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ORDERS BY STATUS REPORTS

NOTE:
These instruction are to assist the user in rendering the Orders by Status
Report. The Orders By Status Report can be found under the ProForm
Default Reports Tree

Within the ProForm tab, click on the Reports button in the ribbon.
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ProTrust Pr

J Fa J —

MNewOrder= Order Search| Reports

Orders

Either double click the folder or single click on the arrow to the left of the folder to open. There are
three types of Orders By Status reports within the folder.

ProForm Reports a x
|l Default
) Aged Accounts Receivable
) Orders By Contact
) Orders By Employee
) Orders By Location
) Orders By Marketing Rep
) Orders Received
1 Open Order Tasks
[.d Completed Order Tasks
L My Reports
~ | ¥ Orders By Status
) Orders By Escrow Status
} Orders By Order Status
J Orders By Title Status
[ Workfow
|4 Production
| Fees/Revenue
= Policy Register /Liability
[ Lookup Tables
|1 Reserved Order Numbers
3 Security
| Supplemental ProForm Reports
|- Order Information
. Completed Order Tasks
[.d Open Order Tasks
[ Fees/Revenue
| Policy Register /Liability
3 Production
) Supplemental ProForm Reports Release Mo

Double click on the report that you would like to render and select the criteria on which you would like your
report to generate and click OK
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Below are the criteria for each of the three types of reports.

Orders by Escrow Status: Reports the number of orders with the following criteria: Office, Escrow
Officer/Closer, Escrow Status, Order Date, Settlement Date, Escrow Closed Date, Format Option, Product
Type, and Show Rush Orders Only.

Office v A
Escrow officer/Closer: [[] Default Admin Account
[ Escrow Assistant
] Escrow Officer
[ Test User
Escrow status [] Canceled
[ Closed
[J Hold
[ n process
Order date from None| ~
Order date through: None, ~
Settlement date from: None ~
Settlement date through: None, v
Escrow closed date from None ~
Escrow closed date through: None| ~
Format option Brief -
Product type: ~
Show rush orders only:
Report comments: 5
Cancel

The Escrow Status field in the Status screen of the orders must not be empty for it to return results.

Start Page Order TEST-001CDF* X

S Y Status

Express Order Entry

Order Information Comments:

—— Title Status

Order Contacts

Property Title office: A ~ | SoftPro Setflem...

Sales Contract & Earnest Money Dateftine ¥tk opened: 03/12/2019 08:07 PM »

Notary & Acknowledgment

Deed Title status: In process v

Affidave Date/time title completed: | (None

Invoice
Comments:

Loan Escrow Status
Escrow office: A ~ | SoftPro Settlem...

Title

E w | Cl
e Date/tme escrow opened:  |03/12/2018 08:07 PM |

Escrow status: In process ~
Date/time escrow dosed: None

Escrow lock status: Unlocked 0
Comments:
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Orders by Order Status: Reports the number of orders with the following criteria: Office, Order Status,
Order Date, Settlement Date, Order Type, Product Type, and Show Rush Orders Only.

Orders By Order Status %
Office: | v
Order status: [ Canceled

[] Closed

] Completed

] Duplicate

(] Hold

[ In process
Order date from: (None »
Order date through: {None v
Settlement date from: w

Settlement date through:
Order type: hal
Product type: v
Show rush orders only: [l

Report comments:

Cancl

The Order Status field in the Status screen of the orders must not be empty for it to return results.

Start Page Order TEST-001CDF X

General u Status

Express Qrder Entry

Order Information

Who has the file: | bl

Order Contacts Date/time: (Mone) ~
Property Purpose:

Sales Contract & Earnest Money
Order Status
Motary & Acknowledgment

Deed Date/time order reserved: {None)
Affidavit Dateftime order received:  |03/12/2019 08:07 PM |~
Invaoice
Crder status: In process s
T Date/time order completed:  |(Mone)
Order lock status: Unlocked ~
Title
Comments:
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Orders by Title Status: Reports the number of orders with the following criteria: Office, Title Status, Order
Date, Settlement Date, Product Type, and Show Rush Orders Only.

Orders By Title Status X
Office: | ~
Title: status: [ Canceled
[ Completed
[] Hald
1 In process
[ Reconded
Order date from: (None ~
Order date through: (Mane ~
Settlement date from: (None ~
Settlement date through: (Mane ~
Product type: ~
Show rush orders only: [E
Report comments:
Cancel

The Title Status field in the Status screen must not be empty for it to return results.

Start Page Order TEST-001CDF* X

General u Status

Express Order Entry
Order Information Comments:

Status

— Title Status
Order Contacts
Froperty Title office: A | SoftPro Settlem...
Sales Contract & Earnest Money Date/time title opened: 03/12/2019 D8:07PM |~
Notary & Acknowledgment
Deed Title status: In process ~
Affidavit Date/time title completed: None)
Invoice

Comments:

Loan Escrow Status

Escrow office: A ~ | SoftPro Settiem...
Title

Escrow [Closin:
/ g Dateftime escrow opened:  |03/12/2019 08:07PM |+

Escrow status: In process v
Date/time escrow dosed: None)

Escrow lock status: Unlocked ~
Comments:
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