: DOCUMENTS

SOFTPRO

SELECT Publishing & Editing Published Docs

Follow these steps to publish a document, retrieve, then edit that document.

»  BEFORE editing the document, be sure to review and click any necessary hotspots. If you edit the document,
then click a hotspot, all edited information is lost.

> You cannot publish multiple documents, only the current document you are previewing.

Yy Published documents with the
same name automatically

version. Description: | Blank Letter - Escrow - Bobbie Eu_@r [1] ) |
| Cancel | | Help ‘
To Publish a Document
1. Open the document in Preview mode, answering any prompts
] ] . . {E;Efl i - e~ Diocument Tools [
2. Click the SoftPro icon >Publish >Publish as Word )
document. -
Publish a document.
g=m. Publish as PDF document.
’/L Click to publish the active document in Adobe
3 PDF (.pdf) format.
-, Publish as Word document. -
- | Click to publish the active document in Microsoft
- l
Waord {.doc) format. Al
- Publish as Office XML document.
'.i_!_;f Click to publish the active document in Microsoft
Ofice Open XML (.docx) format.
Publish as Rich Text document.
= Click to publish the active document in Rich Text
= (.rtf) format.

3. In the Publish to Order Publish To Order _ o x|
pop-up WIndOW' if The fgll:ming items will be added to the order's attachments. To rename items or change the selected folders, edit the entries in
necessary, edit the the grid below.
default name of the (53 Assign Folders
document; click OK Name Description Folder

3 IE_] Blank Letter - Escrow Buyer/Bomower Bunmy Buye ... Attachments

oK Cancel
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4. In the Document Post pop-up window, click the
Cancel button

5. Close the document preview window

Where to Find Published Documents

From the Order tab, click the Attachments

Publishing & Editing Published Docs

Document Posk

Document Type:

IF'Iease Select ™"

Conmments:

Folder:
| Diocuments

0K, i Cancel :

o) e (LIRSS -

Order Tools

ProForm Pro1099 360 Order

=3 2 VA .f‘ My Screens
1] Y, v !
4 “ Order History
Register Checkiist Tasks Requested Tasks Notes

Quick Links

Order XCRC13001526-MS-Wauk™ - SoftPro Select

Documentl

A:] Document History

w7

\ Field Code Browser
Attachments

Documents

On the Attachments screen,

Y Documents with the same name are versioned.

Size columns are locked for editing.

Y The Attachments more/less bar indicates in parentheses the number of published documents.

> The only editable fields are under the Description column. The fields in the Description, Type, Source, and

@J Master Statement, Legal
iMaster Statement, Legal (2)

7
u L Attachments
> | 2 M 54 Ba |
. Attachments Name | Description | Type | Source | Size
M| Blank: Letter - Escrow Adobe Acrob...  Published 56 KB
|| Blank: Letter - Escrow (2) Adobe Published 56 KB

ft Wo...
osoft Wo...

M Published

Published

this document

\

Version number of
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Editing a Published Document

on copied documents.

1. From the Attachments screen, highlight the published document

ERY

2. Click the Copy Attachment icon

Publishing & Editing Published Docs

To edit a published document, first you must copy it. You can only edit a copied document. Hotspots are not available

8| Blank: Letter - Escrow (2)
:Master Statement, Legal

lﬂIlMaster Statement, Leqgal (2)

4 1 Attachments
B L - -
p ] o o= J-. oy
. Attachments Mame | Description | Type | Size
|| Blank: Letter - Escrow ver Ad 56 KB

Publishe

Fublishe:

ed 118 KB

d

The Copied document appears below the Published document.

Attachments

. Attachments

[Q, o 59 53 |5

Mame | Description

| Type

| Source

| Size

B Blank Letter - Escrow
B Blank Letter - Escrow (2)
‘Master Statement, Leaal

lﬂ_] Master Statement, Legal - Copy

8T Master Statement, Legal (2) Published 118 KB
3. Double-click the copied document to open it
4. Type your edits directly onto the Word document
5. Click the Save !l icon
i':é.—‘s‘\ alis ~ HUEREEIEES
Home Insert Page Layout References Mailings Review View sma
B Arial ~110 - | A AT(|EY |3= v = - S| |EE
Paste . . 2 ~||ab? - Yl = = a1=
v J Format Painter B 7 U-abex X Aav|¥-4 =
Clipboard M Font i Paragraph
6. Close Microsoft Word
\‘\\\‘:
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Scenario 1

A document is published on August 1. The sales price changes on August 2™. Previously published documents do
not reflect updated changes to the order.

Resolution:
y  Toview a document with the updated sales price, preview and publish the document again.

» To view a published document with the old sales price, navigate to the Attachments screen, then double-
click to open any documents published prior to August 2™.

Sample Scenario 2
After publishing a document, you realize you must edit the document and email the updated version to a customer.
Resolution: Follow Steps 1- 6 under To Publish a Document above
1. Return to Order and click on Attachments,

2. Highlight the Document to be sent and right-click, then select Email

0 Attachments

i) | T ;n:g ETREEHEL Search
. Attachments Mame | Description
B Blank Letter - Escrow o
B Blank Letter - Escrow (2)
lﬂ_] Master Statemert, Legal
Iﬂ_] Master Statement, Legal - Copy
:Master Statemtebaai
== Add
== Delete

Rename
| | Preview
o Print
( 3| Email
=3 | Copy

ﬁ} Properties

3. From here, complete the steps to send the updated document to your customer.

Email Recipients b4

Filter by contact type: All |' | Message recipents
Code | Mame & | Email To-s | [ss@seler.com
B Bobbie Buyer bbisbuyer.com
LB Century 22 century@yahon.net
I Fidelity Mational Title Cam... | 081071@nf com
T Fidelty National Title Corn... | DB0ES5Gin. com Ce-» | |centuy@yahoo.net
U Fidelity Mational Title Insu... | 001 0@Enf.com
L Sally Seller 33@seller.com
5 Sally Seller s3i@szeller. cam
Bee >

\
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