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SOFTPRO

SELECT Creating a MyOrders View in SoftPro Select
Follow these steps to create a saved View of your RealEC orders using your email address.
1. From the 360 ribbon, click the Login button LA~ i
ProForm ProTrust Pro109g9 SPImage SPAdmin
NOTE: If you do Qot h'ave a 360 account, refer to @ O o : [») Q @
SOftPrO 360 - ReC“Ste”nq for a NeW ACCOUht to Queue Services Search | Administratior} | Login | Jogout || Information Help  About
complete the one-time registration process. i Securtty sesgens
el
2. Once logged in, click the 360 Queue button ProForm  ProTrust  Prol099  SPImage  SPAdmin | 360
ThIS opens the Queue at the bottom Of the screen | fBervices  Search || Administration Login Logout || Imformation  Help  About
Transactions ‘Eecurity Resources
. . . Queue
3. Click the New View —d icon to Q
open the Query Editor: New View tab piext st=p Views: Search Resuits i Filter:
| | Provider | Service Status Linked Qrder Linked Profile Created By
4. From the Property drop-down, select
Contact
Start Page Q{. Query Editor: New View* D 4 b
5. From the Operator = Run |£1|5ave As... Delete Public View
drop-down, select T, o Operator e Value e
Equa|s Contact Equals myemail @fnf, com
M
6. In the Value field,
enter your email address —
() (ae) -
FroFosgpn ProTrust Pro1099 SPImage SPAdmin 360
b
7. Click the Save button (or press QD 6\ 2 ® O 0O Q
Ctl+S keyboard Shortcut) Queue Services Search dministration Loain  Logout | Information Help About | Publish  Website
8. Enter your View Name when T Seany Ll i Ene
prompted, click the Save button o Startpage @ Q““‘”‘“"ﬁ"’“’ 3
Run | [ save As... 26 Delete | PlBlic 2o
i Run | [ save as el i :‘ — |~
Property o
Contact View Name |myRealEC orders‘ |
| Save l Cancel | H
Queus
Your view then appears in the Views drop-down. Next Step Views: Nctive Orders a4
) ‘i Active Orders -
| Provider ;r Branch PID 13467717
( myRealEC orders
\ e ar 25U
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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 PID 13453260 - ¢ [3 [ 8 |Fiter: AllProviders e gg@
iCOﬂ | Provider | Service Status Linked Order | Linked Profile Created By | Created On | Completeg
Exchange |In Progress XOMTR-15-0919  |Default\TVFL\FT\Escrow-Training  |RealEC Servic... | 5/12/2015 8:...
L RealEC Exchange  InProgress KOMTR-15-0919  \\Default\T\FL\FT\Escrow-Training RealEC Servic,.. 5/12/20158:...
L 3 RealEC Exchange  InProgress KOMTR-15-0848 Default\T\FL\FT\Escrow-Training  RealEC Servic... 5/1/2015 5:0...
L 4 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

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 PID12453260

>\

Active Order

Historical Trans

My Transactions

Mya

New

New Transactions

TR

Cahyx Transactions

OK

-

0
L
L)

(M

(71) Branch PID13453260  (250) My

Transactions

(0) myRealEC Drdea

Completed On

| Description

| Product

Roberts, Rob...

£ | Transaction Number

910019-60-160310-01...
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