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SOFTPRO DOCUMENTS
SELECT Exporting from SoftPro

Occasionally it may be necessary for your Customer to edit a document you created in SoftPro Select. Follow these
steps to export the document to Word and distribute via smartVIEW. This is primarily for commercial users and
management approval should obtained before proceeding.

Once your document is in Preview mode,
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1. Click the SoftPro icon [ Export a document to disk. |

New >

xzm. Export as PDF document.
Click to export the active document in Adobe
PDF (.pdf) format.

2. Select Export > Export as Word document
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.( ., Export as Word document. R
Save
.

] Click to export the active document in Microsoft
Word (.doc) format. Y,

Export as Office XML document.
':-: Click to export the active document in Microsoft
Office Open XML (.docx) format.

Start Page

Export as Excel document.

lilu Click to export the active document in Microsoft
Excel (.xIs) format.

My Work Items

3. [If this is the first time you are exporting, verify the path shows your Home drive; our example shows the H-
drive as the Home drive. Your operation may or may not use the H-drive.
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&« v M j « ( your.name. FNFGLOBAL (\\fnfglobal.local\apps\SoftproSelect\NC\Home) (H:]) v O Search Documents e
Organize « New folder - ow
=] Documents 2 Name Date modified Type Size
&=/ Pictures o+ :
Desktop 1 File folder
& This PC = Documents 1 File folder
I Desktop Downloads 10/21/2019 10:06 File folder
3 Dociiiaite Favorites 10/21/2019 10:06 .. File folder
WINDOWS 6/12/201412:23 PM  File folder
¥ Downloads
== susan.rivera-stol.LFNFGLOBAL (\1
v
File name;(lndemnity Agreement No Escrow ) G
Save as type:  Microsoft Word 97-2003 (*.doc) v
~ Hide Folders " Cancel

4. Modify the File name, if needed

5. Click the Save button

6. Use the FNF Citrix SPS Export shortcut located on your local desktop to access the exported
reports or documents on the Home drive

7. Upload to smartVIEW and distribute as normal
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