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Creating, Editing and Removing a Task-Based Work List 

WORK LISTS 

Utilizing the Work Lists feature allows you to create a query of specific order-criteria (i.e., 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 ListsWork ListsWork ListsWork Lists tab (far right of your SPS screen) to access the Work ListsWork ListsWork ListsWork Lists tree 

  

 

 

 

2. Click the New QueryNew QueryNew QueryNew Query  icon 

 

NOTE:  If the Work ListsWork ListsWork ListsWork Lists tab is not displayed to the right of your SPS screen, 

1. Click the My Work ItemsMy Work ItemsMy Work ItemsMy Work Items tab at the bottom of the page 

2. Click the Work Lists Work Lists Work Lists Work Lists  icon; this opens the Work ListsWork ListsWork ListsWork Lists tab to the right  
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WORK LISTS 

3. From the Select Work List SourceSelect Work List SourceSelect Work List SourceSelect Work List Source window, select Order TasksOrder TasksOrder TasksOrder Tasks; click the 

OKOKOKOK button 

    

 

4. Build your query from the drop-down lists available in 

the New Work ListNew Work ListNew Work ListNew Work List [Edit] [Edit] [Edit] [Edit] tab 

In our example, we want to pull Orders where the Order Status 

and Escrow Status are equal to “In process”. 

a) From the FieldFieldFieldField drop-down, select OrderOrderOrderOrder 

This auto-populates the Operator Operator Operator Operator and ValueValueValueValue fields but 

you still need to tell the system what you are looking 

for. 

 

 

 

 

b) From the ValueValueValueValue field, click on the EllipsesEllipsesEllipsesEllipses     icon (far right) 

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

i. FieldFieldFieldField = Order StatusOrder StatusOrder StatusOrder Status 

ii. OperatorOperatorOperatorOperator = EqualEqualEqualEqual sign 

iii. ValueValueValueValue = In processIn processIn processIn process 

 

To add additional criteria, on the next line select 

iv. And/OrAnd/OrAnd/OrAnd/Or = AndAndAndAnd 

v. FieldFieldFieldField = Escrow StatusEscrow StatusEscrow StatusEscrow Status 

vi. OperatorOperatorOperatorOperator = EqualEqualEqualEqual sign 

vii. Value Value Value Value =    In processIn processIn processIn process    

 

You can include orders where 

the Escrow StatusEscrow StatusEscrow StatusEscrow Status is blank by 

selecting (None)(None)(None)(None) from the ValueValueValueValue 

drop-down. 
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__________________________________________________________________________________________________________________ 

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

Officer. 

In this example, the 

〉 First line sets the criteria to pull all 

orders with a settlement date greater 

than today 

〉 Second line sets the criteria to pull 

only those orders where the selected 

Escrow Officer is identified in the 

order 

〉 Third line sets the criteria to pull only 

those orders with an Escrow status of 

In process 

This query results in a Work List of 82 records. 

 

__________________________________________________________________________________________________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You may use the toolbar icons to, 

〉 InsertInsertInsertInsert  icon - insert a new clause 

〉 DeleteDeleteDeleteDelete  icon – remove an existing clause 

〉 GroupGroupGroupGroup  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 

〉 UngroupUngroupUngroupUngroup  icon – ungroup clauses 

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

1. Holding the ShiftShiftShiftShift key, click in the left 

most column to select the lines to be 

grouped 

2. Click the GroupGroupGroupGroup  icon  

 

This adds a bracket in the left-most column 

identifying the data to be grouped 

together. 
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WORK LISTS 

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

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

a) Click the OptionsOptionsOptionsOptions button  

b) From the Available Available Available Available 

ColumnsColumnsColumnsColumns list (on the left), 

double-click the item(s) you 

wish to add  

 

 

 

 

 

 

c) You can then, order columns in the Selected ColumnsSelected ColumnsSelected ColumnsSelected Columns list (on the 

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

which you wish to see the information  

 

 

7. Click the SortSortSortSortinginginging tab to select one field on 

which to sort the data (i.e., Settlement Date) 

8. Click the ApplyApplyApplyApply button; click OKOKOKOK 

    

    

    

9. Test your query by 

clicking the RunRunRunRun button 

The results appear in the Results 

pane at the bottom of the screen. 
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WORK LISTS 

10. Save your query using the Ctrl + SCtrl + SCtrl + SCtrl + S keyboard shortcut 

11. Enter a name for your query when prompted 

12. Select the query location 

〉 My Work ListsMy Work ListsMy Work ListsMy Work Lists – you are creating the query 

for only you 

〉 Shared Work ListsShared Work ListsShared Work ListsShared Work Lists – you are creating the 

query for your office 

13. Click the OKOKOKOK button; close the New Work Lists [Edit]New Work Lists [Edit]New Work Lists [Edit]New Work Lists [Edit] 

tab 

 

 

 

Your query now appears in the Work ListsWork ListsWork ListsWork Lists tree 

 

 

 

 

 

Running, Editing or Removing a Work List 

1. To run your query, 

a) click the Work Work Work Work ListsListsListsLists tab 

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

-OR-  

2. From the Work ListsWork ListsWork ListsWork Lists tab, highlight the query you wish to work with 

3. Right click to open the menu 

4. Click on a selection in the menu 

〉 Edit Work ListsEdit Work ListsEdit Work ListsEdit Work Lists – to modify the search criteria 

〉 View ResultsView ResultsView ResultsView Results – to run the query 

〉 DeleteDeleteDeleteDelete – to remove the query from the list 

〉 Rename Work ListRename Work ListRename Work ListRename Work List – change the name of the query 
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 Creating a Work List View in My Work Items 

1. If not already open, open the My Work ItemsMy Work ItemsMy Work ItemsMy Work Items tab 

2. Click the ViewViewViewView button  

3. Click Work ListWork ListWork ListWork List 

    

    

    

 

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

view 

 

 

 

 

5. Click the OKOKOKOK button 

 

 

 

You now have Work List 

tab(s) enabled in My My My My 

Work ItemsWork ItemsWork ItemsWork Items. 

You may also access the 

Work ListsWork ListsWork ListsWork Lists tab by clicking 

the Work ListsWork ListsWork ListsWork Lists  icon 

regardless of whether a 

View was added. 

NOTE: You can add multiple Work Lists by selecting 

from those others have created and shared (Shared Shared Shared Shared 

Work ListsWork ListsWork ListsWork Lists) or from those you created (My Work ListsMy Work ListsMy Work ListsMy Work Lists). 


