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Publishing a Document in Word to smartview

Follow these steps to publish a document to smartview as a Word document.

1. Open the document in Preview mode, answer prompts as needed
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2. Click the SoftPro icon T Dhocument Tods q
3. Select Publish >Publish as Word document. , | Publish a document.
g=m. Publish as PDF document.
‘/L Click to publish the active document in Adobe
3 FDF (.pdf) format.
r~ -. Publish as Word document. -
( E_J Click to publish the active document in Microsoft m
R~ — Word {.doc) format. Al
— Publish as Office XML document.
'% Click to publish the active document in Microsoft
Office Open XML (. docx) format.
Publish as Rich Text document.
= Click to publish the active document in Rich Text
= (.rtf) format.
H Save iz P
4. In the Publish to Order Publish To Order - b X
W| ndOW, |f necessa ry, ed|t the The following items will be added to the order’s attachments. To rename items or change the selected folders, edit the entries in
the grid below.
default name of the T =
. | CJf Assign Folders |
document; click OK |
MName Description Folder
|» ﬂLetterto Buyer-Bomower ) Order NMRVTPU12 Attachments
| N
|
O D Attachments
[ #3343 &
[ Attachments Name Desg
@N‘ﬁda\tﬂ (Free and Clear - No Dieed of Trust) Ord|
gmmitment Anprowal Con
Letter to Buyer-Bormower ) Ord
ice to Purchaser Insure QI Con
NOTE: Modifying the name here only changes the name of the document shown on the Attachments screen
within the SoftPro order. This name change does not flow through to smartview. That can be done in the next
step.
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5. From the smartview Document Post window, enter or | smartview Document Post
select,
Document Name:
a) Document Name — Modifying the document -
name here flows through to smartview ((Letterto Buyer-Bomower )l
b) Folder - click the Documents link to select the | F"
folder where the document is to be housed in ((Bocumerts\Open Orger )
smartview "
¢) Comments — enter comments if needed ( ) |
d) Click the Ok button
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