Custom Shortcuts

Save Custom Sort & Search Shortcuts

Save custom sorts and searches for quick access to transactions, tasks, and docs you need frequently.

Introduction

My Shortcuts is your personal list of shortcuts in the left menu of most pages throughout Paperless Pipeline. By
saving a shortcut for your frequently used transactions, tasks, and document searches, you gain quick access to
them later.

Save custom searches, sorts, or a combination of both to view essential information without reconfiguring your
searches each time. Customize your shortcuts with unique names and icons for easy identification across
Pipeline. Enjoy quick access to personalized lists that automatically update with new items matching your criteriq,
keeping you organized and focused.

Access My Shortcuts

Access My Shortcuts for your personal saved shortcuts to transactions, tasks, and unreviewed documents.

Who Can Do This: Anyone can access their own saved shortcuts.

To access My Shortcuts:

0 Go to the Home Page, Transactions List Page, Tasks Page, or Unreviewed Docs Page.

e View My Shortcuts in the left menu.

o If you have set up shortcuts, click a saved shortcut to quickly run your custom sort and / or search.

o The list will be blank if you haven't set any up shortcuts yet.
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e Add your own personal shortcuts as needed (outlined below).

Save a Custom Transaction Shortcut

Save a custom transaction shortcut for quick access to frequently used transactions.

Who Can Do This: Anyone can save their own custom transaction shortcuts.

To save a custom transaction shortcut:

a Go to the Transactions List Page.

e Search for the transactions you'd like to save for quick access .

e When your search results appear, click [Save Search] near the top of the page.

TransSACtIONS 4 matching transactions. view all active transactions —»

o

addr, mils, agent, seller, buyer ~/ m Search -~ Sort v Columns v Download ~ Save Search
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789 Pellego Ave L Residential Closed 19/90 Jonathan Carey Bluffington Jun 01, 2024
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722 E Test St B Closed Jonathan Carey Old Pine Realty Jun 01, 2024 &
Copy of 123 Main Street L Closed 10/42 Jonathan Carey Old Pine Realty Mar 06, 2024 H

o Set up your shortcut in the left section, Save this search / sort as a Shortcut;

o Choose an icon to represent the transaction sort and | or search.
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e Click [Save Shortcut]. Your custom shortcut will appear on the left menu in the My Shortcuts section.

Save a Custom Task Shortcut

Save a custom task shortcut for quick access to frequently used tasks.

Who Can Do This: Anyone can save their own custom task shortcuts.

To save a custom task shortcut:

o Go to the Tasks List Page.

e Search for the tasks you'd like to save for quick access.

e When your search results appear, click [Add Shortcut] near the top of the page.
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Visibility Due Date Status Location
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Due Task +" Transaction Checklist Visibility © Agents Close Date
Mon7/1  Edit Transaction © Copy of Copy of Copy 0 B Residential Checklist 01 Closing Residential Anyone Multi 2 May 25,2024
Wed 7/3  Assign Unassigned Docs © Copy of Copy of Copy o B Residential Checklist 01 Closing Residential Anyone Multi &, May 25,2024

o Set up your shortcut:

© Choose anicon to represent the task sort and | or search.

o Name the shortcut.
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e Click [Save Search]. Your custom shortcut will appear on the left menu in the My Shortcuts section.

Save a Custom Unreviewed Docs Shortcut

Save a custom unreviewed docs shortcut for quick access to frequently used document searches.

Who Can Do This: Anyone can save their own custom unreviewed doc shortcuts.

To save a custom unreviewed docs shortcut:

a Go to the Unreviewed Docs Page.

e Search for the unreviewed docs you'd like to save for quick access.

e When your search results appear, click [Add Shortcut] near the top of the page.

Unreviewed DOCS  smatehing docs. viewail —
Review and verify the following documents in accordance with your company’s policies. /
doc name, transaction m Search 4 Sort v Columns v Add Shorteut

Office Location Doc Label

Status
2 AgentFiles X~ Any Label M Any Status M
Closing Date Range (m/d/yyyy)
@ Unreviewed Doc Name Transaction Status Location Agen... Assigne... Closing Reviewed
Renewed TN License Otis Agent (Listing) Closed 2 AgentFil.. Otis.. 2minsago  Sep 04,2023
New Agent License Lisa Goblin (Listing) Closed 2 AgentFil.. Lisa.. Mar 13,2024 Jun 01,2024

e Set up your shortcut:

o Choose an icon to represent the unreviewed doc sort and / or search.

o Name the shortcut.
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e Click [Save Search]. Your custom shortcut will appear on the left menu in the My Shortcuts section.

Delete a Saved Shortcut

Delete a saved shortcut to keep your list of shortcuts organized and up-to-date.

Who Can Do This: Anyone can delete their own saved shortcuts.

To delete an unwanted shortcut:

0 Access My Shortcuts.

e Hover over your custom shortcut and click [X] when it appears to the right.
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e Click [Permanently Remove] to confirm deletion.

Save a Custom Task Shortcut




Save a custom task shortcut for quick access to frequently used tasks.

Who Can Do This: Anyone can save their own custom task shortcuts.

To save a custom task shortcut:

0 Go To Tasks List Page :

o Click [Tasks] from the top menu.

e Search & Filter Tasks:

o Search and / or filter for the specific tasks you want to sync to your calendar app.

Learn more about Task Searching & Filtering -

e Add Shortcut:

o When your search results appear, click [Add Shortcut] near the top of the page.
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@ setupshorteut:

o Choose an icon to represent the task sort and / or search.

o Name the shortcut.
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e Save Shortcut:

o Click [Save Search].

" Your custom shortcut will appear on the left menu in the My Shortcuts section.


https://app.paperlesspipeline.com/tasks/
http://paperless-sandbox.knowledgeowl.com/help/task-searching-filtering

Custom Shortcuts

Save custom sorts and searches for quick access to transactions, tasks, and docs you need frequently.



