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Follow these steps to cancel a Calyx order.

From the 360 ribbon, click the Login button

2. Once logged in, click the 360 Queue button

Cancelling an Order
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From the Views drop-down, select your Saved View
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Your Queue populates with all Calyx transactions for your Branch.
B X
@ Views: Calyx Transactions -1 [z [ 88 |Filter: Al Providers -l =2

| 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...  6/13/2015 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 _ILI
»

\

Escrow

Title

Highlight the
applicable order

Click the Cancel

icon

Each transaction has two entries that must be cancelled:

= [ &8 |Filter: Calyx

4
i
({111
{11}

Linked Profile |

Description

test, |, 145 Test Way Livermare, CA, Escrow)

Default\TVFL..
Default{TVFL. .

test, |, 145 Test Way Livermore, CA, Title

Jones, Barbara, 653 Sugar lane livermare, CA, Escrow

Queue
() Mext Step @ Views: Calyx Transactions N AERE B8 | Filter: Calyx -\ @ ==
| | Provide | Service | Status % | Linked Order | Linked Profile | Description

Poirt

In Progress

XOMTR.-15-0858

Klien, Jack, 100 Sample Common livermare, CA, Escral

In Progress

XOMTR.-15-0951

Default{T\FL. ..

test, |, 145 Test Way Livermore, CA, Escrow

B Calyx Paint
B Calyx Paint

In Progress

In Progress

XOMTR-15-0951
XOMTR.-15-0856

Default{TVFL. ..

test, |, 145 Test Way Livermore, CA, Title

Jones, Barbara, 653 Sugar lane livermore, CA, Escro

The SPS Order opens in the background and the Cancel window displays.
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SOFTPRO

SOFTPRO 360 CALYX

SELECT

6. Check the | Agree check box; click Submit

Cancelling an Order

Cancel ': A LY X
software
iy This will cancel the transaction in your SoftPro 360 queue
, ' \ only. To cancel the transaction with the Customer you
[Ty would need to contact them directly.

¥ | Agree

CALYX

softwarae

Order Status

suomit |)  Close

7. From the Order Status
WindOW, CliCk the FlnlSh ‘Your transaction is being processed.
button Flease check the SoftPro 360 gueue for the transaction status.
Back |' Cancel |
8. With the SPS Order still open, click the Queue tab
9. Highlight the o
SGCOITd ) ) Next Step @ Views: |Calyx Transactions -~ ir [ & 88 |Fiter: |Calyx - & ZE
(remaining) entry
| | Providen‘ | Service | Status % | Linked Order | Linked Profile | Description
10. Repeat Steps 5-7 = Calyx L Paint In Progress XOMTR-15-0858 Klien, Jack, 100 Sample Common livermore, CA, Escrow /|
= (Calyx Paint In Progress ¥OMTR-15-0951 Default\TVFL... test, |, 145 Test Way Livermore, CA, Title }
= Calyx Point In Progress ¥COMTR-15-0856 Jones, Barbara, 653 Sugar lane livermore, CA, Escrow
P = Calyx Point In Progress 2015020030 Calyxin, Calyxfn, 89 Subject Property Ln Durham, NC, Ti
= | Calyx Point In Progress 2015020031 Calyxin, Calyxfn, 89 Subject Property Ln Durham, NC, Eq
il |
11. Notify the Customer that sent the order to completely cancel the transaction
12. Proceed with cancelling the SPS order (use CTL+ALT+X keyboard shortcut to cancel the order in SPS and
smartVIEW)
Queus
Mext Step @ Views: Calyx Transactions My AERE B8 | Filter: Calyx -|| & EE
The Queue now ShOWS the | | Provider | Service | Status Linked QOrder | Linked Profile | Description
Order as Cancelled. b= Calyx Point Canceled Tall, Gerald, 747 Second Avenue Danville, CA, Title [ Lg
= Calyx Point Canceled ¥OMTR-15-0951  Defaultf\T\FL... test, |, 145 Test Way Livermore, CA, Escrow
= Calyx Paint Canceled ¥OMTR-15-0951  Defaulti\T\FL... test, |, 145 Test Way Livermore, CA, Title
= | Calyx Point Completed ¥OMTR-15-0860  \\Default\TY... Test, Thomas, 567 Sample Way Sacramento, CA, Escrg
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