupCode Name Payeshame .ﬁdﬂressi Address2 .City -Siate Zip

Matliol Mations... |MNationstar Mortgage LLC | 123 E Highwa... Lewis... |TX 7506
FinRO02 Finnade. .. |Pinnade Capital Mortga... | 121230E. Ro... |Suite 248 Rosevile |CA Q566
PlaR002 Platinu... |Platinum Home Mortgag... | 2123 Hicks Ro... Rolling... [IL 6000
RPMS001 RPM Ma... |RPM Mortgage 123 Soquel Av... Santa ... |CA 9506

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.

© 2022 Fidelity National Financial
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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.

1. In the Filter drop-down, select =
LOOkUpCOde | Retrieve Entry In=ert Enfry | = || Search: i

|Contains v“EAN ) ‘ W? | !Rﬂmove |

Filter: LookupCode

12. In the Search by drop-down,

select Contains LookupCode | Name | PayeeName | Address1 | Address2 | City | State | Zip
BanC2000 Bank of ... |Bank of America 2000 Clayton ... Concord |CA 9452
13. In the Search field, enter the BanC&790 Bank of ... |Bank of America, NA 8790 Governo... Cincin... |OH 4524
ﬂrst th ree |etter5 Of the COde BanD 1440 Bank of ... |Bank of America, M. A. 1440 Bridgega... |STE #350 Digmo... |CA 9175

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 \J . Lender

of the report

Lender

2. If necessary, access the Contact Type lookup table (from the Lookup code:

first column of the report) Name: [Bank of America
3. Inthe Lookup code field, enter the new unique code and Peyes name: [Pk of Armerca

preSS the Tab key Address: |123 Broad St

|

4. Review the Contact's information (fix any i E— =

spelling/formatting errors)

5. Click the Lookup code link Lookup Table - C - Lender - CA.SACFT
. 5| Retrieve Entry (¢ | 85 nsertEntry | Yol s | 7 search: | >
6. Click the Insert Entry button B o e o X s L
Payeeame | Address1 lcty |ste |z
NOTE The entry iS not ViSibIe yet 360A11305 360 Mor... | 360 Mortgage Group, LLC | 11305Four P... |Bldg 1, S5te ... |Austn  |TX | 7
’ ’ AraG1707 Academ... | Academy Maortgage 1707 Cole Blv... Golden |CO a(
AcaS1220 Academ... |Academy Mortgage Cor.., | 1220 East 780... Sandy |UT 8
When yOU SCFO” to the bottom Of the Acas341s Academ... |Academy Mortgage Cor... | 3415 Brooksid... Stockton |CA al
IlSt’ the entry appears n b0|d text. WIB5100 W.1, Br... |W.J, Bradley Mortgage... | 100 W. Town... Sandy  |UT 8-:
. H WIETE72 W.J. Br... |W.J, Bradley M s [B72W, 11th 5. Tr CA ol
BEFORE SAVE: entries added or : Ep i i
o . Worsangg World .. World Wide Credit Corp.,. | 9089 Clairemo., SanDi.. [CA 9.1
modified in lookup tables appear =———l17 :
. k BANS123 Bank of... | Bank of America 123 Clayton ... Sacra.. |CA ) 9%1
n bOId teXt' * itk hete te entet a ety ratT —
<] | G|

7. Click the Save @icon

N
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AFTER SAVE: entries added or
modified in lookup tables appear
in normal text.

ENVOIE

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.

.

Adding/Updating Contacts

WIB5100 W.1. Br... |W.].Bradley Mortgage... | 100 W. Town... Sandy  |UT e

WIBTG72 W.1. Br...

W.1. Bradley Mortgage... |672W. 11th 5... Tracy CA a

e e e )

* Chick Tiete ta entet 3 rei row)

=
1 | |

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)
If necessary, access the Contact Type's Person lookup table (from the first column of the report)
Click the Show Filter icon

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

Lookup Table - C - Order Contact - Person - CASM.CT x|
m earch: |

E /-

J Filter IFiIter: LookupCode j IEquaIs j [cEmg9g Apply

LookupCode £ |C0urtesyTitIe |MiddIeName

| Retrieve Entry = | 0 Insert Entry

T dired

| Title

| Firsthlame LastMame | Suffix

dan999 Heimann

LISLLK S99 Luke Lister

SELSAMOOL Samuel Seling

SELSAMOOZ Sam Seling

SELSAMOO03 Sammey Seling
* Click hererto enter @ new row,

Y

ERetrieve Entry = Insert Entry IH:J W Search: = .

J Filker: IFiIter: LookupCode _j IEquaIs ;I |CEN999 Apply | Remoye |
LookupCode ¢ | CourkesyTitle | Firsthlame | MiddleMame LastMame | SufFix | Title | Adet
Aagbavyani Ay Agbayani
Aan Annie An
Aatienza Alice =f Atienza
Ablock andy Block
Acelemin angelita Celemin
ADM0D0001 Adam O'Donne
Adiaz Arnoldo Diaz
Afergerson Arlie Fergerson
Afujimoto Allison Fujimato
Agall anthony Gall
Akidwell Andrew Kidwell
amerril Aida rerril
Amektler andre Mettler <

< | _'l_l
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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. IntheFitr drop-down, elect x|

FirStName £ Retriese Entry = Insert Entry r‘.':'i N Search: X
3. In the Search by drop-down | R | S | i ey J) remore |
SeleCt Contains | LDEkLIpCDEié l CourtesyTitié l Firstiame l M'i'dc.l.leName | LastMame | S.u'FF-i.x ] Title | Ermail
ABESPEOOL Spencer
4. In the Search field, enter a part ATEOPEDD1 Peng. H. Ten pengte
of the Person'’s first name JOHPEMDOL Periny Johnson penny.
. JanPen0ol Penmy Jones penilan
5- Clle Apply LACPENOOL Penelope Lacy penela.

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. Inthe Fllter d rOp'd own, select Lookup Table - C - Order Contact - Person - WA.TACFT b4 |
LastName | Retrieve Entry = Irisett Ertry = | NP | search; = |

7. In the Search by drop-down, (ke fstname o] fcontars =] ks ) ey _D) renove |

select Contains | LookupCocié | CourtesyTitié | MiddleMarrie | LastMame | Suffix | Title | Ere

| Firsthame

ACASLAIOL Lauren

8. In the Search field, enter a part ACASLAODZ
of the Person’s last name APLISSIMOOL Simana Puscas sim
CASADADOL #idam Cassie ace
9. Click Apply CASANMODL Ann Casey anr—

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

o formulate the new unigue code x|

10. In the Filter drop-down, In the [ Restriove Enury. ~ ] Insect Entry. o 98| V' Soorch: -8
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 CASPENOO?2.

N
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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)

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

ek e Person's e o x
In the Lookup code field, enter the new Lsolip mde:.}:g@%)

unique code and press the Tab ke 5 .
9 P y Courtesy bite: |Ms, [ | Main contack

AW

NOTE: Cannot exceed 10 characters; First: [Penny | middle: | |
refer to the formatting section on Last: |cash i | |
page 1. Title: | |

|

Email address: |penny.cash@bankemailsample.cnm

5. Review the Person’s information (fix any Addrees: (123 Bank street |
spelling/formatting errors) | |

6. Click the Lookup code link City/State(Zip:  Fort Worth | [ [+ [me13 | []Fereign
Phorie: (@)555-1212| Ext, |37 Fax: L(_) - |
7 ClICk the Insert Entry bUttOﬂ Lowkup Table - C - Drder Contact - Person - WA TACFT x I
NOTE: the entry is not B Retrieve Entry € -‘ﬂfﬁ_ﬂtfrﬂw ol o0 | 7 | Search: | B
visible yet. I | CoutesyTtle | Frsthame | MiddeName | LostNome Suffix Emod |

s Fobin Banks

MOOLESO0] M, Les Hgare | |les. o0 |

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
- &

| MiddleMame LaskMame | Suffizx

| Titie

Before save: entries added or

robin.b)

mOdIerd N |OOkUp tables MOSLESOOT Mr. Les Moore les.ma,
appearin bold text. e, | CASPENDOZ Ms. Penny Cash peEnny.
* Click here to enker a new row,

Lookup Table - C - Order Contact - Person - WA.TACFT X

| Retrieve Entry ~ | 35 Insert Entry = |7 | search; - |

. LookupCode CourtesyTitle Firsthame Middleflame Lasthlame Suffix Title Email
After save: entries added or | | | | | | |

modified in lookup tables
appear in normal text. Tl

BAMROEBOOL M5, Robin robin.b

MOOLESDO0L M, Les Moore les.mo,

— CASPEMDNZ Ms, Penny Cash pENnY,

*

Click here to enter a new row,

.
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E1. Updating a Company

Lane.

1. Navigate to the Company Contact you wish to update

Adding/Updating Contacts

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

2. Click the Lookup code link ™
Lookup Table - C - Listing Agent/Broker - CASACFT
3. Search (or filter) to locate the [ Retrieve Entry ~ | &5 nsertEntry | o] @80 | 7 Search: -
Company L e | Name Payesian| Addressl Address2 | City Stat &
. ! lip This House Realty ( 605 Profit Lane ) Santa Ana  |CA
4. In the lookup table grid, rseos I
p g /, FOCR4011 Focus Real Estate Focus ... [4011 Alvis Court, Ste 3 Rodcklin CA
update the appropriate cells
|n our example both the street Lookup Table - C - Listing Agent/Broker - CASACFT
address and the numerical | Retrieve Entry ~ | 3] Insert Entry | [l r-;n W Search: %
portion of the |Ookup code are M L e | Mame PayeeNan| Addresst Address2 | City Stat =
Updated ( FLIS405 ) Flip This House Rea... ( 405 Profit Lane ) Santa Ana |CA
FOCR4011 Focus Real Estate Foous ... |4011 Alvis Court, Ste 3 Rodkin ca

5. Click the Save @icon

6. Double-click the entry to select it

E2. Reassigning a Person from One Company to Another

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

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.

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
O g Lender
You may need to move '
the lookup table window Lenger
: Lookuo code: As 12 X
over so you can view the —— -._. S =
' G chueifilan] ."--._ Lr_\nHupTahIE-E-Drds&!m:t—Psﬂa-FLﬁ'ﬁqﬁlﬁﬁ
Ccu rreﬂt COm pany S Payee name: |Bankof.~!mena "."-.~‘L‘ £ Retrieve Entry | ] Insert Ertry | o2 é& xS =
Lookup code. Here both ckress: [Z3eread st RN e | e Th i
codes are visible. | - Fter: ;
City/State/7ip: [sacramento | [ca =] [ess28- | I Foreic ‘F;ﬁ""-fli" i =i s LookupCode Eiptodein
- | T s | | Bt BROR4B00
i - e MORR4800 MORRA4200
Email address: | l\,...‘L ALLR4800
Funding address: |‘123 Broad 5t 7 .y FlHR4EDD)
| SECR4800
.
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8. Click the Save @icon

Adding/Updating Contacts

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.

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.

Lookup Table - C - Listing Agent/Broker - CASACFT
In our example, a Real Estate [ Retrieve Entry ~ | | nsert Eniry o= | 7 Search: -8
Agent has a du pllcate entry LookupCode | Mame | PayeeName | Address1 | Address2 | City -
(bOth old and new |OOkUp ABAS15870 | Abacus Properties, Inc. 16870 West Barnarado Dr., ... San Di... _I
code formats). ABCC7144 | ABC Realty & Mortgag... 7144 Fair Oaks Bivd, , Suite 2 Carmi...
( AbdCo01 Abdallah Real Estate Abdallah Real ... |692% Suprise Blvd Ste 150 Citrus ...
\ ABDCE929 Abdallah Real Estate 6929 Sunrise Bhvd., Suite 150 Citrus ...
ABDS 1008 Abdalish Real Estate 1006 4th 5t Fourth Floor Sacra...
ACalool A Capella Realty A Capella Realty | 9696 Junewood Lane Loomis

2. Determine if there are any

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

associated People with that
Add Person to Abdallah Real Estate
Company
) Gookug code:) | = Iﬂ

a) Click the Add Person "] |j - : er |

. L. Courtesy fite: [] Main contact per__ |

Icon First: | B |
b) Click the Lookup code

link

3' ReaSSign eaCh Lookup Table - C - Order Contact - Person - CASACFT

associated Person, 2 Retrieve Entry ~ | 5 Insert Entry rén W Search: -

to the correct/
preferred

Company (refer to #* |Cllf.!\||8i'8 £o enter a new row

| Lasthame | Filter: LookupCods

Mesterenko x

| MiddleMame

the steps in the

prior section
Reassigning a Person
from One Company to
Another)

N

Lookup Table - C - Order Contact - Person - CASACFT

EREt’ieve Entry ~ fﬂlnsertEnh’v Fél W Search: =

| MiddlgMName | Lasthame | Filter: LookupCode

Nesterenkn l correct

© 2022 Fidelity National Financial
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NOTES:
»  For Operations using the LookupCodeMain, remember to change that
too.
y  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.

4. Back on the duplicate e =

click the Lookup code link LodkmCode | Name

5. Click the grey row header (far . ALCZER [ A Redhy REw g,
left) to highlight the entire row s b

e

Are you sure you want to delete the selected entries?

I ABDCE929 Abdallah Real Estate
6. Press the Delete key ABDS 1006 Abdallah Real Estate (
. ] ACaloo1 A Capella Realty TA Capella Realty | 9696 Junewood Lane - : Toomis |
7. In the Delete Entries window, ACCF1004  |Access Real Estate 1004 River Rock Dr., Suite 205 Falsom
click the Yes button
NOTES:
Y If you enter identical data for all fields into a lookup table, the Duplicate entry error pop-up window
appears.

y 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.

SoftPro Select 1 SoftPro Select _

] & Duplicate key figld value
y i Duplicate entry error '0'

An entry with the same key field value already exists.

A duplicate enkry exists, Duplicate entries will not be saved. Please select ane of the Fallowing aptions.

Replace I Insert Cancel
y  All fields are identical y  Another entry exists with the same key

Y Click the OK button field (Lookup code)

Click the C | butt
Y This entry already exists; no need to ) Ickthe Rancel button

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

N
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