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Start by selecting a 
pipeline view.

Press the save button.
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When you press the 
save button, the Save 

View box will open.

Select Save As and 
rename your pipeline 

view.

De-select the set as
my default view

button.

Save your new
pipeline view.
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In Encompass, select 
your new pipeline view 
from the drop-down list.

On the far right, press 
the advanced search 

button.
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Once Advanced Search 
is pressed, select the 

add button.

The Add/Edit Search 
Filter will open.
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In the Add/Edit Search 
Filter, select the Field 

magnifying glass.

In Find, type Loan Team, 
press enter.

Scroll down to select 
Loan Team Member 

Name – Underwriter and 
press OK.
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In the Add/Edit Search Filter, 
Once the Loan Team 

Member Name –
Underwriter is selected, use 

the drop down to select:
Is (Exact)

And type the value: Queue 
Branch Underwriting

Press OK
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Continue to press the 
add filter button

to add each of your 
underwriters.

The Field will still be
Loan Team Member 
Name – Underwriter

Operator dropdown to 
Is (Exact)

Type their names into 
the Value area.

Press OK
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Once you have completed 
entering your underwriters, 

you will need to 
select/highlight the 

second line and press the 
AND/OR button.  The 

second line will need  to 
reflect OR.

Press Apply
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From the pipeline view you
just created, right click on 

any of the columns to 
create a customize column.

In Custom Columns, select 
Loan Team Member Name 
– Underwriter.  Use the up 
and down arrows to move 
the column to where in the 
pipeline you would like this 

column to be placed.

Press OK 
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You now have your newly created pipeline view with the underwriter
designated.




