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SOFTPRO [ /te

Creating a Local File Folder for SoftPro Lite

You will likely want to save documents created in SoftPro Lite to your local computer so that you can email them.
Here are some steps for a one-time setup that will make that process easier.

Create a SoftPro Lite Folder

1.  From your Desktop open Windows Explorer. You can do this by right-clicking the Start button and
selecting Open Windows Explorer

Properties
Open Windows Explorer
1| =t 1]

Or clicking on Start, point to All Programs, point to Accessories, and then click Windows Explorer

Note: if this does not work on your version of Windows please search the web for “Using Windows
Explorer” for help or call the SoftPro Support Center.
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In Windows Explorer, find your C: drive and click on it. This should be located under “Computer”:

( ®) [9 » Libraries »

Organize v New library

3¢ Favorites
Bl Desktop
J Downloads
% Recent Places

mn

Bl Desktop
4 Libraries
| *] Documents
o Music
=) Pictures
Videos

1% Computer

&, SYSTEM (C)

&3 DVD RW Drive (D)
S# f (\softpro.corp) (F:)

& (\\spsfps02.softpro.corp\usersS ~
S 4 items
-

Libraries

Open a library to see your files and arrange them by folder, date, and other properties.

&| Documents ) Music
< Library <& Livary
s Pictures Videos
S, L:br:r. i L:bram

Click the New Folder button (or Right click on C drive, select New and Folder)
[rlf-=]

]
(2

Organize v Share with v Burn

;. Custom-iNextReiease

Bl Desktop
9 Libraries
) Documents
JW Music
=/ Pictures
B videos
A Katie Kellett
1™ Computer
&, SYSTEM (C)
&3 DVD RW Drive (D:)
5@ f (\\softpro.corp) (F:)
“ﬁ Network
(&3 Control Panel
& RecycleBin
\. CWENDs
| Demo DB Backup Stuff

|, Formulas

. Import Files
I. Working

56 items

&

@uvlﬁ, » Computer » SYSTEM(C) »

New folder

Name
I Intel
. MATS
MSOCache
1. NVIDIA
. PerfLogs
I Program Files
| Program Files (x86)
ProgramData
I, Projects
. ProjectStuffForCustomers
1. Quarantine
|\ Quick Title
. SmartDraw CI
| Softpro_server
. SP
I spbackup
1. spinstall
\. Support
. Temp
I, Users
Vicual C#

~ [ 4 |[ search svs

Date modified Type

10/23/20139:26 PM  File folder
10/25/201310:22 ...  File folder
10/23/20131:32PM  File folder
10/25/201310:22...  File folder
7/13/200911:20 PM  File folder
1/21/2015 5:39 PM File folder
3/9/2015 2:27 PM File folder
4/9/2015 1:55 PM File folder
10/25/201310:22 ...  File folder
3/17/2015 8:37 PM File folder
4/1/2014 9:27 AM File folder
4/7/2015 4:37 PM File folder
6/4/2014 12:46 PM File folder
10/25/2013 8:47 AM  File folder
10/25/2013 3:47 PM  File folder
8/29/2014 10:40 AM  File folder
8/29/201410:21 AM  File folder
9/3/2014 9:12 PM File folder
10/25/2013 2:55 PM  File folder
10/25/20131:15PM  File folder
6/11/2014 9:09 PM File folder

ol
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4. A New Folder will appear; name it “1-SoftPro Lite:
o e =]
@()v’& » Computer » SYSTEM (C:) » v | s H Search SYSTEM (C) ,O\
Organize v 3 Open Include in library v Share with v Burn New folder =~ 0 @
4 Libraries “  Name Date modified Type i
% Documents A S T
J’ Musi I Visual C# 6/11/2014 9:09 PM File folder
usic
Do . SmartDraw CI 6/4/2014 12:46 PM File folder
&=/ Pictures
E e |\ Quarantine 4/1/2014927 AM  File folder
ideos -
1. Custome 1/8/2014 6:54 PM File folder
J. SP 10/25/2013 3:47 PM  File folder
1 Computer
£ SYSTEM (C) I Temp 10/25/2013 2:55 PM  File folder
4bBﬂdb3‘0364572f04b7$3b = 1. Users 10/25/20131:15PM  File folder
= 36200375bb7544 cSed7a2f0b235 1. Projects 10/25/201310:22 ...  File folder
| 362992 ed7a ca
8 46cebT191258856190fbb2041d5a54 1. MATS 10/25/201310:22 ...  File folder
= 65dccaTbe27014993d3 0821b . NVIDIA 10/25/201310:22 ...  File folder
J 65dcc b004 =
= 13465330451 c41823b309ccd J 65dccd7be27014993d3b0040821b 10/25/201310:19 ...  File folder
) c cc
: Config.Msi 1. 4b298db303d45f2f04b7e93b 10/25/201310:18 ...  File folder
. Config.Msi
~ Cust < J. 46ceb7191a5885€190fbb2041d5a54 10/25/201310:18 ...  File folder
. Custome
. Firef 1. Softpro_server 10/25/2013 8:47 AM  File folder
. Firefox =
. ntdl 1. 36a99a75bb7544fc5ed7a2f0b235¢ca 10/24/2013 3:59 PM  File folder B
. Intel
- MATS . Intel 10/23/20139:26 PM  File folder
= MSOCach | VPNClienb4 10/23/20131:37 PM  File folder
) ache
_ MSOCache 10/23/20131:32PM  File folder
New fold |, PerflLogs 7/13/2009 11:20 PM  File folder
. New folder (3
= iy M [New folder 4/9/20159:18PM  File folder a
o= - < 1 »
New folder Date modified: 4/9/2015 9:18 PM " Ty ||
| Type "1-SoftPro Lite
)/ PerfLogs
| ||1-SoftPro Lite
10

5. To save a Shortcut to your folder on your Desktop Right click the 1-SoftPro Lite folder (1), point to Send
to (2) and point to Desktop (create shortcut) (3):

Name Date medified Type E
1 Visual CH :09 PM File folder

Open
./ SmartDr : = :46 PM File folder

Open in new window
. Quaranti P7 AM File folder
J. Custom¢ Share with v Bapm File folder
j SP B Snagit b 1347 PM  Filefolder
L Temp W Scanforthreats. 2:55PM  Filefolder
M Users 115PM  Filefolder
. Projects &l | S o 4 10:22 .. Filefolder
|| MATS (5] Shared Folda.r Synchronization 3 1022 .. Filefolder
| NVIDIA Restore previous versions 057 o i Tomits

i »
11 65dccdT e ibrary 1019 .. Filefolder
| 4b298db. Sendto e * | ) Bluetooth device
1 46cebTls Cut 4y Compressed (zipped) folder
\ Softpro_:
P Ta e- Desktop (create shortcut)

Ji 36a99a73 @ Documents
L Intel Create shortcut G Faxrecipient
1 VPNClie Delete 1 Mail recipient

Rename 5 DVD RW Drive (D7)

Properties oo f (\softpro.corp) (F:)

-
mn I »
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You will find the 1-SoftPro Lite folder on your desktop. You can open this and access anything you save

from SoftPro Lite and also copy and paste items here that you want to upload into the Attachments

section of SoftPro Lite.

—
el
LTt ERL ™

6. From within the SoftPro Lite application’s Documents section, use the Save to file option:

o Hl [ G
ProForm 360 Documents
Start new
Documents || View Zoom Customize Cpboard Tools
StartPage | Order 150011 Documents X
15-0011 Document Distribution
Property Documents will be distributed in the order shown
2353 Willow W

Dukes [V] check ~ ew | & Stamp All
Distribute  Status  Document

Buyer =
Y » Vi @ |HUD-1, Pages 1-3 and Attachment

Billy Buyer and Meagan Buyer

Seller
Peter Patterson and Michelle L. Pat

[ Errors andWarnings |2 searchResuits
Ready.

Format

ISOFTPRO Add time =T s
o
" Break ~ § E[iE [Eselect ~ PromptLevel Unanswered ~
o Znsert ~ Stamp
ettings ~ s 2 eadyBloc Image
Epelete ~
Page Paragraph Table Insert Options
qb
Merge
For Stamp g
© None
HUD -
oa
Action
| Print

Finished?

Current Profile: Massachusetts
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When the Save As Dialogue box appears click on the C on (name of computer) folder. This will be located
under “This PC”:

+ ‘_ﬂ » This PC » Local Disk (C) » Users » » Documents v G| | Search Documents o |

Organize *  New folder =~ @

|l Downloads Date modified Type

(E-E Recent places
Mo itemns match your search,

Con SPRO-L101834
I 5% D on SPRO-L101834
I ﬁ Desktop
3 Documents
3 ], Downloads
I» &% F on SPRO-L101834
b Music
I EI Pictures
b [ Videos
I =g Local Disk (C:)
I» =& Temporary Storage (D:)

b €l Network

File name: | gl NFNEREE]

Save as type: | Adobe Acrobat (*.pdf)

'~ Hide Folders

- 1 |§ » ThisPC » ConSRRO-LIOIE » v c,| [ Search ConsprO-LiDIEZs 2 |

Organize v  New folder =~ @

4 Downloads Name Date modified Type

| Recent places - - )
. 1-SoftPro Lite 4/9/2015 %:18 PM File folder
. 4b298db303d45{2f04b7203b 10/25/2013 10:18 ... File folder

™ This PC
; i . 36399a75bb7544fcSedTa2f0b235ca 10/24/2013 3:59 PM  File folder
¥ Con SPRO-L101834 :
= . 46ceb7191a5885e190fbb2041d5a54 10/25/2013 10:18 ... File folder
¥ D on SPRO-L101834 .
. S . 65dccdTbe27014993d30b004082 10 10/25/201310:19...  File folder
eskto
N ; . 13465330d31c41823b309¢cd 6/18/201410:36 PM  File folder
. Custome 1/8/2014 653 PM File folder
. Firefox 4/2/2015 10:21 PM File folder

‘| Documents

&4 Downloads
¥ Fon SPRO-L101834

o Music

=| Pictures

& Videos
—a Local Disk (C:)
—a Temporary Storage (D:)

€l Network

File name: | HUD-1 Pages 1-3

Save as type: | Adobe Acrobat (*.pdf)

@ Hide Falders
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Now save your document here, renaming the document name if needed:

=) Save As -
®© - 1 |ng. » ThisPC » ConSPRO-L101834 v o| [ Search Conspro-LIOIB 2 |
Organize +  New folder =R S |
e
& Downloads ol MName Date modified Type Rl
=] Recent places |
e i ) 1-SoftPro Lite File folder
- . 4b298db303d45f2f 04k Te93b File folder
1M This PC
= C on SPRO-L101834 J 36a%99a75bb7544fcSed7af0b235ca File folder =
on -
= DR SPROCIIEA ) 46ceb719125885e190fbb 2041 d3a54 File folder
= 5 D::t : 65deccdThe? 7014993d3b0040821b File folder
= DES o . 13465330d51c41823b30%¢ccd File folder
E t
3 DDCUTEI,;S = . Custome File folder
a Fowr;po:osumsy L harctok File folder
l‘: Mon. i . Intel 013 %26 PM  File folder
- P_USIC . MATS File folder
= t
c VI: = . m-splite upload File folder
- LI eT;_ e . NVIDIA /25/201310:22 ... File folder
\JTDKE = (SJ = . Perflogs 7/13/2009 11:20 PM  File folder
emporary Storage (D:
- poiey. gE() . Program Files 1/21/2015 %39 PM File folder
v
e Network S e e = - PSP = . 5
File name: | HUD_1 S-OOOSI P
Save as type: | Adobe Acrobat (*.pdf) v
* Hide Folders | Save | | Cancel |

Documents can be accessed from the Shortcut to the 1-SoftPro Lite folder placed on the Desktop.
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