NG

SOFTPRO 360 CALYX

SOFTPRO

SELECT

1. From the 360 ribbon, click the Login button
2. Once logged in, click the 360 Queue button

360 CALYX — Creating a Saved View in SPS)

Accepting Orders in SoftPro Select

Follow these steps to accept the Calyx order into your SoftPro Select order.

I_° = d —o =
ProForm ProTrust Pro1099 SPImage SPAdmin 360
Q0 2 @ O 90O
ervices Search  Administration Login Logout | Information Help  About
Transactions Security Resources

3. From the Views drop-down, select your Saved View (if
you do not have a Calyx saved View, refer to SoftPro

Queue
© MNext Step @Ead\; Transactions = o
e Calyx- CTTGlendaleTi S
Calyx-CTCampbell 1500
Calyx-CTCUPERTING-CW
e v tan| Calyx-CTCupertino-MD
e s $ud Calyx-CTCupertino-51

Your Queue populates with all Calyx transactions for your Branch.

Queus = X
Next Step @ Views: |Calyx Transactions -1 [z [ 88 |Filter: Al Providers -l =2
| | Provider | Service | Status Linked Order | Linked Profile | Created By | Created On | Completed On Sent To Description ﬂ
= Calyx Point Mew tamikar @com... | 7f17/2015 9:... Chicago Ti... James, Micole, 852 1, Street Cupertino, CA, Escrow
= | Calyx Point New tamikar@com... 7f17/20159:... Chicago Ti... James, Micole, 852 1. Street Cupertino, CA, Title
= Calyx Paoint New crystal.grang... 6f19/2015 3:... Chicago Ti... Buyer, Test, 23 Jam St Durham, NC, Title
= Calyx Point Mew tamikar @com... &/10/2015 3:... Chicago Ti... Smith, Carrie, 22 Sample Lane Livermore, CA, Title
= Calyx Paint New tamikar @com... 5/29/2015 1:... Chicago Ti... test, |, 145 Test Way Livermore, CA, Escrow
= Calyx Paoint New tamikar@com... 5/29/2015 1:... Chicago Ti... test, |, 145 Test Way Livermore, CA, Title -
< _>l_I
NOTE: Additional data
uEUE
may be added (or Q Queue Columns
Next Step @ Views: Calyx T]| - ;;
icki Provider Contact
removed) by ClICkIng the | | Provider | Service | Status | . . D mplehedﬁn’ | Sent Ta
ryp oot . Service O Product g P
. alyx 0in ew icago Ti...
Columns icon. Check Y : Status Transaction Number s e
i = Calyx Point New Linked Crder Chicago Ti...
the corresponding check ® Capc  pomt  New ik Frofle Chicago Ti...
box for the information you | # caivx Peint New Created By Chicago Ti..
. . B Calyx Point New Chicago Ti...
wish to display (or uncheck _ Created On _
B Calyx Point New Completed On Chicago Ti...
to remove a column). < O Provider Reference Number |
O sent To
O Cateqory
.
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SELECT

Y Escrow

Y Title

Importing Calyx Data
4. Highlight the applicable order
5. Click the Next Step button

Accepting Orders in SoftPro Select

Each transaction has two entries, (identified in the Description field):

SentTo

| Description ﬂ
Chicago Ti. # James, Nicole, 852 1. Street Cuperting, CA, Esorow
Chicago Ti. }

James, Micole, 852 1. Street Cupertino, CA, Title

Chicago Ti... Buyer, Test, 23 Jam 5t Durham, NC, Title

Queue

(&) Next Step @ Views: Calyx Transactions - ir [ (53 8 |Filter: Al Providers

street number in the Address field and
the City name in the City/State/Zip
field

= X . . Chicago Ti... | Ja 1. Street Cupertino, CA, Escrow
= Calyx Point Mew tamikar @com... 7172015 9:... Chicago Ti... James, Nicole, 852 1. Street Cupertino, CA, Title
= Calyx Point Mew crystal.grang... 6/19/2015 3:... Chicago Ti... Buyer, Test, 23 Jam 5t Durham, NC, Title
= Calyx Point Mew tamikar @com... 6102015 9:... Chicago Ti... Smith, Carrie, 22 Sample Lane Livermore, CA, Title
= Calyx Point Mew tamikar @com... | 5/29/2015 1., Chicago Ti... test, |, 145 Test Way Livermore, CA, Escrow
= Calyx Point Mew tamikar @com... | 5/29/2015 1., Chicago Ti... test, |, 145 Test Way Livermore, CA, Title
6. From the Review window, = Select All = Select Mone | 2 Field Codes | 1 New Order < Order Search | Linked To: -
click the Order Search button | = Groups © Dsts
Al i | Name Currert Value New Value | IL
(- Bomowers ¥ @ T Mal ]
-- Mortgage Terms Liyer e ale e
7. Make note of the property &l Loan Purposes ¥ First Name Nicole = =
o . - Propeties ¥  Last Name James &
address, as it is needed in the " Escrow e
—~ v 55N 123-45-6789 &=
neXt Step \/{7 Address1 852 ). Street _‘_“J
\IV City Cupertino = j
¥ Add To Proform Notes
Name
Escrow Office( [~ Order Infarmation
Order #: | | Who has the file:
Settlement date: |::' one) j through |::'.:-'-3: ﬂ Order status:
Order reserved: |::‘,:--5 j through |::‘,:---5: j Escrow status:
Order received: |;:' one) j through |;:',:--.5: j Title status: J
Order completed: |::' one) j through |::'.:-'-3: ﬂ Loan #: —
Project name: | | Mtg. ins. case H:
8. To narrow your search, enter the

Property Information

Address:

City/State/Zip: Cuperting

"l [ Fareign

\
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9. From the Search Results window, double-click the order to open (the order opens in the background)

Search Results

55014

If no results display, a new order must be created.

a. Click the Cancel button

Search Results

Order Number | Settlement Date | Order Status | Project Name | Address | City | State | Zip | County | Lender Name | Buyer Name
4 | o
oK ( Cancel | '.

b. Close the Search window

c. When on the Review screen,
click the New Order button

d. From the New Order
window, select the

= | Select All = Select None | ¥ Field Code o Mew Order Order Search | Linked To: -

© Data

MNew Order ]
appropriate templates; Cindy =gl
click OK to open the — [ ] s [ ] Bormower B
order Order number: |><0MTH.15.[:55[: | 555-55-5555 B
28 Happy Avenue [}
Trust account: | j Livermore .
&4 |
Seftlement type: ™ Closing Disclosure & HUD-1 ¥ Add To Proform Notes
—Orders/Templates to copy
RN e
Order/ Template
FL-Default
1| I L4 © Aooeptl Close
OK Cancel | @ Help |
The Order opens in the background and you are returned to the Review screen.
e. Continue with Step 10
\‘\\\‘:
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10. In the Review WiﬂdOW, B Review - XOMTR-15-0951
from the Llnked TO drop_ = Select All = Select None | 88 Field Codes 1 Mew Order « Order Search { Linked To: XOMTR-15-0951 =) |
down, select the number | = Groups © Datz
of the opened order oAl i | Name Current Value New Value | =
[ Bomowers E |Buyer Type
- Mortgage Tems LYEr yPE
1. Check (or uncheck) all Ei-Loan Pupases # | Fist Name | = =
applicable check boxes in - E;DDEF“BS ¥ | Last Name test B
. . crow 1
the Data section to import | ssn 555555555 2
into the SoftPro order B | A T -
W J City Livermore 2 =
12. Click the Accept button to - ¥ Add To Proform Notes
import the applicable — e
Data Escrow Officer Name John Smith:|D=12
(0 rem) _come |
With your SPS Order still open,
Queue
13 C“Ck the Queue tab {@Nextstep ’ @ Views: Calyx Transactions My MR #8 | Filter: Calyx - (2 ==
14 nghllg ht the Tltle entry | | Provider | Service | Status | Linked Order | Linked Profile | Description
B | Calyx Point Mew Buyer, Test, 23 Jam 5t Durham, NC, Tite
15. Click the Next Step button
test, |, 145 Test Way Livermore, CA, Title
16 Repeat Steps 10'12 | Calyx Point Canceled Johnson, Steve, 888 Main Street Cupertino, CA, Escrow

17. Save and exit your Order

The Queue now shows the Order as In Progress and identifies the SPS Linked Order.

Queus
Mext Step [@ | views: Calyx Transactions - r 3 [ BA |Filter: |Calyx ~(lg ES
| | Provider | Service | Status * | Linked Order | Linked Profile | Description
B Calyx Paint In Progress KOMTR-15-0951 Default\T\FL... test, |, 145 Test Way Livermore, CA, Escrow
9@3&( Point In Progress XOMTR-15-0951 Default\TVFL... test, |, 145 Test Way Livermore, CA, Title )
B Calyx Paint In Progress KOMTR-15-0856 Jones, Barbara, 653 Sugar lane livermore, CA, Escrow

\‘\\\‘:
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