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Right Click: Your Best Friend for Options

Best Friends never let you down; neither will right clicking with your mouse.

Using the right mouse button can provide you with many options to make changes to multiple items at once in
GreenFolders. Just select the items you need to make changes to, right click, and then choose the action needed.

Options, Options, Options

Many right click options are available in GreenFolders. Several areas where right click options are commonly used are
listed below.

Note: Some of the information displayed in the images below is specific to your configuration and may not be the same for
your system. For example, Statuses vary from system to system.)

Folders
= LOAN APPROVAL (4 items)
13-00248-HR Reynolds LOAN APPROVAL 5/2/2013 1:58 PM Kath
“
Open In New Window
13-00253-HR - |OVAL 10/15/2014 4:18PM  Kacy
Q Assign To...
EINEW (1 items) < Favorite
13-00254-HR B Cony 12/29/2014 8:45 AM  Andr
[= OPEN (1 items) —— < Deletz
13-00265-HR o Frese 10/29/2013 12:10PM  Kathy
EIWAITING TITLE (17t Status 4 NEW
13-00237-HR Friority » OPEN
ESCROW INSTRUCTIONS
WAITING TITLE
LOAN APPROVAL
‘ [ FUNDING
[’ oNHOLD
CLOSED
Tasks
Drag a column header here to group by that column.
Open
‘ Task Completed | Folder Name | Task Name | Task Status
Open In New Window
IR Assign To...
14-00274-HR 7. Order Title'Unknown' NEW 2 Cosy = nNEw
"IN PROCESS
13-00251-HR 10. Funding Please rev... NEW % Change Due Date... o
X Delete [T NEED
3 E COMPLETED
Priority »
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In a Folder
Attachments
Attachments Sort by Rename
| Search 4 P Link
Name AI % Copy
= CORRESPONDENCE (3 items) K Delete
'zBuyer Opening Ltter Merge
@1099 Record with Simplifile
@Sel\ers opening letter § Quick Merge
= ESCROW INSTRUCTIONS AMENDMET
Share
= Escrow Instructions 7.7.14
Freeze
Y. MISC DATA
CORRESPONDENCE
Copy to...
= OPENING DOCUMENTS
Cpenpith CLOSING DOCUMENTS
Send To... ACCOUNTING BANKING
Compress PAYOFFS DEMANDS
adg Parties R ||E| ESCROW INSTRUCTIONS Argunmsms
LENDERS DOCUMENTS
Attachment Types ¢ SELLER TAX FORMS
Labels 4 TITLE
% Notes (0) LEGAL
Properties TRASH
Tasks
Open
Open In New Window
@ Assign To...
B copy NEW
n Change Due Date... IN PROCESS
Delet
X € | NEED
Status »
céWpLeTED
Priority »

Options are available in other areas, such as Thumbnails, and Notes. Get all the options with a right click!

For more information regarding this Leaf of Knowledge, please contact a member of the
GreenFolders Support Team at 801-747-2132 or GFSupport@GreenFolders.com.
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