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Merging  Selected Documents to Publish 
DOCUMENTS 

Selected documents can be merged while leaving others unmerged and all of your documents can be published in a 
two-step process without leaving the Document Distribution screen. 

In our example, we have three documents to publish. If we want to merge all three documents, we select the Merge 
> All radio button and when the documents are published to Smartview they are merged into one document. 

However, we only want two of the three documents, Closing Letter (Seller) and the Payoff Authorization, to be 
merged when we publish to Smartview. 

 
 

Follow these steps to merge only selected documents while publishing others as individual documents.  

 

Once our documents are previewed and we’re ready to publish, from the Document Distribution screen,  

1. Uncheck the Distribute check box for 
each document you do not want 
merged  

 

 

 

 

In our example, we uncheck the Open Order Sheet check 
box because we do not want to merge that document with 
the Letter and Authorization documents.  

 

 

  

 

 

 

NOTE: Documents do not have to be in consecutive order to use the Merge 
function. But if you wish the merged documents to appear in a specific order 
once published use the Up/Down arrows on the toolbar to re-order. 
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2. In the Merge section, check the All radio button 

3. In the Action section, check the Publish radio button 

4. Click the Distribute button  

 
 

5. When prompted,  

a. Update the Name of the merged document 
if needed; click OK to save to Attachments 

b. If needed, enter/select the Smartview 
information (Document Name, Comments, 
and Folder); click OK to complete publishing 

 

 

 

 

 

 

 

Once returned to the Document Selection screen, 

6. Check the corresponding check box for the document(s) you did not merge above 

7. Uncheck the corresponding check boxes for those you did merge 

8. In the Merge section, check the None radio button if there are multiple documents that you do not want 
merged 

9. Repeat steps 3-5 above 
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Your documents have now been published to Smartview as 
two separate documents: the Open Order Sheet and the 
combined Letter and Authorization. 


