I DOCUMENTS

SOFTPRO

SELECT Adding a Document to SoftPro Select from Your Desktop

Follow these steps to add a document to SoftPro Select that is stored on your home drive not the local drive.

IMPORTANT: SoftPro automatically accesses your operation’s home drive (i.e., the H-drive; the drive letter may
differ depending upon your operation). If the document you need to upload was not saved to the home drive,
you must do so before proceeding.

If you do not already have a Desktop shortcut to your home drive, refer to the job aid, SoftPro Documents —
Creating a Desktop Shortcut to the Home Drive.

With the Order open you wish to add the document to,

1. Click the Documents button

By

2. From the Documents Selection window, click the — Proview
Add button Selected ReadyDocs:

& Distribute

>

-

3. Select Existing File... to open your home drive ) Remove ) Remove
folder

4. From the Select Document window, click the document you wish to upload

CI Select Document

A == > ThisPC » susan.rivera-stoll.FNFGLOB&@\\fnfglobaI.Iocal\apps\SoftproSeIect\CO\Home) (H'-)) Home drive  EEETREE RN N
Organize v New folder =~ @
A
Name Date modified Type Size
# Quick access
Desktop 11/18/2019 4:25PM  File folder
B This PC =| Documents 10/10/2019 10:18 File folder
I Desktop & Downloads 10/10/2019 10:18 ... File folder
= Documents ¢ Favorites 10/10/2019 10:18 ...  File folder
; Doiilsads WINDOWS 1/6/2015 11:55 AM File folder
J‘ Music Draw Request ) 1/7/2020 11:04 AM Adobe Acrobat D... 59 KB
&= Pictures
B videos

== susan.rivera-stoll. FNFGLOBAL (\\fni
== SPImage (\\fnfglobal.local\apps\So

File name: | Draw Request v | All Document Files v

( Open  |w| Cancel

N
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Once the document appears in the Document Selection
window, —

Selected ReadyDocs:

| Remove .. Remove All Add ~

5. Publish the document to smartview

A copy of the document is also U (_ Attachments ki
saved in SoftPro Select as a pdf file Shyers Cohie Conuirticion
and is accessible via the Attachments
screen. + = =
i Attachments Name Description
( Draw Request ) Order XF060223
.
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