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SELECT Creating a Branch View in SoftPro Select
Follow these steps to create a saved View of RealEC orders using the Branch PID (this is provided by your
management).

. . . O~ |6 = 5t
1. From the 360 ribbon, click the Login button
ProForm ProTrust Pro1099 SPImage SPAdmin
NOTE: If you do not have a 360 account, refer to @ O o 2 @ Q @
SOftPrO 360 — ReCﬂSterinq for a NeW Account W|th Queue Services Search || Administratior} | Login | Jooout || Information Help  About
Okta to complete the one-time registration process. T S e
2. Once logged in, click the 360 Queue button L )~
ProForm ProTrust Pro1099 SPImage SPAdmin 360
Thls Opens the Queue at the bOttom Of the screen. | fBervices  Search || Administration Login Logout || Imformation  Help  About
Transactions ‘Security Resources
3. Click the New View 8 icon to @)
open the Query Editor: New View tab Mext Step Views: Search Results - Filter:
| | Provider | Service Status Linked Order Linked Profile Created By
4. From the Property drop-down, select
Sent to
Start Page (% Query Editor: New View™* D 4 b
5' From the Operator = Run |E1|Save As... Delete Public View
drop-down, select Property o Operator e value &
EC|U3|S SentTo Equals Enter PID for your branch here
. (= 3
6. In the Value field,
enter your Branch PID number
(H)i-[m- -
. ProFosg ProTrust Pro1099 SPImage SPAdmin 360
7. Click the Save button (or press the - N
Ctl + S keyboard shortcut) @ O 0\ »2‘ 0 ‘3 6 @ O
. Queue Services Search dministraton Login  Logout | Information Help About  Publish Website
8. Enter your Branch View Name
. Transactions Security Resources Live
when prompted, click the Save
" StartPage & Query Edith: New View* x
button = *
= Run | save As... Delete Plic
4 Save View
Property -
il (View Name [Branch PID 13467717 )
53
Queue
The Branch view then appears in the Views drop-down. Mext Step (| views: SYarch Results &
I FY
| | Provider | Service Wm
Branch PID 13467717

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

Exchange
L RealEC Exchange
L 3 RealEC Exchange
L 4 RealEC Exchange

1. Click the —
Favorite Views (@) Next Step [§ |views: Eranch PID13453260 -y [ [ 88 |Fiter: Al Providers ~ g2 EE[ [ ’
icon | Provider | Service Status Linked Order | Linked Profile Created By | Created On | Completec

XOMTR-15-0919

In Progress

In Progress XOMTR-15-0919
In Progress

MNew

Default\T\FL\FT\Escrow-Training C... |5/12/2015 8:...
VWDefault\T\FL\FT\Escrow-Training RealEC Servic... 5/12/20158:...

KOMTR-15-0848 Default\T\FL\FT\Escrow-Training  RealEC Servic... 5/1/2015 5:0...
RealEC Servic... 512015 5:0...

2. Check the check box of the view you
wish to add (you can add up to three
views)

3. Click the OK button

Your three Favorite Views now appear on the
toolbar preceded by the number of
transactions in each view.

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

N\

Favorite Views

Select up to 3 favorte views.

View Name

Digplay Name

[¥ | Branch FID12453260

Active Order

Historical Trans

My Transactions

Mya

New

New Transactions

TR

Cahyx Transactions

OK

rilLS

ERN C?l)Brand‘uF‘ID1345326E|

(250) New Transactions (236) Ready Transactions)

Created On | Completed On Sent To

| Description

13453260
13453260

5/12/2015 8:...

5/12/2015 8:...

Apple, Annie, 84 Maple Street Cowan Heights, CA, Closing - or

Apple, Annie, 84 Maple Street Cowan Heights, CA, Title - only,
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