SOFTPRIO" SOFTPRO 360 CALYX

SELECT Creating a Saved View in SoftPro Select

Follow these steps to create a saved View of your Calyx orders using your Brand/Branch name.

1. From the 360 ribbon, click the Login button
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ProForm ProTrust Pro1099 SPImage SPAdmin e
NOTE: If you do not have a 360 account, refer to 00 2(e g 0

SoftPro 360 — Registering for a New Account to
complete the one-time registration process.

Queue Services Search = Administratior| | Login | Jogout | Information  Help  About

Transactions Security Resources

[T
. . =il =
2. Once Iogged n, click the 360 Queue button ProForm  ProTrust  Prol093  SPImage  SPAdmin 360
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Queue |Fervices Search | Administraton Login Logout || Information  Help  About

This opens the Queue at the bottom of the screen.

Transactions Security Resources
3. Click the New View : icon to open the :QUEUE :
Query Editor: New View tab s S S -l —
| | Provider | Service Status Linked Order Linked Profile Created By

4. On the first line,

a. Property, select Provider

" Start Page i {. Query Editor: New View* x | 4 b
b' Operator’ SeleCt Equals = Run |E|j5.ave As... Delete Public View
c. Value, enter Calyx Property  —~ Operator — Value )
. Provider p Equals 24 Calyx g
5. On the second |Ine’ Sent To @ Equals @ Chicago Title Cupertino/Cupertino (f)
d. Property, select Sent To *
e. Operator, select Equals
f. Value, enter your Brand/Branch @._“ S -
name Prol‘—'&qn 360
~
6. Click the Save button (or press @ O ‘9\ 2 ' O @ 0
Queue Services Search W Administration Login  Logout || Information Help  About | Fublish  Website
Ctl + S keyboard shortcut) \\
: Transactions \\\ Security Resources Live
7. Enter your View Name when prompted, e © QMWE}WM\M* ™
ClICk the Save bUtton et Run jed save As... Delete Bl B Save View
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Your view then appears in the Views drop-down. (@ Next Step @eadﬂransacﬁons T
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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

In Progress XOMTR-15-091%

1. Click the —
Favorite Views (@ next Step [§ |views: Branch PID13453250 - ¢ [ [ 88 |Fiter: Al Providers 4= (=)
icon | Provider | Service Status Linked Order | Linked Profile Created By | Created On | Completed
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L RealEC Exchange  Mew RealEC Servic... 5172015 5:0...

RealEC Servic... | 5/12/2015 8:...

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

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

Favorite Views

Select up to 3 favorite views.
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3. Click the OK button = [actve order
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Your three Favorite Views now appear on the
toolbar preceded by the number of g == Q}"l) Branch PID13453250  (219) Calyx Transactions (250} M\,rTransacﬁnnD
transactions in eaCh View. | Created On | Completed On Sent To | Description
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