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Creating the Smartview Folder Mapping

The Default Folder Tool provides the ability to create mappings between SoftPro Select and your Smartview folders.
These mappings can be utilized by other applications so that when publishing documents and reports manually or
through automation, a default Smartview folder mapping can be designated. The Smartview Default Folder User
Guide is also available as an additional resource.

NOTE: The Default Folder Tool is permission based. If the Default Folder Mapping button is not active on the SP
Tools ribbon and you should have access, contact the SoftPro Helpdesk via a ServiceNow ticket.

Quick Selections:

Y Creating a new Mapping
y Deleting/Removing mapped Documents/Reports
»  Editing an Existing Mapping
» Copying an Existing Mapping
Creating a New Mapping
1. Verify the Current Profile is set to the profile

needed to access the available documents
and reports trees for mapping.

In our example, if Default\P\FL is selected, all
documents/reports for the three sub-profiles
are accessible for mapping. If a sub-profile is
selected (i.e., Default\P\FL\NA-OAC), only
those accessible to this profile are available

Choose Profile

_— Please choose a profile to use for this session.

Available Profiles:

Default

DefaultP

Default\P\CAC

TDefaultPFL

Default\FMFITest
Default\OrderRules

Default\PVALMA Agency
Default\PIALMA AgencyALMA QAC

igting

for mapping.

2. From the SP Tools ribbon, click the
Default Folder Mapping button to

N

Default\P\FLNA-OAC
Default\P\FL\NACS
DefaultP\FLNAQA

e
Default\P\GANCTI/CLT GA Agency
Default\PA\GAIFNT GA Agency

[ set as default profile

CurrentProﬁIe: MNACS

open the Default Folder Mapping tab

=il

<

Import C55

CS55 Impart

ProForm

i@

ProTrust

s

Default Folder Mapping

Default Folder

ProDesign Fro1099 SPImage SPAdmin 360 5P Tools f

Defaul
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From the General tab,
1. Enter a uniqgue Name for the mapping
2. Enter a Description (optional)

3. Click the Appy button; the Last modified on and Last modified by fields populate with the current
date/time and current logged in user

&, Mew Default Folder Mapping *

older Mapping Profiles

-~ -

Name: [‘FL Mapping

Enter a description if needed

Description:

Last modffied on: 11/19/2024 1:43:53 FM
Last modified by: susan rivera-stol

J

B T e e e T T

oK cancel (| Appiy 3

4. Click the Folder Mapping tab

5. From the Filter by drop-down, select ProTrust Register Reports; this provides the available reports to be
mapped listed in alphabetical order

5 Mew Default Folder Mapping X
Genefroﬁles
igter Hefhs Default Folder Mapping
Fitter by: ProTrust Register Report: v) Search 2 | E lecat =
- ustom - Wachovia Bank ~

) 101-046 Custom Check {UTC) - Wachaovia Bank

| 501413_Check_SCS
501415_NewlerseyCheck_CSS
901413_TestCheck_CS5

) 901419_TestCheck_SCS

6. Select the Folder tree from the Insert drop-down under the Default Folder Mapping section (right side)

5 MNew Default Folder Mapping X

General Folder Mapping  Profiles
Active Profile: FL

ProForm ReadyDocs/ProTrust Register Reports ( Default Folder Mapping )

Filter by: ProTrust Register Report: — Search = E g Insert: ‘( -
J TU71-U46 Castom Check - Wachovia Bank " Residential Folders
1 101-046 Custom Check (UTC) - Wachovia Bank Commercial Folders

901413_Check_SCS

J 801419_NewJerseyCheck_CSS
901413_TestCheck_CSS
901419_TestCheck_SCS
901419_TexasCheck_CS5

J 901418 _TexasCheck_SCS

N
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Once a folder tree is selected,
the corresponding folders are
displayed.

7. Select the reports
to be mapped on
the left

HINT: You can select
individual reports by
clicking on the report
or using the CTRL
key or CTRL + Shift
keys to select
multiple reports.

8. Drag and drop the
selected reports on
the left to the
Posted Accounting
Forms folder on the
right

.

Creating the Smartview Folder Mapping

Defautt Folder Mapping

3

Insert: Residential Folders  ~

4 Accounting
| Evidence for Payments
3 Loan Documents
.4 Open Order

| State and Federal Ta
3 Title Documents

Default Folder Mapping

4 Transmittals

(Insert: Commercial Folders -
b -

21 Correspondence

4 Escrow Clesing

3 Invoicing - Pricing

3 Loan Documents

=4 Master Escrow Documents
|1 Order Engagement

3 Post Closing

\_d Receipts and Disbursements
| Title Clesing - Clearance
L Title Fulfillment

Id Title Production

—

5, New Default Folder Mapping

General Folder Mapping  Profiles
Active Profile: FL
ProForm ReadyDocs/ProTrust Register Reports

Selected: 19 Defautt Folder Mapping

J California Default Check
CDF Order Balance Sheet (Letter) - COF
Check (Check / Stub / Stub)
Check (Stub / Check / Stub)
Check (Stub / Stub / Check)
Chicage Title check
CO Construction Draw Summary
Compass Bank Check
Construction Draw Lien Waiver
Construction Draw Summary
B L ial ianly
KCorpurme Disbursement Summary (CDF - Letter) \
2 Corporate Disbursement Summary (CDF)
"} Corporate Disbursement Summary (CSS - Letter)
"} Corporate Disbursement Summary (CSS)
) Corporate Disbursement Summary (HUD - Letter)
) Corporate Disbursement Summary (HUD)
) Corporate Order Balance Sheet (CDF)
J Corporate Order Balance Sheet (CSS)
J Corporate Order Balance Sheet (HUD)
J Corporate Single Ledger Balance
) Corporate Single Ledger Balance W/iPayes Address
) Corporate Transaction Form
2 Corporate Transaction History
" Disbursements Summary
J Disbursements Summary (Legal) - CDF
) Disbursements Summary (Legal) - CSS
J Disbursements Summary (Letter)

I B DS

Fiter by: ProTrust Register Report: - Search =] Insert: Residential Folders  ~
2 910-044 Custom check (Union Bank] ~ ~ v
J 910-049 Custom check (Union Bank, Sig Line)
J Alamo Title check v T IO e
J AT Houston Bank of Texas Check 5 [ Loan Documents

(24 Open Order

[23 State and Federal Tax Documents
[ Title Documents

[ Transmittals

) Disbursements Summary (Letter) - COF
J ursements Summary (Letter) - CSS
ST FISTOTY

) FNF Default Check Template

J FMF Default Check Template (Copy. Stub, Check. Stub)
J FNF Default Check Template (Stub. Check. Stub)

J FNF Default Check Template (Stub, Stub, Check)

Cancal feply
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The selected reports now appear under the Posted Accounting Forms folder. The selected reports remain visible

on the left but are now disabled to indicate they have been mapped already.

/5, New Default Folder Mapping

General Folder Mapping  Profiles
Active Profile: FL
ProForm ReadyDocs/ProTrust Register Reports

Default Folder Mapping

Fiter by:  ProTrust Register Reports ~

Search

BB

Insert:

F10-044 Costom check (Umon Bank] ~~
510-049 Custom check (Union Bank, Sig Line)
Alamao Title check

AT Houston Bank of Texas Check

California Default Check

COF Order Balance Sheet (Letter) - COF
Check (Check / Stub/ Stub)

Check (Stub / Check / Stub)

Check (Stub / Stub / Check)

v | Accounting

~ |15 iPosted Accounting Forms :

J Caorporate Disbursement Summarny (CDF - Letter)
) Corporate Disbursement Summary (CDF)

+ Corporate Disbursement Summary (CS5 - Letter)
I Corporate Disbursement Summary (CSS)

J Corporate Disbursement Summary (HUD - Letter)
| Corporate Disbursement Summary (HUD)

") Corporate Order Balance Shest (CDF)

Chicago Title check

CO Censtruction Draw Summary
Compass Bank Check
Construction Draw Lien \aiver
Construction Draw Summary
Caory i

} Corporate Order Balance Sheet (CSS)

) Corporate Order Balance Sheet (HUD)

) Corporate Single Ledger Balance

i Conporate Single Ledger Balance \W/Payee Address
I Corporate Transaction Form

J Corporate Transaction History

) Disbursements Summary

") Disbursements Summary (Legal) - CDF
| Disbursements Summary (Legal) - C55
| Disbursements Summary [Letter)
mmary (HUD - Latter) | Disbursements Summary (Letter] - COF

vary (HUD) \,  Disbursements Summary (Letter) - CSS j
N & BEw

| Loan Documents

| Open Order

|23 State and Federal Tax Documents
yes Address | Title Documents

i Transmittals

]
3
é
2]
g
]
i)
)
¢
¢
2
)
)
By

rate Construction Draw Summary

R R ]

mmary {

Sumimary (L

G e R

ents Summary (Lettes

FMNF Default Check Template
I EME DNefadt Cheel T, late (Carar Stuh Cheele Shohl

Once the ProTrust Register Reports are mapped, you can now map documents.

9. From the Filter by drop-down, select ProForm ReadyDocs

Vg Pro n
General Folder Mapping  Profiles

Active Profile: FL

ProFom ReagDocsf’Pan.lst Reglster Reports Default Folder Mapping
Fiter by: ProForm ReadyDocs v) Search < E% LE_E e ] -

v | 1-FNTG Maryland Agency Documents v & Accountin
(23 Title Products ~ |5 iPosted Accounting Forms | N
|1 Statements '} Corporate Disbursement Summary (COF - Letter)
=4 FNTG MD Agency Forms Corporate Disbursement Summary (COF)
=4 Maticnal Documents Corporate Disbursement Summary (CSS - Letter)
=4 Accounting Documents Corporate Disbursement Summary (CS5)
J Limited English Proficiency Netice Corporate Disbursement Summary (HUD - Letter)
v & FNF Maryland Documents Corporate Disbursement Summary (HUD)
= Al Corporate Order Balance Sheet (CDF)
=4 Property Title and Escrow Corporate Order Balance Sheet (CSS)
Corporate Erder Balance Sheet (HUD) J

oo

R v

\,

/

NOTE: The ProTrust Register Reports continue to be visible in the selected folder. If you wish, the folder
containing the reports can be closed.

.
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10. Select the documents to be mapped expanding folders as needed

When deciding which documents to map,

LY

Filter by: ProForm ReadyDocs - —

W

& 1-FNTG Maryland A
v [ Title Products

ency Documents

y selecting a folder maps all documents Selecting this folder maps all )

contained within the folder 77T Commments subdfolders and their
3 Owner's Policies S
y if the document is found in multiple i Loan Policies
L |1 Endorsements
folders, it is not necessary to map each; ) ViireSafe Fraud Alert - Buyer Call (esign)
Se|eCtin t ” . . f h J WwireSafe Fraud Alert (eSign)
g it once maps all iterations of the feRm
dOCU me n‘t ) Limited English Proficiency Notice
% ) WwireSafe Fraud Alert - Buyer Call (esign)
[ Statements

I FNTG MD Agency Forms

11. Drag and drop the selected documents to the applicable folder on the right

In this example, we want all of the Title Product documents assigned to the Title Documents folder. Once the
Title Products folder is selected, all its contents are highlighted.

['Z ProTrust Reports Mapping *

General Folder Mapping  Profiles

Active Profile: FL
ProForm ReadyDocs/ProTrust Register Reports Selected: 36 Default Folder Mapping
Fiter byy: ProForm ReadyDocs - Search 2, "".5 "'g Insert: |Residential Folders

v |5 Accounting

23 Posted Accounting Forms
|1 Evidence for Payments
23 Loan Documents
=3 Open Order

[Z3 Owner's Policies
23 Loan Policies
|- Endorsements

) ‘whreSafe Fraud Alert - Buyer Call (esign)

J \wireSafe Fraud Alert (2Sign)

) Notary Instructions

J Limited English Proficiency Notice

) ‘whreSafe Fraud Alert - Buyer Call (esign)
[2d Statements

12. Repeat step 11 for the documents you wish to map

NOTE: If mapped document(s)/report(s) need to be Defaui Folder Mapping

removed, Insert: | Residential Folders
(23 Open Order A

1. right-click on the document(s)/report(s) on the right 3 Dtate g Tedersy Tax Documents

Endorsements

2. select Remove Document(s)/Report(s) from the > Al Loan Policy Endorsements
J Al Loan Policy Mgmt Endorsements
menu J Al Mgmt Endorsements

J Al Owners Policy Endorsements

JOAID Pelicy Mgmt End ts
The selected document(s)/report(s) are removed and are ) ALTA Commitment 20160 VA
now available again in the folder tree on the left. e il

J ALTA Loan Policy 2021 (DC VA
J ALTA Owner's Policy 2006 (DC
) ALTA Owner's Policy 2021 (DC x Remove DUcumEnt(s)fREpUrt(s))
3 G i Conds and Stips

N

- . . . Page 5 of 8
© 2024 Fidelity National F |
idelity National Financia Dated: 11.18.2024



P |

DEFAULT FOLDER TOOL

SOFTPRO

SELECT

Once all documents have been mapped,

13. Click the Profiles tab to assign profiles to the
mapping
14. Click the Assign Profiles icon

15. From the Assign Profiles dialog, select the
profiles you wish to assign

16. Click the OK button to close the dialog

To save the newly created mapping,
17. Click the Apply button
18. Click OK

Creating the Smartview Folder Mapping

li§, ProTrust Reports Mapping

General Folder Mappin‘ Profiles '

(Z

N Assign Profiles

L)

Select the profile(s) you want to assign.

Name

Default P\ ALMA Agency
Default P ALMA Agency  ALMA OAC
DefauttPACAC
Default\P\CORP-DSG Check Printing
DefaultPsFL

DefauttPAFLANACS
Defautt\P\FLANA-DAC

| Default \P*\FLANAGA

Defautt™P\GA

Default \PA\GANCTI/CLT GA Agency

7™ Mo M4 DA AR CMT A Ammmmas

|5, ProTrust Reports Mapping

General  Folder Mapping  Profiles

Default\PAFL

Default \PAFLYNACS
Default \PAFLANA-QAC
Default \PAFLANAQA

i T S S S Y ——— o
=N ()
The newly created mapping is shown in the list of current mappings.
4 b

Start Page Default Folder Mapping X

+ -
Name
924 Test

4 Description

Test description
.Enter a description if needed

Test Mapping SMRS
Test111224
Testing One

Tree new

Test mapping for documentation.

Last Modified By
Betsey.McCarthy

Last Modified On
9/25/2024 10:27:36 AM

susan.rivera-stol

Betsey.McCarthy

0/25/2024 10:22:36 AM
9/24/2024 10:15:18 AM
11/12/2024 3:30:27 PM
11/7/2024 6:07:30 AM

10/18/2024 4:25:50 AM

susan.rivera-stol
Betsey.McCarthy
65131370
65140072

.
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Editing Existing Mappings
From the Default Folder Mapping tab,
1. Right-click the mapping to review or edit StartPage  Default Folder Mapping X
2. Select Properties from the menu 2:}’ -
3. Click the tab applicable to edit needed
4. Follow the corresponding steps in Creating a New Mapping based on FL Mappijy —
the edit needed (i.e., adding/removing documents/reports, assigning a :_E“m B eroperties
profile, etc.) 'I;;lﬁz
/,Testingo
IF FL Mapping » <

(Genera\ Folder Mapping ~ Profiles )

Name: [FL Mapping |

Description: ‘Enter a description i needed

Last modified on: 11/19/2024 11:25:20 AM

Last modified by susan fivera-stoll

Copying Existing Mappings
To copy a saved mapping from the Default Folder Mapping tab,

—_

Right-click on the mapping to be copied and select Copy from the menu

2. Right-click in the white space on the Default Folder Mapping tab and select Paste
3. Inthe Mapping Name field, enter a new unique name for the copied Mapping
4

Click the OK button to save (or Cancel to close the dialog and not save the copied Mapping)

N\
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Start Page Default Folder Mapping X

4 Description
Start Page Default Folder Mapping X
+-
ﬁ Properties
MName Description
Test Mapping SMRS Test mapping for documentation.

3 copy @

[} + Add a mapping
13 Paste

Paste Mapping As X
Mapping Name: 1 3 .
| |Errler a NEW name for the copied mapping| |I

2 Concel

NOTE: The Profile data associated with the original mapping is not copied over. Profiles cannot be
associated with more than one mapping.

5. Right-click on the newly copied mapping and select Properties from the menu

6. Click the Profiles tab to associate Profiles for the newly copied mapping

N
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