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SOFTPRO WORKFLOW ORDER MANAGER
SELECT Viewing/Assigning Orders

Follow these steps to view the workload of your staff, and assign/re-assign orders to individuals in Workflow Order
Manager. This feature is permission-based.

Viewing Workload
1. Open the My Work Items tab

My Work Items

2. Click the View button; select Other's Orders and Tasks

My Orders and Tasks
Sett My Roles

’ Other's Crders and Tasks)

4 Work List...

. . . . . Select User(s)
3. Highlight the Examiner/ Title Officer/ staff Select Uiy
mem ber Select the usen(s) whose queue(s) you want to view: »
I MName I Usemame re
. A Kimbery Temik FNFGLOBAL \Kimbery Temik
4. Click the OK button L Kisten Ferar FNFGLOBAL \Kiisten Femara
ﬂ Krigtin C Mason 50
Kristina A. Whitefoot FNFGLOBAL" Kristin:
L e Binns-Anchor LaraBinns-Anchor
The number of assigned orders w—
(and tasks) appears in parentheses | & auto refreshed on 4/17/2017 12:07:18 PM.
on the user’s tab. 2 \view - P | 1 &
My Orders | My Tas( Debra Miller Orders (28) | Debra Miller Tasks (37) | Kristin Mason Orders Kristin Mason Task_a
Order Number | Settement Date | Order Stage” | Address | City State | Zip

NOTE: The Orders and Tasks tabs open by default for the individual selected.

Assigning an Order

1. From the ProForm ribbon, click the Manager e T Staft Page - 50
button ProTrust  Pro1039  SPImage  SPAdmn 380
~ j i, Transfer Ledgers
¥ ] — é
" i — ‘ : =34 Check Renumbering
MewOrder~ Order Search Reports | New Group Deposit -
Orders Accounting Workflow
| . —
2. C||Ck the SeaI’Ch ICOoN Start Page Workf] rderHanager x
3. In the Find what field, enter the Sy '-jREﬁE- B
Order number Workflow: I \\% Step: I ﬂ Assigned to: | vl Trans.“
. . . Rush | Order Number b
4. Click the Find Next button until 6010971505438 oI :

. . 6010971505440 in at:
the a.pproprlate order is e g —
highlighted X6010871505443

6010971505445
5. Click the Close button HENmEE G
Xe010971505447
01007 RORARD
X6010971505453
XE00971505455

\
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WORKFLOW ORDER MANAGER

6. Click Actions > Reassign

Viewing/Assigning Orders

7/ StartPage # Workflow Order Manager X
3 History | = Refresi(l" ! Actions =/
Workflow: I Open Alt+0 - I Assigned to: I - l Trans. by
Workflow 4
Rush | Order Number P i :? | Wordlow | Step :
XCRC14001645 Frittle: CTDST - Central-Escrow O...  A. Orders Received E
000325 Reposiion _ Alt+P  iile CTDST - Champaign Exam A, Order Rec'd/Exam
] XCRC13001083) Reassign Alt+A j}iﬁle CTDST - Policy - Title/Escr...  Order Closed/Reveny
¥RLC-14000358 . Crittle CTWI-INTERMAL SEARCH  A. Order Rec'd/Searc
HCRC13001412 Sheree A. Hagen CTWI - POLICY ESCROW Order Clozed/Reveny

The list appears sorted from number of orders assigned (lowest to highest), then alphabetically by user.

KCRC13000850
XCRC13001474

4

Gregory D. Mormis
Denise Marie Amore
Deborah Kurz

Deborah A. Wiliams

Deborah A. Wiliams

Reassign order to another user

Available workflow processes:

Mvailable steps:

CTDST - Champaign Exam
CTWI - POLICY ESCROW
CTDST - Champaign Exam
CTDST - Champaign Exam
CTDST - Champaian Exam

ﬁh

A Order Rec'd/Exam,/Sear...

" Place in queue

A. Order Rec'd/Bxam/Sear... 06/11/201312:18 PM
Order Closed/Revenue Re...  10/10/2013 4:26 PM
A. Order Rec'd/Bxam/Sear... 06/11/2013 216 PM

Dﬁf11f’2013216 F‘M

(@ Assign to user

Gregory D. Mormis
Juanita F. Eveland
Deborah A. Wiliams
\SJ]BIT}’ A Crittle

b - —

<

8. Click the OK button

7. Highlight the appropriate staff member in the list

HINT: When you are already on the Workflow Order Manager screen, you can sort the list by assigned orders to view
the workload. Click the Assigned Orders column header to sort the list (ascending). Click again to sort the list

(descending).
~  StartPage Workflow Order Manager X 4 b
[ History | < Refresh | 1 Actions ~
Worlkflow: I ;I Step: I ;I Assigned to: I - I Trans. type: I ;I Filter |
Rush | Order Number (| Assigned To 1 Workdflow | step | Date submitted | Task Due Date a0
4 XCRC13001083 gﬂeny H !%e :E CTDST - Policy - Title/Escr...  Order Closed/Revenue Re...  09/11/2014 1:45 PM
XRLC-14000358 Shemy A. Crittle CTWI - INTERMAL SEARCH A Order Rec'd/Search Co...  03/14/2014 7:59 AM
XCRC13001412 Sheree A. Hagen CTWI - POLICY ESCROW Order Closed/Revenue Re...  10/10/2013 3:26 PM
KCRC13000803 Serena McCauley CTDST - Springfield Bxam A Order Rec'd/BExam/Sear... 06/07/2013 12:16 PM
XCRC13001495 Pamela Stark CTWI - POLICY ESCROW Order Closed/Revenue Re...  10/11/2013 5:10 PM
| XCRC13000449 Nancy B Hesse CTDST - CPU Exam A. Order Rec'd/Prelim Exam  06/14/2013 9:34 PM
XCRC13000451 Nancy B Hesse CTDST - CPU Exam B. Exam, Commitment and I... 06/14/2013 9:36 FM
HCRC13001472 Michelle L. Kollath ~ CTWI - POLICY ESCROW Order Closed/Revenue Re...  10/10/2013 2:26 PM
KCRC13000945 Mary Matusik CTDST-CPU Bxam B. Exam, Commitment and I... 06/21/2013 9:54 AM
XCRC13001330 Mary L. Bishop CTWI - POLICY ESCROW Order Closed/Revenue Re...  10/10/2013 3:27 PM
XCRC13000947 Lynn Britton CTDST-CPU Exam B. Exam, Commitmert and I... 06/13/2013 5:32 PM
¥CBC12000804 lamun Britten PTNCT . Crrincficld Evam A Oeder Ban'™ /Evam /Sazne  OEMTA13 216 DA

\‘\\\\:
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