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Sorting Schedules in Forms

When a client has a large schedule, sorting is an easy way to temporarily change the view to 
quickly verify what is in the list. To change the view of any schedule on a form, click the link 
of the schedule on the navigation tab to display the items entered on the form.

Perform the following after accessing the appropriate client through SEARCH, clicking 
POLICIES on the Client menu and clicking the Details  icon:

 	 In the underwriting > navigation tab, 
click the appropriate line of business link.

�.

 	 Click the ACORD link.2.

 	 Click the appropriate schedule link to open the summary view.3.
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 	 Click the Sort button and the summary view will be sorted based on selections.6.

 	 To quickly sort the list, click the Sort link on the navigation 
toolbar to open the Sort Record(s) dialog box.

4.

 	 The sorting choices available reflect the columns that are displayed 
in the summary view. In the Sort Record(s) dialog box, select 
either Ascending or Descending for each item in the list.

5.


