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Creating a MyOrders View in SoftPro Select

Follow these steps to create a saved View of your Encompass orders using a contact name.

1. From the 360 ribbon, click the Login button LA o
ProForm ProTrust Pro109g9 SPImage SPAdmin
NOTE: If you do not have a 360 account, refer to @ O O J‘ & Q @
SOftPrO 360 - Reqisterinq for a NeW ACCOUnt to Queue Services Search | Administratiorf | Login | Jogout | Information  Help  About
complete the one-time registration process. s Securtty oo
@)~
2. Once logged in, click the 360 Queue button ProForm  ProTrust  Prol099  SPImage  SPAdmn | 360
. Bervi ch dmini i Login formati | b
ThIS Opens the Queue at the bottom Of the screen. ervices Sear Administration g Logout  Imformation Help About
Transactions Security Resources
. . . Queue
3. Click the New View —d icon to (_)

. . Mext Sten iews: Search Results v ilter:
open the Query Editor: New View et it i Ik
tab | | Provider | Service Status Linked Qrder Linked Profile Created By

4. Select/Enter your query parameters:
Line | Property Operator Value
1 | Provider Equals Ellie Mae
2 | Status Not Equal Canceled
3 | Status Not Equal Completed
4 | SentTo Equals Contact name
NOTE: The Sent To entry is the name of the contact the lender selected when submitting the
order (i.e., Emily Escrow, or Residential Desk).
" Start Page {; Query Editor: New View™ X
= Fun E]Save As... Delete Public View
Froperty Operator Value
Line 1|Provider |Equals |Ellie Mae
Line 2|5tatus Mot Equal Canceled
Line 3|Status Mot Equal Completed
Line & SentTo Equals Residential Desk
\
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5. Click the Save button (or
press Ctrl + S keyboard

m@&,'ﬁ'

= Query Editor: New View™® -

ProFornh\ ProTrust ProDesign Pro1099 SPImage SPAdmin &0
shortcut ~ N )
) D O O @ Q90 @0Q
6' Enter yOUr VleW Name Queue Services Search Admﬁktration Login Logout || Information Help  About | Publish Website
i b Y
When prompted’ ClICk the Transactions &Qrity' Resources Live
Save button " StartPage & Query Edil:ul'.llel?ﬁg{“ x
T ~
o Run | i Save As... Delete Public View
[ E D \\
Froperty erator Walue
Provider Equals\\ Ellie Mae
1 ~ |
|
Status | Mot Equal E Y @ Save View %
| | Status Not Equal
L ISentTo 1 Equals @ew Mame |rn1_,'Encompass Orders D
Garce
Your view then appears in the Views drop-down. Queve
hlent St Views: JyEncompass Orders i 5]
Provider Service tatys | ACHVE s

Branch PID 13467717

myEncompass Orders ’

'ﬁyuraers
myRealEC orders
RealEC Orders
Search Results

Once you've setup your Views, you can then add them to your Favorite Views on the 360 Queue toolbar.

1. Click the St
FaVOfite Mext Step | Views: Active Crder -\ ir|Z (5 &A | Fiter: All Providers -|| @ EE{|H
. = Praovider Service Status Linked Order Linked Profile Created By Created On Completed On De{ Favorite Views r
Views . o
elect your favorite views,
Icon & Press F1 for more help.
2. Check the check box of the view you wish to X
add (you can add up to three views) Select upto 3 favorite views.
. View Name Display Name
3. Click the OK button (= \ctve Oder
[ |Branch PID 13467717
Branch PID 13467743
[ |MyCrders
[ fnyRealEC orders
[ |RealEC Orders
\ | Encompass Orders
Lok J
.
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Your three Favorite Views now appear on the
toolbar preceded by the number of || & g2 | (o) Active Order  (0) Branch PID 13467717 (0) myEncampass Drders)
transactions iﬂ eaCh VieW. ed On Description Transaction Number T

Click a View name to see the list of corresponding transactions.
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