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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

Click the Save button (or press the
Ctl + S keyboard shortcut)

Enter your Branch View Name
when prompted, click the Save
button

" StartPage & Query Edith; New View® x

management).
: - : =@ ]
1. From the 360 ribbon, click the Login button =i
ProForm ProTrust Pro1099 SPImage SPAdmin
NOTE: If you do not have a 360 account, refer to @ 0 o 2 @ Q 9
SOﬁ'PrO 360 - Reg[Stering for a NeW Account to Queue Services Search | Administratiorf | Login | Jogout || Information  Help  About
Complete the one-time reglstratlon process. Transactions ey 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. Fervices Search | Administration Login  Logout | Information  Help  About
Transactions ‘Security Resources
3. Click the New View _d' icon to @)
open the Query Editor: New View tab e Sten Views: |Search Results g g B Filter:
| | Provider | Service Status Linked Qrder Linked Profile Created By
From the Property drop-down, select
Sent to
Start Page (@ Query Editor: New View* D 4 b
From the Operator = Run fd save As... Delete Public View
drop-down, select Property 0 Operator e Value &
Equals SentTo Equals Enter PID for your branch here
X X3
In the Value field,
enter your Branch PID number
@)+
Prol W ProTrust Pro1099 SPImage SPAdmin 360

®0B, 2 ®@ Q00 - Q

Queue Services  Search \ermnlsh'ahon Login  Logout | Information Help About  Publish Website

Transactions Security Resources Live

¥

2iRun | [E save As..

The Branch view then appears in the Views drop-down.

Delete
i Save View
Property .
SentTo
Yiew Name IEmnch PID 13467717
| Saye I Cancel |
Queue

Mext Step { Views: S’ard'l Results =
i F
| | Provider | Service
Branch PID 13467717
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Once you've setup your Views, you can then add them to your Favorite Views on the 360 Queue toolbar.

1. Click the =
Favorite Views @ Next Step Views: Branch PID13453260 ~ ¢ [ [ &8 | Fiter: AlProviders -l gg@
iCOﬂ | Provider | Service Status Linked Order | Linked Profile Created By | Created On | Completed
Exchange |InProgress XOMTR-15-0919 |Default\T\FL\FT\Escrow-Training ( ic... | 5f122015 8:...
L 4 RealEC Exchange  InProgress XOMTR-15-0919  \\Default\T\FL\FT\Escrow-Training RealEC Servic... 5/12/2015 &:...
L RealEC Exchange  InProgress KOMTR-15-0848 Default\T\FL\FT\Escrow-Training  RealEC Servic... 5/1/2015 5:0...
L 2 RealEC Exchange  New RealEC Servic... 5/1/2015 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

Favorite Views

Select up to 3 favorte views.

View MName

Display Name o

¥ \ Branch PID13453260

[~ |Active Order

r

Historical Trans

r II"JI'h.r Transactions

8

r INew

v INew Transactions

r ,Cah’x Transactions
NS

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

& S5 |G G}"l) Branch PID13453250 {250) New Transactions (238) Ready Transar_t'ons)
Created On | Completed On SentTo | Description
5/12{2015 8:... 13453260 | Apple, Annie, 84 Maple Street Cowan Heights, CA, Closing - on
5/12/2015 8:... 13453260  Apple, Annie, 84 Maple Street Cowan Heights, CA, Title - only

corresponding transactions.
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