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Overview

TransactionPoint is a Web-based, automated transaction management solution for Real Estate companies and Real Estate
professionals. TransactionPoint provides real estate companies with a new level of service to their clients, while achieving a

quantum leap in transaction productivity and monitoring ability.

Who is a Transaction Coordinator?

Within TransactionPoint, the transaction coordinator can:

» Add properties for agents

» Associate clients with properties

»  Create new transactions for properties

» Update transactions

»  Place and review orders for transactions
» Upload documents for a property

System Requirements

«  Microsoft® Windows 2000® or higher
«  Microsoft® Internet Explorer® 5.5 or higher

Logging In

1. Using your Web browser, access the TransactionPoint Web site.

“’Login = View Transection Docs  a° Find An Agent = Contact Us

About:

Yser 103 FNRES Realty

Password ;

THE POWER TO CLOSE MORE DEAL $,MORE EFFECTIVELY,
] Remember my password RIGHT AT YOUR FINGERTIPS.

What if you could improve profitability, increase efficiency and manage rizk more
effectively with a single =olution? If's al possible with TransactionPoint—the most
powerfultransaction management platformin the industry.

Dincresse Fontsize TransactionPoint Benefits:
» A web-based platform that allows access 24/7
» Automates the entire real estate transaction from listing aproperty to
closing the deal
= Easily create new transactions from AgentOffice and popular forms
products such as ZipForm® /WINForms® and AutoRealty.
fax. scanner_email, printer driver or direct upload.

logging of key events and communications
» Archive transaction(s)onto CDs for clients or company records

Media Options:

Click Here To View a PowerPoint presentation

Click Here To Listen to a Product Overview.

Welcome to TransactionPoint February 29, 2008

= Provides a secure document repository with documents easily posted via

» Reduces liability risk by adhering to a consistent process with background

TransactionPoint 1
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2. Type your User ID.

3. Type your Password.

4. If you want your system to remember your password, select Remember my password. If you intend to change your
initial password that was sent to you in the email message, do not select the check box at this time.

5. If you would like to increase the font size for all TransactionPoint Web pages, check Increase font size.

6. Click Enter. The Transaction Center page appears.

Home | hiail

Transaction Center

*" Transactions * Orders :* Properties

= Contacts & Providers

Calendar | FAQ | Help | Logout

* Documents = Reports  * Profile & Preferences

Submit a New Transaction:

Create Transaction

Branch:

Transaction Coordinator: Jones, Karen

(or) Find Existing Transaction: (choose 1 or all fields to search)

Agent: (* InActive Agents)

Assista TC Print Page |

Sawve Settings

East Office

Agent Represents: I Show all 'l

=l [show an

Status: |Pending vl

Other Filters: | Property Address

=

With: | Show all =

[~

Transaction Search Results

4383370 24129 Sylvan

23617 Golden
Diarmond Bar,
23617 Golden
Diarmond Bar,

3154-3386

3292-3524

3293-3525 Diamond Bar,
Remaove

Glen Rd F

Diarmond Bar, T4 91765

Springs Dr K-1
Ch 91765
Springs Dr K-1
ChA 91765

22840 Hilton Head Dr 130

CA 91765

Total Transactions : 42|

Pending Baxter, Bill
Pending Baxter, Bill

Pending Baxter, Bill

|| Print Due/Past Oue Activities | | Transfer | Fax Cowver I_
(=) Srnith, John I

r

(=) smioth, josmith I

(=) Cardenas, Jose r

Pending Baxter, Bill

Logging Out

1. Click Logout in the top navigation area. A logout confirmation page appears.

o1

Microsoft Internet Exploret

@ Are you sure you wank ko leave now?

Cancel |

2. Click OK.

TransactionPoint
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Getting Help

Click Help in the top navigation panel to view the available online help.

Hame | mazil

= Organization I Site Settings - Template Settings - Contacts °~ Reports

= vlities

Fag Losiout

= Profile & Proferences

Rrelease Notes

wversion 11.0 %

‘ersion 11.0 Presentation %

“ersion 10.0 Presentation
Wersion 10.0 Documert Manacemert Tool

Wersion 9.6
Wersion 8.6 Presentation

Wersion 9.5
Wersion 9.5 Presentation
Wersion 9.3

Wersion 9.3 Presentation
Wersion 9.1 Presentation
Wersion 9.0

Wersion 9.0 Presentation

¥ideo Notes

Hows to Creste s Transsction
Updste = Transaction

Document Management Overyiswr
Activity and Document Approvals
Ordering Services

Hows to Change Passwaord

Manuals

Wievy Only Realtor Guide «.9.0
Transaction Coordinator Guide «.9.0
Site Sdmin Guide 9.0

Consumer Guide v.9.0

Brovider Guide v.9.0

Click FAQ to obtain answers to frequently asked questions.

o O & | L Topics | @ Ak

Search: | - &)l Topics -

For: |

Topics
Click on a topic to display its top rost asked
questions

Transactioh Coordinator

8
E
]

4
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Transaction Center

You can search, create, modify, and remove transactions in the Transaction Center. You can also assist another transaction
coordinator, print due or past due activities, and print Fax covers pages for your transaction.

1. Click the Transactions tab.

2. Click Transaction Center. The Transaction Center page appears. You may also click HOME for the same results.

Home | il FAG | Help | Logout

%" Transactions

> Orders | * Properties

¥ Contacts & Providers | ¥ Documents | * Reports | * Profile & Preferences

Transaction Center

Submit a New Transaction: Create Transaction | ‘

‘ Print Page ‘
Show:| My Transactions v|

Agent Represents: | Show All (v Status: with: | Show all v
Other Filbers:| Property Address v| | |

Transaction Search Results

Total Transactions: 2|

Print Due/Past Due Activities Transfer m

52296432 175 South California Ave,

Monrovia, CA 51016 Pending Atkins, willarm GL-07-6745 (B) May, George  11/18/2007 il
E225-6425 . . oTH
= Iﬁl“oﬁrz":e”t::”;egfgzed Pending Atkins, Willam 07-055-2451 (S) Durst, Amy  12/15/2007 [ ]
)
* i - ; || Print Due/Past Due Activities | | Transfer | Fax Cowver I:‘
“ou have been given access to this transaction by the owner |

Total Transactions: 2|
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Searching Transactions

1. Select the search criteria for the transaction.

2. Click Search. The page refreshes to display a list of properties that match the search criteria.

Home | hdail Calendar | FAQ | Help | Logout
*" Transactions | = Orders ‘ > Properties | . Contacts & Providers ‘ > Documents ‘ = Reports | = Profile & Preferences
Transaction Center
Submit a New Transaction: Create Transaction | ‘
(or) Find Existing Transaction: (choose 1 or all fields to search) Assista TC | Prirt Page ”

Transaction Coordinator: Jones, Karen

Branch: Agent: (* InActive Agents)

Sawve Settings

East Office

Agent Represents: I Show all 'l

Other Filters: | Property Address

j |M00re, Mary
Status:IPEnding vl
|

With: | Show All

Transaction Search Results

23617 Golden Springs Dr K-17
3696-3924 Diarmond Bar, T4 91765
123 Hoa Street
3779-4005 Honolulu, HI

Pending Moore, Mary (=) Cardenas, Jose

Total Transactions : 3|

Prirt Due/Past Due Activities Transfer

r

Pending Moore, Mary (=) ler, Sel r
Remove
111 Fake 5t .
3649-3577 Diamnond Bar, CA 91765 Pending Moore, Mary (=) Buyer, Test o7/nz/zo0s [
|| Print Due/Past Oue Activities | | Transfer | Fax Cowver I_
Total Transactions : 3

TransactionPoint
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Creating a New Transaction

1. Click Create Transaction. The Transaction Summary page appears.

Home | Mail F&GQ | Help | Logout

* Transactions | 3 Orders | = Properties | > Contacts & Providers | = Documents | » Reports | * Profile & Preferences

Property Address: Transaction ID: EscrowiClosing Ma.
ReprezentsStatus: EzcrowiClosing:
Listing Price: § Cortract Acceptance Date: Estimated Closing Date:
Sales Price: § Seller(s): Buyer(=):
Year Buitt/Approximate Age: Seller's Agent: Buyer's Agent:
MLS Mo. APH Mo File Mo.
Transaction Summary " Transaction Contacts | Activities/Orders/Docs || Communication Log

Transaction Details Save SavelNaxt |

*Anert: ABC Realty - Glendsle Branch % | |- Select Agent - %

[rrivate Contact

{Mote: Agent represents SELLER for Dual Agency Transaction)
*agent Represents: - Select - W Status: Pending % | *Sales Type; - Select - L

(T VY (rrreTicnyy)
Listing Dite: & Listing Exciration Date: &

(rrticad
Contract Acceptance :,,,’ Days to Estimated Closing
Date: Date:

(PN (i)

s Escrow s
Estimated Closing Date: N Closing Date: N
Listing Price: Sale Price:
Loan Type: Select Loan Type | Loan Amount: File humber.
fridciyy)
) Cancelstion e
EscrowiClosing MNo.: Title Mo.. Dete: N
Property Details

"Type: - Select Property Type - v 't Buitt: Age:
‘address 1: MLS Board: | Unknown Board %
Address 2 MLS #:
"Cty: “State: b
Zipy - (Additional 4 digits optional) APN:

Proparty Search APN Search

|Additiona| Property Details |

|Home Owners Association |

| Save Save/Next |

User: Janet Moore w122 Copyright® 2002 Site Hame: gid e
TransaGﬁOHPOfnf Terms of Uge  Privacy Policy Powered by Fidelity National Real Estate Solutions

2. Setaccess options for Transaction Coordinators and Full Access Agent. (Not available to all users)

» Transaction Coordinators can give Full Access Agents full access to a transaction.

i. Inthe Select Agent list select the primary agent for the transaction.

TransactionPoint 6 Transaction Coordinator’s Guide



Select the Allow Full Access check box if this agent is permitted to full access rights to the transaction.

Transaction Summary " Transaction Contacts " Activities/Orders/Docs " Communication Log |

Transaction Details | Save SavelNext ||

*Agent: |AEIC Realty - Glendale Brapch v| |Anderson, Karen

[Cprivate Contact Allowe Full Access

The transaction will appear in the Full Access Agent’s list with an asterisk, indicating full access.

Transaction Search Results

Print Due/Past Due Activities Transfer

Trans # (Property Address @ Primary Agent Closing /Escrow # |Principals (B or 5) Closin Date

6225842815451 Montrose Ave.
* Montrose, CA 91020 Pending Atkins, William  07-055-2451 (S) Durst, Amy 12/15/1907 il

Total Transactions: 2|

6238-6441 13571 Avenue 47 ;
* Los Angsles, CA 90041 Pending Anderson, Karen ABC-LA-3871-007 (S) Robertson, Edward 11/22/2007 il

ou have been given access to this transaction by the cwner | Prirt Due/Past Oue Activities Transter Fa Cowver O

Total Transactions: 2|

Full Access Agents can assign Transaction Coordinators to a transaction.
i. Select the Allow TC Access check box.

ii. Inthe TC list, select the Transaction Coordinator to receive full access to the transaction.

Transaction Details | Save | SavelNext ||

Allowy TC Access T | Moore, Janet (ABC Realty - Glendale B |

Note: Only Transaction Coordinators with access to the same branch as the Full Access Agent appear in this list.

The transaction will now appear in the Transaction Coordinator’s list with an asterisk, indicating full access to the
transaction.

Transaction Search Results

Total Transactions: 3|

Print Due/Past Due Activities Transfer m

T e T - .:.t,

62756425 2451 Montrose Ave.

Montruse. GA 81050 Pending Atkins, williarm  07-055-2451 (S} Durst, Amy 12/15/1907
62416444 9510 Brand Blvd. #235 i
= Glendale, CA 91203 Pending Anderson, Karen (=) Marrow, Kevin 11/08/2007 il

3671 Avenue 47 f
B235-6441 Los Angeles, CA 90041 Pending Anderson, Karen ABC-LA-3871-007 (S) Robertson, Edward 11/22/2007 il

ou have been given access to this transaction by the cwner | Prirt Due/Past Oue Activities Transter Fa Cowver O

Total Transactions: 3|

3. Complete the requested information. Required fields are marked with red asterisks (*).

A selection from the Sales Type list is required. Choose from the following selections: Refinance, Resale, New
Construction, Other, and Unspecified.

TransactionPoint 7 Transaction Coordinator’s Guide



5.

6.

Note: Transactions you entered into TransactionPoint before the Sales Type list was added will automatically be

given a default selection of Other. You can change this selection if you want.

» Use the Property Search button to search for properties in TransactionPoint or within your contracted MLS

provider.

Click the plus sign next to Additional Property Details to enter additional details, property specifications or property
occupancy information.

Note: Additional Property Detail and Home Owners Association information is not required to proceed with this

transaction.

Click the plus sign next to Home Owners Association to enter Home Owners Association information.

Click Save to save the information, or Save/Next to move to the next page in the transaction creation process.

Adding Transaction Contacts
1. The Transaction Contacts page appears.

‘ Transaction Contacts

Save

Savalled = |

Transaction Coordinator: Dovwns, Emily

Buyew's Agent: Brown, Robert

Cortact Type:*

First Mame:*

Company Mame:

Buyer

Miciclle:

Find Contact

[ Private Contact

Last Mame:*

Mail Address
Address 1
Address 2

City:

[ Use address on transaction

ZIP.

Email:

Home:

Wiork:

Fax

Country: usa A hdobile:
Delivery Preference: | Mone |
Cortact Type: Seller
First hiame:* Miciclle: Last Mame:*
Company Mame: [ Private Contact
Mail Address [ Use address ontransaction [] Use above address Emil:
Address 10 Home:
Address 2 Wark:
City: State: IF Fax:
Courtry: usa A Mtiobaile:

Delivery Preference; | Mone |

2. Complete the requested information. Only the names are required. Click Find Contact to search existing contacts if the
seller has been involved in a prior transaction.

3. Click Save/Next. The Activities/Orders/Docs page appears.

TransactionPoint
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Adding Transaction Key Dates and Activities

Key dates are different for every contract. All due dates for transaction activities are based on the key dates.

Key Dates

Listing Date
Listing Expiration Date

Cortract Acceptance Date

Increase of Deposit |1 1] =

Property Condition Cortingency IT =
Financing Contingency Remaoval IT =
Title Cortingency IT =
HOA Documents Cortingency IT =
Appraizal Contingency Removal IT =
Cortingent Sale (buyer's home) Contingency IT =
Court Approval Cortingency IT =
“izual Inspection Contingency IT =
Estimated Closing Date IT =

{MM/DDAYTT

e
—
—
—
—

Ve R R < R - N N S = S S - N N S~
R A S A A A A S GO A G

Activity Selection

Please select one of the activity templates below to generate activity list:
% Master Activity List

Activity Templates:

7 Commercial-Seller

& Inspection Activities

" Test! Seller Activity Template

Generate Activities

Note: The System Administrator can set up default key dates and descriptions. You can modify the default dates, if needed.

4. Either enter the # of Days from Acceptance Date or the Key Date for each date.

5. Select the Template you wish to apply to this transaction.

6. Click Generate Activities.

TransactionPoint 9
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The Activities page appears, showing the complete list of activities required to process this transaction.

Transaction Summal Transaction Contacts Communications Log

| Key Dates Print |

= activities —
Filter by Task Type: Shaowe All w
Filter by Task Status: Shiw Al v

| Add Template Activities | | Add Master Activities |

Update | | Remowve | | Fax Cowver | Completed Date In=ert

I:I-_—II—---
il l:l General Documents and Orders l:l

il l:l uyer's Inspection Advisory
il l:l Courter Offer(s]

il l:l Intra letter

il l:l Lender info (pre-gualiapg letter)
il l:l Open escrow

O res

il l:l Mold Disclosure

il l:l Home Warranty Confirmation

il l:l Escrow Documents

|:| l:l Hazard Report Receipt Received

B
I:I-__--_

Update | | Remowve | | Fax Cowver | Completed Date In=ert

(=]

(=]

lI:I:I:I:I:I:I:I:I:I:I_
IEEEEEEEEEEL

| Add Template Activities | | Add Master Activities |

DuePast due activities are shown in red.

| Drders

| Transaction Documents

| Inhox Documents

Working with Transaction Activities

The Transaction Activities page allows you to:

»  Filter activities

» Add or remove activities

« Enter and update due and completed dates
e Setalerts

* View and enter activity logs

»  Generate and print Fax cover sheets

» Upload and work with activity documents
»  Place activity orders

*  Print due or past due activities

TransactionPoint 10 Transaction Coordinator’'s Guide



Filtering Activities

You can filter activities by Task Type and Task Status:

= activities - Print
Filter by Task Type: Show &I v‘,
Filter by Task Status: Shiw Al v /
| Add Template Activities | | Add Master Activities |
Updste | | Remove | | Faxcover | [ completed Date v n ' e I
[ priority  Activity Due Completed Log Orders Docs
|:| Genetal Documerts and Orders (*/ A J (‘“f H m
il Buyer's Inspection Advisory & 5/25/2006 Eo | & u ol
I Courter Offer(s) & |5/25/2006 e O & U ]
0 Intro letter & |5/25/2006 e | & u D
il Lender info (pre-gualfapn leter $|5/25/2006 Eo | & o ol
| Open escrow & |5/26/2006 Rl & L 9 Dl

Click Save Settings to save the filter selection for future use.

Adding Template Activities
1. Click Add Template Activities.

2. Select the Activity Template.

3. Click Continue. The Activities List appears.

4. Click Add Activities. A list of all activities in the system that are not in this transaction template appears.

5. Click the activities you want to add to this template.

6. Click Add Template Activities.

Adding Master Activities
1. Click Add Master Activities.

2. Click the activities you want to add.
3. Click Add New Activities.

Adding One-time Activities
1. Click Add Master Activities.

2. Enter the activities you want to add in the appropriate activity section.

3. Click Add New Activities.

Removing Activities
1. Select the activity you want to remove.

2. Click Remove.

TransactionPoint

11

Transaction Coordinator’s Guide



Updating Due Dates
You can update due dates for your activities several ways ways:

» Select the Activity, enter the date in the Due field, then click Update:

=] activities [ e |
Filtar by Task Type: Show Al v
Filter by Task Status: Show Al -

| Add Template Activities | | Add Master Activities |
Update T | | o | ICompIeied Date vl I . e I

Egﬁﬁal Documents and Orders l:l |:|® J m
Buyer's Inspection Advisory @ i J I:I@ H m
I | I:I Counter Offer(s) ® Eog | |:|® ju] |
il l:llntro letter @ | |:|® L D
|:| l:l Lender info (pre-qualfspg leter ® Eo J |:|® H m
O s flepeonoe | o ] [ oy g ol

You can select multiple activities to update at once.

» Select the Activity, click the Calendar Icon, select the date, then click Update:

[=]  activities o
Filter by Task Type: Shawe &1 R
Filter by Task Status: Show &1 v M

| Add Template Activities | | Add Master Activities |
Update Remowe | | Fax Cower ‘ ICUmpIEied Date VI I . Insert I

eral Documents and Orders G‘}l:l J m
EE:( yer's Inspection Advisory (‘} H m
il l:l Courter Offer(s) ® o] Dl
O |otoeter I Dl
al I:I Lender info (pre-gualiapg letter) L Dl
/I o Golegoeponng | e L o D|

» Open the Key Dates section, change the Key Date, then click Update Activities.

Entering Completion Dates

Select the Activity, enter the date manually in the Completed field, then click Update:

| Key Dates Frint |
= activities Print
Filter by Task Type: Show Al -
Filter by Task Status: Showe &l v

| Add Termplate Activities | | Add Master Activities
Update Remowve | | Fax Conver | I Completed Date v I I . Inzert I

ral Documents and Crders @l:l A |:|® H
Buyer's Inspection Advisory 8| 5/25/2006 |:|® L m
AL oot are i | ~ed
| f—— Sulpyocionne b Gl | L] |

You can select multiple activities to update at once. You can also click the grey box next to the Completed field to
automatically insert today’s date.
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Setting Alerts

You can set up alerts to notify contacts about activity completion, or to remind them about due dates.

1.

Click on the bell to the right of the activity Due date.

=l activities [ e |
Filter by Task Type:
Filter by Task Status:

| Add Template Activities ‘ | Add Master Activities |

I:I-__--_---
O I:I General Documents and Orders @I:I i

(] I:l Buyer's Inspection Sdvisory ®m P l:l@
O l:l Counter Offers) ®m B | |:|®
O] oot xd [ e
O I:I Lender info (pre-gualiapg letter) ® #E I:I@

e EEEEIEE =
I2EEEEEEIRE

(I Josmessn ooz | #d [ o u o
O RPA $|5/25/2006 Eog | &
The Activity Reminder page appears.
Activity Reminder e
Activity: E-04b Physical Inspection Report
[ Reminder On Completion
No. of days Before due date 0On due date Mo. of days Past due

S =k =t =t =t = =P = O = N =Rl =k =E =2 = =Tl S

" Transaction Coordinator: Karen Jones, East Office (Fax ¥7755530158)

[ Seller's Rgent: Bill Baxter, East Office (Email: bbaxter04 @hotmail.com)

" CLOSING: Jeffrey Smith, Sunny Day Escrow (Mira Loma) (Email: jsmith041 @yahoo.com)

[~ HOME WARRANTY: Mancy Richards, Acme Home Warranty (Carson) (Email: nrichards04@yahoo.com)

[ TITLE: John Browen, Bright Mew Title drvine) (Email: jhromn04 2@Eyahoo.com)

" INSPECTOR - Home Inspection: Chris Klinger, Check Out Horme Inspection (Morwalk) (Email: cklinger04@yahoo.com)

[~ INSPECTOR - Home Inspection: Tammy white, Check Out Home Inspection (Morwalk) (Email: tammyigiis.com)

" INSPECTOR - Pest Control Inspection: Chris Klinger, Check Out Home Inspection {Monwalk) (Email:
cklinger04g@Eyahoo.com)

* Mo contact information availahle

Submit Cancel

2. Select the reminders you want to send. If you select multiple boxes, multiple alerts are sent.

3. Select the Contacts you want to receive the reminders.

4. Click Submit.
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Accessing Activity Logs

Activity logs record comments about specific activities. You cannot modify or delete these comments. The comment log

may be accessible to the Buyer/Seller should the activity be marked as Public.

1. Click L under the Log heading on the activity line.

[=]  activities

Prirt
Filter by Task Type: Show &1 -
Filter by Task Status: Show &1 v

| Add Template Activities | | Add Master Activities

Update | | P | | e | Completed Date T

Dederty aewire el @] compietes

|:| I:I Genetal Documents and Crders ®|:| Al J |:|® L m
il I:l Buyer's Inspection Advisory ® 5,-"25,#'2005 e ] |:|® L Pl
il Counter Ciffer(s) $lesonionne i Ll Dl

2. Enter your comment.

3. Click Submit.

Printing Fax Cover Sheets

1. Select the activity for which you want to print a Fax cover sheet.

=l activities

Frint
Filter by Task Type: Show &l w
Filter by Task Status: Show Al v

| Add Template Activities | | Add Master Activities

Update | | Remowve | Fax Cower Completed Date %

Inzert

I I:I General Documents and Crders i J |:|® J J
al I:I Buyer's Inspection Sdvisory £ J |:|® J M
'l I:I Courter Offer(s) e | |:|® L o
O oo Golepeonns | ¢ | [ & u ]|

2. Click Fax Cover. The Fax Cover Sheet page appears.

| TransactionPoint Fax Cover Sheet

255973 3232 Clearview Lane, |RF'A
255092 Meckinney, T 75070

255973 3232 Clearview Lane,
255092 MecKinney, TX 75070

Include in
Remove .
Trans # Property Address File Name Cover Sheet Cu!lﬂrljll!ed
Archive
O

Lender infa {pre-

e i) |Lender info {pre-gualfapp Iette| ] ]

Subrnit | | Cancel |

When you create a fax cover sheet from the Transaction Center, within your user profile in the Transaction Center, and
in the Order section of your transaction, you can choose to have the system delete the fax cover sheet when the fax is

posted to TransactionPoint.

3. Check the box in the Include in Customized Archive column.

Note: For more information on archiving your transactions, see Archiving Transactions on page 44.
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4. Click Submit. The Fax Cover Sheet appears.

u AT

I

Fax Cover Sheet

TransactionPoint

Darlene Potter
Transaction Point
Fax To: (866)309-2023
Please place this cover sheet on top of document.
Diate:

#of Pages

ﬁnn: LITY

Process Id: 50801

[Notes:

File Name: Package 1

Transaction Number: 2530

Site ID: 7-01

Property Address: 123 Main, Santa &na, CA

User ID: 3034

Document Type: Activity (573): HOA Package Ordered

e
I v =

Note: The Dispatcher (service provider) can create a fax cover sheet from the Order Center. See Editing an Order on page

55.

Printing Multiple Documents

You can print multiple documents from the Transaction Documents section of the Activities/Orders/Docs page.

1. Open the transaction and click the Activities/Orders/Docs tab.

2. Inthe Transaction Documents section select the check boxes of the documents you want to print and click Print.

||E|Transaction Documents |
| =il | | MowefCopy | | Priwvilege | | Rename | | Archive | | Remowe | | Print | | Uplo=ad Documert |

| Hame Approved Archive Tracking# Upload Date Log Privilege

|:| Buyer's &gency Disclosure J E225-6425 10/26/2007 3:00:41 PM (PDT) H ﬂ ﬂ
HOS Bry-Lavws J G223-6425 10/28/2007 9:50:19 PM (PDT) H ﬂ ﬂ
Home \Warranty J G223-6428 10/26/2007 2:59:10 PM (PDT) H ﬂ ﬂ
Homeowner Assocation Informstion J 6225-6428 10/26/2007 3:00:13 PM (PDT) H ﬂ ﬂ
| =il | | MowefCopy | | Priwvilege | | Rename | | Archive | | Remowe ||| Print || | Uplo=ad Documert |
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3. Inthe Documents - Print page, click Yes, Continue.

Documents - Print

List of Transaction Documents selected

Buyer's Agency Disclosure
HOA By-Laws
Home Warranty

Depending on the size of the selected documents, this process may take a minute or more to complete.
Do you want to continue ?

‘ —>|| Yes, Cortinue ||| Mo, Please Cancel ‘

Note: This step gives you the option to either continue assembling and printing the documents or cancelling the
process. If you continue, during the assembling of the documents you again have the option of cancelling the operation.

4. Inthe PDF page, you can:

*  Print the documents by selecting File>Print.

e Save the documents (as a single document) by selecting File>Save.

Working with Activity Documents

The letter D appears under the document’s heading on the activity line for activities preset to be associated with documents.
You can use the document box to store documents related to the specific activity.

= activities [ Pim |
Filter by Task Type:
Fitter by Task Status: N\
| Add Template Activities | | wd Master Activities |
N\

| | Fax Cower | Completed Date v In=ert

n-—-

0 l:l General Documents and Orders o]
] I:l Buyer's Inspection Advisory e [ @ H.’ ol
O |:| Courter Offer(s1 Eo | ju| Dl
O Joroete L y ol
] I:I Lender info (pre-oqualfapp letter) i J H m
O |onenesoow ¢ I u o il
O Jms Oz | [z [0 M ne

A paper clip next to the D indicates that there is a document in the box.
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Uploading a Document
1. Click D. The Activity Document List appears.

Activity Document List Close
Transacton #: 255973-255092

Property: 3232 Clearview Lane | McKinney, TH 75070 Property Type: Single Family Buyer's Agent: Robert Brown
Closing #: Sales Price: $396,599.00 APN #:

Contract Acceptance Date: 5/24/2006 Estimated Closing Date: 6/10/2006 Age:

Activity : RPA
» Select inbox documents to maove to the current activity, or upload a docurnent to the current activity.
» Manage Activity Documents: view, mail, move, change access privileges or view access history,

D Hame: FFA *
Select File:
Document Security: (@ Document is Public O Dacument is Private
:l:;::;:z;ll Customized OYES @ o
Upload

Hame Upload Date
255973- 5/26/2006 2:44:20 PM p
[]EeA J 255092 (MDT) 4 i #l
tail Moy e Rename Remaove
Close

2. Type the Document Name, or use the default document name.

3. Click Browse.

4. Select the document to be uploaded.

5. Select Document Security.

6. Select Yes if you want to include this document in a customized archive.
7. Click Upload.

To view a document, click on the document name. To assign specific privileges to this document, click the letter P on the
right of the document line.

Emailing an Activity Document
1. Select the document.

®» Manage Activity Docurments: view, mail, move, change access privileges or view access history,

D t Hame: REA *
Select File:
Document Security: (@ Document is Public O Document is Private
:1::::;::;:n Customized O ves @ Mo
Upload

Activity Documents

Hame Upload Date
255973- 5/26/2006 2:44:20 PM p
2 255092 (MDT) 4 o 1l
bt il Move Rename Remove
Close
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2. Click Mail. The Mail Documents page appears.

MAIL DOCUMENTS

List of documents selected

1) Mortgage Ord.

[ SelectRecipents |
[ seller's Agent: Bill Baxter, East Office *

[T cLosING: Jeffrey Smith, Sunny Day Escrow (Mira Loma) (Email: jsmith041 @yahoo.com)
™ TITLE: John Browyn, Bright Mew Title (rvine) (Email: jrown042i@yahoo.com)

[T HOME WARRANTY: Mancy Richards, Acme Home Warranty (Carson) (Email:
nrichards04@yahoo.com)

™ INSPECTOR - Pest Control Ingpection: Chris Klinger, Check Cut Home Inspection (Morwealk)
(Email: cklingerddi@yahoo.com)

[ INSPECTOR - Home Ingpection: Chris Klinger, Check Cut Home Inspection (Morwealk) (Emsail:
cklinger04@yahoo.com)

[~ INSPECTOR - Home Ingpection: Tammy white, Check Out Home Inspection (Morwalk) (Email:
tammy g fnis com)

* Mo Email specified or the user might have different notification or no notification method.

| Mail Opions |

Enter Other Recipients: I (separated by ', "}
Subject: I
Message: ;I
e
Send Close

3. Select the Recipients.

4. Enter any Other Recipients, separated by a comma.
5. Enter a Subject.

6. Enter a Message.

7. Click Send.
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Using Default Activity Reminders

The Site Administrator can set default email reminders for you. All new transactions then have reminders set for the

specified activities.

When a transaction is created and activities are populated into the transaction, you see red bells for reminders that are set

and blue bells for reminders that are not set.

[' Add Template Acfvities }

’ Transaction Summary u Transaction Contacts |[ Activities Orders/Docs H Communications Log
’ Key Dates ' Print
Bl actties
Filter by Task Type: [ Show All v
Filter by Task Status: | Show Al v/

] Add Master Activities [

[ priority Activity ©'|

Oz |aciviv &
O | acviv |
IS‘— AD-11 &
] : Appraisal Ordered &
Ot |oebs activey &
il : General Documerts and Orders &
l _,' HOA Package Sent to Buyer for &pproval &
O ' , Loan - Contract to Lender &
O Jsos ©

Due Completed Log Orders Docs
324/2006 | e | & u bl&
B o u oo
3/23/2008 | ¢ L & u blg
m » ] & o bl&
Qoo | #¢H | o u P
IE N o u &
ansroos | <l | & 4o p&
ansro0s | #<d | & U o o
3162008 | W [ & u Dl

S| ——— e SR Je——

You can change the settings and include additional participants to receive email reminders. To view the settings on the
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email reminder, click the bell. A pop-up box appears and you can view the default settings.

Activity Reminder @

Activity: AD-11
Due Date: 2/23/2006

Reminder On Completion

ie !
No. of days Before due date On due date No. of days Past due
p7| O7| Oef Ods| C14| I3 [¥2) O1 O1| O2| M3 O4| Os| Oe} 7| b7

NS TP T
ntact:

Transaction Coordinator: Angel Ochoa, Branch B -Hope Realty (Email: angel@mail.ga.trpoint.com)

[Iseller's Agent: Star Blake, Hope Realty (Email: service@uqa.trpoint.com)

[ IBuyer’s Ag_;em: Julia Listingagent, The Real Estate Co (Email: service@aa.trpoint.com)
[ISeller: Chris Seller (Email: senvice@na.trpoint.com)

[‘JBuyer: Benji Buyer (Email: service@qa.trpoint.com)

[(]CLOSING: Jack Johnson, Hoaky Escrow (Email: senvice@oga.trpoint.comn)

* Mo contact information available
Submit Cancel

You can change the default settings or add participants to receive the reminders.
Viewing Default Activities Priveleges and Archive Settings
The Site Administrator can set each activity to default to Public or Private:

»  Public makes the activity viewable to all parties named in the transaction.
»  Private makes the activity viewable only to the Primary Agent, Transaction Coordinator, and Super User.

Note: You cannot change the privilege. This may be done by the Site Administrator only.

To view whether an activity is Public or Private, click on the activity name from the Activities/Orders/Docs tab within the
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transaction.

’. Transaction Surnm.n'gg : “ Transaction Contacts || Ac dersDocs ‘l . Communications Log
".-.i(ey Dates = Print
= activities
Filter by Task Type: [ show i v/

Filter by Task Status: [ Showe a1 _v_j

|' Add Template Activities | | Add Master Activities |
" Updaste | | Remove | | FoxCover | IcOmpleied pate vl Y B
[ priority Activity © Due Completed  Log Orders Docs
Oz |actiiv ©[apqe00s | el | & u D&
O ety G| ] wl | & u IR
el Jaou Oppipns | 44 [ o H &
] D Appraisal Ordered &W 8 | I:® L bl &
OI[1 | pebs activey Slyzeos | ®d [ 6 d D&
Il |_—] General Documents and Orders (*/j_l s | |7 & L D&
L HOA Package Sert to Buver for Approval & /371872008 : e I & W o D&
0|  |Loan-Contractto Lender Slangeos | A | & W o D
O Jsos Glaereo0s | AL | & U -
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A pop-up window appears showing the privilege (see arrow A below).

Activity Rules

Activity Description:

Activity Category:

Agent Represents:

Activity Rule:

Key Date:

Auto Schedulable?

Orderable Activity?

Upload Documents?

When completing this activity:

"Due” Activity will be displayed in Calendar?
B Activity is Public or Private?

Include in Customized Archive?

Default Document Name:

Document Privilege

CT

HOA Package Sentta Buyer for Approval

Update Activity

HOA Package Sentta Buyer for Approval
Contingencies

Seller

nurmber of days after a key date |5

Contract Acceptance Date

Yes

Yes  Sewice Category: Inspection Type: Ashestos Inspection

Yesg

Doesnt Cancel or Close the transaction
Yes

Public

Mo

HOA Package's

Private - Buyer, Seller, Seller's Agent

Cancel

The Site Administrator can also set each activity to be included in the Customized Archive CD burn. If an activity is set to
No, it is not included in the Customized Archive CD that you or an agent creates (see arrow B above).

Note: You cannot change this option. This may be done by the Site Administrator only.

To set activities using the Customized Archive feature, see Customizing Archive Options on page 47.

Placing Activity Orders

If there is an O in the Orders column for an activity, you can place an order for that activity.

[=] activities Print
Filter by Task Type: IShDW All 'l
Filter by Task Status: IShDW All 'l

| Add Template Activities |\| Add Master Activities |

Updzte | | Remowve | | Fax Cowver | IDueDate '!I I ' Ing I

rt
Completed Log Orders Docs

™ Activi Due

I_ Genetal Documerts and Orders (*/I A J I (‘“f m @
[V E-04b Phvsical Inspection Report G 10/24/2008) 3 | | § L ol

[T E-04a Order Physical Ingpection or Waiver (*/I e | I & U gy ol

[~ E-03 Termite Clearance (*/I GO | I & U ol

[~ E-02b Termite Report G| e | & o ol

I™ E-02a Order Termite Inspection G| s 1 ¢ U o# D
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1. Click O. The Select Provider page appears.

Select Provider (Existing or Create)

| Add Hewr Company | Selact | Cancel |
Contact Type: [INSPECTOR [#l [Home Inspection [
Providers: IShow Preferred Only 'l
Search for: IAll j I | Search |
Contacts
Company Branch Contact{s})
Check Out Home Inspection Check OutHome Inspection (Norwalk) ¢ chyis kinger «
5556 Rosecrans Ave. I —
Norwalk, CA 3050 emveiite

£dd News Branch Add News Contact

* ndicates "Preferred Provider"

+Indicates "Agent Preferred”
Alndicates "My Packet Services”
#|ndicates "Agent's Packet Services"

| Add Hewr Company Selact Cancel |

2. Select the Provider Contact.
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3. Click Select. The Place Order page appears.

Place Order

Listing Price: $ S00,000.00 Sales Price: §510,000.00 EscrowiClosing Ma.
Transaction ID: 27217-26541 Year Builtifoe: 197432 EscrowiClosing: Jack Johnson
Representation/Status: SellerPending Contract Acceptance: 034 372006  Estimated Closing Date: 044 272006
Property Address: 1234 Test Drive Selleri=): Chriz Seller Biuyer(s): Benji Buyer

San Jose T4 95132 Seller's Agent: Star Blake Buyer's Sgent: Julis Listingagent
MLS Ma. AP
Service Provider: Jack Johnson Phone: 403-555-5555
Company: Hoaky Escrow Fax Number:
Address: 1452 Hoaky Lane Email: servicei@oa trpoint.com

San Jose, CA 95132 Company URL:

Notification Preference: hone

Please choose a product:

® Clozing

Transaction Contacts and Participants to be Notified of this Order:

Buyer Beni Buyer Mone Oves ®No
. Juliz Listingagent ~ =

Buyer's Sgent The Real Estate Co Mone Yes (0 MNo

Seller i EEEr Mane Oes ® Mo
Star Blake Email: - -

g 949-221-3493 (@) @
seller's Agent Hope Realty servicei@oa trpoint.com (Jes (WMo
. Jack Johnzon ~ —-

403-555-5555 (@) (O]

Closing bioaky Escrow Mone ives (Bino
Angel Ochoa 949.271-3495 Email: ~ )

s Branch B -Hope Realty angel@mail o trpaint com es (No

Other Information Order Details

Documents Attached:

Attach Documernts

Special Instuctions:

| Cancel Subrit

4. Select the Contacts to be notified of the order.

5. Select your First, Second and Third Choice Appointment Request if placing an order for inspections (or other
appointments).

6. If you want to make documents available to the provider, click Upload Documents, enter the Document Name, select
the file, and click Submit.

7. Enter any Special Instructions.
8. Click Submit. The Order Placed page appears.

9. Click Close.
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Printing Due/Past Due Activities

1. Click the Transactions tab.
2. Click Transaction Center. The Transaction Center page appears.
3. Select the search criteria for the transaction.

4. Click Search. The page refreshes to display a list of properties that match the search criteria.

Transaction Center

Submit a New Transaction: | Create Transaction |
Aszsista TC Print Page |
Transaction Coordinator: Shaw, Karalie Save Seftings
Branch: Agent: (* InActive Agents)
Show all v | | Show all v
Agent Represents: | Show All + Status: |Pending v with: | Show all -
Other Filters: | Property Address »

Transaction Search Results

Total Transactions : 3|

Print Due/Past Due Activities I:‘
Property Address |Status  [Primary Agent Closing/Escrow # |Principals (B or 5) |Est. Closing

1950 Ernerson Lane

4836-5045 Frisca, TX 75035 Pending Gardner, Christian  656-2459 (B) Boston, Tim 06/15/2006
627 TEST Lane . .

4540-5149 McKinney, T4 75070 Pending Garcia, John (S) Leeland, Jan 07/13/2006 [

4geagi7p 2200 EBverettlane  po o pno cardner, Christian 08/17/2006 [

Everett, Wi 93204

|| Print Due/Past Due Activities | | Fax Cowver | I:‘

Total Transactions : 3|

5. Select the transaction(s) for which you want to run the report.

6. Click Print Due/Past Due Activities.

Maintaining Transactions

After you create a transaction, you can modify the information, if necessary. For example, you can:

* Add a co-agent

e Add an existing or new contact
* Add an existing or new provider
» Add or order packet services

Adding a Co-Agent
1. Select the appropriate transaction.
2. Click Transaction Contacts.

3. Click Add Co-Seller’'s Agent or Add Co-Buyer’s Agent.

Note: The transaction representation chosen when you created the transaction determines whether the Add Co-Seller’s
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or Add Co-Buyer’s Agent button appears.

| Transaction Summanry ||

Transaction Contacts ||

Activities/Orders Docs

|| Communications Log |

[Transaction Contacts

| Add Provider Add Contact

Wirite Letter Print Page |

Order Packet Services

| Add Packet Services

Transaction Coordinator

Moore, Jan - ABC Realty - Glendale Branch
1102 Morth Brand Blvd.

Glendale, CA 91203 USA

Email: janetmoored@demotrpaint com

Seller's Agent

Aking, Bill - ABC Realty - Glendale Branch
1102 Morth Brand Blvd.

Glendale, CA 91203 USA

Email: billatkinzidemaotrpoint .com

Comments:

Home: (518) 764-9521
Worke: (518) 545-8975
Fax:
URL:

Home:

Worle: (518) 235-5691
Fax: 5152356732
URL:

cell: (518) 545-6800
Pager:

Voice Mail:
Create wCard

|| Add Co-Seller's Agent | Change/Edit |

cell:

Pager:

Voice Mail:

Private Contact: Mo

Create wCard

4.

In the Co-Agent popup window, select the branch and agent, then click Submit.

Add Co-Seller's Agent

Branch:

ABC Realty - Glendale Branch

I I Jnd

Agent: Private Contact? (Yes (&) No

| Subrnit Cancel |

The co-agent is added to the Transaction Contacts page.

| Transaction Summanry || Transaction Contacts || Activities/Orders Docs

|| Communications Log |

[Transaction Contacts | Add Provider | Add Contact

Wirite Letter Print Page |

| Add Packet Services Order Packet Services |

Transaction Coordinator

Moore, Jan - ABC Realty - Glendale Branch
1102 Morth Brand Blvd.

Glendale, CA 91203 USA

Email: janetmoored@demotrpaint com

Seller's Agent

Aking, Bill - ABC Realty - Glendale Branch
1102 Morth Brand Blvd.

Glendale, CA 91203 USA

Email: billatkinzidemaotrpoint .com

Comments:

Co-Seller's Agent

Anderson, Karen - ABC Realty - Glendale Branch
1102 Morth Brand Blvd.

Glendale, CA 91203 USA

Email: karenander soni@demotrpaint com

Comments:

Home: (518) 764-9521
Worke: (518) 545-8975
Fax:
URL:

Home:

Worle: (518) 235-5691
Fax: 5152356732
URL:

Home:

Worle: (518) 235-5691
Fax: 5152356732
URL:

cell: (818) 545-6300

Pager:
Voice Mail:

Create wCard

Change/Edit |

Add Co-Seller's Agent

cell:

Pager:

Voice Mail:

Private Contact: Mo

Create wCard

Change/Edit Remowe |
cell: (515 433-6665
Pager:
Voice Mail:

Private Contact: Mo

Create wCard

Transaction access for a co-agent is determined by several factors:

» If the primary and co-agents are both Full Access Agents, then the co-agent will have full access.

» If the primary agent’s access is Full and the co-agent’s access is View Only, then the co-agent will have view only

access.
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« If the primary agent’s access is View Only and the co-agent’s access is Full, then the co-agent will have view only
access.

Additional Information About Adding Co-Agents

You can add multiple co-agents to a transaction. However, when archived, only the first six agents (one primary agent and
five co-agents) will appear on the summary page of the transaction archive. Also, the prefix “co-" will be removed from the
title of all co-agents appearing on this page.

Adding an Existing Contact
1. Select the appropriate transaction.

2. Click Transaction Contacts.

3. Click Add Contact. The Add Contact page appears.
Add Existing Contact

Search: To find a name, choose the category, then type the first name or last name or company name in Keyword,
and hit the SEARCH button.

Add Existing Contact: To add a contact to this transaction, select their name below and hit the ADD EXISTING
CONTACT button,

Choose Category: [APPRAISAL [
Search On: I Last Marme 'l
Search Text: I Search

OR

Add New Contact

Add New Contact: To add a new contact, choose the category, give first name, last name and other details and hit
the ADD MEW CONTACT button,

Category:  [APPRAISAL [
First Name: | . Last Name: | .
Company: |
Address: | Addressi{contd.): |
City: I State: | Zip:l
Country: SA M
Fax: I— Email: |
Home Phone: I— Work Phone: l—
mobitercen: [ | celDomain: [ |
Pager: I— Pager PIN: Cyves & Np I—
Voice Mail: I— Website: |
Receive Notification By: ' Mone ' Email ' Fax
Comments: = |
=
Add Mew Contact Cancel

4. Select the search Category.

5. Select the name to Search On.

6. Enter the Search Text.

7. Click Search. The page refreshes to show contacts that match your criteria.

8. Select the contact to add.

TransactionPoint 27 Transaction Coordinator’s Guide



9. Click Submit.

Adding a New Contact

1. Select the appropriate transaction.

2. Click Transaction Contacts.

3. Click Add Contact. The Add Contact page appears.

Add Existing Contact

and hit the SEARCH button.

CONTACT button.

Search: To find a name, choose the category, then type the first name or last name or company name in Keyword,

Add Existing Contact: To add a contact to this transaction, select their name below and hit the ADD EXISTING

Choose Category: [ APPRAISAL
Search On: I Last Marme 'l
Search Text:

[

I Search

OR

Add New Contact

the ADD NEW CONTACT button,

Category:  [APPRAISAL [
First Name: | *
Company: |

Address: |

city: 7

Country: USA M

Fax: I—
Home Phone: I—
mobitercen: [ |
Pager: I—
Voice Mail: I—

Receive Notification By: @ MNone € Email 0 Fax

Add New Contact: To add a new contact, choose the category, give first name, last name and other details and hit

Last Name: | *

Addressi{contd.): |

State: | Zip:l

Email: |

Work Phone: I
Cell Domain: I
Pager PIN: Cives Mo I

Website: |

Comments:

Add Mew Contact

Cancel

4. Enter the new contact information. First and Last Name are required fields.

5. Click Add New Contact.

Adding an Existing Provider

1. Select the appropriate transaction.

2. Click Transaction Contacts.

TransactionPoint

28

Transaction Coordinator’s Guide



3. Click Add Provider. The Select Provider page appears.

Select Provider (Existing or Create)

|Add Mewy Company:

Cancel

Contact Type: | APPRAISAL
Providers: IShow Preferred Only 'l
Search far: IAll j I Search

|Add Mewy Company:

Cancel

4. Select the Contact Type.
5. Select the Provider type.
6. Select the Search for name.

7. Type at least two letters of name.

8. Click Search. The page refreshes to show providers that match your criteria.

9. Select the provider you want to add.

10. Click Select.

Adding a New Provider

1. Select the appropriate transaction.

2. Click Transaction Contacts.

3. Click Add Provider. The Select Provider page appears.

Select Provider (Existing or Create)

|Add Mewy Company:

Cancel

Contact Type: | APPRAISAL
Providers: IShow Preferred Only 'l
Search far: IAll j I Search

|Add Mewy Company:

Cancel

4. Select the Contact Type.
5. Select the Provider type.

6. Select the Search for name.

7. Type at least two letters of the name.
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8. Click Search. The page refreshes to show providers that match your criteria.

9. Click Add New Company. The Add Company page appears.

‘ Add Company - TC |

Contact Type APPRAISAL

Service Type Appraisal

Company

Name: *

Company Address: Website:

Address 1:* Email:

Address 2: Work:

City: * State: |TH ¥ Fax:

ZIP:*

Branch Name: * D same as Company

Branch Address: [ |zame as Company [l zame as company
Address 1:* Websita:

Address 2: Email:

City: * State; |TH ¥ Work:

ZIP:* Fax:

Region: send MNew Registration Email:

@ service Provider

Contact's Name:

First: * middle:
Last: *
Gontact's Address: [ same sz Branch [Jsame a2 Branch
Address 1:* Website:
Address 2: Email:
City:* State; TH ¥ Home:
z1ps Work:
Fax:
cell:
Domain:
Voice Mail:
Pager:
Pin:

Delivery Preferenca: |Mone %

Service Types:

B

11D a3 Prefarred Frovider

Usemame:
|:| Motity Dispatcher of order placed N
Private Contact 7 (O Yes (&)Na Password:
Document Privilege: Password:
(confirm)
O privats & Public Email
Password to User

‘ Add Newr Prowider Cancel ‘

10. Enter the company information. Required fields are marked with asterisks (*).
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11. Click Add New Provider.

Adding Packet Services

1. Select the appropriate transaction and click Transaction Contacts.

2. Click Add Packet Services to open the Packet Services page.

| Transaction Summanry || Transaction Contacts || Activities/Orders Docs || Communications Log
[Transaction Contacts | Add Provider | Add Contact ‘Write Letter Prirt Page |

Transaction Coordinator

—>| Add Packet Services | Order Packet Services |

Moore, Jan - ABC Realty - Glendale Branch Home: [513) 764-3321 cell: (818) 545-6300
1102 Morth Brand Blvd. Work: (518) 545-8575 Pager:

Glendale, C4 91203 USA Fax: Voice Mail:

Email: janetmacre@dematrpoint com -1 URL:

Create wCard

3.

In the Packet Services page select the list you want to add.

Packet Services

Unchecking the select checlkbox will rermaove the provider from the transaction

My Packet Services

Packet Services List | Residential Service Providers »

Contact Type: Appraisal
[¥] Contact Info; Dave Scott- San Gabriel Appraisers

Private Contact? O ves @ Mo

Contact Type: Escrow
[¥]Contact Info: Clem Roberts - Eagle Rock Valley Closing

Private Contact? (Oives & No
[Jcontact nfo; Elizabeth Knoll - College Escrow

Private Contact? O ves @ Mo

Select | | Cancel
Real Estate Agent Packet Services
Real Estate Agent Karen Anderson (ABC Realty - Glendale Branch)
Packet Services List kAnderson - Residential
Contact Type: Appraisal
[¥] Contact Info; Dave Scott- San Gabriel Appraisers
Private Contact? O ves @ Mo
Contact Type: Home Warranty
[¥] Contact Info: Josh McMannis - Home Warranty Services
Private Contact? (Oives & No
[Ccontact Info: Jim Augusting - Warranty Services
Private Contact? O ves @ Mo
Select | | Cancel
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e Select a Transaction Coordinator’s list from the My Packet Services section.

« Select an agent’s list from the Real Estate Agent Packet Services section.

Note: The primary agent for the transaction always appears in the Agent Packet Services section.

4. Modify the list, if necessary.

» To remove a provider, clear the check box adjacent to that provider.

« Toinclude multiple providers in a service category, select the check boxes of the additional providers you want to
add.

Note: For multiple providers in a category the first provider is a default selection. You can remove this provider by
clearing the associated check box and a different provider by then selecting another provider’s check box.

5. Decide if you want contact information to be kept private or be available publicly by selecting the appropriate option
for each service provider.

6. Click Select in the section of the Packet Services page (My Packet Services or Real Estate Agent Packet Services) to
add that specific packet to the transaction.

APPRAISAL | Flace Order Edit Rermowve |

Geott, Dave - San Gabriel Appraizers Home: cell: . .

1514 South Calitornia Ave.  [———pporkes B peger: Example of a single provider

Monravia, C& 91016 US4 Fax: (G26) 776-1775 VYoice Mail: -

Email: decotti@sanagabanp URL: Private Contact: Mo added to a service Category

HOME WARRANTY Flace Order Edit Rermowve |

MchMannis, Josh - Home Warranty Services Home: cell:

11425 East Foothill Blvd. Work: (626) 333-5768 Pager:

Glendora, C& 91741 US4 Fax: (G26) 333-1009 VYoice Mail:

Email: joshmi@his.com URL: Private Contact: Mo

Commerts: Cre=te wCard . .

Example of multiple service

HOME WARRANTY Flzce Order Edit Remave | prOVIderS added to a service
} . ) . .

Augusting .Jlm Warranty Services Home cell Category

2543 Foothill Blvd. Work: (909) 432-9743 Pager:

Claremont, CA 91711 USA Fax: (909) 432-1119 VYoice Mail:

Email: jpugustinoi@warrartyservices com URL: Private Contact: Mo

Note: For details about setting up packet services, refer to Setting Up Packet Services in the Profiles &

Preferences chapter.

You can now order packet services for the transaction.

Ordering Packet Services
1. Select the appropriate transaction.

2. Click Transaction Contacts.
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3. Click Order Packet Services. The Order Packet Services page appears.

Place Drder for Packet Service Providers
Packet Service Providers for this transaction:
CLOSING (Escrow) Jeffrey Smith - Sunny Day Escrow (Wira Loma) Il
HOME WARRANTY (Home Warranty)  Mancy Richards - Acme Haome YWarranty (Carsan) I
INSPECTOR {Hame Inspection) Chris Klinger - Check Qut Hame Inspection {Marwalk) Il
TITLE (Title) Jahn Brown - Bright Mew Title {Irvine) I
| Cancel Subrnit |
4. Select the providers whose services you want to order.
5. Click Submit. The Place Order page appears.
Place Drder

Listing Price: $ S00,000.00 Sales Price: §510,000.00 EscrowiClosing Ma.

Transaction ID: 27217-26541 Year Builtifoe: 197432 EscrowiClosing: Jack Johnson
Representation/Status: SellerPending Contract Acceptance: 034 372006  Estimated Closing Date: 044 272006
Property Address: 1234 Test Drive Selleri=): Chriz Seller Biuyer(s): Benji Buyer

San Jose T4 95132 Seller's Agent: Star Blake Buyer's Sgent: Julis Listingagent

MLS Ma. AP

Service Provider: Jack Johnson Phone: 403-555-5555

Company: Hoaky Escrow Fax Number:

Address: 1452 Hoaky Lane Email: servicei@oa trpoint.com

San Jose, CA 95132 Company URL:
Notification Preference: Mone
Please choose a product:
Closing

Transaction Contacts and Participants to be Notified of this Order:

Buyer Beni Buyer Mone Oves ®No

Juliz Listingagent

Buyer's Agent 1 kel Estate Co frione
Zeller Chriz Seller hione
Star Blake Email:
g 949-221-3493
Seller's agent Hope Realty servicei@oa trpoint.com
Closing Jack Johnzon A05-555-5555 hione
Hoaky Escrow
T Angel Ochoa 949.271-3495 Email:
Branch B -Hope Realty angelg@mail.ga trpoint.com

Other Information Order Details

Documents Attached:

Attach Documernts

Special Instuctions:

Cancel Subrit
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6. Select the contacts you want notified of this order.

7. If you want to make documents available to the provider, click Upload Documents, enter the Document Name, select
the file, and click Submit.

8. Enter any Special Instructions.
9. Click Submit. The Order Placed page appears.

10. Click Close.

Customizing the Facing Sheet

You can access the facing sheet for your transaction under the Transaction Summary page.

Transaction Summary || Transaction Contacts || Activities 'Orders Docs || Communication Log |

Transaction Details —P | Facing Shest Save SavelMNext ||
Agent: william Atkins Created Date: 10082007
*Agent Represents: Seller w Status: Pending % | *Sales Type: Resale w
(mrdicinyy) (mrdicinyy)
Listing Date: 91002007 (‘“f Listing Expiration Date: 120952007 (‘“f
(mrdicinyy)
Cortract Acceptance 0 Days to Estimated Closing .
Date: 10M 62007 | N Date: -3646¢
(mrdicinyy) (mrdicinyy)
. . . [ E=zcrow o
Estimated Closing Date:  |[12M5M907 | N2 Closing Date: N
Listing Price: 450,000.00 Sale Price: 449 000.00
Loan Type: Select Loan Type w Loan Amount: File Mumkber:
(mrdicinyy)
Escrow/iClosing Mo 07-055-2451 Title Mo Cancellation Date: (‘“f

You may exclude the following areas in the printed version of your facing sheet by clearing the check box for those areas to
exclude:

»  Transaction Coordinator
*  Closing Company

* Title Company

o Seller

*  Buyer

» Seller’s Agent

e Buyer’s Agent

e Listing Commission
» Selling Commission
»  Transaction Fees

» Lender Information
» Referral Fees

Note: If the Transaction Coordinator is different from the Full Access Agent, then both appear on the facing sheet. If there
is no Transaction Coordinator, then the Full Access Agent is listed twice - first as the coordinator and second as the agent.
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You can choose to print the facing sheet on letter-size or legal-size paper.

Facing Sheet | Close | | Save I Print Letter Size| |Print Legal Size

2451 Montrose Ave. Transaction #: 6225-6425
Montrose, CA 91020 MLS: APN#:
Property Type: Single Family Mgr. Approval
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Transferring Transactions

Transferring a transaction means passing transaction ownership. Only a transaction owner can transfer a transaction.
Ownership is created either by creating the transaction or by being the recipient of a transaction transfer.

Either a Transaction Coordinator or a Full Access Agent can be a recipient. The only requirement is that the recipient must

have access to the same branch as the transaction owner.

Completing a Transfer

1. Inthe Property Center page, select the check box of the transaction you want to transfer and click Transfer. Multiple
transactions can be transferred to another Transaction Coordinator at the same time by selecting additional check boxes.

Multiple transactions cannot be transferred to a Full Access Agent.

Transaction Search Results

Total Transactions: 3|

Print Due/Past Due Activities Transfer I:‘

T e TP e
L-losing Uate

62756425 2451 Montrose Ave.

Montrose, CA 91020 Pending Atkins, william  07-055-2451 (S) Durst, Amy 1241541907 il
175 South California Ave, . p -
B229-5432 Monravia, CA 91016 Pending Atkins, william  GL-07-6748 (B) May, George 11/18/2007
2306441 SO7L Avenue 47 Pending Anderson, Karen ABC-LA-3871-007 (S) Robertson, Edwarg@t7s2/2007 [ ]
===——Los Angeles, CA 90041 ! .

*
“ou have been given access to this transaction by the owner

| Print Due/Past Due Activities ||| Transfer I| Fax Cowver | I:‘

Total Transactions: 3|

Note: A transaction with an asterisk means that you have access but not ownership of that transaction; you will not be

able to transfer that transaction.

2. Inthe To list, select the individual that will receive the transaction.

Home | il FAG | Help | Logout

%" Transactions | & Orders | = Properties | * Contacts & Providers | & Documents | 2 Reports | & Profile & Preferences

Transfer Transaction(s)

lote: When multiple transactions are selected, the transfer to dropdown list will only display Transaction Coordinators.

From: Janet Moore

To: — ] | — Select— v

Please select the f2 Atkins, William (ABC Realty - Glendale Branch) **
Trans# ProperfyArmstrong, Cynthia (ABC Realty - Eagle Rock Branch)

174 South California Ave. ; X -
Manravia, CA 91016 Fending  Atking, William  GL-07-6748 (B} May, George 111 8r2007

# Principals (B or S) Estimated Closing Select

B228-6432

Total Transactions: 1
**Full Access Agent

***%au do not have permission to transfer this transaction

Transfer Cancel

In this example, the first selection is a Full Access Agent, as noted by the asterisks. The second selection is a

Transaction Coordinator.

Note: The list will display coordinators and agents who have access to the same branch as the transaction owner and

the primary and any co-agents for the transaction.
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3. Make your selection and click Transfer. At completion the transfer confirmation window appears.

Transfer Transaction(s)

Transaction(s) transferred successfully.

Close

The transaction now appears in the Transaction Center of the new owner.

Transaction Search Results
Total Transactions: 1

Print Due/Past Due Activities I:‘

P"-' Sthddtess @ Frmary fasnt FrRdRei (B erS) Cl

3282\3'5432 :foiri%ﬁ'ath g:'g;;”l'g AYE.  panding Atkins, William GL-07-6748 (B) May, George  11/18/2007 [ ]
B! .
‘You have been given access to this transaction by the owner ” i Bl o Wac et siibo | —I | i long | O

Total Transactions: 1|

L—— New indicates that this transaction was transferred to this
individual. After opening the transaction New no longer appears.

Transfer Denied

If you do not own a transaction and attempt to transfer it, the following appears when you click Transfer on the Transaction

Center page:

Home | il FAG | Help | Logout

* Transactions | & Orders ‘ * Properties | & Contacts & Providers ‘ * Documents ‘ * Reports ‘ * Profile & Preferences

Transfer Transaction(s)

From: William Atkins

To: |—Se|ed— v

Please select the transactions below:

Trans #  Property Address Status Primary Agent  Closing/Escrow # Principals (B or S} Estimated Closing Select

1745 South California Ave. . . - e
B229-5432 Monrovia, GA 91016 Fending Atking, William  GL-07-6748 (B) May, Gearge 1101812

Total Transactions: 1
***%au do not have permission to transfer this transaction

Transfer Cancel

Click Cancel to return to the Transaction Center page.
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Assisting a Transaction Coordinator

The Assist a TC function allows you to work transactions owned by another transaction coordinator if you have that

transaction coordinator’s Assist a TC password.

Note: To assist a transaction coordinator, you must have access to the branch of the transaction coordinator you are helping.

1. Click Transactions tab.

2. Click Transaction Center. The Transaction Center page appears.

3. Click Assist a TC. The Assist a TC page appears.

Home | il

FAG | Help | Logout

%" Transactions [SOIRders | * Properties

¥ Contacts & Providers | ¥ Documents | * Reports | * Profile & Preferences

Transaction Center

Submit a New Transaction: Create Transaction |

% |

| Assista TC | Print Page ”
Transaction Coordinator: Moore, Janet
Branch: Agent: (* InActive Agents)
ABC Realty - Glendale Branch v| |Sh0w all v|
Agent Represents: | Show All (v Status: with: | Show all v
Other Filbers:| Property Address v| | |

Transaction Search Results

Total Transactions: 2|

175 South California Ave,

Print Due/Past Due Activities Transfer

@ Frmary fasnt thsle (B or

Fax Cowver

|

B229-6432 Monravia, CA 91016 Pending Atkins, william GL-07-6748 (B) May, George  11/18/2007 il
62056428 fqﬁir?fe”t?;egfézeo Pending Atkins, Willam 07-055-2451 (S) Durst, Amy  12/05/2007 [ ]
.
* ; o
You have been given access to this transaction by the owner “ Sl Bl o Do et siiboe | | Lo | ioloug O

Total Transactions: 2|

4. Select the Transaction Coordinator from the list.

|Assist aTc

Transaction Coordinator: |M00re, Janet (ABC Realty - Glendale Branch) V|

| Subrnit | Cancel

5. Enter the Assist a TC Password.

6. Click Submit.
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7. The Transaction Center updates to show the new transaction coordinator and their respective transactions.

Home | il FAG | Help | Logout

%" Transactions

> Orders | * Properties

¥ Contacts & Providers | ¥ Documents | * Reports | * Profile & Preferences

Transaction Center

Submit a New Transaction: Create Transaction |

‘ Assista TC Print Page ”

Transaction Coordinator: Moore, Janet
Branch: Agent: (* InActive Agents)
ABC Realty - Glendale Branch v| |Sh0w all v|

Agent Represents: | Show All (v Status: with: | Show all v

Other Filbers:| Property Address v| | |

Transaction Search Results

Estimated
@ Primary Agent |Closing/Escrow # |Principals (8 or 5) CIosm Date

175 South California Ave,

Total Transactions: 2|

Print Due/Past Due Activities Transfer

B229-6432 Monravia, CA 91016 Pending Atkins, william GL-07-6748 (B) May, George  11/18/2007 il
62056428 fqﬁir?fe”t?;egfézeo Pending Atkins, Willam 07-055-2451 (S) Durst, Amy  12/05/2007 [ ]
.
* ; o
You have been given access to this transaction by the owner “ Sl Bl o Do et siiboe | | Lo | ioloug O

Total Transactions: 2|

User: Cynthia Armstrong w122 Copyright @ 2002 Site Hame: prd

In this example the transaction coordinator owing these transactions is Janet Moore (displayed in red) and the assisting

coordinator is Cynthia Armstrong.

Note: Whenever an assisting transaction coordinator acts on behalf of another coordinator the Communication Log adds the
name of the assisting transaction coordinator. Also, when preparing a fax cover sheet, the name of the assisting coordinator

appears in the information section of the cover sheet.
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Archive Center

The Archive Center allows you to download transactions, archive them to your computer,

and/or burn them to a Compact

Disk. The files are saved as a readable .PDF file. You can then provide the file to agents and clients. Before you can use

Archive Center, you must download the TransactionPoint Archive client application.

Downloading and Installing the Archive

Utility

Note: If you have not installed the current TP Archive Utility, follow the steps below to install or update the software.

This must be done before you burn CDs.

1. Go to your Transaction Point website and login. Go to the super tabs at the top of the

Transactions. Click on Archive Center.

page and hover your mouse over

** Transactions |  Orders I Properties * Contacts & Providers  » Documents @ Reports =

Transaction Center

Transaction Queue List

Step 1 ————

Profile & Preferences

Transac Data Sheet .
ease Note:

1

Step 2\

i

TP Archive Utility supports only Windows 2000 and Windows XP. If you need more infi
| customner support,

n order to use the archiving and auto-burn feature, you must first download and install the TransactionPoint Archive
T lient application. You need to do this only once.
You can downloa & TP Archive Litiity (New Version).

ormation please click here or call

Branch:

Demo Realty

Agent:
v | | Show all
Agent Represents: | Show All | Status: Pending v

Other Filters: | Property Address

With: | Show all

2. Inthe Archive Center, click on the link: TP Archive Utility to download the software.
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3. Click on Run in the window shown below:

File Download - Security Warning

Do you want to run or save this file?

ﬁ Name: Setup.exe
Type: Application, 35.6 MB

From: stage.trpoint.com

| Run I[ Save I[ Cancel ]

‘While files from the Internet can be useful, this file type can
potentially harm your computer. If you do nat trust the source, do not
1un of save this software. What's the nisk?

The screen below is shown to indicate that the software is installing on your computer:

2% of Setup.exe Completed

® 8

Opening:
Setup.exe from stage.trpoint.com

(™

Estimated time left 4 min 34 sec (862 KB of 35.6 MB copied)
Download to: Temporary Folder
Transfer rate: 130 KB/Sec

Close this dislog box when download completes

Open Folder Cancel

4. Click Run in the Security Warning window (shown below) that pops up.

Internet Explorer - Security Warning E]
The publisher could not be verified. Are you sure you want to run this
software?

Mame: Setup.exe
Publisher: Unknown Publisher

[ Run ] I Don't Run

This file does not have a valid digital signature that verifies its publisher, You
should anly run software from publishers you trust, How can [ decide what
software to run?
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5. Click Next in the TP Archive-InstallShield Wizard window (shown below) that pops up.

{i& TP Archive - InstallShield Wizard ]

Welcome to the InstallShield Wizard for TP
Archive

The InstaliShield(R} Wizard will install TP Archive on your
computer, To continue, click Next,

WARNING: This program is protected by copyright law and
international treaties,

[ mext> ][ cancel |

iz TP Archive - InstallShield Wizard

Customer Information

Please enter your information.

User Mame:

I

Organization:

Install this application For:

() Anyone who uses this computer (all users)
() Only For me ()

I < Back ][ Next > ,] [ Cancel ]
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7. Click Install.

i@ TP Archive - InstaliShield Wizard

Ready to Install the Program
The wizard is ready to begin installation,

If you want to review or change any of your installation settings, click Back. Click Cancel to
exit the wizard,

Current Settings:
Setup Type:

Typical
Destination Folder:

C:\Program Files\ TransactionPoint\ TP Archive),

User Information:
Mame: Heather Yirga-Martin
Company: FNTG

[ < Back ][ Instal | [ Cancel ]

The Installing TP Archive window appears.

ii@ TP Archive - InstallShield Wizard

Installing TP Archive \ l
The program Features you selected are being installed. X ‘

S|  Please wait while the InstaliShield Wizard installs TP Archive. This may take
several minutes,

Status:

[lI'I'lIllll.l'llill!lll'l'l!ll

< Bacl Next > | Cancel
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8.  When the InstallShield Wizard Completed window appears, click Finish.

You are now ready to archive transactions.

il TP Archive - InstaliShield Wizard El

InstallShield Wizard Completed

The InstallShield Wizard has successfully installed TP Archive.
Click Finish ko exit the wizard,
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Archiving Transactions

Note: Before writing the CD, the TP Archive utility ensures that there is enough room on the CD. If there is not enough
room, a warning appears.

1. To archive a transaction, go to the Archive Center and select transaction(s) by clicking the box to the left of the
property address.

Transaction Search Results

Archive Type: |Fu|| j Arohive Total Transactions : 1
T e 1 PropertyAddress | tats |
Il 27643-26957 888 Kapiolani, Honolulu, HI 96821 Pending

Total Transactions : 1

2. Select the type of archive you wish to execute:

Full - Allows you to archive the entire file, including the communications log and private and public documents, for the
Broker’s or Agent’s records.

Public - Allows you to archive a limited view of the file (no communications log or private documents) to be given to
participants in the transaction.

Custom - Allows you to archive a customized list of documents and activities. Customized archive is available when
you upload documents directly to TransactionPoint or fax documents into TransactionPoint using the fax cover sheet.
This feature can also be made available using defaults set in the Activities section by the Site Administrator.
Additionally, you may archive multiple transactions at one time by selecting the check boxes to the left of the
transaction address.

Buyer - Allows you to archive all buyer documents.
Seller - Allows you to archive all seller documents.

3. Insert a blank CD.
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Note: If this window appears, click Cancel.

CD Drive (D:) X
‘Windows can perform the same action each time you insert
a disk or connect a device with this kind of file:

(*J Blank CD
‘What do you want Windows to do?
[ __..J ; u .-r'.g.'-'\'-}.I."r'.,;'.'.".-'-.!f. E:v:r_-i-:.urr:: __A ]
( ‘\ Format ‘
using Sonic DLA
Make a music CD
using Sonic RecordNow! Plus
Add files
using Sonic RecordNow! Plus
WClose Archive CD| ‘
ing TP Archive v
[T Always do the selected action.
[ ok || cancel |

4. Click Open. The TP Archive Write window appears.

E TP Archive - Write (current drive write method set to AUTO)

~ Progress -
| “Wwiiting archive file 20080329062902.tp. Please, wait...

Operation: Finalize CD  Blocks estimated: | 105

Operation phase: Lead-Out  Blocks witten: I 105

Wiite time: 00:00:28  Bulffer usage (%) ' 0
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5. Click Yes to reload the CD.

o,

TP Archive v.2.1 3

s Archiving complete,
‘]\i) To close and finalized CO
Please reload CD and Close CD Archive using TP Archive
Reload CD?

Yes Mo

6. Choose Close Archive CD using TP Archive.

TP_ARCHIVE (D:) X]

Windows can perform the same action each time you insert
a disk or connect a device with this kind of file:

5] Pictures
What do you want Windows to do?
L?!;J using ‘Windows Picture and Fax Viewer ~

._..\ Print the pictures
&ﬁ using Photo Printing Wizard

Add files

uging Sonic RecordMow! Plus

@ Copy Disc
using Sonic RecordMow! Plus W

Close Archive CD

TP &rchive

| £

[F] Always do the selected action.

[ 0K ] [ Cancel

7. Click OK.

8. Click Yes to confirm your choice to close the CD.

TP Archive
i ] Closing the €D will not allow future archives to be added inta the CD
Click YES to close CD,
Yes Mo I

9. To view the CD, close the CD drawer. The CD launches automatically.

Opening an Archive .PDF File

1. Insert the CD into your CD-ROM drive. The TP Archive Center page appears with a hyperlink for each address on the
CD.

2. Click the address you want to view. The Property Information page appears.
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3. Click Transaction Summary Report.

Transaction Summary Report

956 Hao Street
Honolulu HI USA

Agent Information:
Ann Agent
(Represents Seller)
East Office
Santa Ana, CA 92705
808-808-8080 (Work)
annagent@transactionpoint.com

Archlved on 31412005 414758 FM PO

You can now print the summary.

Customizing Archive Options

Including a Document Using a Fax Cover Sheet

This feature is available in TransactionPoint anywhere that you can create a fax cover sheet. Once you choose to create a
fax cover sheet, the following Fax Cover Sheet page appears. Check the Include in Customized Archive box; the faxed
documents will be included on the Customized Archive CD you create in the Archive Center.

TransactionPoint Fax Cover Shnat

_ Remove | IMcludein
rans # Property Address Activity e Name Cover Sheet Customized
| Archive

HOA

Package D‘/
27217- : Received : 1
26541 1234 Test Drive, San Jose, CA 95132 2To HOA P_SCE_Q_E_'EEEE_"“”'_., 3 |

Buyer for

Approval
27217- . Appraisal , D‘/
26541 1234 Test Drive, San Jose, CA 95132 Ordatad I_A_pﬂ_ra!;a!l_ ] ]

st | [ cancal

TransactionPoint 47 Transaction Coordinator’'s Guide



Including a Document Using the Upload Feature

Note: Documents can be split and renamed as multiple PDF files after uploading. See Splitting a Document into Multiple

Documents on page 93.

You can include a document in your Customized Archive when you upload the document directly from your computer.

1. Inthe Transaction Documents window, click on Upload Document.

|E| Transaction Documents
Transaction ID: 27217-26541 1234 Test Drive
San Jose , CA 95132
3 | Mail Move Rename Remove
Select ltame ©* Approved Type Status  Tracking# Upload Date.
Transaction Documents
> : ¥ 3/16/2006
[[] Adency Disclosure 1 seller Pending 27217-26541 4:19:56 PM (PST)
: : 3/14/2006
[[] HOA Package 2l seller Pending 27217-26541 g0t 2 T (psT)
3/14/2006
[] Home Warranty _| Seller Pending 27217-26541 10:26:19 AM
(PST)
. i 3/13/2006
[] sds ,_l Seller Pending 27217-26541 2:15:22 PM (PST)
. = 3/13/2006
] test | seller Pending 27217-26541 31,5020 01 (psT)
] | Mail I Move | Rename Remove

Upload Document <™ —
Log Privilege
T o
L | o
L ]| 2l
L bl |
L P o |
|

Upload Document

The Upload Document window appears:

Upload Document

You can upload a docurnent {eq; PDF, Microsoft Word, text, TIF) for a
Transaction and later move it to a Transaction Activity or an Order.

Document Name:

select File: | Browse...

(® Documert is Public () Documert is Private

Document Security:

Include in Customized
Archive:

®ves ONo

Upload Close

€

®© Internet

2. Click Yes next to Include in Customized Archive.
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Order Center

Use the Order Center to view the details of an individual order, make changes to an order, change the status of an order,

create a fax cover sheet, or remove an order associated with a property.
1. Click the Orders tab.

2. Click Existing Order Search. The Order Center page appears.

Home | hiail Calendar | FAQ | Help | Logout

> Transactions | *"Orders = Properties = Contacts & Providers  I* Documents | * Reports  I* Profile & Preferences

Histing Order Search

ORDER CENTEpaun order semch

To see ALL orders, click on the pull-down next to "Status” and select "Show All"

Branch: I East Office 'l
Agent: I Mary Moore 'l

Status: |—Sh0wAII— j
Search By: |Addressj| Search

Agent: Mary Moore

Transaction 3696-3924 for 23617 Galden Springs Dr k=17, Diamond Bar, CA 91765 Trangaction Order Summary

2709-5185  Matural Hazard Disclosure John Walker 10:18?:2532’3“?5“3[)“ Order Placed 10:18?:2532’3“?5“3[)“ Remaove
2708-5184  Closing Joe Lender 1D:18?:I05é2£n25(PDT) Order Placed 1D:18?:I05é2£n25(PDT) Remove
2707-5183  Appraisal Rainer Oster 10:18?:?;2’&?5“3[)“ Order Placed 10:18?:?;2’&?5“3[)“ Remove

From the Order Center, you can work with individual orders or remove an order if the status is Order Placed.

Viewing Orders

1. Select the Branch.
2. Select the Agent.

3. Select the Status of the orders you want to view.

I
|Order Placed Between. . X

All -

Alve Orders (Order Placed/Accepted/Rescheduled)

Order Accepted
Order Cancelled

Order Rescheduled

4. Enter the start and end dates if you selected Order Placed Between.

5. Select the Search By option to search for orders by Address, City, State, Zip, Order #, or Type.

6. Enter at least two characters in the Search By field.
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Note: The search criteria is not case sensitive. Blank characters are meaningful. For example, the entry “123 ma” (with 2
blanks between the 3 and m) is different than the entry “123 ma” (with 1 blank between the 3 and m). Your search can fail
if you have extra blank characters.

7. Click Search. The Order Center page refreshes to show the results of the search.

Understanding Order Detalls

1. Click the Order ID for the selected property. The Order Details page appears.

Home | hiail

Order Details

Order #:

Order Status:

= Transactions  “" Orders

Property Address:

Calendar | FAQ | Help | Logout

> Properties - Contacts & Providers = Documents = Reports = Profile & Preferences

Back to Order Center

2708-5184 Transaction #: 3596-3924
23617 Golden Springs Dr k=17, Diamond Bar, CA 817648
Order Placed Order Date: Ti5i2005 10:18:08 AM (PDT)

Service Type:  Closing (Open Closing)

APM #:
Map Book /Code:
Brief Directions:

Property Type:
Property Area:

Power is:
Approx. Age:
Property is:

Service:

Service Provider:
Company Mame:
Address:

City:

Phone:

Cell Phone:
Email:

Client:

Ordered For:
Agent:

Status:

Property Address:

Property Includes:

23617 Golden Springs Dr K-17 , Diamoaond Bar, CA 91765

64006 Cross Street: ?

Townhouse
TES sq. 11

QOFF
31
Owner Occupied

Closing (Open Closing)

Joe Lender

First Lender

111 Fake Ave

Diamaond Bar State: CA Zip: 91765
Fax:
Pager:

joe_lender@transactionpoint.com

Seller Order Date: 718/2005 10:18:08 AM (PDT)
Mary Moore Order Placed By: Karen Jones
Order Placed

Top Section of the Order Detail Page

The top section of the Order Detail page is where you select the actions to be performed on an order. These actions are:

» Change status

e Add comments

* Upload documents
«  Edit the order

Also the Order Detail page displays detailed property information.
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Middle Section of Order Detail Page

Agent Information
Buyer's Agent

Name: John Test NS YORLTR 34

Company: John Test Mew Server

Address: 2510 Redhill Santa Ana CA 92705 LISA

Work Phone: 1234567890 Cell Phone: 1234567890
Fax: 1234567890 Pager: 12345678490
Email: raphael zarate@fhf.com

Seller's Agent

Name: Mary Moore

Company: East Office

Address: 2510 Redhill

City: Santa Ana State: CA Zip: 927048
Country: LISA

'WorkPhone: QH9-999-9999 Cell Phone:

Fax: Pager:

Email: mmaooreg@transactionpoint.com

Transaction Coordinator Information

Name: Karen Jones

Company: East Office

Address: 2510 Redhill

City: Santa Ana State: CA Zip: 92705
Country: LISA

‘Work Phone: TI7-222-4015 Cell Phone:

Fax: 7778553015 Pager:

Email: kiones@transactionpoint.com

Buyer
Buyer's Details Mot Entered
Seller
Seller's Details Mot Entered

Status History and Comments

Date Status Entered By Comments
7/5/2005 10:18:08 AM (PDT)Order Placed Karen Jones

The middle section of the Order Detail displays:

» Details about the service order

» Information about the agent

» Information on the Transaction Coordinator
» Information about the client

»  Status history and comments
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Bottom Section of Order Detail Page

Motification of Status Changes and Order Documents

Send? Send By
Buyer: Mo
Seller: Mo
Buyer's Agent: Mo
Seller's Agent: Mo
Closing: Mo
me: Mo

Closing Order Details

Type of Tile Insurance Coverage:
Status of Sale:

Sale Transaction Information
Sales Price:

Sale Date: COE Date:
Deposit: Due Date:
Increase Deposit: Due Date:
Commission To

Buyer's Agent: Seller's Agent:
Refrral Fee Due: Mo

Agent Mame: Company:
Address:

City: State: Zip:
Amount: % of

Other Info regarding the Transaction:

Will power of Attorney used during transaction: Mo

Will Buyer's Fund be Send to Another Company: Mo

Will Seller’s Fund be Send to Another Company: Mo

Comments to Closing officer regarding this Transaction:

Is Property Part of Home Mo
DOwner Association?

Back

Back to Order Center

The bottom section of the Order Detail page displays:

* Notice of status changes and order documents
e Closing order details

»  Sale transaction information

*  Home owners association information

Changing Order Status

1. Click Change Status on the Order Detail page.

Order Details Back to Order Center
Order #: 2708-5184 Transaction #: 3596-3924

Property Address: 23617 Golden Springs Dr k=17, Diamond Bar, CA 91765 Service Type: Claosing (Open Closing)
Order Status: Order Placed Order Date: Ti5i2005 10:18:08 AM (PDT)
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The Change Order Status page appears.

Home | hiail Calendar | FAQ | Help | Logout

> Transactions ‘ " Orders ‘ > Properties - Contacts & Providers ‘ > Documents ‘ * Reports ‘ = Profile & Preferences

Change Order Status Back to Order Center
Order #: 2708-5154

Property Address: 23617 Golden Springs Drk-17 |, Diamond Bar, CA 91765 Service Type: Escrow

Order Status: Order Placed Order Date: Ti5i2005 10:18:08 AM (PDT)

After selecting a new status, add cornments in the "Add Comments" field. Click the "Change Status" button,

Change Status

Current Status: Order Placed
New Status: I—Seled Mew Status- 'l

& Ll

Comments: |

Change Status

Status History and Comments

Date Status Entered By Comments
7/5/2005 10:18:08 AM (PDT) Order Placed Karen Jones

‘ Backto Order Center

2. Select the New Status.
3. Add Comments to explain the reason for the status change.

4. Click Change Status.

If you use the Change Status to cancel an order, an Order Cancellation page appears. Click Yes to confirm the order

cancellation.

Adding Order Comments

1. Click Comments on the Order Details page.

Order Details Back to Order Center

Order #: 2708-5184 Transaction #: 3596-3924
Property Address: 23617 Golden Springs Dr k=17, Diamond Bar, CA 91765 Service Type: Claosing (Open Closing)
Order Status: Order Placed Order Date: Ti5i2005 10:18:08 AM (PDT)
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The Order Status History page appears.

Home | hiail Calendar | FAQ | Help | Logout

> Transactions ‘ " Orders ‘ * Properties

> Contacts & Providers ‘ > Documents ‘ > Reports ‘ = Profile & Preferences

Order Status History Backto Order Center
Order #: 2708-5154

Property Address: 23617 Golden Springs Drk-17 |, Diamond Bar, CA 91765 Service Type: Escrow

Order Status: Order Placed Order Date: Ti5i2005 10:18:08 AM (PDT)

Add corments in the "Comments" field and click the "Insert Log Comment" button,

Add Comments

Current Status: Order Placed

Comments:

Log Comment

Status History and Comments
Date Status Entered By Comments
7/5/2005 10:18:08 AM (PDT) Order Placed Karen Jones

Back to Order Center

2. Enter the Comments.

3. Click Log Comment. The Order Status History page updates and displays the new comment.

Uploading Documents From Your Hard Drive

1. Select Documents on the Order Details Page.

Order Details Back to Order Center
Order #: 2708-5184 Transaction #: 3596-3924

Property Address: 23617 Golden Springs Dr k=17, Diamond Bar, CA 91765 Service Type: Claosing (Open Closing)

Order Status: Order Placed Order Date: Ti5i2005 10:18:08 AM (PDT)
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The Order Documents page appears.

Home | hiail
o Transactions | “"Orders = Properties = Contacts & Providers o Documents
Order Documents
Order #: 2708-5154
Property Address: 23617 Golden Springs Dr k=17, Diamond Bar, CA 91765
Order Status: Order Placed

Calendar | FAQ | Help | Logout

> Reports | I* Profile & Preferences

Back to Order Center

Escrow
71512005 10:18:08 AM (PDT)

Service Type:
Order Date:

» Select Newly Arrived Documents to move to the current order, or upload a document to the current order,
» Manage Existing Order Documents: view, mail, move, change access privileges or view access history,

Document Date Document Hame: I *
Hame
cc, Select File: Browse... |
" 8/3/2005 5:55:01 PM I

Profile pdf

O (PCT} Comments: =
Mov e Remove
=
Upload
Document Hame Tracking# Upload Date History Privilege

Back to Order Center

2. Type a Document Name.

3. Click Browse to search for the document.

4. Double-click on the name of the document you with to upload.

5. Select Document Security, and indicate whether this document should be included in the customized archive.

6. Type any Comments.

7. Click Upload. The document is uploaded and appears in the Order Document page.

If you entered any comments to be associated with the uploaded document, they are logged in the Status History and
Comments section of the Order Status History page.

8. Click Back to Order Center after you have uploaded all documents for the property.

Editing an Order

1. Click Edit Order on the Order Details page. The Edit Order Detail page appears.

Order Details

Back to Order Center

Order #: 2708-5184 Transaction #: 3596-3924
Property Address: 23617 Golden Springs Dr k=17, Diamond Bar, CA 91765 Service Type: Claosing (Open Closing)
Order Status: Order Placed Order Date: Ti5i2005 10:18:08 AM (PDT)
2. Make the necessary changes.
3. Click Submit.
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Viewing a Transaction Order Summary

1. Click the Orders tab.
2. Click Existing Order Search. The Order Center page appears.

Calendar | FAQ | Help | Logout

Home | hiail
> Transactions | *"Orders = Properties = Contacts & Providers  I* Documents | * Reports  I* Profile & Preferences

ORDER CENT!

To see ALL orders, click on the pull-down next to "Status” and select "Show All"

Branch: I East Office 'l
Agent: I Mary Moore 'l

ERatch Order Search

Status: |—Sh0wAII—
Search By: |Addressj| Search
Agent: Mary Moore
Trangaction Order Summary

Transaction 3696-3924 for 23617 Galden Springs Dr k=17, Diamond Bar, CA 91765
) Tiaf2005 Tiar2004
2709-5185  Matural Hazard Disclosure John Walker 10:18-13 AM (PDT) Orszlﬁ' 10418:13 AM (PDT) Remaove
Tiar2004 Tiar2004
Joelender pqgosampony OPETTERY gpgggsampory MOV
Tiar2004 EEHIE

_ 7152008
Rainer Oster 4 pqg02am oy O PR 404807 am PO

2708-5184  Closing

2707-5183  Appraisal

3. Click Transaction Order Summary.
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The Transaction Order Summary screen appears.

Transaction Order Summary

Transaction 4507-47 19 for 2000 Amber Downs Drive , McKinney, TX 75070 Back

The progress of each order placed for this transaction is displayed here for a quick overview. Also available are the details of each
order. Please click on the links below for information on the order.

_______________msecton | LOSING

Order Order Order Order Order Order Order Order
Placed | Accepted Cancelled Completed Placed | Accepted  Cancelled | Completed
Appliance Escrow
Asbestos Inspection Title
Chimney Inspection Warranty Deed
Electrical
Foundation nspection
GeoTech Inspection Order Order Order Order
Heat/Air Inspection Placed Accepted Cancelled Completed
Home Inspection Appraisal
2974_54F1 2/1/2006 | 2/14/2008 3087-5574 3/13/2006( 3/14,/2008 3/24/2006
31B2-5643 | 5/1/2006 | 5/8/2006 Credit
Flood

31 76-5663 5/17/2006
Lead/Paint Inspection

Home Services

HM54-564 44272006 Home Warranty
Miscellaneous Inspection F155-5642 | 4/27/20086
Insurance

Mold Inspection

Pest Control Inspection L TR

Plumbing Inspection Loans/Mortgage
. Hatural Hazard
Poolispa Inspection Disclosure
Radon Inspection Professional
Services

Roof Inspection

Security/Alarm Inspection

Septic Inspection

Soil Inspection

Solar Inspection

Structural Engineer

Surveyor

Trees Inspection
Water Analysis

Well Inspection

Click on an order to view its detail information. The Order Details screen appears.

4. Click Back to return to the Order Center.
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Removing an Order

Use the Order Center to remove an order associated with a property when the order status is Order Placed.

1.

Click the Orders tab.

2. Click Existing Order Search. The Order Center page appears.

Home | hiail Calendar | FAQ | Help | Logout

> Transactions | *"Orders = Properties = Contacts & Providers  I* Documents | * Reports  I* Profile & Preferences

ORDER CENTEg,tch Order search

To see ALL orders, click on the pull-down next to "Status” and select "Show All"

Branch: I East Office 'l
Agent: I Mary Moore 'l

Status: |—Sh0wAII— j

Search By: |Addressj| Search

Agent: Mary Moore

Transaction 3696-3924 for 23617 Galden Springs Dr k=17, Diamond Bar, CA 91765 Transaction Order SUMmEaRy

; 71512005 7182005
2709-5185  Matural Hazard Disclosure John Walker 10:18-13 AM (PDT) Order Placed 10:18-13 AM (PDT) Remaove
; 71512005 7182005
2708-5184  Closing Joe Lender 10:18:08 AM (PDT) Order Placed 101508 AM 0 Remove
; ! 71512005 7152005
2707-5183  Appraisal Rainer Oster 10:18:02 AM (PDT) Order Placed 10:18:02 AM (PDT) Remove

3. Click Remove to the right of the order to be removed. A warning page appears.

4. Click Yes. The Order Center page reappears showing that the order has been removed.
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Property Center

In the Property Center, you can add properties, modify property information, associate clients with properties, and create

transactions for properties.

The first step in using TransactionPoint is to add a new property. You can then associate clients with the new property.

Adding a New Property

1. Click Properties. The Property Center page appears.

Home | hdail Calendar | FAQ | Help | Logout

o Transactions | * Orders " Properties . Contacts & Providers = Documents = Reports = Profile & Preferences

PROPERTY CENTER & active  closed
Branch: I East Office 'l

Agent: I Mary Moore 'l

Search by:

I Search
Property ld Property Address

Agent: Mary Moore

Pa718-3649 111 Fake 5t, Diamond Bar, CA 91765 Transzaction List Mew Transaction Remave
Pa718-3637 21312 asdfsadf, santa ana, CA 91765 Transzaction List  Mew Transaction Remave
PO718-3696 23617 Golden Springs Dr k-17, Diamond Bar, CA 817645 Transzaction List Mew Transaction Remave

Properties 1-3 of 3

Add Property

2. Select the Branch. If you are the coordinator for a single branch, only your active branch is listed.

3. Select the Agent. The page refreshes to show the properties associated with the selected agent.

4. Click Add Property at the bottom of the page.
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The Add Property page appears.

Home | hdail

Calendar | FAQ | Help | Logout
o Transactions | * Orders " Properties . Contacts & Providers = Documents = Reports = Profile & Preferences
ADD PROPERTY Agent: Mary Moore
Property Address * required

Address: * I

City: * I State: * IC\A j Zip: * I

Hearest Cross I—

Street:

Map Book: I Map Code: I

Brief Directions: = |

(Maximumn 200

characters)

;l

Property Type: * |Apartment j

APH # I

MLS Board: I Unknown board jMLS Humber: I

Property Specifications

Property Type:  Apartment Area: I Sq. ft.

Property Includes {(choose all that apphy: Detached Buildings

Stories: I'I 'l 8 Approx, sq. ft.

™ Basement [ zcar Garage I

- Crawlspace [ 3+ Car Garage I

[T Accessible Attic - Utility Shed I

™ Excessive Deferred Maintenance ™ Farm Building I

¥ Power is ON " Guest or 2nd Homel
Property Year Built: I Approximate Age of property: I
Comments on showing property: ;l
(e.q. Day sieeper, pets in yard, uncooperative tenant, etc,) =
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Property Management

Occupancy Status

Property is: * © owner Ocoupied O

e
——
——

Tenant Hame:

Home Phone:

Office Phone:

Vacant % Tenant Occupied

Tenant Comments:

Home Owners Association Property
I= property part of a Home Owner Association? * [

HOA or Complex Hame:

‘Who manages the Association? (choose one)

[ Professionally Managed

—

Property Mgt. Co:

Address: l—
City: I—
Phone: l—
Email: l—

i~ gelf Managed

Mo @ es

 —

Contact: I

State:

ze [

Fax:

Comments regarding HOA:

5. Complete the requested informatio

n. Required fields are marked with asterisks (*).

6. Click Submit. The Create Transaction screen appears.

Create Transaction?

123 Hoa Street
Honolulu, HI 96821
Has been successfully added!

Property:

Do you want to Create a Transaction for this Property?

Ho

| Yes | |

7. Click Yes to create a transaction for the property, or No to return to the Property Center. If you click No, the property
is created but you cannot place orders or upload documents for the property.
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Creating a

Transaction

If you chose to create a transaction from the Add Property page, the Transaction Summary page appears.

Home | hdail

= Transactions

= Orders

*" Properties | = Contacts & Providers

= Documents

Calendar | FAQ | Help | Logout

* Reports | * Profile & Preferences

Property Address:

Tranzaction IC:

EscrowiClosing Ma.
EscrowiClosing:
Estimated Closing Date:
Bluyer(s):

Buyer's Sgent:

Represents/Status:
Listing Price: § Contract &cceptance Date:
Sales Price: § Seller(s):
Year BuitiApproximste Age: Seller's Agent:
MLS Ma. APR Ma.

File Ma.

Transaction Summanry ||

Transaction Contacts "

ActivitiesfOrders/Docs

" Communications Log

Transaction Details

| Save SavelNext = | |

*Agert: |East Office =

|- Select Agent -

*Agent Represents: I- Select - 'l Status:
{rm/ad/yyyy)
- . I— 0 Listing
(il et A Expiration Date:
{rm/ad/yyyy)
Contract l— oy 5
s L to Close:
Acceptance Date: k DRSS
{rm/ad/yyyy)
Estimated I— (_7 Escrow
Closing Date: Closing Date:
Listing Price: I Sale Price:
Loan Type: ISeIed Loan Type 'l Loan Amount:
Escrow/Closing Mo, Title Mao:

[~

{Hote: Agent will represent SELLER for Dual Agency Transaction)

Pending =
(rm/dddpyy)

—
—

(rm/dddpyy)

I &

!

|

File: Mumber: I

|Property Details

|

*Type: |Apar‘tment *r. Buitt: I Aoe I
*address 1: | MLS Board | Unknown board =
Address 2 | mesx | ML # Search
*City: | *state: [CA 7] APN | APN Search
ZIP: I - I (Additional 4 digits optional)
| Property Search |

Additional Property Details

Home Owners Association
‘ | Save SavelNext = ”

8. Enter the requested information. Required fields are marked with asterisks (*).

9. Click Save.
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Finding Existing Properties

1. Click Properties. The Property Center appears.

Home | hdail Calendar | FAQ | Help | Logout

o Transactions | * Orders " Properties . Contacts & Providers = Documents = Reports = Profile & Preferences

PROPERTY CENTER

& pctive O closed

Branch: I East Office 'l
Agent: I Mary Moore 'l
Search by:

Address

I Search

Property ld Property Address
Agent: Mary Moore

Pa718-3649 111 Fake 5t, Diamond Bar, CA 91765 Transzaction List Mew Transaction Remave
Pa718-3637 21312 asdfsadf, santa ana, CA 91765 Transzaction List  Mew Transaction Remave
PO718-3696 23617 Golden Springs Dr k-17, Diamond Bar, CA 817645 Transzaction List Mew Transaction Remave

Properties 1-3 of 3

Add Property

2. Select the Branch. If you are the coordinator for a single branch, only your active branch is listed.
3. Select the Agent. The page refreshes to show the properties associated with the selected agent.

To limit the search to an address or city, select the Search by variable, type at least two characters or numbers for the
search, and click Search.

If there are more than 10 properties associated with the agent, click Next to view the next page of properties.
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Contacts and Providers

Searching for Contacts

In the Client Center, you can modify client information and view client user names and passwords.

1. Click the Contacts & Providers tab.

2. Click Contacts Search. The Client Center page appears.

Home | hiail Calendar | FAQ | Help | Logout
o Transactions | * Orders  * Properties  °" Contacts & Providers = Documents = Reports o Profile & Preferences
CLIENT CENTER Providers Search
Branch: I East Office 'l
Agent: Select Agent 'l
search by: Last Mame j | Search

Select an agent above in arder to view the list of clients.

1. Select the Branch.

2. Select the Agent. The Client Center page refreshes to show the clients associated with the selected agent.

3. Click the Search By arrow to select a search option (First Name, Last Name, or Property Address.)

4. Type at least two characters of the name or address.

5. Click Search. The page refreshes to show the requested clients.

Home | hiail Calendar | FAQ | Help | Logout
o Transactions | * Orders  * Properties  °" Contacts & Providers = Documents = Reports o Profile & Preferences
CLIENT CENTER
Branch: I East Office 'l
Agent: Mary Moore 'l
search by: Last Mame j | Search
Joe Seller Buyer 111 Fake St, Diamond Bar, 2 91765 Uszer Info Laoan Info
Joze Cardenas Seller 23617 Golden Springs Dr K-17, Dismond Bar, C4 31765 User Info
Seller Seller 123 Hos Street, Honolulu, HI User Info
Test Buyer Seller 111 Fake St, Diamond Bar, C& 91765 User Info
Test Buyer Buyer 23617 Golden Springs Dr K-17, Diamond Bar, & 91765 Uszer Info Laoan Info

Write Letter
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Updating Client Information

1. Click the client name.

Home | hiail Calendar | FAQ | Help | Logout
o Transactions | * Orders  * Properties  °" Contacts & Providers = Documents = Reports o Profile & Preferences
CLIENT CENTER
Branch: I East Office 'l
Agent: Mary Moore 'l
search by: Last Mame j | Search
Buyer 111 Fake St, Diamond Bar, 2 91765 Uszer Info Laoan Info
Joze Cardenas Seller 23617 Golden Springs Dr K-17, Dismond Bar, C4 31765 User Info
Seller Seller 123 Hos Street, Honolulu, HI User Info
Test Buyer Seller 111 Fake St, Diamond Bar, C& 91765 User Info
Test Buyer Buyer 23617 Golden Springs Dr K-17, Diamond Bar, & 91765 Uszer Info Laoan Info
Witite Letter
The Edit Client page appears.
Home | hiail Calendar | FAQ | Help | Logout
o Transactions | * Orders  * Properties  °" Contacts & Providers = Documents = Reports o Profile & Preferences
EDIT CLIENT Agent: Mary Moore

# The iterns marked with " are required
» City should not be abbreviated

» If you specify the email address of the client, the client will be able to send email to the Transaction Coordinator directly from the

Transaction Details page after logged in.

Salutation: I 'l
First Name: IJose §

Address: |91 Ambrose Street City:

Zip: IQZ?DS

Middle:

ISanta Ana State:

Last Name:

a7

Country: LISA T
Home Phone: I???-333-1113 Work: ISSEBBB???? Fax:l

E-mail: chardenasﬂ41 Mobile /cell: I
Motes: ;I
=
{Maximurn of 255 charcters)
4Prev Finished

ICardenas *

2. Edit the client information.

3. Click Finished.
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Viewing Client User IDs and Passwords

1. Locate the client in Client Center.

2. Click User Info for the client.

Home | hiail Calendar | FAQ | Help | Logout
o Transactions | * Orders  * Properties  °" Contacts & Providers = Documents = Reports o Profile & Preferences
CLIENT CENTER
AN
Branch: I East Office 'l
Agent: Mary Moore 'l
search by: Last Mame j | Search
Joe Seller Buyer 111 Fake St, Diamond Bar, 2 91765 Uszer Info Laoan Info
Joze Cardenas Seller 23617 Golden Springs Dr K-17, Dismond Bar, C4 31765 User Info
Seller Seller 123 Hos Street, Honolulu, HI User Info
Test Buyer Seller 111 Fake St, Diamond Bar, C& 91765 User Info
Test Buyer Buyer 23617 Golden Springs Dr K-17, Diamond Bar, & 91765 Uszer Info Laoan Info
Witite Letter

If an email address exists for the client, the User Information page appears and displays the email address where the
user ID and password was sent.

Password has been sent to Mr. Joe Seller, at email
address joe_seller@transactionpoint.com

Client Name: Mr. Joe Seller
User ID: joe_seller
Password: trp0int

Close

Note: Clicking the client link multiple times causes multiple messages to be sent to the client with their user 1D and
Password.

If an email address has not been entered for the client, the User Information page displays the client user ID and password.
You can provide this information to the client in a letter or in a phone conversation.
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Viewing Client Loan Information

1. Locate the client in Client Center.

2. Click Loan Info for the client.

W ** Contacts & Providers W

CLIENT CENTER

Branch: I East Office 'l
Agent: Mary Moore 'l

search by: Last Mame j | Search

Client Property Address

Joe Seller Buyer 111 Fake St, Diamond Bar, 2 91765 Uszer Info Laoan Info
Joze Cardenas Seller 23617 Golden Springs Dr K-17, Dismond Bar, C4 31765 User Info

Sel ler Seller 123 Hoa Street, Honolulu, HI Uszer Info

Test Buyer Seller 111 Fake St, Diamond Bar, C& 91765 User Info

Test Buyer Buyer 23617 Golden Springs Dr K-17, Diamond Bar, & 91765 Uszer Info Laoan Info

Witite Letter

The Loan Information page appears.

Loan Information Personal Information Employment Information Income/Expenses AssetsiLiabilities Transaction Declaration

* recjuired|
Type of Mortgage and Terms of Loan
Mortgage Type: |Others(Eprain) j | *
Loan Amount ($): I—a Interest Rate: l—% No. of Months: I—
Amortization Type: | COthers(Explain) j I *

Property Information and Purpose of Loan

Property Address: 111 Fake 5t
City: Diamoaond Bar State: CA Zipcode: 91765
Legal Description of Subject Property :

=

=

Number of Units: I * Age:  OYears

Property will be: IPrimary Fesidence j

Purpose of Loan: I COthers(Explain) j I *

Complete this section if this is a CONSTRUCTION or CONSTRUCTION-PERMANENT loan.

Year lot Acquired : Original Cost ($): Existing Liens ($): Present value of lot : Cost of improvement ($):

Complete this section if this is a REFINANCE loan.
Year Acquired : Original Cost ($): Existing Liens ($): Purpose of Refinance :

Describe Improvements : Costs ($):

C made ' to he made

Title
Mitle will be held in the name : Manner in which title will be held :

Estate will be held in : Source of Downpayment :
 Fee Simple € Leasehold

et b
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3. Edit the information as needed.

4. Click Next to move through the loan information pages.

Writing a Client Letter

You can use the Client Center to write a letter to the client.

1. Click Write Letter.

Home | hiail Calendar | FAQ | Help | Logout

o Transactions | * Orders  * Properties  °" Contacts & Providers = Documents = Reports o Profile & Preferences
CLIENT CENTER
Branch: I East Office 'l
Agent: Mary Moore 'l
search by: Last Mame j | Search

Joe Seller Buyer 111 Fake St, Diamond Bar, 2 91765 Uszer Info Laoan Info
Joze Cardenas Seller 23617 Golden Springs Dr K-17, Dismond Bar, C4 31765 User Info

Seller Seller 123 Hos Street, Honolulu, HI User Info

Test Buyer Seller 111 Fake St, Diamond Bar, C& 91765 User Info

Test Buyer Buyer 23617 Golden Springs Dr K-17, Diamond Bar, C2 Uszer Info Laoan Info

Write Letter

The Write Letter page appears.

Write Letter

m Select a letter template to View, Edit or Delete, or press the Aew button to create a new
template.

-Default Template- (Default Template for all users)*j Wiew Edit  Delete

* Mon-editable default template

Jog Seller
[~ PROPERTY:
111 Fake St Diamond Bar, CA 91765
Joze Cardenas
r PROPERTY:
23617 Golden Springs Dr k-17 Diamond Bar, CA
91765
Sel ler
[~ PROPERTY:
123 Hoa Street Honolulu, HI
Test Buyer
[~ PROPERTY:
111 Fake 5t Diamond Bar, CA 91765
Test Buyer
O PROPERTY:
23617 Golden Springs Dr k-17 Diamond Bar, CA
91765

M erge to Word Close

m To write letters, select a letter template, select recipients, and then press Merge fo Word to
create mail merge letters, which you can then edit or print using the window Print commmand.

RT=1

Note: All of the clients for the selected agent, except co-buyers and co-sellers, appear in this list.
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Use the scroll bar to view additional clients.

2. Select a template for the letter from the Default Template pull-down.

3. Select the recipients.

4. Click Merge to Word at the bottom of the page.

The Word format page appears. Note that the HTML formatting has been replaced.

[ SRENERES SRR RS KRR RS KRN ENR X
September 1, 2005

Joe Seller
1234 Sycamore Ave
Los Angeles CA 90019

Dear Mr. Joe Seller:

Sincerely,

Karen Jones

East Office

2510 Redhill

Santa Ana CA 92705
TTT-222-4015 (W)
kjones@transactionpoint.com

CE oo

Final Showing Markup = Show = | 983 9% «3 - &7 - | ] %7 - 2=

5. Enter the body of the letter in the appropriate area, which is usually after the salutation. The letter automatically

expands as you type; you are not restricted to the space initially provided.

Use the standard Microsoft Word® functions to save the letter to a file for emailing to the client, or you may send the letter

to the printer.

Using Letter Templates

Letter templates provide a means to standardize the format of your letters, and speed up the letter writing process.

Creating a Template

You can create a new template to use when writing a letter in the Client Center.
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1. Click Write Letter.

Home | hiail

Calendar | FAQ | Help | Logout

o Transactions | * Orders  * Properties  °" Contacts & Providers = Documents = Reports o Profile & Preferences
CLIENT CENTER
Branch: I East Office 'l
Agent: Mary Moore 'l
search by: Last Mame j | Search

Joe Seller Buyer 111 Fake St, Diamond Bar, 2 91765 Uszer Info Laoan Info
Joze Cardenas Seller 23617 Golden Springs Dr K-17, Dismond Bar, C4 31765 User Info

Seller Seller 123 Hos Street, Honolulu, HI User Info

Test Buyer Seller 111 Fake St, Diamond Bar, C& 91765 User Info

Test Buyer Buyer 23617 Golden Springs Dr K-17, Diamond Bar, 2 9, Uszer Info Laoan Info

Write Letter

The Write Letter page appears.

Write Letter

m Select a letter template to View, Edit or Delete, or press the Aew button to create a new
template.

m To write letters, select a letter template, select recipients, and then press Merge fo Word to

-Default Template- (Default Template for all users)*j Wiew Edit  Delete  Mew
* Mon-editable default template

Jog Seller
[~ PROPERTY:
111 Fake St Diamond Bar, CA 91765
Joze Cardenas
r PROPERTY:
23617 Golden Springs Dr k-17 Diamond Bar, CA
91765
Sel ler
[~ PROPERTY:
123 Hoa Street Honolulu, HI
Test Buyer
[~ PROPERTY:
111 Fake 5t Diamond Bar, CA 91765
Test Buyer
O PROPERTY:
23617 Golden Springs Dr k-17 Diamond Bar, CA
91765

M erge to Word Close

create mail merge letters, which you can then edit or print using the window Print commmand.

2. Click New.
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The Template creation page appears.

I----START FROM EXISTIMNG TEMPLATES---- d

Hint: Press Enter to start & neww paragraph. Press Shift-Enter to change to & new line.

$ R EE B 7 0 === = B 5 B [oedlm R
|---Insert IMerge Fields--- j |---Insert Contact Merge Fields---j |---Insert My Merge Fields---j |---Insert Escrow Merge Fields--- j

Sawve | Close |

3. Use the pull-down menus to create the template.

nsert Contact Merge Fields-

Insert Merge Fields:

Date (Month Day, Year) Salutation
Date (MMIDDY Y] Firsk Marne
---Property Merge Fields--- Last Mame
Full &ddress Label Address 1
Full &ddress (Address, City, State Zip) Address 2
Address 3 b
Ciky
Skate
Zip
Compan: hd

—-Insert My Merge Fields-—

Insert Merge Fields: Date information and all information regarding the location of the property.

* Insert Contact Merge Fields: All information regarding the client which includes their first name, last name,

address, phone, etc.

* Insert My Fields: All information regarding the TC or the full-access Agent in charge of the transaction. This
information would include first name, last name, company name, phone number, etc.

* Start From Existing Templates: Allows you to base the new template on an existing template.

4. Use the toolbar for including features such as Bold, Italics, Underline, changing font size, changing font, changing font

color, etc. The template creation toolbar is similar to the Microsoft Word toolbar.

5. Click Save. A page appears for you to provide a name for the new template.

Tite

——

Description

SAVE | CLOSE |
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6. Type a Title and Description for the new template.
7. Click Save.
8. Click Close. The Write Letter page reappears.

9. Click the Default Template arrow to see the newly created template in the list.

Viewing a Template
1. Select a template from the pull down list.

2. Click View.

Note: You cannot make any changes to the template since it is open for read-only viewing.

3. Click Close.

Editing a Template

1. Select a template from the pull down list.
2. Click Edit.
The page containing the template appears.
3. Make any necessary changes to the template.
4. Click Save.

5. Click Close.

Deleting a Template
1. Select the template from the pull-down list.

2. Click Delete. A delete confirmation page appears.

3. Click OK to confirm the deletion of the selected template. The Write Letter page refreshes and the list of available
templates is updated.

Note: The Write Letter page is also available in the Contacts section of the transaction file.
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Searching for Providers

1. Click the Contacts & Providers tab.

2. Click Providers Search. The Provider Search page appears.

Home | hiail Calendar | FAQ | Help | Logout

o Transactions | * Orders  * Properties  °" Contacts & Providers = Documents = Reports o Profile & Preferences

PROVIDER SEARCH

Service Provider Type: Appliance j

Search By: Frovider Name 'l

Search Text:

Search

3. Select the Provider Type.
4. Select the Search By option.
5. Type at least two characters of the Search text.

6. Click Search. The page refreshes to show the basic provider information.

Home | hiail Calendar | FAQ | Help | Logout

o Transactions | * Orders  * Properties  °" Contacts & Providers = Documents = Reports o Profile & Preferences

PROVIDER SEARCH
Service Provider Type: Haome Inspection j
Search By: Company Name 'l
Search Text: usa

Search

Provider Hame Company Address

Gary Paul LISA Inspections 7849 El Camino Real, Sunnyvale, CA, 94086

Showing 1-1 of 1 RealEG
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7. Click the provider name to view all available information about the provider.

Gary Paul, USA Inspections

Contact Information

Mailing Address Registered Address
UsA Inspections UsA Inspections

789 El Camino Real 789 El Camino Real
Sunnyvale, CA 94086 Sunnyvale, CA 94086

Work Phone: 1111111111111
Home Phone:

Fax: 22222222233322

Email: gpaul@transactionpoint.cotm

Service Coverage Area {County,State)
ALAMEDA, CA ALPINE, CA LOS ANGELES, CA
ORAMNGE, CA SANTA CLARA, CA SHASTA, CA

Services Offered

Appraizal Chimney Inspection Closing
Foundation Inspection Home Inspection Home Services
Home Warranty Insurance LeadiPaint Inspection
Loan (Document) LoansMortgage Fest Control Inspection
Foolfspa Inspection Frofessional Services Roaf Inspection
Structural Engineer Title Warranty Deed
. oOfficeHours |
fibt Availatle
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Document Center

You can receive fax or e-mail documents, print documents to TransactionPoint, or upload documents located on your

computer.

Note: The documents you upload must have a file type of .doc, .txt, .pdf, .tif, .dot, .rtf, .xls, .ppt, or .mpp.

To view PDF documents that have been uploaded, you must have Adobe Acrobat Reader® installed on your computer. You

can obtain a free copy at www.adobe.com.

Viewing Documents

1. Click Documents. The Document Center page appears.

Home | il FAG | Help | Logout
* Transactions | & Orders | i Properties | & Contacts & Providers | %" Documents | & Reports |  Profile & Preferences
DOCUMENT CENTER Dowvnload Document Management Tool @

Branch: Agent:

ABC Realty - Glendale Branch All Agents hd

Agent Represents: Show All Status: | Show All v With: Show All i

Other Filters: | Property Address v Search Transactions

Transaction: No Transaction Upload Document

Inbox Documents Transaction Documents
i i e Mo Transaction Selected
ocument Tame £ Hame Approved  Archive Tracking® Upload Date

2. Select from one or more of the following lists to locate a transaction.

* Branch

e Agent

« Agent representation

«  Status (transaction status)

e With (activity status)

»  Other filters (with text box for additional filtering)

3. Click Search Transactions.

4. Inthe Transaction list, select a transaction. The Document Center page refreshes to show the transaction and any
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documents associated with that transaction.

Home | il FAG | Help | Logout
* Transactions | & Orders | i Properties | & Contacts & Providers | %" Documents | & Reports |  Profile & Preferences
DOCUMENT CENTER Dowvnload Document Management Tool @
Branch: Agent:
ABC Realty - Glendale Branch William Atking v
Agent Represents: Seller i Status: | Show All With: Shiw All i
Other Filters: | Property Address w245 Search Transactions
Transaction: | 6225-6428 (2451 Montrose Ave. Montrose, CA 91020) Upload Document
Inbox Documents Transaction Documents
Transaction ID: 6225-6425 2451 Montrose Ave.
Document Hame Date Mantrose, CA 91020
hdail MoveiCopy  Privilege Rename Archive Remove Frint
Hame Approved Archive TrackingZ Upload Date Log Privilege
Transaction Documents
Buyer's Agency B 10/26/2007 3:00:42 P
O piser | 6225-6428 Lot SLE B o#
[] Home vesrrarty | 6225-6428 gEﬁSgZTD)D? T ¥ ] |
Homeowyner B 10/26/2007 3:00:14 P
DAssocaﬁon... J FEENE PM (PDT} H J ﬂ
Mautral Hazard R 10/26/2007 2:59:45 P
O e, | 6225-6428 Lol e0LE o B o#
hdail MoveiCopy  Privilege Rename Archive Remove Frint

Moving Inbox Documents

Any documents received by Fax or TransactionPoint email are listed under Inbox Documents.

If the document was emailed to the special email ID [username]transactionid/orderid@trpoint.com, the document is
automatically uploaded to the specified transaction or order. The meaning of the special ID is as follows:

» Indicates that this is an optional field. If the optional field is specified, the dollar sign ($) delimiter must also be
specified.

»  The delimiter. If the optional field is not specified, the delimiter should not be used.

»  Transaction or order identity number.

» T for Transaction or O for order. The default is T.

Examples A document emailed to 1023-1234@trpoint.com is automatically uploaded to transaction 1023-1234, regardless
of who is the transaction coordinator or agent.

The document is uploaded with the access privilege of the transaction coordinator or agent if the username is specified and
will be marked either public or private based on what the transaction coordinator or agent had selected for access privileges
under their profile.

1. Select the check box next to the documents you want to move.

2. Click Move to associate the document or documents with a property, transaction, or order for this agent. The Move or
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Copy Document page appears.

MOVE OR COPY DOCUMENT

» Optionally, specify a new name for each document,

» Specify a destination to which to move or copy the document{s},

® Press the Move button to move the document(s}), the Copy button to copy the document(s), or press Cancel
to cancel the action

| List of Documents Selected |

Document Name R To
13 Buyer's Agency Disclosure | |

| Select Action |
O ttach document to Activity

Override current document privilege with selected activity termplate privilege

@ attach docurent to Transaction Enter Transaction #: 6225-6428

O Attach document to an order # Enter Order #: I:I

Copy have Close

3. Select whether you want to associate the document with an activity, a transaction number, or an order number. If you
select activity, click the magnifying glass to select the specific activity. Also, if applicable, check the box next to
Override the current document privilege with selected activity template privilege.

4. If you select transaction or order, enter the transaction or order number or click the Search icon to searach for the

transaction.
Transaction Search
Branch: Agent: [(* InActive Agents)

ABC Realty - Glendale Branch V| |Atkins, williarm v|
Agent Represents: | Show all Status: | Show all  » with: | Show All v
Other Filbers:| Property Address v| | |

|

a. Select from one or more of the following lists to locate the transaction:
* Branch
e Agent
» Agent’s representation
e Status (transaction status)
»  With (Activity status)
»  Other filters (with text box for additional filtering)
b. Click Search.

c. Inthe Transaction list, select the transaction and click Select. The transaction number appears in the Enter
Transaction # text box.

Note: You can rename the document by providing a new name for the document in the Rename To field. If you select
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multiple documents to be moved, you can rename each document.

5. Click Move.

Note: You must fill in the Transaction # or Order # if you want to associate the document with a transaction or an
order and click the appropriate option button. If you do not fill in the Transaction # or Order # information, the
document is associated with the Property Address that is displayed on the page.

The Document Center page updates to show the document is now associated with the property, transaction, or order
and appears under Transaction Documents.

Uploading Documents

1. Click Documents. The Document Center page appears.
2. Select from one or more of the following lists to locate the transaction:
* Branch
* Agent
»  Agent’s representation
»  Status (transaction status)
*  With (Activity status)
»  Other filters (with text box for additional filtering)

3. Click Search Transactions.

4. Inthe Transaction list, select a transaction. The Document Center page refreshes to show the transaction and any
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documents associated with that transaction.

Transaction ID: 6225-6428

Home | dail F&@ | Help | Logout
* Transactions ‘ = Orders ‘ ¥ Properties | * Contacts & Providers ‘ *" Documents ‘ * Reports ‘ & Profile & Preferences
DOCUMENT CENTER Downlosd Docunert anagenert Tool (@
Branch: Agent:
| ABC Piealty - Glendale Branch ~| William Atkins
Agent Represents: Status: | Show All With: Shiw All i
Other Filters: |Pr0pertyAddress v| |245 | Search Transactions
Transac‘jon:| £225-6428 (2451 Montrose Ave. Montrose, CA 91020) V| Upload Document
Inbox Documents Transaction Documents

2451 Montrose Ave.

L2 Tt LT zie Montrose, CA 91020
hdail MoveiCopy  Privilege Rename Archive Remove Frint
Name Approved Archive Tracking% Upload Date Log Privilege
Transaction Documents
Buyer's Agency B 10/26/2007 3:00:42 P
Opicer | 6225-6425 L2070 B e
[] Home vesrrarty | 6225-6428 gEﬁSgZTD)D? T ¥ ] |
Homeowyner B 10/26/2007 3:00:14 P
DAssocaﬁon... J Bt PM (PDT) H J ﬂ
Mautral Hazard R 10/26/2007 2:59:45 P
O pises. 4 6225-8428 Ly ippTy u 2 s
Mail MovesCopy  Privilege Rename Archive Remaove Frint

5. Click Upload Document to start the upload process. The Upload Document page appears.

Upload Document

rou can upload a docurment {eg; PDF, Microsoft Word, text, TIF) for a
Transaction and later move it to a Transaction Activity or an Order,

Document Name: | |

Select File: | |[ Browse...

(@ Documet is Public O Document is Private

Oves @no

Document Security:

Include in Customized
Archive:

Upload Close

6. Enter the Document Name.
7. Click Browse to locate the file to be uploaded.
8. Select the Document Security option.

9. Select the Include in Customized Archive option.

10. Click Upload. The document appears in the Transaction Documents section.
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Viewing Document History

1. Click the L icon associated with the document.

Haome | hail Fad | Help | Logout
* Transactions | & Orders | * Properties | * Contacts & Providers | " Documents | * Reports | & Profile & Preferences
DOCUMENT CENTER Dowribad Documert Mansgemert Tool @
Branch: Agent:
| ABC Realty - Glendale Branch v williarm Atkins v
Agent Represents: Status: | Show All v With: Show All i
Other Filters: |Pr0per1yAddress V| |245 | Search Transactions
Transaction: | B225-6428 (2451 Montrose Ave. Montrose, CA §1020) v | Upload Dacurnent
Inbox Documents Transaction Documents
Transaction ID: 6225-6425 2451 Montrose Ave,
Document Hame Date Mantrose, CA 91020
hdail MoveiCopy  Privilege Rename Archive Remove Frint
Name/ Approved Archive TrackingZ Upload Date Log |Privilege
Transaction Documents
Buyst's Aency B 10/26/2007 3:00:42 P
O piser _ 6225-6428 /E820 ul o
10/26/2007 2:59:11 P
Home VWarranty -
[ Home warrart | s2z5-6428 o TELAT | =2 s
Homeowner B 10/26/2007 3:00:14 P
DASSUcaliUn... J F2E A FM {FDT) H J ﬂ
Mautral Hazard R 10/26/2007 2:59:45 P
I:|DiSC:I... J 5225-6428 FM (PDT) ; J ﬂ
hdail MoveiCopy  Privilege Rename Archive Remove Frint

The Document History page appears, displaying the following information:

*  Who has accessed the document
e When the document was uploaded.
* Who has viewed the document and the date and time of the viewing

e The e-mail address of the individual who viewed the document.
DOCUMENT LOG

Document Mame: Buyer's Agency Disclosure
Document Uploaded On: 10/26/2007 3:00:42 PM (PDT)

DOCUMENT VIEW LOG (HISTORY)

Viewed By Date Time Email
JanetMoore  10/26/2007 5:49:34 PM (PDT)  janetmoore@demotrpoint.com

Close

2. Click Close to return to the Document Center page.
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Assigning Document Access Privileges

The default access privilege for all documents is private; the agent and the coordinator can always view the document. If
you want to allow others to be able to view a document, you must change the access privileges.

1. Select the P icon associated with the document.

Home | il FAG | Help | Logout

= Orders ‘ * Properties

* Transactions & Contacts & Providers ‘ *" Documents ‘ * Reports ‘ & Profile & Preferences

DOCUMENT CENTER Download Documert Managemert Tacl @

Branch: Agent:

| ABC Realty - Glendale Branch v/ William Atking
Agent Represents: Status: | Show All With: Shiw All i

Other Filters: |Pr0pertyAddress v| |245 | Search Transactions
Transaction: | 6225-6428 (2451 Mantrase Ave. Montrose, CA 91020) v | Upload Document
Inbox Documents Transaction Documents
Transaction ID: 6225-6428 2451 Montrose Ave,
L2 Tt LT L= Montrose, CA 91020
hdail MoveiCopy  Privilege Rename Archive Remove Frint
Name Approved Archive TrackingZ Upload Date Log| Privilege]
Transaction Documents
Buyer's Agency B 10/26/2007 3:00:42 P
O piser | 6225-6428 Lot SLE ul = |¢
[] Home vesrrarty | 6225-6428 gEﬁSgZTD)D? 2531 gl B e
Homeowyner B 10/26/2007 3:00:14 P
DAssocaﬁon... J FEENE PM (PDT} H J ﬂ
Mautral Hazard R 10/26/2007 2:59:45 P
DDiscI... 4 6225-6428 o (PDTY u 2 sl
hdail MoveiCopy  Privilege Rename Archive Remove Frint

The Document Privilege page appears.
DOCUMENT PRIVILEGE

Document Hame: Buyer's Agency Disclosure Uploaded On: 10/26/2007 3:00:42 PM (PDT)

Rename To: | |

Document Security

@ Documert iz Public
O Document is Private

If the Document is Private, please select the parties who have access to the document:

D Buyer's Agent: Margaret Wiliams, YWestside Realty
D Seller: &my Durst

[Buyer: Patrick Smith

D CLOSING: Clem Roberts, Glendale Yalley Closing

Submit Cancel

2. Rename the document, if necessary.

3. Select the Document is Public option to allow anyone to view the document; select Document is Private to limit the
access to Buyers, Sellers, transaction participants, and/or Other Agents.

4. Select the check boxes of the individuals listed in the Document Access section to whom you would like to grant
document access.
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5. Click Submit to return to the Document Center page.

E-mailing a Document

You can send a document by e-mail to any of your contacts.

1. Select the check box of the document to be sent as an attachment to an e-mail message.

2. Click Mail.

Home | Mail Fa@ | Help | Logout

* Transactions

¥ Orders | * Properties | = Contacts & Providers | % Documents | * Reports | ¥ Profile & Preferences

DOCUMENT CENTER Download Document Manaoement Tool a

Branch: Agent:

|AECReaIty—G\endale Branch V| Williarn Atking %
Agent Represents: | Seller v status:| Show All v with | Show Al v

Other Filters: | Froperty Address V| |245 | Search Transactions
Transaction: | 52256428 (2451 Montrose Ave. Montrose, CA 51020) | Upload Docurment
Inbox Documents Transaction Documents
Transaction ID: 6225-6428 2451 Montrose Ave,
Hocumen{Ham S e Maonitrose, CA 91020
— Mail | MovelCopy  Privilene Rename Archive Remove Print
Name Approved Archive TrackingZ Upload Date Log Privilege
Transaction Documents
Buyer's Agency ~ 10/26/2007 3:00:42 P
O oo 1 s225-6428 [ /ERED u B s
10/26/2007 2:59:11 P
Home Warrarty -
[ Home srrant | s225-6426 o ERET L 2 s
Homecwwner _ 10/26/2007 3:00:14 P
O Azzocation... d SRS PM (PDT) i g ﬂ
Mautral Hazard _ 10/26/2007 2:59:45 P
O i 4 s2z5-6428 [ /E0T0 |
Mail MovelCopy  Privilene Rename Archive Remove Print

TransactionPoint 82

Transaction Coordinator’s Guide



The Mail Document page appears.
MAIL DOCUMENTS

List of Documents Selected
1) Home Warranty

[ SelectRecplens |
Transaction Coordinator: Janet Moore, ABC Realty - Glendale Branch (Email: janetmoore@dematrpoint.com) _1
D Seller's Agent: \Wiliam Atkins, ABC Realty - Glendale Branch (Email: hillatkins@dematrpoint.com)

D Co-Seller's Agent: Karen Anderson, ABC Realty - Glendale Branch (Email: karenandersong@dematrpaint.com)
Buyer's Agent: Margaret Wiliams, YWestside Realty (Email: mywiliamsg@met .com)

D Seller: &my Durst (Email: amydurstig@bluemountsin.net)

Buyer: Patrick Smith (Email: patamithi@home.com)

CLOSING: Clem Roberts, Glendale Yalley Closing (Email: gsescrow@ogsc.com)

D APPRAISAL: Dave Scott, San Gabriel Appraisers (Email: dscotti@sangabapp.com)

D CLOSING: Elizabeth Knoll, College Escrowe (Email: eknolli@collegeescrow .com)

* Mo Email specified or the user might have different notification or no notification method.

| Mail Options |
Enter Other Recipients: |

|(separated by ', ")

Subject:

Message:

Send Close

3. Select the check boxes of the recipients to receive the document.

Note: All selected recipients must have an e-mail address set up in their profiles.

Add more receipients by entering additional e-mail addresses in the Enter Other Recipients field. Separate addresses
with a comma.

5. Enter a Subject and a Message, then click Send.
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Archiving Transaction Documents

1. Select the check box of the document to be archived and click Archive.

Other Filters: |Pr0pertyAddress v| |245 | Search Transactions

Home | il FAG | Help | Logout
* Transactions ‘ = Orders ‘ * Properties | & Contacts & Providers ‘ *" Documents ‘ * Reports ‘ & Profile & Preferences
DOCUMENT CENTER Dowvnload Document Management Tool e
Branch: Agent:
| ABC Realty - Glendale Branch v/ William Atking
Agent Represents: Status: | Show All With: Shiw All i

Transaction: | 6225-6428 (2451 Mantrase Ave. Montrose, CA 91020) v |

Upload Document

Inbox Documents Transaction Documents

Transaction ID: 6225-6425 2451 Montrose Ave.
L2 Tt LT L= Montrose, CA 91020
hdail MoveiCopy  Privilege Rename Archive Remove Frint
Name Approved Archive TrackingZ Upload Date Log Privilege
Transaction Documents
Buyer's Agency B 10/26/2007 3:00:42 P
DDiscI... - 6225-6428 o (PDT) u 2 s
[] Home vesrrarty | 6225-6428 gEﬁSgZTD)D? T ¥ ] |
Homeowyner B 10/26/2007 3:00:14 P
DAssocaﬁon... J FEENE PM (PDT} J J ﬂ
Mautral Hazard R 10/26/2007°2:59:45 P
O e, _ 6225-6428 Ll o0L o B e
hdail MoveiCopy  Privilege Rename Remove Frint

The Archive page appears.
DOCUMENTS - CUSTOMIZED ARCHIVE

» Specify customized archive options for document{s},
® Press the Submit button to save the changes, or press Cancel to cancel the action,

List of Documents Selected

Document Name Customized Archive?
13 Mautral Hazard Disclosure O

Submit Cancel

2. Click Submit.
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Moving and Copying Transaction Documents

Documents can be moved or copied from one transaction to another, to an activity, or to an order.

1. Select the check box of the document to be moved or copied and click Move/Copy.

Home | Mail Fag | Help | Logout
> Transactions | & Orders | * Properties | ¥ Contacts & Providers ‘ “ Documents ‘ * Reports | = Profile & Preferences
DOCUMENT CENTER Download Document Manacgement Tool e
Branch: Agent:
|ABC Pealty- Glendale Branch v ['william Atkins |
Agent Represents: status:| ShowAll with: | Show Al v
Other Filters: ‘ Property Address v| |245 ‘ Search Transactions
Transaction: | 6226-6428 (2451 Montrose Ave. Montross, CA91020) v | Upload Document
Inbox Documents Transaction Documents
Transaction ID: £225-6428 2451 Montrose Ave.
NEnpient{Ha e Lot Montrase, CA 81020
il MoverCopy  Privilege Rename Archive Remove Print
uame@ Approved Archive Tracking®  Upload Date Log Privilege
Transaction Documents
Buyer's Agency . 10/26/2007 3:00:42 P
U pieat - 6225-6428 oy rpo) u = s
10/26/2007 2:59:11 P
Hame Warrarty -
[] Home Warrant | sz25-6428 L TlE0 u B s
Hormeawvner . 10/26/2007 3:00:14 P
Dw 8 TS (PDT) i 2 s
Iauiral Hazard _ 10/26/2007 2:59:45 P
D pieal - 52256428 oy rpo) u =

tail MoverCopy | Privilege Rename Archive Remove Print

The Move/Copy Document page appears.
MOVE OR COPY DOCUMENT

= Opticnally, specify a new name for each document.

= Specify a destination to which to move or copy the documenti{s).

® Press the Move button to move the document(s), the Copy button to copy the document(s), or press Cancel
to cancel the action

| List of Documents Selected |
Document Name R To
1) Homeowner Assocation Infarmation | |

I Select Action I
O attach document to Activity

override current document privilege with selected activity termplate priviiege
@ aftach document to Transaction Enter Transaction #: B225-6428
O Attach document to an order# Enter Order #: l:l

Copy ol ove Close

2. Rename the document, if necessary.
3. Select the option for the action you want to take:

» Attach document to an activity - click the Search icon to select the activity.
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i. Inthe Activty Name text box enter the name of the activity and click Search.
Select Activity

» Enter the activity name to search,
» Choose the Activity from the Search Results and Click Select button,

Activity Name: |¥erify HOA By-Laws Search

@ HOA By-Laws

Select Close

ii. From the results, select the option for the document you want to attach.
iii. Click Select. The document is how attached to the activity.
» Attach document to transaction - click the Search icon to locate a transaction.
i. Inthe Transaction Search page select from the lists to locate the transaction.
ii. Inthe Other Filters list select an option and enter additional information in the adjacent text box.
iii. Click Search.

iv. Inthe Transaction list, select the transaction to which the document will be attached and click Select.

Transaction Search

Branch: Agent: [(* InActive Agents)

Show all | | Anderson, Karen (ABC Realty - Glendale Branch) w
Agent Represents: | Show All + Status: | Show all » with: | Show all v
Other Filters: | Property Address v| [z871 |:|

Transaction: | 52358-6441 (3871 Avenue 47 Los Angeles, CA 90041) |

|—>I| Select || | Cancel |

The new transaction appears in the Select Action section.

Select Action

O attach document to Activity L‘\

Override current document privilege with selected activity termplate privilege

@ attach document to Transaction Enter Transaction #: B238-6441 L‘\
Fropery: 3871 Avenue 47 Los Angeles, CA 90041

O Attach document to an order # Enter Order #:

«  Attach document to order # - enter the order number in the adjacent text box.
4. Click:

* Move to move the document to the selected option.

Note: The page refreshes and shows that the document is no longer associated with the transaction. There is no
visual indicator as to where you moved the document. You need to note the address to where you moved the
document.
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*  Copy to copy the document to the selected option.

Removing a Document

You can remove documents from either the Inbox Documents list or the Transaction Documents list.

1. Select the check box of the document you want to remove and click Remove.

Home | il FAG | Help | Logout

* Transactions & Contacts & Providers ‘ *" Documents ‘ * Reports ‘ & Profile & Preferences

= Orders ‘ * Properties

DOCUMENT CENTER Download Documert Managemert Tacl @

Branch: Agent:

| ABC Realty - Glendale Branch v/ William Atking
Agent Represents: Status: | Show All With: Shiw All 4

Other Filters: |Pr0pertyAddress v| |245 | Search Transactions
Transaction: | 6225-6428 (2451 Mantrase Ave. Montrose, CA 91020) v | Upload Document
Inbox Documents Transaction Documents
Transaction ID: 6225-6428 2451 Montrose Ave,
L2 Tt LT L= Montrose, CA 91020
hdail MoveiCopy  Privilege Rename Archive Remove Frint
Name Approved Archive TrackingZ Upload Date Log Privilege
Transaction Documents
Buyer's Agency B 10/26/2007 3:00:42 P
O piser | 6225-6428 Lot SLE B o#
[] Home vesrrarty | 6225-6428 gEﬁSgZTD)D? T ¥ ] |
Homeowyner B 10/26/2007 3:00:14 P
DAssocaﬁon... J FEENE PM (PDT} H J ﬂ
Mautral Hazard R 10/26/2007 2:59:45 P
O e, | 6225-6428 Lol e0LE % o B o#
Y
hdail MoveiCopy  Privilege Rename Archive Frint

The Remove Document page appears.
REMOVE DOCUMENT

List of Documents Selected

1) Nautral Hazard Disclosure

Are you sure you want to remove these documents?

Remaove Close

2. Click Remove. The document is removed from the Transaction Documents section.
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Using Document / Activity Defaults

The Site Administrator can set default names for documents faxed or uploaded directly to an activity. Then, each time you
fax a document into an activity using the fax cover sheet or upload a document directly to an activity, the document is

named automatically.

Note: This feature is not available on documents that are emailed into TransactionPoint.

Faxing a Document Using an Activity-Specific Fax Cover Sheet
1. Click the Activities/Orders/Docs tab within the transaction.

’ Transaction Summar u Transaction Contacts “ Activities Orders Docs H Communications Log

I [#]xey Dates

o ]

[=] activities

Filter by Task Type: .ShDW All v

Filter by Task Status: [ Show &1 v Save Seftings

I Add Template Activities 1 l

Add Master Activities |

Due Completed  Log Orders Docs

©[3/2472008 | ¢ & u bl@

& | ¢l & 4 g

© 3232006 | & © u DIl

©|31472008 | ¢ & u bl @

&|472008 | WL & u bl&@

:GeneraFDocumerﬂsand Orders & ] ez & u D&

| HOA Packace Sert to Buver for Approval $(3neeo0s | WL | & U o D&
M | Loan - Contract to Lender &318/2008 | % 1 . & L o Db
O Jsos &[3n6r008 | W< | & u D

2. Check the boxes to the left of the activities for which you want to create fax cover sheets.
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3. Click the Fax Cover button.

A pop-up window appears with the default document names. You can rename documents using any letters, numbers,
and punctuation marks.

include in
rans#  [Property Address File Name cemave .| Customized
Archive
O

g;gl: 1234 Test Drive, San Jose, CA 95132 AD-11 |Agency Disclosure

i \
272117- Package

1234 Test Drive, San Jose, CA 95132 Sentto |HOA Package's | A |

26541 -~

Buyer for

Approval

| Submit | ’ Cancel

4. If applicable, check Remove Cover Sheet.
5. If applicable, check Include in Customize Archive.

6. Click Submit.

Uploading an Activity-Specific Document

Note: Documents can be split and renamed as multiple PDF files after uploading. See Splitting a Document into Multiple
Documents on page 93.
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1. Click on the Activities/Orders/Docs tab within the transaction.

’ Transaction Summary ll Transaction Contacts || Activities Orders Docs ‘l Communications Log
[#]key Dates Print
[=] activities Print
Filter by Task Type: Show All v
Filter by Task Status: | Show &1l v TSave Seftings

| AddTemplate Activities |

Add Master Activities |

| [Frexcover | [fcometeavae vl |8

3 |ap

[11 | Debs Activiy

E] Appraisal Ordered

Il General Documerts and Orders

|| Hoa Package Sent to Buver for Approvel

O]  jsos

O | Loan - Contract to Lender

Due ¥ Completed Log Orders Docs
Glyzqeooe | o [ & U D&
G ] el [ & u D&
©[332008 | W< | & u D&
Glanaeoos | #d [ & o D&
Slaeoe | ¥4 [ o U oo
¢ | =a [ o d D&
©lanereo06 | W | o u o p&
&|318/2008 | ¢ L & d 9o /"
Glaneizo0e | #<d | & d o

2. Click the D icon associated with the activity to which you want to upload a document.
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A pop-up window appears with the default document name. You can rename documents using any letters, numbers, and
punctuation marks.

Activity Document List Close
Transaction #: 6225-6425

Property: 2451 Montrose Ave. | Mortrose, CA 91020 Property Type: Single Family Seller's Agent: William Atkins
Closing #: 07-055-2451 Sales Price: §449,000.00 APN #:

Age: 12

» Select inbox documents to move or copy to the current activity, or upload a document to the current activity.
» Manage Activity Docurnents: view, mail, move, copy, change access privileges or view access history,

Document Hame Date D t Hame: | HOA By-Laws *
Select File: bmeownerAssociation Information Requestﬂ Browse.. |
Document Security: (@ Documet is Public O Document is Private
:1::':::::2?1 Customized Oves ®no
Upload

Activity Documents

Name Approved Archive Trackings Upload Date Log Privilege

Close

1. Click Browse to locate the document you want to upload, then click Upload. The document appears in the Activity
Documents section.

Activity Document List Close
Transaction #: 6225-6425

Property: 2451 Montrose Ave. | Mortrose, CA 91020 Property Type: Single Family Seller's Agent: William Atkins
Closing #: 07-055-2451 Sales Price: §449,000.00 APN #:

Age: 12

Activity : HOA By-Laws
» Select inbox documents to move or copy to the current activity, or upload a document to the current activity.
» Manage Activity Docurnents: view, mail, move, copy, change access privileges or view access history,

Document Hame Date D t Hame: | HOA By-Laws *
Select File: | | Browse.. ]
Document Security: @ Document is Public O Document is Private
:1::':::::2?1 Customized O ves @ o
Upload

Name Approved Archive TrackingZ Upload Date Log Privilege
HO8, By _ 10/28/2007 9:50:20 PM p
Pl _ 6225-6428 125 L Bl o#
hdail MoveiCopy  Privilege Rename Archive Remove Frint
Close

2. Click Close to close the Activity Document List page.

Using Default Document Privileges

The Site Administrator can set default viewing privileges for documents faxed or uploaded directly to an activity. Then,
each time you fax a document into an activity using the fax cover sheet or upload a document directly to an activity,
TransactionPoint automatically sets the privilege to Public or Private access:

*  Public access makes the document viewable to all parties named in the transaction.
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* Private access makes the document viewable only to the Primary Agent, Transaction Coordinator, Super User and any
other parties specified at the Admin level.

When a document is uploaded to an activity, the privilege is indicated in the Activity Document List.

Closing #: 07-055-2451
Age: 12

Activity Document List Close
Transaction #: 6225-6425
Property: 2451 Montrose Ave. | Mortrose, CA 91020 Property Type: Single Family Seller's Agent: William Atkins

Sales Price: §449,000.00 APN #:

Inbox Documents

Document Hame Date

Activity : HOA By-Laws
» Select inbox documents to move or copy to the current activity, or upload a document to the current activity.
» Manage Activity Docurnents: view, mail, move, copy, change access privileges or view access history,

Document Upload
D t Hame: |HOA By-Laws e
Select File: [ | Browse.. ]
Document Security: | ) Document is Public |® Document is Private
Include in Customized
Archive: O Yes @ Mo
Upload
Activity Documents
Hame 1/ Approved Archive TrackingZ Upload Date LodNErivilege
HO8, By _ 10/28/2007 9:50:20 PM .
O aws | 6225-6428 125 u [e] e
hdail MoveiCopy  Privilege Rename Archive Remove Frint
Close

The Site Administrator may set the document privilege to Private and give viewing access to the following people:

*  Buyer

o Seller

* Buyer’s Agent
» Seller’s Agent
* Escrow

Note: You can change the viewing access after the document is uploaded or faxed in by clicking the P under Privilege.
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Splitting a Document into Multiple Documents

You can fax, email, or upload a group of documents into TransactionPoint at one time and break them into individual
documents within TransactionPoint:

(] Briosity Activity o Due ] Completed  Log Orders Docs
O |acmn Glopqene | ®d | & 4 e
O |acte o |Jmda [ o o&
M3 |apat G3eaoos | ®d [ & U D&
Dugggraisal Ordered 4‘1@‘14»‘2005 | | & H Q’@\
1)1 |oebs activty Slap008 | w4 | & U &
00| | ceneral Documents and orders G| | wel | ¢ u D&
DHOA Packace Sert to Buyer for &pproval @’W‘ B | |7]® L o bl&
O |Loan- Contract to Lender Glanseos | @ [ & W o Bl
o Jss Ohnee | #d | [o U o
 Update | | Remove | | FaxCover | lCornpletedDate 2 =

| AddTempiate activities | | Add Master Activities |
Due/Past due activities are shown in red.
|.-|l§_f'tlrdei-s ‘
"}r;sa:tlon Documents |

1. Click the Activities/Orders/Docs tab within the transaction.

2. Click the paper clip next to the activity document you want to split. The Activity Document List appears.

Close

Activity Document List

Transaction #: 27217-26541

Property: 1234 Test Drive , San Jose , CA 95132
Closing #:

Contract Acceptance Date: 3132006

Seller's Agent: Star Blake
APN #:
Age: 32

Property Type: Single Family
Sales Price: $510,000.00
Estimated Closing Date: 4412/2006

er for Approval

s Select inbox docurnents to move to the current activity, or upload a document to the current activity.
& Manage Activity Documents: view, mail, move, change access privileges or view access history.

Document Upload
Document Hame Date t Hame: | HOA Package's J+
Select File: | | Browse..
ocument Security: O Documert is Public & Document is Private
Mote: Template Security Sefting is Private - Buyer, Seller, Seller's Agent)
Include in Customized O
Archive: ves @ Mo
Upload
ctivity Documents
Hame®]  Approved Tracking®  Upload Date Log Privilege
HO& 27217- 3/22/2006 10:20:16 &AM
O Backage's d Zesa1  sm) g = .'d-v\
Mail Maove Rename Remaove
Close
3. Click on the wrench icon.
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Note: If you do not see the wrench icon, see Including a Document Using the Upload Feature on page 48.

The Document Split window appears

Transaction Document
Document Title : FNF Family Ecsrow Instructions.pdf

L B I EE]
i/ - !Sign - | ¥

=) | 66%

| Pages\{‘? Layers\ié Bookmarks

INTEGRATED TECHNOLOGY SOLUTIONS

E Comments \‘5\ Aftachments

1 FIDELITY

— 1 NATIONAL FINANCIAL™

= tofs | p Pl

Close Window

Ac.li(;r.! Page(s) ;
Rotate-90
Rotate-180
Rotate-270
Delete
i Step 4
Split 1307

: ; Step 5
splittlames | Document 17
[ Submit | [ Cancel |

4. To split a document, indicate the separate documents you want by using a comma separator between page numbers.

Each page you list will be the first page of each new document.

Example: You have an 8-page document. Pages 1-2 are a document; pages 3-6 are a document; pages 7-8 are a
document. Keying in 1, 3, 7 will split the document as follows: Document 1 will include pages 1-2; document 2 will

include pages 3-6; document 3 will include pages 7-8.

5. To name your documents, put the name of the first document followed by a comma, then the name of the next
document followed by a comma, and so-on. Example: Document 1, Document 2, Document 3

6. Click Submit.

Note: You may also access the PDF splitting tool in the Transaction Documents section. See Including a Document Using

the Upload Feature on page 48.
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Report Center

You can create Branch, Agent, Activity and Documents Received reports.

Creating a Branch Results Report

1. Click the Reports tab.

2. Click Branch Results.

Reports - Transactions Branch Results

Branch: m

Agent Status: all -

Agent Represents: | All -

Transaction Status: |All =

Date Range: [- select - =l Between $ and | & Go

3. Select the Branch, Agent Status, Agent Representation, Transaction Status, and/or Date Range.

4. Click Go. The Branch report appears.

Reports - Transactions Branch Results

Branch: Im
Agent Status: all -

Agent Represents: | All <

Transaction Status: |All 4

Date Range: [Listing Expiration Date 7| Betwsen [4/4/2005 © and [5/6/z005 & a0

Branch: East Office

P A - e - 21 =B ]

Est Closing Date /
ow Closing

3487-3719 111 Main St, Karen Jones ! Seller £ 47412005 § 42242005 1 47412005 § §200,000.00 1
Inver Grove Heights, MM Susan Pending Si612005 Si20/2005 T, $205,000.00
58076 Samuels

Total List Price: $200,000.00
Total Sales Price: $205,000.00

Total Transactions: 1

* Thiz price will not be added into the tatal price (Dual transaction).

Use the Print button to print the report.

TransactionPoint 95 Transaction Coordinator’s Guide



Creating an Agent Report

1. Click the Reports tab.

2. Click Agent Results.

Reports - Transactions By Agent

Agent Represents: | All -

Transaction Status: IF\” 'l
Date Range: [- select - =l eetween | $ and | & Go

3. Select the Agent Representation, Transaction Status, and/or Date Range.

4. Click Go. The Agent report appears.

Reports - Transactions By Agent

Agent Represents: ISE”EI’ 'l
Transaction Status: IPending 'l

Date Range: [Listing Expiration Date 7] Between [5/z/2005 © and [6/9/2005 & Bo

Branch: East Office

" Estimated Closing M

1. Susan Samuels 3487-37189 111 Main St Seller 45472005 ¢ 412252005 1 $200,000.00 ¢
Inver Grove Heights,  Pending 0612005 12002005 $205,000.00
hdr 55076

Total Transactions: 1 Tatal List Prices:  $200,000.00

Tatal Sales Prices: $205,000.00

* Thig price will not he added into the total price (Dual transaction).

Use the Print button to print the report.
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Creating an Activity Report

1. Click the Reports tab.

2. Click Activity Report.

Home | hiail FAG | Help | Logout
> Transactions | * Orders  * Properties  .* Contacts & Providers = Documents  “"Reports | = Profile & Preferences

Activity Report

Branch: all v

Agent Status: Active W

Agent all w

Agent Represents: all w

Transaction Status: Pending W

Activity Description:

Activity Status: Due/Past Due | Between & and &

Click Go. The Activity report appears.

Select the Branch, Agent Status, Agent Representation, Transaction Status, and/or Date Range.

Home | hiail FAG | Help | Logout
= Transactions  * Orders  * Properties  * Contacts & Providers = Documents | " Reports | * Profile & Preferences

Activity Report

Branch: all v

Agent Status: Active W

Activity Description:

Activity Status: Due/Past Due Between

Coordinator: Terry Woodland

Represen

Agent: Christian Gardner

Agent Christian Gardner (Shaw Realty - TX) »
Agent Represents: all w
Transaction Status: | All v

Branch Name: Shaw Realty - TX

F F
N7 and N

isting Estimated Closing Date completed
Listing Expiration |Escrow Closing Date -omp

4963-5172 for 5200 Everett Lane, Everett, Wa, 93204 Buyer M 712006
Pending
Escrow Opened 7i812006
Commizsion agreement attached M 202006
Copy of contract to lender M 202006
Earnest money sttachedideposited M 202006
Survey requestediordered M 202006
Intro Letter to buyer 7 412006
Intra Letter to lender TH 452006
Loan application submitted 7 412006
Appraisal ordered TH 712006
Confirm appraisal ordered by buyer TH 712006
Appraisal verified Fi22/2006
Home warranty ordered Fi22/2006
Loan status Tr22r2006
Use the Print button to print the report.
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Creating a Documents Received Report

1. Click the Reports tab.

2. Click Documents Received Report.

Home | hiail

= Transactions = Orders

> Properties

= Contacts & Providers

Calendar | FAQ | Help | Logout

* Documents = Reports  * Profile & Preferences

Documents Received Report

Report Type: & Summary Repart ' Detailed Report

R

F
Date Range: Between | N and N

3. Select the Report Type (Summary or Detailed).
4. Enter the Date Range.

5. Click Go. The Documents Received report appears.

Home | hiail Calendar | FAQ | Help | Logout

> Transactions o Orders  * Properties . Contacts & Providers ©* Documents = Reports  o* Profile & Preferences

Documents Received Report

Report Type:

Date Range:

& Surnmary Report

' Detailed Report

Between |01/01/2005

$ and [09/06/2005 &

East Office Karen Jones
Total Do it

m ransaction Coordinator Transaction Documents Order Documents

Use the Print button to print the report.
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Profiles & Preferences

Use the Profiles & Preferences tab to modify your profile, change your password and view preferred providers

Updating Your Profile

Use the User Profile function to update your personal information.

1. Click Profile & Preferences in the top navigation panel, then click Profile. Your Staff Registration page appears.

Personal Information

salutation: | his. ¥ Work Phone: |(518) 545-8975 . cell: (818) 545-6800
First Name: | Janet a Home Phone: |(818) 764-9521 Domain:

MI: Pager: Voice Mail:

Last Name: |Moore 3 PIN: Oves @ MNo Fax:

Example:18001234567

A.K.A. First Name: | Jan A.K.A. Last Name: |hinore
'Website:
Email 1: janetmoore@demotrpo| If ermail address (Email 1) is not specified, email will be sentto the systern email account.
Notify by: Ermnail +
Email 2 :
Email 3 : [ select box to send notifications to all emails. If unchecked, naotification will
only be sentto primary email {13,
Email 4 :
Email 5 :
Set new document privilege to: @ Public O Private
Enable Calendar: ||
Set default transaction tab to: 4] summary O contact & Activity O Log
User Information
User Id: janetmoore
Current Email: janetmoore@demotrpoint.com
Frey Finished

User: Janet Moore w122 Copyright® 2002 Site Hame: philcomo
Transacnonpofnt Terms of U=ze  Privacy Policy Powered by Fidelity National Real Estate Solutions

2. Update any fields requiring changes, and select any check boxes according to your preference (i.e., check Enable

Calendar if that is your preference). Fields marked with an asterisk (*) are required.

Addding Additional E-Mail Addresses

You can have up to five e-mail addresses. TransactionPoint can send e-mail messages, notifications, and alerts to each of
these addresses. Email 1 is always treated as your primary e-mail address. E-mail messages will always be sent to Email 1.

You have the option to have messages sent to other e-mail addresses.
To add additional e-mail addresses:

1. Enter the additional e-mail addresses you want to use.
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2. Select the Select box to send notifications.... check box to enable the sending of e-mail messages to all addresses.

Email 1: janetmoore@demotrpD If email address (Email 1) is not specified, email will be sentto the systerm email account.

Notify by: Ernail

Email 2 : janet_moore@abcrealty.com

Email 3 : jmoore101 (@anl.com Select box to send nofifications to all emails. If unchecked, notification will
only be sentto primary email {13,

Email 4 :

Email 5:

When you enable multiple e-mail addresses an envelope icon appears next to your e-mail address on the Transaction
Contacts page. This indicates to other users that you will receive e-mail messages at multiple locations. If you pause on this

icon with your mouse all e-mail addresses are displayed.

Transaction Coordinator

Moore, Jan - ABC Realty - Glendale Branch
1102 Morth Brand Blvd.
Glendale, CA 91203 USA

Email: janetmoored@demotrpaint com _le

Home: (518) 764-9521
Worke: (518) 545-8975
Fax:
URL:

Seller's Agent

janet_moore@abcrealty.com)
jmoore101@acl.com

Aking, Bill - ABC Realty - Glendale Branch

Home:

cell: (518) 545-6800
Pager:
Voice Mail:
Create wCard
| Add Co-Seller's Agent Change/Edit |
cell:

Additional Information About E-Mail Messages

Note the following parameters for e-mail addresses:

» TransactionPoint will track the multiple e-mail addresses in the Communication Log.

e Letter Writer will display only the e-mail address entered for Email 1.

» VCard functionality will display only the e-mail address entered for Email 1.

» For CSV uploads additional e-mail addresses can be uploaded to TransactionPoint.

3. Click Finished when you are done entering updating your profile.

Maintaining Preferred Providers

1. Click User Preferred Providers.

Home | hiail

*" Transactions | * Orders  :* Properties

Transaction Center

o Contacts & Providers = Documents = Reports  o* Profile & Preferences

Calendar | FAQ | Help | Logout

User Profile
User Passwords

User Fi d

Submit a New Transaction:

Create Transaction

User Packet Services

2. Select a Branch.

3. Select an Agent.

TransactionPoint

100

Transaction Coordinator’s Guide



4. Select a category from the Inspection, Closing or Other Services lists. The corresponding preferred providers appear.

Home | hiail

Calendar | FAQ | Help | Logout

> Transactions | * Orders  * Properties  .* Contacts & Providers = Documents Reports  “” Profile & Preferences

Preferred Providers

Branch: East Office 'l
Agent: Bill Baxter 'l

Inspection Closin: Other Services
ISeIedaser\fice 'l ICIDSing 'l ISeIedaser\fice 'l

Other Providers
Christopher Reeves, Sunny Day Escrowy (Mira Loma)

Remove
Gary Paul, US4 Inspections Remaove
Jetfrey M. Smith, Sunny Day Escroy (Mira Loma) Remove

Add Providers Suggest Praviders

5. Click on a provider for detailed information. Use the Add Providers, Suggest Providers, and Remove buttons, as
needed.

6. Click Close to close the Provider Detail page.

7. After you obtain all needed provider information, click Finished.
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Changing Your Password
Use the Password feature to change your login password.
1. Click the Profile & Preferences tab.

2. Click User Passwords.

Home | Mail Calendar | FAQ | Help | Logout

*" Transactions = Orders = Properties .* Contacts & Providers o Documents = Reports  * Profile & Preferences

User Profile S
User Passwords z

User Preferred id.

Transaction Genter

Submit a New Transaction:

User Packet Services
| Create Transaction

The Change Password page appears.

|
Home | hiail Calendar | FAQ | Help | Logout

> Transactions | * Orders  * Properties  .* Contacts & Providers = Documents  © Reports | “" Profile & Preferences

Change Password
0Old Password :
New Password:

Confirm New Password:

Cancel Change

Assist a TC Password

Set up below a separate password which you can give to another Transaction Coordinator in you company to manage transactions for you in your
ahzence.

New Password for Assist a TC Function Only:

Confirm New Password for Assist a TC Function Only:

Cancel Change

w

Type your Old Password.
4. Type your New Password.
5. Retype your new password in the Confirm New Password field.

6. Click Change. The Password Confirmation panel appears.

> Transactions | * Orders  * Properties . Contacts & Providers = Documents = Reports | “" Profile & Preferences

Password Confirmation

Your passward has heen changed successiully!

Finished

7. Click Finished.
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Setting Up an Assistant Password

1. Click the Profile & Preferences tab, and click on User Passwords.

Home | hdail Calendar | FAQ | Help | Logout

=" Transactions = Orders = Properties * Contacts & Providers Documents = Reports . Profile & Preferences

User Profile |
; User Passwords i
Transaction Center User Preferred Provid
User Packet Services
Submit a New Transaction: | Create Transaction

The Change Password page appears.

Home | il

Calendar | FAGQ | Help | Logout

> Transactions  Orders = Properties  :* Contacts & Providers = Documents  * Reports  *" Profile & Preferences

Change Password
0ld Password :
New Password:

Confirm New Password:

Cancel Change

Assist a TC Password

Set up helovw a separate password which you can give to another Transaction Coordinstor in you company to manage transactions for you in your
ahzence.

New Password for Assist a TC Function Only:

Confirm New Password for Assist a TC Function Only:

| Cancel Change |

2. Type a password in the New Password for Assist a TC Function Only field.
3. Retype the password in the Confirm New Password field.

4. Click Change. The Password Confirmation panel appears.

Home | hiail Calendar | FAQ | Help | Logout

> Transactions | * Orders  * Properties  .* Contacts & Providers = Documents Reports  “” Profile & Preferences

Password Confirmation

You have successfully set up a password specifically for other Transaction Coardinators in your company to manage the transactions for
wau inyaur absence. Please note that your passward for login remains the same and has not heen changed.

Finished

5. Click Finished.
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Setting Up Packet Services

Packet Services are lists of the most frequently used providers used by Transaction Coordinators or agents. There are two
types of packet services:

* My Packet Services are lists of your preferred providers.
* Real Estate Agent Packet Services are lists of agent-preferred providers.

Setting Up My Packet Services

These sections describe how to:

»  Create a new list.
» Add asingle provider from a service category.
e Add multiple providers from a service category.

Creating a New List
1. Click the Profile & Preferences tab, then click User Packet Services.

Home | il FAG | Help | Logout

%" Transactions | & Orders | » Properties | I Contacts & Providers | & Documents | & Reports | 2 Profile & Preferences

User Profile

R User Passwords
Transaction Center P

ser Packet Services
Submit a New Transaction: Create Transaction ,h

The Packet Services page appears.

2. Click Create a New List.

Home | il FAG | Help | Logout

¥ Transactions | & Orders | & Properties | > Contacts & Providers | = Documents | & Reports | %" Profile & Preferences

Packet Services |

My Packet Sewices*

Packet Services List | Creste = MNews List |
Mo Packet Services available

Real Estate Agent Packet Services |

Branch Office All w

Real Estate Agent --Select- 4

Packet Services List | |
Mo Packet Services available

User: Janet Moore w122 Copyright @ 2002 Site Hame: grs
Transacnonpofnt Terms of Use  Privacy Policy Powered by Fidelity National Real Estate Solutions
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The Create New Packet Services List appears.

Create Mew Packet Services List

| Cancel

Mame of List: Kanderson - Residential

Contact Type: APPRAISAL v
Providers: Show All v

Search for: Company Name v |San Gabriel

Search

Cancel

3. Inthe Name of List text box, enter a name. This is the packet services name to look for when adding the packet to your

transaction.

Note: When you create a new list you must also add your first servicer provider. To add a service provider see the

section Adding a Single Provider. Begin with step 2.

Adding a Single Provider for a Service Category

1. Select the packet from the Packet Services List and click Add to List.

Packet Services

| My Packet Services

Packet Services List | | Residential Service Providers » | Create 3 Mew List |

| Mug |

Contact Type: Appraisal
Contact Info: Dave Scott- San Gabriel Appraisers

Add to List

2. Inthe window for adding a provider, enter your search criteria:

»  Select the service category from the Contact Type list.

e Select either Show Preferred Only or Show All from the Providers list.

» Select the Search for criteria. If you select First Name, Last Name, or Company Name you can enter either a
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partial or full entry in the adjacent text box.

Add Provider to Existing Packet Services List

| | | Cancel | ‘

Mame of List: Residential Service Providers

Contact Type: | CLOSING V|

Praviders: | Show All V|

Search far: |Company Marre v| |Eag|e Rock Valley Closing |

| Search

| | | Cancel | ‘

3. Click Search. From the list of providers displayed, choose a contact by selecting the option button for that name, then
click Select. If only one contact appears, you still need to select the option button for that contact before clicking

Select.

Create Mew Packet Services List

| Add Hewr Company | Select Cancel ”
Mame of List: |KAnderson - Residential |
Contact Type: | APPRAISAL v |
Providers: | Show All v |
Search for: |Company Name v| |San Gabriel |
| Search
Contacts

San Gabriel Appraisers San Gabriel Appraisers (%) Dave Scott &

1414 South California Ave.
Maonrovia, CAS1016

Add Branch Add Contact

* ndicates "Preferred Provider"

+Indicates "Agent Preferred”
Alndicates "My Packet Services”

#|ndicates "Agent's Packet Services"

Add Hewr Company Select Cancel ”

Note: If the provider you want is not found, you can add it to your list by clicking Add New Company and entering the

company’s information in the Add Company - TC window.

Adding Multiple Providers for a Service Category

Note that these steps assume that a packet services list has already been created.

1.

Select a packet from the Packet Services List and click Add to List.
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2. Inthe window for selecting a provider, enter your search criteria:

» Select the service category from the Contact Type list.
e Select either Show Preferred Only or Show All from the Providers list.

» Select the Search For criteria. If you select First Name, Last Name, or Company Name you can enter either a
partial or full entry in the adjacent text box.

« If you select All leave the text box empty.

Add Provider to Existing Packet Services List

| | | Cancel | ‘

Mame of List: Residential Service Providers

Contact Type: | HOME WARRANTY v|

Praviders: | Show All v |

Search far: |A|| v| | |

| Search

| | | Cancel | ‘

» Click Search. From the list of providers displayed, choose a contact by selecting the option button for that name,
then click Select. If only one contact appears, you still need to select the option button for that contact before
clicking Select.

Add Provider to Existing Packet Services List

‘ | Add Hewr Company Select Cancel ”

Mame of List: Residential Service Providers

Contact Type: | CLOSING v|
Providers: | Show All M |
Search for: |A|| V| | |
| Search
Contacts
College Escrow College Escrow ) Elizabeth Knall

9812 Stanford Dr.
Claremant, CA 81711

Eagle Rock Valley Closing Eagle Rock Valley Closing & Clem Roherts
10764 Eagle Rock Blvd.
Los Angeles, CA 90041 +

3. Repeat these steps to add the next provider for that catetory.
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After completing these steps, the packet services list will display the multiple providers selected for that category.

Packet Services

| My Packet Services

Packet Services List | Residential Service Providers » | Create 3 Mew List |

Delete List |

Contact Type: Appraisal

Contact Info: Dave Scott- San Gabriel Appraisers

Contact Type: Escrow

Contact Info:  Clem Roberts - Eagle Rock Valley Closing

Contact Type: Escrow

Contact Info:  Elizabeth Knaoll - College Escrow

| Add to List

Setting Up Real Estate Agent Packet Services

These sections describe how to do the following for an agent’s packet services list:

» Create a new list.
* Add asingle provider from a service category.

»  Add multiple providers from a service category.

Creating a New List
1. Click the Profile & Preferences tab, then click User Packet Services.

%" Transactions | & Orders | » Properties | I Contacts & Providers | & Documents | & Reports | 2 Profile & Preferences

User Profile

R User Passwords
Transaction Center m ferred

Home | il FAG | Help | Logout

ser Packet Services
Submit a New Transaction: Create Transaction ,h
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The Packet Services page appears.

Home | il FAG | Help | Logout

¥ Transactions | & Orders | & Properties | > Contacts & Providers | = Documents | & Reports | %" Profile & Preferences

Packet Services

My Packet Services

Packet Services List |

. . Create a Mew List |
Mo Packet Services available

Real Estate Agent Packet Services |

Branch Office All w
Real Estate Agent -Zalact- w
Packet Services List | |
Mo Packet Services available
User: Janet Moore w122 Copyright @ 2002 Site Hame: gr o
Transacnonpofnt Terms of Use  Privacy Policy Powered by Fidelity National Real Estate Solutions

1. Inthe Real Estate Agent Packet Services section:

a. Select the branch office from the Branch Office list.

» If your access is a single branch only, that branch automatically appears in the Branch Office list.

» If your access is to multiple branches, All appears in the Branch Office list. You can leave this selection
unchanged or select a specific branch.

b. Select an agent from the Real Estate Agent list.

Note: Your branch office selection governs the agents appearing in this list.

2. Click Create a New List.

| Real Estate Agent Packet Services

Branch Office ABC Realty - Glendale Branch »

Real Estate Agent Karen Anderson

Packet Services List

| Creste @ New List |<—
| |

Mo Packet Services available
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The Create New Packet Services List appears.

Create Mew Packet Services List

| Cancel

Mame of List:
Contact Type:
Providers:

Search for:

KAnderson - Residential
APPRAISAL v
Show All hd

Company Mame v | |San Gabriel

Search

| Cancel

In the Name of List text box, enter a name. This is the packet services name to look for when adding the packet to the
agent’s transaction.

Note: When you create a new list for an agent you must also add the first service provider. To add a service provider
see the section Adding a Single Provider for a Service Category. Begin with step 2.

Adding a Single Provider for a Service Category
In the Branch Office, Real Estate Agent, and Packet Services lists, make the appropriate selections to locate the
packet service you are looking for. Click Add to List.

1.

In the window for adding a provider, enter your search criteria:

»  Select the service category from the Contact Type list.

»  Select either Show Preferred Only or Show All from the Providers list.

»  Select the Search for criteria. If you select First Name, Last Name, or Company Name you can enter either a
partial or full entry in the adjacent text box.

Create Mew Packet Services List

| Cancel

Mame of List:
Contact Type:
Providers:

Search for:

KAnderson - Residential
APPRAISAL v
Show All hd

Company Mame | |San Gabriel

Search

| Cancel

3. Click Search. From the list of providers displayed, choose a contact by selecting the option button for that name, then
click Select. If only one contact appears, you still need to select the option button for that contact before clicking
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Select.

Create New Packet Services List
Add Hewr Company Select Cancel ”
Mame of List: KAnderson - Residential
Contact Type: APPRAISAL v
Praviders: Show All v
Search for: Company Name * | |Zan Gabriel
Search

Contacts
San Gabriel Appraisers San Gabriel Appraisers (%) Dave Scott &

1414 South California Ave.

Maonrovia, CAS1016
* ndicates "Preferred Provider"
+Indicates "Agent Preferred”
Alndicates "My Packet Services”
#|ndicates "Agent's Packet Services"

Add Hewr Company Select Cancel ”

Note: If the provider you want is not found, you can add it to your list by clicking Add New Company and entering the
company’s information in the Add Company - TC window.

Adding Multiple Providers for a Service Category

Note that these steps assume that a packet services list has already been created.

1. Select the branch office, real estate agent, and packet service from the lists. Click Add to List.

| Real Estate Agent Packet Services |

Branch Office ABC Realty - Glendale Branch »

Real Estate Agent Karen Anderson

Packet Services List

KAnderson - Residential | Create 3 Mew List |
| Delete List |
Contact Type: Appraisal
Contact Info: Dave Scott- San Gabriel Appraisers

|| Add to List ||
1

2. Inthe window for selecting a provider, enter your search criteria:

»  Select the service category from the Contact Type list.
» Select either Show Preferred Only or Show All from the Providers list.

Select the Search For criteria. If you select First Name, Last Name, or Company Name you can enter either a
partial or full entry in the adjacent text box.
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« If you select All leave the text box empty.

Add Provider to Existing Packet Services List

| Cancel ”
Mame of List: KAnderson - Residential
Contact Type: | HOME WARRANTY v|
Providers: | Show All v |
Search far: |A|| v| | |
| Search
| | | Cancel ”

» Click Search. From the list of providers displayed, choose a contact by selecting the option button for that name,

then click Select.

Add Provider to Existing Packet Services List

| Add Hewr Company

Home Warranty Services Home Warranty Services

1425 East Foothill Blvd.
Glendora, CA 91741

Add Branch

Warranty Services

Add Contact

Warranty Services
2543 Foothill Blvd.
Claremant, CA 81711

Add Branch

* ndicates "Preferred Provider"

Add Contact

+Indicates "Agent Preferred”
Alndicates "My Packet Services"
#|ndicates "Agent's Packet Services"

Select Cancel ”
Mame of List: KAnderson - Residential
Contact Type: | HOME WARRANTY v|
Providers: | Show All v |
Search for: |A|| V| | |
| Search
Contacts

O Josh Mchannis

Y

O dim Augusting

Add Hewr Company

Select Cancel | ‘

3. Repeat these steps to add the next provider for that catetory.
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After completing these steps, the packet services list will display the multiple providers selected for that category.

| Real Estate Agent Packet Services

Branch Office ABC Realty - Glendale Branch »

Real Estate Agent Karen Anderson

Packet Services List KAnderson - Residential |+ | Create = New List

| Delete List

Contact Type: Appraisal

Contact Info: Dave Scott- San Gabriel Appraisers

Contact Type: Home Warranty

Contact Info:  Josh Mchannis - Home Warranty Services

Contact Type: Home Warranty

Contact Info:  Jim Augustino - Warranty Services

Add to List
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Malil Center

From the Mail Center, you can view and send mail. This email system is a basic email system designed for your use within
TransactionPoint.

1. Click Mail in the top navigation toolbar.

Home | hiail

Calendar | FAQ | Help | Logout

*" Transactions = Orders erties | * Contacts & Providers  Documents o Reports = Profile & Preferences

Transaction Center

Submit a New Transaction: Create Transaction

(or) Find Existing Transaction: (choose 1 or all fields to search) Assista TC Prirt Page |

Agent: (* InActive Agents)

= |Baxter, Bill =
Agent Represenls:lShow all 'l Status: IPending 'l with: |Show All j

Other Filters: | Property Address |

Transaction Coordinator: Jones, Karen

Branch:
East Office

The Mailbox Summary page appears.

L ogoff
Mailbox Summary
Mailbox _[Size (bytes)  [Message Count | Last Modified
Main 2029 10 2006-07-18 13:27
Sent 14175 g 2006-07-18 13:30
Deleted ] 0
attachments

Current Mailbox:Main User:karalie_shaw

Options &
Personal
Change Mail Forwarding Information

Change Yacation Message
Address Book

Auto Response
Preferences

Change Signature
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Viewing Your Messages

1. Access the Mailbox Summary page.

2. Click the Main link.

L ogoff

2 Message(s), 2 New (Unread)

[ fFom  subied  pat |iines]
Il |Ser\rice@transactionpoint_com |E TransactionPoint Password Change No... |Tue Aug 09 15:17:30 2005 |32
I |bbaxtetnag@hotmail cam [= no subjecy Thu Jul 14 19:03:25 2006 30

[T Select All Displayed Messageis)
Delete Delete All

3. Click on the message Subject to read the message.

Deleting Messages

Note: The deletion of messages is immediate and no confirmation panel appears.

1. Access the Mailbox Summary page.
2. To delete all messages, click Delete All.
3. Select the check box in front of a message(s) you want to delete.

4, Click the Delete button.

Composing and Sending a Message

The function of sending an email message is labeled Compose.
1. Access the Mailbox Summary page.

2. Click Compose on the Main Menu or on the unread message panel.

Mailbox Summary

L ogoft
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The Send Mail Message page appears.

Send Message L ogoff

T T ) I T

Addresses: [ o Addresses— To
CC
BCC

To:

|
cc |
|
|

BCC:
Subject:

[T Add all recipients to address book [T Save message in Sent falder [T Include Signature
Save Send

Attachments

Click on the Browse button to select the file you want to attach or type the path and name of
the file into the box below. To attach file(s), click on Attach Button. To remove attachments,
select a file(s) in the list and click the Remowe button.

AttachFiIe:I Browse... | —Mo Files Attached— Attach
Remaove

Current Total:
0 Kbytes, O File(s)

3. Type the email address of the message recipients in the To field, the CC field, and/or the BCC field.

4. Type the Subject.

5. Select Add all recipients to address book if you want to add all the recipients listed to your Mail Address Book,.
6. Select Save message in Sent folder if you want to keep a copy of the outgoing message.

7. Select Include Signature if you want your mail signature sent with the message.

8. Type the body of the message in the field below the Subject field.

9. To attach a file:

a. Click the Browse button and locate the file.
b. Click the Attach button.

c. Toremove an added attachment, select that file in the List of Files Attached field, and click Remove to
disconnect the file from the message.

10. Click Send. The message and any attachments are sent to all recipients.
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Searching for Mail

1. Access the Mailbox Summary page.

2. Click Search.

Mailbox Summary

The Search Mailbox screen appears.

Search Mailbox

LastSearch

L ogoff

You can search for a mail message by sender, recipient, subject or message body. You can

search a specific mailbox or all mailboxes. Entering the criteria you want to search for in the
search field.

Note: Multiple word entries are considered phrases.Do not enclose the entries in quotes.
Find Messages

Enter the word or phrase that you want to search for:

[ Case Sensitive Search

Search in area:

& To

© From

' Subject

' Message Body (Excluding attachment(s), if any)
Search By Folderis):

hdain

| Select All Mailboxes

‘ Search Cancel

3. Enter the search criteria and click Search to locate the mail message.
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Changing Mail Forwarding Information

1. Access the Mailbox Summary page.

2. Click Change Mail Forwarding Information. The Change Forward screen appears.

Change Forward Logoff

This file causes all your mail to be sent to the address specified. This feature is disabled if the
text box is empty. Make your changes and press save.

Save

User:ssarmuels

3. Type the forwarding email address and click Save.

Changing Your Mail Vacation Address

1. Access the Mailbox Summary page.

2. Click Change Vacation Address. The Change Vacation Message screen appears.

Change Vacation Message L ogoff

This message will be sent once to each user that sends you mail and is limited to 1000
characters. This feature is disabled if the text box is empty. Make your changes and press
save.

=

Save

User:ssarmuels

3. Type your vacation message and click Save.
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Changing Your Mail Address Book

1. Access the Mailbox Summary page.

2. Click Address Book. The Address Book screen appears.

Address Book Logoff
Add Address

Enter Mew Name:l

Enter Mew Email Address:l

Add

Modify Address Book

To Modify/Delete an existing Address entry, select it from the list to the left.
Then click on the Modify/Delete button.

Current Addresses:

—Mo Addresses—

Modify User Mame:

Modify User Address:

Madify Delete

User:ssarmuels

3. Add, modify, or delete your address book entries.
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Changing Your Mail Auto Response

1. Access the Mailbox Summary page.

2. Click Auto Response. The Auto Response screen appears.

Auto Response

Auto Response (Per Mailbox)
tailbos:

W Update |

After responding, foreard mail to:

Message:

|

Save

The first line of message is used as the subject line for automated response. It must be less
than 80 characters long. After selecting a mailbox, press Update to view current
autoresponse message. Press Save to update autoresponse message. This message will be
sent once to each user that sends you mail and is limited to 1024 characters. This feature is
disabled if the text box is empty. Forward Mail UserlD must be between 3 and 30 characters
long.

L ogoff

3. Type your auto response message and click Save.
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Changing Your Mail Preferences

1. Access the Mailbox Summary page.

2. Click preferences. The Change Preferences screen appears.

Change Preferences

Mail Sending Options

Forward Editing: @ Edit original message
© Don't edit original message
Forward Attachments: © Include attachments
@ Don'tinclude attachments
Replying: & Include original message
© Don'tinclude original message
Reply message (original message indicator) & ">" € None
Sawve copy of outgoing mail in Sent folder: & Mo € Yes
Include Signature: & Mo € Yes
Confirm sent messages: © Mo @ Yes

Message Display Options

MNumber of messages per page: & 10 €20 50 €100

Initial sort criteria: € From
© Subject
& Date
C Mumber of lines

Sort Messages: © Ascending # Descending
Display Message Headers: & Basic ¢ Full

Text attachments: & Show as links

© Show with message text
MWenu buttons in read message screen: © Top
& Bottom
© Both
Show new messages for: & Main mailbox only

Al mailboxes

MessagePraview: [T Enable Preview

Freview Size: | (Max. 128 Characters)

Delste messages: © Move to delste folder
& Purge message
Confirm delete messages: T

Save

L ogoff

User:ssarmuels

3. Change your preferences, as appropriate, and click Save.
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Changing Your Mail Signature

1. Access the Mailbox Summary page.

2. Click Change Signature. The Change Signature screen appears.

Change Signature

This file will be sent as a signature at the end of all your messages and is limited to 1000
characters.

Make your changes and press Save

Save

L ogoff

User:ssarmuels

3. Enter the information and click Save.
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Calendar

To access the Calendar, click Calendar in the top navigation toolbar.

Transaction Center

Submit a New Transaction: ﬁ ‘

(or) Find Existing Transaction: (choose 1 or all fields to search) ﬁ‘
Transaction Coordinator: Jones, Karen E

Branch: Agent: (* InActive Agents)
East Office |Baxter, Bill
Agent Represents: | Show 4l [} Status: |Pending =] with: [Show all -]

Other Filters: | Property Address | | E

The Calender screen appears.

Week Month  List  Search Timeline | Change Calendar ® Expart  Print

Due Transaction Acti

TransactionPoint 123 Transaction Coordinator’'s Guide



Use the Day, Week, Month, List and Timeline buttons to change the calendar view. Use the Change Calendar list to

switch between Due Transaction Activities and My Calendar.

> Transactions o Orders  * Properties . Contacts & Proyiders = Documents Reports Profile & Preferences

Ve
N

BEN eck Month  List  Search Timeline |ChangeCaIendar 'l

Add  Export

Home | hiail Calendar | FAQ | Help | Logout

Print

Adding an Event

Note: You can only schedule items using My Calendar.

1. Click Add. The New Event page appears.

Title Color Repeat

Date Description

| september =|[6 =]|2005 ] =

Time Type

[5am =[:00] [Timed 7] 4

Duration Eg‘nﬁ::mer |1 hr befare vl

Iﬂays j|1 hr le mins d kiones@transactionpoint.com =
=

[ Ernail addresses separated by , )

Cancel |

2. Complete the Event fields.

3. Click OK to add the event. The calendar reappears showing the event added.

Editing an Event

1. Click on the event you want to edit. The Event Details screen appears.

Event Details Edit Delete Print  Close
Title: Closing
Calendar: My Calendar
Date: September 6, 2005
Time: 7:00 PM - 8:00PM (1 hr)
2. Click Edit.

3. Edit the event fields, as needed.

4. Click OK.

Deleting an Event
1. Click on the event you want to delete. The Event Details screen appears.

Event Details Edit Delete Print  Close
Title: Closing

Calendar: My Calendar

Date: September 6, 2005

Time: 7:00PM - 8:00PM (1hr)
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2. Click Delete. A confirmation screen appears.

3. Click OK.

Searching the Calendar
1. Click Search at the top of the calendar.

Home | hiail Calendar | FAQ | Help | Logout

= Transactions

> Orders ‘ > Properties

:‘vaiders ‘ > Documents ‘ > Reports | = Profile & Preferences

Ve

-Week Morth  List  Search Timeline |ChangeCaIendar 'l ®

Add  Export  Print

The Calendar Search page appears.

Home | hiail Calendar | FAQ | Help | Logout
> Transactions o Orders ‘ > Properties . Contacts & Providers ‘ > Documents ‘ > Reports | = Profile & Preferences
Day  Week Month  List Timeline Add  Export  Print
Fram |August le leDDSj
To |Septemherjl6 leDDSj
Calendar |AII Calendars j
Keywaord |
Sort By |Date j
Submit |

2. Enter the search criteria.

3. Click Submit. The page refreshes to show events that match your criteria.

Home | hiail Calendar | FAQ | Help | Logout

> Transactions o Orders ‘ > Properties

> Contacts & Providers ‘ > Documents ‘ > Reports | = Profile & Preferences

Day  Wyeek Month  List Timeline

Ana, CA 92705 (Activity Due)
Activities Due:

~ E-03 Termite Clearance

~ E-08 Final wall-through

Add  Export  Print
Fram To Duration Calendar Title/Description
Sun, Sep 4 Mon, Sep 5 1 day Due Transaction Activities |3707-3935: 801 S Lyon St 6, Santa
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Exporting Calendar Entries

You can export transaction activities and personal events to Microsoft Excel®, XML or iCalendar format. Use the iCalendar
format to export to Microsoft Outlook® or Outlook Express®.

1.

Export current items

 Excel
€ XML

& icalendar

Mote: The iCalendar option will be used to Export your transaction activities and
personal events to Qutlook and Outlook Express,

Instructions to use iCalendar option:

Select iCalendar option and click OK button,

. From the “File Download” box select *Save”,

Choose where to save the document {i.e. your Desktop or My Documents.)
Click "Save”,

Open Qutlook or Outlook Express,

. Choose “File”, then Import and Export,

. From the Import and Export wizard box, select Import an iCalendar or
vCalendar file {.veos),

3. Click on "Mext”,

9. Browse for the File Name,

10, Highlight and click *Open®,

11. Activities and events will now be placed in your Qutlook calendar.

oK | Cancel |

= I R

2. Select the format.

3. Click OK.

4. Click Save.

5. Select where you want to save the file.

6. Click Save.

In the Calendar, click Export. The Export current items page appears.
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Calendar
123
Exporting Entries 126
Searching 125
Calendar page 123
Change Order Status page, in Order Center 53

A Change Password page 102, 103
Change Status, on Order Detail page 52
Accessing Changing
Activity Logs 14 Mail Address Book 119
Activities Mail Auto Response 120
Adding 9 Mail Forwarding Information 118
Adding Master 11 Mail Preferences 121
Adding One-time 11 Mail Signature 122
Adding Template 11 Mail Vacation Address 118
Filtering 11 Order Status 52
Removing 11 Your Password 102
Activity Documents Client Center page 64
16 client user ID and password, displayed 66
Emailing 17 clients associated with the selected agent, showing 64
Activity Logs Comments, on Order Detail page 53
Accessing 14 Completion Dates
Activity Report 97 Entering 12
Adding Contacts
Events 124 Adding New 27
Existing Contacts 25 Creating
Existing Providers 27 a Template 69
Master Activities 11 Activity Report 97
New Contacts 27 Agent Report 96
New Properties 59 Branch Results Report 95
New Providers 28 Documents Received Report 98
One-time Activities 11 New Transaction 6
Order Comments 53 Transactions 62

Packet Services 30
Template Activities 11

Transaction Contacts 8 D
Transaction Key Dates and Activities 9
Agent Report 96 defaults
Alerts activities as "private" 20
Setting 13 document privilege 91
Archive TC activity reminders 18
opening 46 Deleting
options for customized 47 Events 124
Archive Center 39 Messages 115
Archive Utility Templates 72
installing 39 Document
archiving transactions 44 Access Privileges 81
Assigning Emailing 82
Document Access Privileges 81 History Viewing 80
Assistant Password 103 Removing 87
Assisting a Transaction Coordinator 37 Document Center page 75

Document Name, when uploading a document 79
Document, in navigation bar 75

B Documents
Uploading 17, 54, 78
Branch Results Report 95 Uploading from Your Hard Drive 54
Burning a File to CD 44 Documents Received Report 98
Downloading
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Archive Utility 39
Due Dates
Updating 12

E

Edit Client page 65
Edit Order, on Order Detail page 55
Editing
Events 124
Templates 72
Emailing
Activity Documents 17
Documents 82
Enter Other Recipients, mailing a document 83
Entering
Completion Dates 12
Event
Adding 124
Deleting 124
Editing 124
Existing Contacts
Adding 26
Exporting
Calendar Entries 126

F
Fax Cover Sheets
Printing 14

Filtering Activities 11
Finding Existing Properties 63

G

Getting Help 3

H

Help 3

I
Insert Contact Merge Field, writing a letter 71

Insert Merge Fields, writing a letter 71
Insert My Field, writing a letter 71

L

Logging In 1
Logging Out 2

Malil
Address Book 119
Auto Response 120
Center 114
Forwarding Information 118
Preferences 121
Searching 117
Signature 122
Vacation Address 118
Mail Document page 83
Mail, in navigation bar 114
Mailbox Summary page 114
mailing a document to other recipients 83
Maintaining
Preferred Providers 100
Transactions 24
Message
Sending 115
Messages
Deleting 115
Viewing 115
Move Document page 85
Moving
Transaction Documents 85

O

Opening an Archive 46
Order

Comments 53

Detail Page 50

Details 50

Removing 58

Status 52

Summary 56
Order Cancellation page, in Order Center 53
Order Center 49
Order Details page, in Order Center 50
Order ID

in Order Center 50
Order number, used in Document Center 78
Order Status History page, in Order Center 54

Ordering
Packet Services 32
Orders
Editing 55
Viewing 49
Overview 1
P
Packet Services
Adding 30
Ordering 32

Real Estate Agent 108
Setting Up 104

TransactionPoint

128 Transaction Coordinator’s Guide



page
Calender 123
Change Order Status 53
Change Password 102, 103
Client Center 64
Document Center 75
Edit Client 65
il Document 83
Mailbox Summary 114
Move Document 85
Order Cancellation, in Order Center 53
Order Details, in Order Center 50
Order Status History, in Order Center 54
Remove Document 87
Upload Document, in Document Center 79
User Information, client center 66
Write Letter 68
Password
Changing 102
Setting Up an Assistant 103
Password, in navigation bar 102, 103
PDF splits 93
Preferences
99
Preferred Providers 100
Printing
Fax Cover Sheets 14
Profile
Updating 99
Profile, in navigation bar 99
Profiles
99
Properties
Finding Existing 63
Property
Adding New 59
Center 59

Property Address, used for uploading documents in Document

Center 78

Providers
Adding Existing 27
Adding New 28
Preferred 100
Searching 73

R

Real Estate Agent Packet Services 108
Remove Document page 87
Removing

Activities 11

Documents 87

Orders 58
Report

Activity 97

Agent 96

Branch Results 95

Center 95

Documents Received 98

restrictions on changing an existing letter template 72

S
Searching
Calendar 125
Mail 117
Providers 73
Transactions 5
Sending
Messages 115
Setting
Alerts 13
Setting Up

Assistant Password 103

Packet Services 104

Real Estate Agent Packet Services 108
splitting documents 93
System Requirements 1

T

Template

Creating 69

Deleting 72

Editing 72

Viewing 72
template, selecting 69
Transaction

Activities 10

Center 4

Contacts

Adding 8

Creating 6, 62

Documents 85

Order Summary 56
transaction archiving 44
Transaction Coordinator 1

Assisting 37
Transaction number, used in Document Center 78
Transactions

Maintaining 24

Searching 5

Transferring 35
Transferring

Transactions 35

U

Updating
Due Dates 12
Your Profile 99
Upload Document page, in Document Center 79
Uploading
Documents 54, 78
User Information page, client center 66
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Viewing
Document History 80
Messages 115
Templates 72
Transaction Order Summary 56
Viewing Orders 49

W

Working with the Calendar 122
Write Letter page 68
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