Transaction Flags

Use Transaction Flags to easily spot and address transactions that are most important to you.

Introduction

Transaction Flags provide a straightforward and efficient way to keep transactions that require
special attention on your radar. Flag transactions you want to stay on top of, such as recently

updated transactions, transactions with received messages, or transactions in need of certain
actions.

Use Pipeline's comprehensive search capabilities to create your own customTransaction

Flags. Pipeline will automatically flag matching transactions, making them highly visible and
instantly identifiable to you.
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Save A Transaction Flag

Save aTransaction Flagfor important transactions based on any search criteria. Pipeline will

automatically flag matching transactions, making them highly visible and instantly identifiable to

you.

Who Can Do This? Agents and admins can save their own Transaction Flags.

To save a search as aTransaction Flag:

0 Search for transactions that meet the criteria you want to flag.
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|
Nptsire where to start? Here are some examples — of search criteria you can use to

flagfransactions.

e Click [Save Search] once your search results appear.
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e Choose the red, green, or blue flagto represent your flagged transactions, thenname your
flag.
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e Save your flag by clicking [Save Flag] Whenever a transaction meets the criteria you

defined for a flag, that flag will be displayed next to it on your Transactions List page.
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View Flagged Transactions
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View flagged transactions to keep an eye out for transactions that are important to you when
working in Pipeline. When a transaction matches one of your saved flags, it will be flagged

automatically, making it easy to spot.

Who Can Do This? Agents and admins can view their own flags on transactions.

To view your flagged transactions:

0 Go to the Transactions List page by clicking [Transactions] from the top menu.

e View flagged transactions. Whenever a transaction meets the criteria you defined for a flag,

that flag will be displayed next to it.
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View A Flag's Criteria

View the search criteria set for a flagand a list of transactions that currently match.You can view
aflag's criteria either from flagged transactions on your Transactions List or when saving a search

from the Transaction Search area.

Who Can Do This? Agents and admins can view the search criteria of their own flags.

View A Flag's Criteria via Flagged Transactions

To view the criteria set for a flag:

e When viewing flagged transactions, click the flag next to a transaction.
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e View the search criteria set for the flagin the Search area. A list of transactions currently

meeting that criteria will be displayed below.
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View A Flag's Criteria via Transaction Search

To view the criteria set for a flag:

0 When saving a search as a flag click the flag you want to view the criteria for.The flags
you're using will be crossed out.
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e Click [View Search].
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e View the search criteria set for the flag in theSearch area. A list of transactions currently

meeting that criteria will be displayed below.
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Remove A Flag

Remove a Transaction Flagwhen you no longer need it.

Who Can Do This? Agents and admins can remove their own flags.

To remove an existing Transaction Flag:

o When saving a search as a flag view the flags you're currently using.The flags you're using

will be crossed out.


http://help.paperlesspipeline.com/help/save-a-transaction-flag

43 Search address, mis, agent, seller, b @ Transactions Tasks Unassigned Unreviewed Reports Reference + 2 Help ¢8% Hollis H.

Add Transaction TranSACtIONS  no matching transactions found. view all active transactions —
Import Transactions
addr, mis, agent, seller, buyer Search « Sort v+ Download v Save Search
- My Shortcuts Status Searching by Close Date Side Location
All Active ® -~ This Week - Any Side — ~  Anylocation »  ~
¢ Added On *x Any Y
ﬂ Admin Tasks Label Commissions Checklist Status
Any Label — A Commissions — M Incomplete x -
Y Stewart Closings
[ Updated Save this search / sort as a shortcut @ Save this search as a Flag @
Choose anicon Choose a flag
= Shortcuts mo A0 QA0 %O S|
With Incomplete Checklists Name Your Search Name Your Flag
Overdue Closing Closing this month Closing this week

This flag is already in use. Click to

remove or view search.

== @]

Name Your Flag

Closing this week

e Confirm it's the flag you want to remove byclicking [View Search]. A list of transactions

currently meeting the flag will be displayed, along with the search criteria set for it.
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o Click [Remove Flag]once you've confirmed you no longer need the flag.
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Transaction Flag Examples

Transaction Flags can be used in various ways to meet your specific role and workflow needs. Here

are some examples of search criteria you can use to flag transactions:

e Flag Transaction Changes

o

(e}

o

(e}

transactions added today
transactions updated today
transactions whose status changed last week

transactions whose status changed to closed this month

¢ Flag Important Dates

o

(e}

o

o

transactions listed this month
transactions accepted this week
transactions closing tomorrow

pending transactions closing this month with incomplete checklists

e FlagPeople

(e}

o

(e}

transactions of new agents(if an Agent Start Dateis within the Last 365 Days)

a specific agent's transactions(where a specific agent is added)

transactions where a certain lender Company is involved(where a Contact with a specific
Company Name is added)

an admin's pending transactions(with a Transaction Name containing a specific emoji)

e More Flags

o

(e}

o

transactions containing docs with missing signatures(with aDoc Label called, "Missing Sigs")
pending transactions with commissions not entered

transactions closing this week with commissions not entered

Feel free to experiment with different search criteria to find the flags that work best for you!
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