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HOW TO CREATE A LOOK-UP TABLE

If a field has a Look-up Table associated with it, the LKUP indicator will appear in the ProForm Status
Bar. Many fields in ProForm come with Look-up Tables created for them. You just have to add your entries.
You can also create new Look-up Tables for any other text field.
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You may want to create a Look-up Table in a field where one does not yet exist. For example, you may
want to create a Look-up Table for your vendors/payees that are entered on page 2 of the CDF.
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To create a look-up table on Page 2 of the CDF, select any hyperlink to open your Line Detail screen.

B. Services Bormower Did Not Shop For

$0.00

Description Re Ds

™
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To

Borrower -Paid
At Closing

Borrower -Paid
Before Closing

Seller - Paid

At Closing

Before Closing

FeEr=iel Paid By Others

Place your cursor in the Key Field you wish to create the Look-up Table.

cursor in the To: field. Press <F9>.

In this example, place your

T T
Line Detail (CDF18-0102 JLA.PFD) X

B. Services Borrower Did Not Shop For
Charges for Line 02

+

Description Re D.. Bomower {at Closing) Bomrower (before Closing)  Seller (at Closing) Seller {pefore Closing) Paid By Cthers
(i}
/ I
Desc.l | RE.‘ Ds: ~ TU.|*
Address: | | + |
Calculation Type: | Basic ~ Dletails Cost Paid: | & Closing - S

Bomower-Paid Seller-Paid Paid By Others

At Closing: Before Closing: At Closing Before Closing: l:l Disburse
Process As:
Paid By:
Tolerance: | 0% v Loan Estimate: : Fee Type: w
SoftPro (SPFUMC5-072)
b Alook-up table for field ChargeToMame does not exist. Do you wish to
E create one now?
Yes Mo
Select Yes.

The Create/Edit Look-up Table box will open. Here you will create your table structure. Use the
ProForm Field Codes to create your Look-up Table stucture. You can find a ProForm Field Code by
placing your cursor in the field and looking to your Status Bar.
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Line Detail (CDF18-0102 JLAPFD) X
B. Services Borrower Did Not Shop For
Charges for Line 02
Description Re D. Bomower(stClosing)  Bomower before Closing)  Seler st Closing) ~~ Seller before Closing) ~ Paid By Others
ol
Desc: | Re:| ] os: V| To[l =
Address: ] o[ ]
Calculation Type: |Basic v| [ Detais Cost Paid: | At Closing v S
Borower-Paid Seller-Paid Paid By Others
A Closing: | Before Closing: [ ] At Closing: Before Closing: | Disburse
Process As:
Paid By
Tolerance: |0% V| Loan Estimate: Fee Type v
Description Glosing Before Closing
Loan Costs Subtotals (A + 8 +C)
Other Costs
E_ Taxes and Other Govemment Fees $0.00
Borrower -Paid | Borrower -Paid | Seler -Paid Seler -Paid
Description Re Ds To ‘At Closing Before Closing A!ﬁdos:‘g 7*“"}}1992?7 Paid By Others.
01 Recordg Fees
02
<Ciick to add a row>
F. Prepaids $0.00
[ [ [owroen ertaos [t | e | oy || e [ Ol

Charge022ToName

File Balance...

Here is an example of what your structure may look like depending on what fields/columns you would like
to capture in your table. The structure of the table is built by entering the ProForm Field Code = the

heading of your Look-up Table Column.

Tip: Use the Underscore _ to create a
space between your column headings.
Spaces are not allowed when creating a
Look- up Table structure.

| Create/Edit Look-up Table (Local) > H
Enter field names to be included in the look-up table.
Separate the fields using <Enter:.
Charge ToMame=Charge_To | QK |
ChargeAdr1=5trect Address
| | |ChargeAdr2=City_State_Zip| Hel ] U
P
Cancel H
| . H
() Validated
Table Mame: |ChargeToMName v| (®) None
| I ! WL 1| L0 | L ] L L1 L8

The columns in your table will look like this per the example shown above:

] Charge To I

Streethddress I

City State Zip |

A table created on Page 2 or 3 of the CDF is linked automatically to all fields on Pages 2 and 3.
You can save entries to this table on either of these pages.
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A validated Look-up Table will check the database of existing entries each time a new entry is made to
the key field. If the entry does not exist in the table, you will be automatically prompted to add the entry to
the table. You can disable the entry-checking feature at any time by selecting None.

Create/Edit Look-up Table (Local) *

Enter field names to be included in the look-up table.
Separate the fields using <Enters.

ESCROWRTI | oK |

Help

Cancel

Type
(®) Validated
Table Name: [ESCROWRTI ~] (O None

When an entry is made in the program that is not recognized as a saved Look-up Table entry, you will get
the following prompt:

SoftPro (SPFUMCS-073)

The entry for this field is not in the lock-up table. Do you wish to access
the look-up table at this time?

Yes Mo
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