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Using the Work Lists feature allows you to create a query of specific order-criteria (e.g., orders where the Escrow
Status is “In Process”) to assist in tracking orders. Follow these steps to create a new work list, edit an existing work

list, remove a work list or create a view in My Work Items.

Creating a Task-Based Work List

1. Hover over (or click) the Work Lists tab (far right of your SPS screen) to access the Work Lists tree

NOTE: If the Work Lists tab is not displayed to the right of your SPS screen,
1. Click the My Work Items tab at the bottom of the page

o] icon; this opens the Work Lists tab to the right

2. Click the Work Lists L
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3. From the Select Work List Source window, select Order Tasks; click the |EEEESETTTEE-

OK bUttOﬂ = Select a work list source from the list below.
Group Deposits
(OrderTasks
4. Build your query from the drop-down lists available in StartPage  New Work List 3 [Edit]* X
the New Work List [Edit] tab = = =
Eip Run = ‘4 Options
In our example, we want to pull Orders where the Order Andjor Ficld o
Status and Escrow Status are equal to “In process”. by (|T ;
. Assigned To ‘;"
a) From the Field drop-down, select Order Completed On Date s
. . Due Date
This auto-populates the Operator and Value fields but (Order
you still need to tell the system what you are looking Request Due Date
Requested Date
for. Tt
Start Page Mew Work List 3 [Edit]* x\ 4 F il
=
_5=$Run :,"1-'- .i Options i [
And/Cr Field Cperatar Value %
» | Order Where | Existss 4(—
e
*  Click hereto add a clause /

b) From the Value field, click on the Ellipses ﬂ icon (far right) /

c) From the Order Where window, select the values you want searched

i. Field = Ol’del‘ StatUS E Order Where

i. Operator = Equal sign o
And/Cr Fi

Walue
—

ii.  Value = In process igid
G'Order Status

In process )

To add additional criteria, on the next line select

iv. And/Or = And i Order Where

V. Field = Escrow Status g

vi.  Operator = Equal sign And/Or Feld

Operatar

Value

In process

’ Order Status
vii. ~ Value = In process And Escrow Status

In process )

Value drop-down.

5. Click the OK button to return to the New Work Lists [Edit] tab

NOTE: You can include orders where the Escrow Status is blank by selecting (None) from the

N
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» Group

1. Holding the Shift key, click in the left
most column to select the lines to be
grouped

2. Click the Group icon

This adds a bracket in the left-most column
identifying the data to be grouped

Completing and Running the Query

a) Click the Options button

b) From the Available Columns

T
> Ungroup icon —ungroup clauses

Y Insert icon - insert a new clause above

Creating, Editing and Removing Work Lists

N

y Delete icon — remove an existing clause

When creating or editing a query, you can use the toolbar to,

3 Crder Where

And./Or

Field

Operator Value

k)(

)

And

Order Status

In process

If you want to group data, while still on the Order Where screen,

icon — group two or more clauses together; groupings function as a single unit
separate from the rest of the query and are helpful when constructing complex queries

ig Order Where

Field

1. Add the fields you want displayed in your Work List

Order Status

Escrow Status

Field
Order Status

Value

In process

Value

In process

together. \ [ﬂd

Escrow Status In process
Escrow Status
L
Start Page New Work List 1 [Edit]* x
£ Run o= 1 5% Options }
L

. . Query Options
list (on the left), double-click i (1} >
. . ) s -
the item(s) you wish to add Resubs | Soting | Advanced | »
Available Columns: Selected Columns:
Name | Name | width |
#1 Courty Task Name 200 _}I
Escrow Assistant Type 75
Escrow Officer Assigned To 100 3 |
Escrow Status Task Status 75
Is Rush % | DuDate 125
Order Status Completed On D... 125 Width:
Phase b | Request Due D... 125 l:l
Project Mame Requested Date 125
\éec‘tion _) _4' Order Mumber 75
\Q}
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in which you wish to see the information

2. Click the Sorting tab to select one field on
which to sort the data (i.e., Settlement
Date)

3. Click the Apply button; click OK

¢) You can then order columns in the Selected Columns list (on the

right), using the Up/Down E icons, based on the order

Creating, Editing and Removing Work Lists

Selected Columns:
Width
Settlement Date 1
ask lame
Type 75
Aszsigned To 100
Task Statie 75

Query Options

" Resutts Advanced |

Available Columns:

Selected Columns:

Name | -~ |
Order Number

Order Status

Phase

Project Name

( Settlement Date | Asc j _J‘I
|

4. Test your query by clicking the

Start Page Mew Work List 1 [Edit]* x
Run button - =
Ep Run ig& Options
The results appear in the Results pane And/Or Field Operator value
at the bottom of the screen. > (Order Where (Subauery)
*  (lickhereto add a clause
H Save Results i] Refresh i Options
Work List Results: 447 items found (1 currently selected).
Settlement Date ¥ Task Mame Type Assigned To EEESEJS \ Dy
01/01/2016 0406 PM  |EPU - Seller Opening Package Requested Mone
01012016 0406 PM | EPU - Utilities Demand Request 1st Requested Mone W,

N

Save your query using the Ctrl + S keyboard shortcut
Enter a name for your query when prompted
Select the query location

> My Work Lists — you are creating the query
for only you

> Shared Work Lists — you are creating the
query for your office

Click the OK button
Close the New Work Lists [Edit] tab

Save Query As

NFIITIF"

@rﬁer Query Name Here )

Select the query location:

" W\ly Work Lists

ltems in this location are only available to you and are not seen by
other users.

" JShared Work Lists

ltems in this location are available to other team members in your
cument profile,
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Your query now appears in the Work Lists tree.

Creating an Order-Based Work List

Creating, Editing and Removing Work Lists

Work Lists =g Lb“
= e E
[ Work Lists =

_i Ao &

=] Enter Query Name Here

ared v =

You can also set up a Work List to quickly review settlements identified with the current date for a specific Escrow

Officer.
In this example, the
y  First line sets the criteria to pull all = =
. g Run = ig Options
orders with a settlement date greater :
And,Or Field Operator Value
than tOday 3 Settlement Date = |@today \
Y Second line sets the criteria to pull And Escrow Officer = Stacey Barker
only those orders where the selected oo - oo _J
Escrow Officer is identified in the —
order
> Third line sets the criteria to pull only those orders with an Escrow status of In process
1. Click the New Query icon
2. From the Field drop-down, select Order
3. Select the values you want searched
a) Add a date clause
i, Field = Settlement Start Page Mew Work List 6 [Edit]* X
Date ___; Run j‘“ .i Options
” Operator - Greater And/Or Field Operator Value
than/EquaI Sign Getﬂement Date = @today )
N Glick hereto add a clause )
iii.  Value = select a

date from the drop-down or enter a variable (i.e., @today)

NOTE: A list of Date Field Variables can be viewed on F1 Help on the Work Lists Query
Elements > Values page along with other available options for Work Lists.

d) Add a new clause using the Click here to add a clause link

N
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e) Add the Escrow Officer clause

i. And/Or = And
__-'p' Run j‘i i Cptions
i.  Field = Escrow Officer AndjOr Field Operatar value
. . Settlement Date = @to_day
. Operator = Equal Slgn And Escrow Officer = Jeanette Haines )
iV. Value — Select the # Clickhereto add aclause

corresponding Escrow
Officer

f) Add a new clause using the Click here to add a clause link

g) Add the Order Status clause

v. And/Or = And T e O Cotions
. . And/Or Field O o val
vi.  Field = Order Status e N P o
Settlement Date = @today
V|| Operator — Equal Sign And Escrow Officer = Jeanette Haines
3 (_And Order Status = In process )
Viil. Value = In Process s Clickhereto add aclause

4. Complete the steps in Completing and Running the Query section

Running, Editing or Removing a Work List

1. To run your query, Work Lists +

~,

a) click the Work Lists tab & 2|
[ work Lists

EtE =)

b) double-click the work list you wish to run

-OR-

1. From the Work Lists tab, highlight the query you wish to edit or remove
2. Right click to open the menu

3. Click on a selection in the menu

NOTE: Not all menu options may be enabled as permissions are required for access.

N
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»  Edit — to modify the search criteria ok Lists = x|
Y View Results - to run the query 4 2 - 5
2 wiork Lists =
» Delete — to remove the query from the list v B My WorkLj &
> Rename — change the name of the query = i
»  Copy — to copy a work list in the Work Lists tree v [, Shared WorkLists P | View Resuits
v | Order Tasks % | Delete
y  Export — export the query results & Ordershots |
g PR Complets Ename
> Share — move the query from My Work List to Shared Work réFJdTDlTask-S' Copy
. ~ | Orders b
Lists 8 DO NOT USE zh:ret
) Unshare — move the query from Shared Work Lists to My E :: E,';::?Cfl
Work List &E Open Order Change Cwner
> Change Owner — change the owner of a Work List in the My
Work Lists
> Change Profile — change the owning profile of a Work List in the Shared Work Lists
Creating a Work List View in My Work Iltems =
\MY Work Items
1. If it is not already open, open the My Work Items tab D Auto refreshed on 4/4/2017 11:15:
2. Click the View button *JG'

My Orders and Tasks

3. Click Work List _Ordi My Roles

Cther's Orders and Tasks

Select Work List

4. From the Select Work List window, click the Work List you wish to

view
H enca closed after Jan 1, 2016
5] Escrow Status not Closed_Order Status is Closed
NOTE: You can add multiple Work Lists by selecting ﬁ HEROS Closing Complete
5] HEROS Funding Complete
from those others have created and shared (Shared = HEROS NHD Complete
Work Lists) or from those you created (My Work Lists). £l HEROS Open Order Complete
2] HEROS Payoff Demand
&=l HEROS Write UP Complete

2] My Open Orders sorted by address —
i Closina this Month
My Work: Lists
5[ SUsan WL-n Process Orders

[ Susan WL-Settlement Date/ED

5. Click the OK button

il
Lok _]) oo |,

s

N
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You now have Work List tab(s) enabled in My Work Items.

You may also access the
Work Lists tab by clicking

the Work Lists icon
regardless of whether a
View was added.

.

My Wark Items )

\
\

i) Auto refreshed on 4,/4/2017 11:57:00 AM.\

= | View 3 > &8 \
My Orders MyTas |  Escrow Status not Closed_Order Statusis Closed (1)  [] Susan WL-In Proce

sz Orders (500) | '
eted |

Settlement Date | Taskna e I T W A =L
ﬂ Buyer /Borrower Funds received Checdklist Mone
ﬂ Commission demand Listing Agent Checklist MNone
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