TRANSACTIONPOINT

LPS REAL ESTATE GROUP

Transaction Coordinator’s Guide

v14.0

Information in this document is provided for informational purposes only and may change without
prior notice. Registered or authorized users may download and/or print this document for personal
use only. All other uses of this document are strictly prohibited.

The company examples and the agent examples who work for such companies are not intended to
depict any particular company and were created for illustration purposes only. To provide
comprehensive coverage of the features available in the system, all available features are enabled and
selected agents have full authority to access all of the features. This in no way implies that any particular
agent at any particular Real Estate company would have access to all features covered within this guide.
Contact your system administrator to verify which features are enabled for your company and which
features you are authorized to access. If you are unable to access a particular feature documented here,
that in no way implies that the software is functioning incorrectly.

Copyright © 2009 LPS Real Estate Group

Rights Reserved.

For more information on LPS Real Estate Group, please visit http://www.lpsreg.com/

TransactionPoint is a registered trademark of LPS Real Estate Group
All other trademarks are the property of their respective owners.

REAL ESTATE GROUP



Table of Contents

(01T VAT PP PP PP PO PP PUPP N 7
Who is @ Transaction COOMdINAtOr? .......cooieieiiiiiriee ettt ettt ste e st e e sate e sabeesabeesbaeesabeesabeesnbeeas 7
Sy ST EM RO GUIT M NS 1o iiiiiiiiiii ittt bttt bttt et et e e eeeeeeaeaeeeeeaeaeeeeeeeeees 7
20T LI 1T ol g oY o o I3 USRI PT 7
oY =241 o V- [ o N 13
oY <=4 oY= 11 | N 14
LCT= Y= o 1= [« TSR 15

Creating @ TranSaCTioN BaSiCS ...iiieiiieiiiiieieiesce sttt bbbttt et e e e eeeaeaeaeeeseaeeeeeeeeseeaees 16
TranSACLION SUMMIAIY coiiiiiiiiiiiiiiiieiee ettt e et et et e e e e e e e e e e eseseeseasssssssssssssssssssssssssssnssssssnnnnnnnnsnnns 17

TransaCtioN DetailS.......coiiiiiiiiiie e e 18
oY X< AV D L=Y - 1 3R RSP 19
Additional Property DetailS......ccuuviiiieiiecciiiiiie ettt ettt e e e e e ettt re e e e e e e s tnra e e e e e e e e nbraaaeeaeeeannnns 20
HOMeE OWNErs ASSOCIATION ...ciiiiiiiiiiiiiee et e e s rrree e e e e 20
Transaction CONTACES .....ccoiviiiiiiiiiiiiii e sbba e s saae e 21
NNV DT L (=L S P PPPRPPPTTRPPPR 22
ACTIVITIES 1.t e e s s e e e fre s e b ee e s s nrees 24

ESSENEIAI TASKS. . eeiuteeeiiieitee ettt ettt et e st e e bt e s it e e st e e s bt e e sab e e sabe e e beeeneeesabee eeesareesanes 25
TrANSACTION CONEET ...ttt e e st e e s s b e e e s ar e e s s mre e e s sneeeesanreeeen ee 25
YT Tl a1 Y= I = T 1= Lot 4 LSRN 26
Printing DUE/Past DU ACTIVITIES ...cc.veiicuieeeiee ettt ettt ettt etre e e te e et e e e tveesaveesabeeeabeeeaaeeesabeeeanes 26
L0 | [T oo 1= PRSP ST OPRO PR 28

¥ Lo [T aY ==Y T V=T o USSR 29
oo T o T Lo T V7T | USRI 29
D] AT g Y= T T A=Y o USRS 30
YT Tl a1 Y= 4 TN -1 [T o = PSS 30
EXPOrting Calendar ENTriEs.....ociiciee ettt e e et e e et e e e e rte e e s e b ae e e eenraeeeeanaeas 31
Transferring TraNSACTIONS ......ciiiciiieeeiiiee ettt e et e e eett e e e et e e e sateeeeetteeeesataeeeeassaseesssesesansseeesansaeeesasseeenan 32
(00T 0] o] L=t a1 Y=g T = 101 T U 32
L 10 =T g D LT o 11T T U PP URTO PR PPPUPRTI 34
Assisting @ Transaction COONdINAtON .......ccuviiiiiciie et e e e st e e sertee e s sbeeeessnbaeeesaneaeessans 35
ASSIST @ TC PASSWOIT ..c.uveiuiieiieitienitenite sttt ettt ettt e b et e bt e bt e s bt e sbeesaeesaeesatesanesmeeemseeneeeneeen 37

REAL ESTATE GROUP [2]



REMOVING @ TraNSACTION ...ceiieeeeeeeeeeeeee e 38

Reviewing Transactions flagged by an Administrator.......ccceeeeciieriiiiiee e 39
Transaction SUMMAry Tab DEtails .....c.ueiiieiiiiiciie e e s e s rre e e e sbae e e enees 41
Updating TransaCtion Dates.....cuiicuieiiiiiiieeiiieeeiiteeeertre e e s ire e e e stre e e et eeeesabeeessaataeessssteeesnnseeeeannsaeesasens 42
Working with Transaction ACHIVITIES ...ceiiicceeiiiee e e e e e e e e s e ae e e e e e e e e ennsraneeas 44
1LY oY= Yot 1V A =SSR 44
Adding TeMPIAte ACHIVITIES ceeei e e e e e e e re e e e e e e e e abasaeeeeeeessntesaeeaesessnnsnns 44
AddiNg Master ACHIVITIES ...uvvieiiciiie it e et e e st e e e s sbteeeesabeeeesestaeessseeeesanseeessnes 45
AddiNg ONE-tiME ACHIVITIES ..iiiicviiieiiiie ettt etre e e e et e e e estta e e e sbtaeessabaeeesantaeeesstaeeesseneesnnes 45
REMOVING ACTIVITIES ittt e s e s e e s ee e s e s e s s s s s s s s s s s s s s s s s e 45
6T Yo EXd o T D TU Tl B - | 1SR 47
ENtering CoOmMPIEtion Dates ..ccciii i iiiiiee e ecccteeee ettt e e e et e e e e e e e e s btaaeeeeeseseasataseeeeeeesnnsseseeaassennnnnns 48
] T Y= AN =T o (TSR 48
ACCESSING ACTIVITY LOBS . iiiiiiiiiiiiiiiie ettt st st et bt st b esebebeneseseeeeeaeaeeees 49
Printing ACtiVity FAX COVEI SNEETS ......uviiiiciiiic ettt et e e et e e s st e e e s aaa e e e enbaeesensreeean 50
Uploading @ DOcUMENT t0 @N ACHIVITY ...veeiiiiiii it cceee ettt e e eare e e e s ta e e e s saaa e e e eabaeeesnraee s 53
Working wWith ACtiVity DOCUMENTS ....eiiiiieciiiiiece ettt s et e e e e e e st e e e e e e ssberee e e e e esesansaeneeaeeesnnnnnes 54
Emailing Documents from TransactioNPOINt .........ccooiciiiiiiie e e e e e 54
Emailing Documents to TransactioNPOINt........cccviiiiiiiie et e e e svee e e 56
MoVIiNg Or COPYINE DOCUMENES...cciiiiiiiiiiiiiiiiiieeeeeeeeeeeee et e e e e e e e s e s e s e s s s e s s s 56

[V ETaET-(=l Do Tol 8] g o [=] o LAY ool =L S TN 57
DocUMENT CUSTOM AFCRIVE ...eieiiieiiiieeeee e st s smr e sre e e snneesanes 59
REMOVING DOCUMEBNTES ...t e e e e e e aaaanes 61

o TN g = T Yol U T 4 =T o N N 61
DOCUMENT LOE ceeiiiiiiiiiiiiiiiiiiiieiiieeeeeeeee ettt ettt e et et e e e e e e e e e e e e e e e e e e e eeeeeesesasasasasasasssssssasasssasssssnansnnnnnnnsenens 62
Viewing Default Activities Privileges and Archive Settings......cccccoevvieeiiiiii e, 62

[ F T oY= Yo VN AV @ Lo 1= SN 64
MaiNTaiNiNG TraNSACHIONS. ..ciiiiiiieieeeeeeeeeeee e e e e e e e e e e e e s e s e s s s e s aaanananes 69
Vo o [T oY= @] o - o1 03 USSR 69
Vo o [T oY= o o1V To 1T SRR 70
Ao Lo o= o= Yol oY A=Y V] ol T RRUPPN: 71
MoOdifying PAcCKet SEIVICES LiSt.....uuiiiiciieiiiiiiie ettt e e et e e e tre e e e rate e e e e ate e e e eabeee s enneeas 72
(0o [T oY= Tol = AT =] oV ol T USSP 72
Customizing the FACiNG SNEET .....covi i e e e s s e rarer e e e e e e e snneaaeees 75

REAL ESTATE GROUP [3]



F Y ol (1Y 0= ] <] TR 76

Downloading and Installing the Archive ULility .......occoveeiiciii e 76
Yol o1V T oY= = LY Lot [ ] o LU 80
OPENING AN AFCHIVE .PDF Fil ..uveiiiiiee ettt et e e e e e tte e e e abae e e e ate e e e e abteeeennraeeeenneeas 82
CUStOMIZING AFCHIVE OPTIONS ....viiiiieie it e e e e e st re e e e e e s e s sanbeaeeeeessanntsaeneeeeeessnnsrnnees 82
Including @a Document Using @ Fax Cover SNEET.......ooccuiiiieie e 83
Including a Document Using the Upload FEAtUIre...........uviiiiei ittt 83
(0o [T G O1=T o1 =T S OO T T U P R TS U OO UU PP URRUPPROUPINt 85
LV g Y= @ o [T USRS 85
Understanding Order Details .........coicuiie ittt ree e e e e e e e naeas 87

(O oY oY ol o T @ o [T ] = (U SR 90
Fi¥o o [T oY= @1 e [T o 00T 4 n =1 o} £ RUPROt 91
Uploading Documents From Your Hard Drive 10 an Order........ccccviiieeeee e eeecceeee e e eevrnee e 92
o TEa T Y= T T @ Lo =T PP 93
Viewing a Transaction Order SUMIMATY .......eiiccieeiiiiiee e eiieeeeectre e e eeteeeesetteeesebaeeessstaeeesstaeeesnseseesansaeessnns 95
20T 0 aTo 1V o =4 Yo W O T e 1Y RS R 96
oY o 1T AV 0= 1| = RS 98
T aTo o T oIy T g Tl o oY o 1= A [T U UUUROt 98
oo 1T AV L] = SRR 99
Creating a New Transaction with existing property Information .......cccccveveviiieiiiciie i, 100
=T a 0 (o )V T oY= o o] o 1=T o 0 A TN 100
CONLACES AN PrOVIAEIS ..eeieiieiiiieetie ettt sttt e st e s e s et e s et e s b e smeeesabeesareesareeesmeeesaneeenne 101
YT 1ol a1 Y= (o] G o] ] =Tt £ 101
Updating Client INformation ...t e e e et e e e e e e e naraae s 102
Viewing Client User IDs and PassWOrds .........ccciiiiiieiiiiiiee et criee e esieee e ssiee e s te e s s sveee s ssnsaeeesanes 103
Viewing Client Loan INformMation ........cooieiiiii ittt e are e e e 104
Ao T= e W O 1= oYl =Y =Y o () SRS 106

DL (o T T =Y o Y o] - | U SURN 110
SEAICNING fOI PrOVIAEIS . uviiiiii ittt e e e e s e e e e e e e e et te e e e e e e e s atareeeeeeeessnseaseeeaseannsrnns 110

D Lo Lol U 1o o =T o A 6= o1 = PP 110
VIEWING DOCUMENES i iiiiiiiiiiiii ettt bttt st et et et e eeeeeaeeeeeseeeeeeeeeaeaens 111
MOVING INDOX DOCUMEBNTS .....viiiiiiiiieciiee ettt e et e e et e e e st te e e e sbte e e e abeeeeeabaeeessteeeessseeeessnseeesassaeesansees 113
Uploading Documents from the DOCUMENt CENTEN.........ccicciiiei ittt vee e e eara e e e 114

REAL ESTATE GROUP [4]



(0=T o To] A O] o) =] PP PPOUPRUPPPRN 116

Creating @ Branch ReSUILS REPOIt ....uiiiiiiiiiiiiiie ettt ettt e e ee e s e e e e bae e e e nanes 116
Creating an AgeNt RePOrt ... ettt ettt e b et et e b rererererareaeaaee 117
Creating an ACiVItY ReP Ot ...ttt e e et e e e eeeaeeereraeeaeaaee 118
Creating a Documents RECEIVEA REPOIT ....uviiiiiiiiiiiiieie et e e st e e e e e e s snare e e e e e s ssnreaneeeeeeeeennns 119
Creating @ DocumMENtS VieWEd REPOIT......uiiiiiiiiicciiieee ettt e e e e s sanrrr e e e e e s srnbrae e e e e e eennnes 120
Profiles & Pref@rENCES ......ooiiiiiiiieiee ettt sttt e s et e st e s b e e s be e e sab e e sabeesareeeneeesareenn 122
UPAating YOUF Profil@.....uiii ettt ettt et e e et e e e s ate e e e sabee e e sentae e s snteeeennreeas 122
Adding Additional E-Mail AdArESSES....ccccuiiiiiiieie et ettt e et e e sre e e ste e e e s bae e s e sbae e e e eataeeesanees 123
Changing YOUI PAsSWOIG.....ccccuiiiiiiiiieeccieee e ettt et e e ettt e e e ette e e e e ta e e e sataeeesabtaeessntaeeesstaeaeesteeesansaeeennnes 123
PrEfErTEA PrOVIAEIS .. ettt ettt ettt e s bt e sbe e s bt e saeesatesateeateeneeentean 125
PACKET SEIVICES. .. ettt ettt ettt e sttt esbee e sab e s bt e e bt e e eateesabeeeabeeebeeeeabeesabee e neeen eeeares 126
Creating @ My Packet SErvices LiSt.......ccuiiiiiiei ittt eectrree e e e e enre e e e e e e e e nrrae e e e e e eeennes 126
Adding a Single Provider Type to Current Packet Services List........ccccoeevvrvereieeiiiiireeeeecceeireeee e, 129

Real Estate AZENT PACKEL SEIVICES .....c.uviiieiiieeiciieeecrtee ettt e et e e e e va e e e e abe e e s sanbeeeenabaeeeennes 129
Creating an Agent Packet SEIVICES LISt .....uuiiiiiiiiiiiiiie et ettt et e st e e e ee e e sava e e e aree e e eanes 129
AdItioNal FEAUIES....eoiiiiiiieeceee e e sttt e s e s bt s sne e e smr e e sareeesnneennne nree 133
Importing Information from the IVILS ... e e rrrre e e e e e e raa e e e e e 133
Transaction STatusS REPOITS ...cciiiiiiiiiiiiiiiiie e 134
Document Management LIVE (DIMIL) ......ciiiiiieiiiiee ettt see et e e e sae e s e e e s aree e e sabaeeeennes 134
(O3 I U O 7= o o T 1 o =Y USSR 137
[N =Y = = | o o PN 138
B Lo Yol @Y N A | I N A=Y = =N o] o RSP 138
YT o o o 1 USSP 138
Transaction Documents Box -Activities-Key Dates-Orders-Documents Page ........cccccceeevcieeeencivee e, 139
FUIT ACCESS ABBNT .. eiiiiiiiieiciiieeccitee ettt e e eet e e ettt e e e et te e e s satteeesaataeeesasteeesanseeeesstaaesssseeesansenaesansaeeesnsen 139

FUIl ACCESS AZENT WOTKFIOW ...ccieiiieiiiiie ettt ettt e e e tae e e s enbb e e e sentaeeesbaeeeeanes 140
Transaction COOrINATON ....cocuuiiiiieiie e ree e s e s e s b e s ere e e sareesneeenns 140
Transaction Coordinator WOrkflOW .........coc.cooiiiiiiii et 141
Viewing Privilege of Imported DOCUMENTS ......ceiiiiiiiiiiiiiee ettt e e e et e e e e e e e enraaaeeae s 141
VLSS A e eeiiiitiiiiieiiititieteee et ee et et e ettt ettt teeeeeeeeaaaaaaaaaaaaeaeaeaeeasassasasesasasssssssasssasasasasasssassssssannnsnseresenenen 141
COMMUNICATION LOE 1ttt et e e et et et e e e e e eeeeeeeeeeaeeaeeeeeeeeenees 142
DL\ [ oL (=Y = =) A o] o TN 143
Homeowners INSUranCe QUOTE ......cooiiiiiiiiiic ettt e e s 145

REAL ESTATE GROUP [5]



oY o1 5 a VAU 1] Lo Y=Y FS USRS 148

L@V V11 PSP PO PP PP PP PPPPPPPN 148
Uploading Property BatCh Files........coiiuiiii ittt re e e e st e e e sbae e e e 148
Y Yo E ol o= W o] [ T=To [=To I o1 LTSS 149
Creating a Transaction from an Uploaded Property.......c.cecccuieeeeiieeeeciiieeeecieeeeeteeeecvree e eeveeeeeareee e 150
DL (= AT g Y T e o o 1T o Y PSRN 150
Notification of Viewed DOCUMENTS........eiiiiiiiiiiiie ettt st s e s bt e e sne e e smbe e sareeenee s 151
DOCUMENT VIEWEA REPOIT .. .uiiiiiiiiieiiiiiie ittt e ettt e ettt e e st e e et e e e st e e e sabeeeesabeeeesssteeessnseeeesssaeessnsens 152

REAL ESTATE GROUP [6]



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.

PWho is a Transaction Coordinator?

Within TransactionPoint, the transaction coordinator can:
e Create new transactions for properties
e Update transactions
e Place and review orders for transactions
e Upload and manage documents for a property

System Requirements
Microsoft Windows 2000 or higher or Vista Operating System
Microsoft Internet Explorer 6.0 or higher
Optional Browser compatibility: Firefox, Google Chrome and Safari

Role Descriptions
1. Site Admin (SA)
e Maintain site look and feel
e Manages entire site Realty Roster
e Manages entire site Service Provider Roster
e Adds MLS Boards to site (authentication requires agreement)
e Customizes Key Dates
e Establishes Activity Categories
e Manages Master Activity Template
0 Establishes business rules and settings
e Manages sub Master Activity Templates
0 Establishes business rules and settings
e Manages transaction contacts
0 Merge accounts (example, duplicates were added)
0 Reset, change password
0 Inactivate
O Remove
0 Update profile information
e Run Reports
0 Order Placement
0 Personnel
0 Branch, Agent and Activity
0 Document Received Report
e Control Utilities
0 Manage unprocessed documents
0 Control Site notifications and archive access
0 Access System Log (records site changes)
0 Mange site profile and password
e TClevel access to files (transaction number required) OPTIONAL
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2. Super User (SU)

Access Archive Center for entire site
View access to transaction files by branch, agent and status
View transaction contacts, activities, documents and communication log
Approve or Resubmit (flag) documents
Approve or Resubmit (flag) activities
Access Letter Writer
Print Due/Past Due activities for files
Export files to DPN
Run Reports
0 Order Placement
0 Personnel
0 Branch, Agent and Activity
Mange Super User profile and password

3. Tech User (TU)

Access Archive Center for entire site

This is sometimes used by the network or IT department so they can download the TP

needed programs (TP Printer or DML and Archive Utility)
Manage Tech User profile and password

4. Company Admin / Company Manager (CA, CM)

Add Branches to the company
0 Manage Branch Service Area
0 Manage Branch Preferred Providers
0 Manage Branch address and phone information
Add Branch Staff
0 Branch Manager
Branch Admin
Branch Executive
Branch Transaction Coordinator
View Only Agent
0 Full Access Agent
Manage Branch Staff
0 Access Level for Agent
0 Profile Information
= Photo
= Service Area
= Preferred Providers
=  Packet Services
= General Contact Information
0 Moving Agents to a new TC, Branch
0 Removing or Inactivating a Branch User
0 Allow a TC to have access to another branch
Run Reports
0 Order Placement
0 Personnel
Manage Company Admin User profile and password

O O OO

5. Company Auditor (CA)

REAL ESTATE GROUP
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View access to transaction files by branch, agent and status
View transaction contacts, activities and documents
Print Due/Past Due activities for files
Export files to DPN
Run Reports
0 Order Placement
0 Personnel
0 Branch, Agent and Activity
Mange Company Auditor User profile and password

Branch Admin / Manager (BA, BM)

Add Branch Staff
0 Branch Manager
Branch Admin
Branch Executive
Branch Transaction Coordinator
View Only Agent
0 Full Access Agent
Manage Branch Staff
O Access Level for Agent
0 Profile Information
=  Photo
= Service Area
= Preferred Providers
=  Packet Services
= General Contact Information
0 Moving Agentstoanew TC
0 Removing or Inactivating a Branch User
Branch Set Up
0 Manage site banner and color scheme for branch only
0 Manage branch level activity templates
Run Reports
0 Order Placement
0 Personnel
0 Branch, Agent and Activity Report
Manage Branch Admin User profile and password

O O O O

Branch Executive (BX, BE)

View access to transaction files by branch, agent and status (limited to respective branch)
View transaction contacts, activities, documents, communication log and orders
Approve or Resubmit (flag) documents
Approve or Resubmit (flag) activities
Access Letter Writer
Print Due/Past Due activities for files
Export files to DPN
Run Reports (limited to respective branch)
0 Order Placement
0 Personnel
0 Branch, Agent and Activity
Mange Branch Executive User profile and password
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8. Transaction Coordinator (TC)

Create transactions for agents
0 Transaction Summary
=  Property details (address, etc.)
= Send file to DPN
= Update / Maintain Facing Sheet

= (Create transactions from AgentOffice import

=  Pull transactions from ZipForm for agents
O Transaction Contacts

= Manage / Add Contacts (buyer, seller, etc.)

= Add Providers
= Write Letters
= Create Packet Services
= Send contact vCard to outlook
=  Pullin contact from Top Producer
0 Activities / Orders / Documents
= Add, remove complete activities
= Upload, fax email documents
= Review Document log
= Manage Communication log
= Manage Activity log
= Update key date default dates
=  Place orders to service providers
= Post activities to Top Producer / Outlook
= Review / Add to Communication Log
Manage Documents
0 Chop, rotate, split documents
0 Remove documents
O Print to TP versus Printer
Manage Orders
0 Place, cancel and reschedule orders
Archive Transactions
Packet Services
0 Bundle service providers by agent or tc
Assista TC
Transfer files to another TC
Calendar
0 View, export and search for activities
0 Display activities by day, week or month
Run Reports
0 Branch, Agent and Activity Report
0 Document Received Report
Manage Transaction Coordinator User profile and password

9. Full Access Agent (this access is the default if the FAA creates the file.

optional and determined by the TC, otherwise the FAA has View Only access to the file.

Only Agent.)

Create transactions for themselves
0 Transaction Summary
=  Property details (address, etc.)

REAL ESTATE GROUP
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= Send file to DPN
=  Update / Maintain Facing Sheet
= Create transactions from AgentOffice import
=  Pull transactions from ZipForm
0 Transaction Contacts
=  Manage / Add Contacts (buyer, seller, etc.)
= Add Providers
= Write Letters
= Create Packet Services
= Send contact vCard to outlook
=  Pullin contact from Top Producer
O Activities / Orders / Documents
= Add, remove complete activities
= Upload, fax email documents
= Review Document log
=  Manage Communication log
= Manage Activity log
= Update key date default dates
=  Place orders to service providers
= Post activities to Top Producer / Outlook
= Review / Add to Communication Log
Manage Documents
0 Chop, rotate, split documents
0 Remove documents
Manage Orders
0 Place, cancel and reschedule orders
Archive Transactions
Packet Services
0 Bundle service providers
Calendar
0 View, export and search for activities
0 Display activities by day, week or month
Run Reports
0 Branch, Agent and Activity Report
Manage Full Access Agent User profile and password
0 Establish transaction summary report delivery schedule

10. View Only Agent (TC must create file for View Only Agent)

View transactions created by a TC
0 Transaction Summary
= Property details (address, etc.)
= Send file to DPN
= View/Print Facing Sheet
= Pull transactions from ZipForm and send to TC
0 Transaction Contacts
= View Contacts and Providers
= Write Letters
O Activities / Orders / Documents
= View activities
=  Email documents
= Fax documents into file
= Review / Add to Communication log
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Archive Transactions (if site admin enables)
View Orders and their status
Run Reports
0 Branch, Agent and Activity Report
Manage View Only Agent User profile and password
0 Establish transaction summary report delivery schedule
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Logging In

Each site is assigned a unique URL.
assigned to your TransactionPoint site.
administrator.

administrator for assistance.
Using your Web browser, access the TransactionPoint Web site.

1.

2.
3.
4

Type your User ID.
Type your Password.

You may need to contact your site administrator to obtain the URL
Usernames and Passwords are maintained by a site
If you do not know your username or password, you should contact your site

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.

Typical Login Page:

TransactionPoint

Welcome to TransactionPoint

Password:

Forgot your password

“"Login . View Transaction Docs = Find An Agent = Contact Us

u ID: About:
ser b FNRES Realty

THE POWER TO CLOSE MORE DEALS, MORE EFFECTIVELY,
[ Remember my password RIGHT AT YOUR FINGERTIPS.

What if you could improve profitability, increase efficiency and manage risk more

Review documents for a specific effectively with a single solution? It's all possible with TransactionPoint—the most
transaction powerful transaction management platform in the industry.
[increase Font Size TransactionPoint Benefits:

Media Options:

For More Information:

April 30, 2009

A web-based platform that allows access 24/7

Automates the entire real estate transaction from listing a property to
closing the deal

Easily create new transactions from AgentOffice and popular forms
products such as ZipForm®E/WINForms® and AutoRealty.

Provides a secure document repository with documents easily posted via
fax, scanner, email, printer driver or direct upload.

Reduces lability risk by adhering to a consistent process with background
logging of key events and communications

Archive transaction(s) onto CDs for clients or company records

Click Here To View a PowerPoint presentation.
Click Here To Listen to a Product Overview.

Click Here To View a Product Overview.

Call 866.617.5496 option 3 or E-mail us.

6. Click Enter. The Transaction Center page appears.

REAL ESTATE GROUP
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Transaction Center

‘ Submit a New Transaction: Create Transaction ‘

‘ Assista TC | Print Page | ‘

Transaction Coordinater: Coordinator, Claire Sawve Settings

Branch: Agent: (* InActive Agentz)

FNRES Reatty [+] [show A [+]

Agent Represents: Status: ) With: ) Approval Status: )

Show Al v Pending [+] Show Al [+] Show Al [~]
Other Filters: | Property Address [i]

Transaction Search Results

Total Transactions: 2|

| Print Due/Past Due Activities | | Transfer | Fax Cover

s707-8010 22 Millburrow Lane

Frisco, TX 75035 Pending Semore, Stacey 123456789 (5) Shaw, Brad 04/14/2009
59736178 :\}alr:;r”;{"‘;ﬁ:; G 31088 Pending Semore, Stacey (B) Grey, Brandon 05/21/2009 [ ]
& N
“You have been given access to this transaction by the owner ” P"""'':'“e‘rp"s":'“"""“ﬁ"'q‘i'“‘| | e | —— |

Total Transactions: 2|

Logging Out

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

A confirmation window displays. Tip: due to the sensitive nature of information you are storing
on TransactionPoint, you are encouraged to logout of TransactionPoint whenever you leave your

computer.

Click OK to confirm you wish to exit TransactionPoint. You will be returned to the login page.

 Windows Internet Explorer E

\ ? J Are you sure you want to leave now?

ﬁ | Cancel |

AEAL ESTATE GROUP
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Getting Help
The HELP section contains the following useful information:
1. Latest Release Notes
2. Video Notes — helpful videos on how to use the system
3. The most recent user guides
Click Help in the top navigation panel to view this useful information.

Click FAQ to obtain answers to frequently asked questions.  The TransactionPoint Team encourages
you to work with your Site Administrator or Trainer for guidance in using TransactionPoint.
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Creating a Transaction Basics

TransactionPoint offers several options for creating a transa
the typical process for manually entering a transaction.

ction. The following instructions document
See the Additional Features section of this

guide for creating a transaction through additional methods such as WinForms/ZipForms, Datasheet,

Agent Office, etc.

Click Create Transaction.

Transaction Center
Pr™ —
Submit a New Transaction: ( | Create Transaction | )
S 7
Assista TC | Print Page |
Transaction Coordinator: Coordinator, Claire Sawe Settings
Branch: Agent: (" InActive Agents)
| FNRES Realty [»] | show an [~
Agent Represents: Status: With: Approval Status:
Show Al v | | Pending [~ | Show Al [»] | Show Al [»]
Other Filters: | Property Address ‘ll
LPS
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Transaction Summary

P R vt 172 | e vomt |

Transaction Details E ﬁ |

“Agent: | FNRES Reatty | - Select Agent -

D Priwvate Contact DAIIDW Full Access
(Note: Agent represents SELLER for Dual Agency Transaction)

AgentReprsents: s Type

(mmiddiyyyy) (mmddiyyyy)

Listing Diate: Listing Expiration Date: I:I G}

Contract Acceptance Days to Estimated Closing
Date: Date:

Escrow

Esztimated Closing Date: Closing Date:

Listing Price: Sale Price:

Loan Type: | Select Loan Type Loan Amount: I:l File Number: I:I

(mimdchyyyy)

Ezcrow/Cloging No.: I:I Title No.: I:I Cancellation Date: I:I @
Property Details

“Type: |- Select Property Type - [+ | *r. Buit: |:| Age: |:|
“Address 10 | MLS Board: | Unknown Board
Address 2. | MLS #: ]
- I
Zip: \ |- taoditionat 4 digits optionat) : ]
[T — | e searon |

Area: | |Sq. fi.

. Additional Property Details
. Home Owners Association
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Transaction Details

1. Select the Branch. The Site Admin determines what branch offices you have access too.
Those offices will be displayed in this menu.

| FNRES Realty

[

2. Select an Agent.

- Select Agent - :

_Select Agent-

Choose the agent you wish to create the file for.

Agent. Andrew
[ Moore, Simon
Semore, Stacey

Optional:

(] Private Contact

D Allow Full Access

e Private Contact will restrict others from viewing the user’s contact information
e Allow Full Access can be granted to Full Access Agents you may have selected from the

drop down menu.

By default, a TC creating a file for the Full Access Agent User Type

will automatically make the file “view only” to the agent regardless of their access level.
By selecting this box, this will allow both the TC and the Full Access Agent full

management rights to the file.
For those files where the Full Access Agent has been granted Full Access to a file
created by the TC, there will be a noted Asterisk next to the file ID.

(0]

(0]

Transaction Search Results

55'59-6753 4564653
Mckinney, T¥ 75070

22 Millburrow Lane
Frisco, TX 75035

711 Arrowhead Tr

B707-6910

58738178

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

Warner Robins, GA 31088

Total Transactions: 3

Print Due/Past Due Activities Transfer ax Cover I:‘

==

Pre-Sale Agent, Andrew

Pending Semore, Stacey 123456789

Pending Semore, Stacey

(S) Shaw, Brad

-
04/14/2009 [
I

(B) Grey, Brandon 05/21/2009

“ Print Due/Past Due Activities | | Transfer | Fax Cover I:‘

Total Transactions: 3

e Select the Allow TC Access check box.
e Inthe TC list, select the Transaction Coordinator to receive full access to

the transaction.

Full Access Agents can assign a Transaction Coordinator to a transaction.

Allow TC Access

TC: | Coordinator, Sally (FNRES Realty)

2

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.

0

REAL ESTATE GROUP
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Transaction Search Results

Total Transactions: 3

6560-6?63 4564653

MeKinney, TX 75070 Pre-Sale Agent, Andrew

22 Millburrow Lane
Frisco, TX 75035

711 Arrowhead Tr
Warner Robins, GA 31088

B6707-6910 Pending Semore, Stacey 123456789

58736178 Pending Semore, Stacey

(5) Shaw, Brad

(B) Grey, Brandon

Print Due/Past Due Activities Transfer I:‘

stimated

04/14/2009

05/21/2009

Closing Date

O
O
O

i [Pt ites |
You have been given access to this transaction by the owner | Due/Past Due Activities Transfer Fax Cover

O

Total Transactions: 3

3. Select Representation, Status, and Sales Type

"Agent Represents:

Status: Pending

|- select - [w]

"Sales Type:

- Select -

[]

[v]
Agent Represents choices: Seller, Buyer, Both and Dual
(Activity templates are directly correlated to representation.)
Status choices: Pre-Sale or Pending

4. The following items are Optional.
a. Listing Date

Listing Expiration Date

Contract Acceptance Date

Days to Estimated Closing

Estimated Closing Date

Escrow Closing Date

Listing Price

Sale Price

Loan Type

Loan Amount

File Number

Escrow/Closing Number

Title Number

Cancellation Date

Sm oo T

— X T -

2 3

Note:

Property Details
The Property Details section

Items noted with a red * are required to create the transaction.

Property Details

*Type: - Select Property Type - Ii]

*Address 1:

Address 2:

*City: “State:

Zip: - Additiona! 4 digits optional)
Property Search |

Area: Sq. ft.

r. Buitt: Age:

MLS Board: | Unknown Board Iil
MLS #:

APN:

APN Search

LPS)
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Note: Items noted with a red * are required to create the transaction.

Choose Property Type from the drop down menu of choices
Enter the Property Address

Enter the City

Choose State from the drop down menu of choices

© N,

Optional: Zip Code, Area (Square Footage), Year Built (age will auto-calculate for you), MLS Board,
MLS # and APN. See Additional Features on how to import data that will pre-populate these fields.

Additional Property Details

Additional Property Details

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

Home Owners Association

Home Owners Association

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

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

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

REAL ESTATE GROUP [20]



Transaction Contacts
The Transaction Contacts page appears after you have selected Save/Next

[ frimte Contnre

1 tne e vn trmmsavion [ inet minse ivess

Contncd Trpe: Claping/ Excrom Proatdue

Pmfaree Provesr e Pradeed Prosear Pt Feans Saac Dtar Praser

Caminoi Type: e

Frafurmed Proveles W Protesd Froveiers Exal. Flesss Seisci Dier Frasder

Contaci Tyee: Larder

Prafarmd Proveier Rz Prwderred Provears Exit: Faass Saisci Dftar Prowcar

Hrsmuwe Warrarty

- Salat- [

Lot Type gt - Tarm#n [rgectan

Prafars Provelr W Frafemmes Provcens Sami P Seiect Othar Provider.
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Complete the requested information. Only the names are required. Click Find Contact to search existing
contacts if the Seller or Buyer has been involved in a prior transaction.

Note: If the Site Admin has set up preferred providers for the office your agent belongs to, you will
be able to select one of them from a drop down menu to add to your file. You may Select Other if
you do not find your service provider in the menu of choices provided. You do not have to add
service providers at this time. See Adding Providers for more information.

10. Click Save/Next.

Key Dates
The Key Dates page appears after you have selected Save/Next.

Transaction Summary Transaction Contacts

Communications Log

Key Dates

(MM/DD/YYYY)

s |
o
s o

Lizting Date
Lizting Expiration Date

Contract Acceptance Date

Increase of Deposit

Property Condition Contingency
Financing Contingency Remowval
Title Contingency

HOA Documents Contingency
Appraizal Contingency Remaoval
Contingent Sale (buyer's home) Contingency
Vizual Ingpection Contingsncy
All Contingencies Removed Date
Pozsession Date

Eztimated Clozing Date

Estimated Clozing Date Per Contract

UL

I Ty ) 51 5

Contract Acceptance Date
Contract Acceptance Date
Contract Acceptance Date
Contract Acceptance Date
Contract Acceptance Date
Contract Acceptance Date
Contract Acceptance Date
Contract Acceptance Date
Contract Acceptance Date
Contract Acceptance Date
Contract Acceptance Date

Contract Acceptance Date

sz o
s |o
v |o
s |o
—
—
—
—
o %
—
oz |
s |o

Activity Selection

Please selact one of the activity templates below to generate activity list:

(%) Master Activity List

Activity Templates:

O Buyer Checklizt w REQ Activities

AEAL ESTATE GROUP
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Key dates are unique for every contract. All due dates for transaction activities are based on key dates.

Key Dates
(MM/DD/YYYY)

Listing Date 5/1/2009 &
Listing Expiration Date 71172009 &
Contract Acceptance Date 51472009 &
Increase of Deposit 7 | After  Contract Acceptance Date h121/2009 &
Property Condition Contingency 10 | After  Contract Acceptance Date Ri24/2009 ®
Financing Contingency Removal 10 | After  Contract Acceptance Date Ri24/2009 ®
Title Contingency 10 - After  Contract Acceptance Date 52412009 &
HOA Documents Contingency | After  Contract Acceptance Date @
Appraizal Contingency Removal | After Contract Acceptance Date @3
Contingent Sale (buyer's home) Contingency | After  Contract Acceptance Date ®
Vizual Inzpection Contingency | After  Contract Acceptance Date ®
All Contingencies Removed Date 17 | After  Contract Acceptance Date 5/31/2009 &
Possession Date | After  Contract Acceptance Date @
Estimated Clozing Date | After  Contract Acceptance Date 6/28/2009 )
E=timated Clozing Date Per Contract 30 | After  Contract Acceptance Date 6/13/2009 ®

Note: The System Administrator can set up default key dates and descriptions. You can modify the
Days calculation or actual Key Date, if needed.

# of

11. Either enter the # of Days from Acceptance Date and click the grey box to auto-calculate the

key date or you may enter the Key Date manually.
12. Select the Template you wish to apply to this transaction.

Note: Templates are set up by the Site Administrator if you are a TP Professional client. If

you

are a TP Standard client, you may set up your own activity templates. The Set Up link allows you to
customize your own templates. TP Standard customers should reference the Site Admin User guide

for more information on setting up your activity templates.

Activity Selection

Please select one of the activity templates below to generate activity list:
(%) Mazter Activity List
Activity Templates:

O Buyer Checklist w REQ Activities

Generate Activities

13. Click Generate Activities

Note: The System Administrator can set up a master activity list or individual activity templates.

P
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Activities
The Activities/Orders/Docs page appears once you have selected your template showing the complete
list of activities required to process this transaction.

| [#]xey Dates

| [=]Activities

Filter by Task Type: [ show Al

Filter by Task Status:
[ pasie | [ memove | [ Faxcover | [ senatooutook | [ comptcsoe v ] R e |

] I:l Commission Instructions & e _| l:l & ol
00| |contracttoLender & woE % |

O  |pelver contract & we % D]

O0[  |eamestmoner & wme [ %
O  |eendingonmns $ los/14/2000 | s | [ %

] |:| Deposit earnest money

] I:l Home Inspection

] I:l Loan application

] I:lTermi‘te inspection

O] | welandior Septic Tank inspection
] I:l Appraisal

O]  |aninspection reports

1 I:l Documents to Closing Company
O]  |setup ciosingtime

1 I:l Amendment for Repairs - Offer
] I:l Amendment for Repairs - Accept
] I:l Loan progress

] I:lAcoegt Repair Counter - Last chance!
] I:l Home Warranty desired

] I:l Homeowner's Insurance

] I:l Closing reminder

™ | I:l Loan approval

& os/i5/2005 | 3
& [os/15/2005 |
& [os/15/2008 | 3
& [os/15/2008 | 3
& [os/15/2008 | 3
& [os/16/2008 | 3
& 0572172008 | 3
& [os/2/2008 | 3
& 0572172008 | 3
& [os/2e/2000 | 3
& 0572872008 | 3
& 0572872008 | 3
& 0572972008 | 3
& [oa/s4/2005 | 3
& [os/s4/2005 | 3
& [os/2/2008 | 3
@ [os/2/2008 | 3

%
L I®
[ I®
L I®
[ I®
LI
[ I®
L I®
[ I®
I
[ I®
L I®
[ I®
L I®
[ I®
L I®
[ I®

0| | certified funds

1 I:l Final walkthrough
] I:l Home Warranty

1 I:l Prepare for closing

-

losrzoos | WL (%
Closzes | W%
losrzoos | WL (%
Closzraoos | A [ %
©losaezoos | ML (%
Dl:lRemveLuckb-ux ® E | |:|(->
0|  |seneralbocuments and orders - I - U |

L
Update Remove Fax Cowver Send to Outlock I Completed Date Insert
GO TO TOP Add Template Activities Add Master Activities

CEeEEE e e E E E cE E E E E E E E E E E E EEEELE E IE

D

Note: Due/Past due activities are shown in red.

| |i|(]rd'er5

| |i| Transaction Documents

| [#]Inbox Documents
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Essential Tasks

Transaction Center
The Transaction Center is your starting point after you log into TransactionPoint. Within the
Transaction Center, you can:
1. Create Transactions
Assist another Transaction Coordinator with their transactions
Search for transactions
View / Access your transactions
Print Due/Past Due activities
Transfer files to another Transaction Coordinator
Print Fax Coversheets for your displayed transactions

Nouvs~wnN

To access the Transaction Center:

1. Click the Transactions tab located in the main navigational toolbar. You may also click HOME for
the same results.

Submit a New Transaction: | Create Transaction |

2. Choose Transaction Center. The Transaction Center page appears.

Transaction Center

‘ Submit a New Transaction: | Create Transaction | ‘
‘ Assista TC | Print Page | ‘
Transaction Coordinator: Coordinator, Claire Sawve Settings
Branch: Agent: [* InActive Agentz)
| FNRES Realty [+] [snow au [+]
Agent Represents: Status: With: Approval Status:
[ show Al [+] [ Pending [+] [ show Al [+] [ show Al [+]
Other Filters: | Property Address [l]

Transaction Search Results

Tnt.alTransactlnns 2|
| Print Due/Past Due Activities | | Transfer FF.

ax Cowver

a707.8910 22 Millburrow Lane

Frisca, TX 75035 Pending Semore, Stacey 123456789 (3) Shaw, Brad 04/14/2009
50736178 ?wlalr:;rrc;{"‘g;?:: 'gA 31088 Pending Semore, Stacey (B) Grey, Brandon 05/21/2009 [
:
*ou have been given access to this transaction by the owner “ Prnll:h.ne.fPastl:heMvi:esl | Transfer | | Fax Cover | "

Total Transactions: 2|
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Searching Transactions
You may search for transactions by:

Branch — Branches you are authorized to access will be displayed

Agent — Agents you are authorized to access will be displayed

Representation (Buyer, Seller, Dual, Both)

Status — These fields may be customized by the Site Administrator and therefore will vary.

With (Activity Sort) — Allows you to sort transactions by activities that are due today, completed,
past due, etc.

Approval Status — If your Site Administrator set up activities that require approval, you will be
able to sort your transactions by Approved, Resubmit, Resubmitted and a combination of
Resubmit/Resubmitted.

Other Filters — If you wish to search by File ID, Property Address, etc., the Other Filters allow to
search this additional criteria

Select the appropriate search criteria for the transaction, click Search

The Transaction Center page appears displaying your search results.

Transaction Center

Submit a New Transaction: | Create Transaction | ‘
‘ AssistaTC | Print Page | ‘
Transaction Coordinator: Coordinator, Claire Sawve Settings
Branch: Agent: [* InActive Agentz)
| FNRES Reatty s | [show Al v]
Agent Represents: Status: With: Approval Status:
Show Al [v] Pending | [ show Au | [ show Al v]
Other Filters: | Property Address w |

Transaction Search Results

%
rcanss Jpropertacsaress fsatus [primary Agent|cloing/Ecrom # [pincipte 20r) SRS
I

27075910 22 Millburrow Lane

SBT3 6178

* . - .
“You have been given access to this transaction by the owner “ 'twpasrmmhsl

Total Transactions: 2

| Print Due/Past Due Activities | | Transfer

Frisco, TX 75035 Pending Semore, Stacey 123456789 (3) Shaw, Brad 04/14/2009

711 Arrowhead Tr

Warner Robins, GA 31088 Fending Semore, Stacey (B) Grey, Brandon 05/21/2009 a

Transfer || Fax Cowver | I:‘

Total Transactions: 2|

Printing Due/Past Due Activities
You can easily view what tasks are past due or due today by running a simple report.

1.
2.

Click the Transactions tab.
Click Transaction Center. You may also click Home as this will bring you to the Transaction
Center as well.

LPS)
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The Transaction Center page appears.

Transaction Center

Submit a New Transaction: | Create Transaction

AssistaTC | Print Page |

Transaction Coordinator: Shaw, Karalie Save Seftings

Branch: _ Agent: (*Intctive Agerts) -
| Show All v | | show all I~
Agent Represents: | Show All v status: [Pending  v/| withs | Show Al v

Other Filters: | Property Address ~| [ |

Transaction Search Results

Total Transactions : 3|

Print Due/Past Due Activities I I:‘
Property Address |Status  [Primary Agent Closing/Escrow # |Principals (Bor5) |Est. Closing

1950 Ermerson Lane f ok .
4836-5045 Frisca, TX 75035 Pending Gardner, Christian  656-2459 (B) Boston, Tim 06/15/2006 '
627 TEST Lane . .
4540-5149 McoKinney, TX 75070 Pending Garcia, John (S) Leeland, Jan 07/13/2006 [
4geag17p 2200 Bverettlane  po o pn o cardner, Christian 08/17/2006 [ ]

Everett, Wi 93204

|| Prirt Due/Past Due Activities | 15 | Fax Cowver | I:‘

Total Transactions : 3|

Select the search criteria for the transaction.

Click Search. The page refreshes to display a list of properties that match the search criteria.
Select the transaction(s) for which you want to run the report.

Click Print Due/Past Due Activities.

ousw

Note: You can run this report for any number of transactions you select. The report will break down
your activities by property.

Note: If you experience difficulty displaying your report, you may want to disable your pop-up
blockers for your site. To bypass pop-up blockers, you should hold down your Control Key while
selecting the action Print Due/Past Due Activities.
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Calendar

The Calendar feature of TransactionPoint allows you to view your Key Dates and activities by the day, by

the week or by the month.

Calendars may be exported for convenience.

To access the Calendar, click the Calendar link in the main navigational toolbar.
turned on from your User Profile page.)

Sample Calendar monthly view.

You may also search for activities and add Events to your calendar.

(This feature can be

List Search Timeline

24
65996-7199: 2219
56th Avenue NW,
Frisco, TX 75035
(Key Date)

5996-7199: 2219
56th Avenue NW,
Frisco, TX 75035
(Activity Due)

Thompson Road,
Frisco, TX 75035
(Activity Due)

31
6996-7199: 2219
S6th Avenus NW,
Frisco, TX 75035
(Key Date)

Thompson Road,
Frisco, TX 75035
(Activity Due)

26
7042-7245: 2119

7042-7245: 2119

2
7042-7245: 2119

27
7042-7245: 2119
Thompson Road,
Frisco, TX 75035
{Activity Due)

14
6996-7199: 2219
56th Avenue NW,
Frisco, TX 75035
(Key Date)

6996-7199: 2219
S56th Avenue NW,
Frisco, TX 75035
(Activity Due)

6996-7199: 2219
56th Avenue NW,
Frisco, TX 75035
(Key Date)

15
6996-7199: 2219
56th Avenue NW,
Frisco, TX 75035
(Activity Due)

21
6996-7199: 2219
S56th Avenus NW,
Frisco, TX 75035
(Key Date)

6996-7199: 2219
56th Avenue NW,
Frisco, TX 75035
(Activity Due)

22
6707-6910: 22
Millburrow Lane,
Frisco, TX 75035
(Activity Due)

28
6996-7199: 2219
56th Avenue NW,
Frisco, TX 75035
(Activity Due)

29
6996-7199: 2219
56th Avenue NW,
Frisco, TX 75035
(Activity Due)

Expoart

1

5996-7199: 2219
56th Avenue NW,
Frisco, TX 75035

(Activity Due)

Print

16

Note:

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.

Day Week - List Search Timeline | Change [:ahndﬂr. &

LPS
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Adding an Event
You can add events to your calendar.

are not added to transactions and are only for display on your My Calendar.

You can only schedule items using My Calendar. These events

Week Month List Search Timeling

Change Calendar

My Calendar

(_Add ) Export

Frint

1. Click Add.

The New Event page appears

Title

Date

|r»1ay VI3'1 VIEDDQ vl
Time Type
|Eam vI:DD vl Timed ll
Duration

Odays |« |1hr |« 0mins |+

Color Repeat
Description

Email

Reminder |1 hr before [l]

connie.shaw@fnres.com

{ Email addresses separated by , ]

Ok ] [ 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

Title:
Calendar: My Calendar
Date: June 1, 2009
Time:

Description:

Collect monies owed for Jan's deals.

Edit Delete FPrint  Close

Collect Earnest Money Receipt from Jan

10:00 AM - 11:00 AM (1 hr )

2. Click Edit.

3. Edit the event fields, as needed.

4. Click OK.

LPS)
——
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Deleting an Event
1. Click on the event you want to delete. The Event Details screen appears.
2. Click Delete. A confirmation screen appears.
3. Click OK.

Searching the Calendar
1. Click Search at the top of the calendar

Day Week iz imeli Change Calendar - Q‘) Export  Print

The Calendar Search page appears.

Day Week Month List Timeline Add  Export  Print

From April VI3U VI2EI[]9 VI

To May v | 31|+ 2009 |
Calendar | All Calendars v/
Keyword | |
Sort By | Date v/

2. Enter the search criteria.
3. Click Submit.

The page refreshes to show events that match your criteria.

Day VWeek Month List Timeline Add  Export  Print

From To Duration Calendar Title/Description

Sun, May 31 Sun, May 31 1 day Due Transaction Activities |6996-7199: 2219 56th Avenue NW,
Frisco, TX 75035 (Key Date)

Key Date:

~ All Contingencies Removed Date

Mon, Jun 1 10am Mon, Jun 1 1lam 1 hr My Calendar Collect Earnest Money Receipt from
Jan
Collect monies owed for Jan's deals.

Tue, Jun 2 Tue, Jun 2 1 day Due Transaction Activities |7042-7245: 2119 Thompson Road,
Frisco, T® 75035 (Activity Due)
Activities Due:

~ Documents to Closing Company
~ Set up closing time

LPS)
-‘-—-—"'/
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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.
To export the calendar, click Export.

Month  List Timeling

Week

Day

add (Export) Print

From To Duration Calendar

Title/Description

Sun, May 31 Sun, May 31 1 day Due Transaction Activities

6996-7199: 2219 56th Avenue NW,
Frisco, TX 75035 (Key Date)

Key Date:

~ All Contingencies Removed Date

Mon, Jun 1 10am Mon, Jun 1 1lam My Calendar

Collect Earnest Money Receipt from
Jan
Collect monies owed for Jan's deals.

Tue, Jun 2 Tue, Jun 2 1 day Due Transaction Activities

7042-7245: 2119 Thompson Road,
Frisco, TX 75035 (Activity Due)
Activities Due:

~ Documents to Closing Company
~ Set up closing time

The Export Current Items page appears

Export current items

0 Excel
O xmL
(*)icalendar

personal events to Outlook and Qutlook Express.

Instructions to use iCalendar option:
. Select iCalendar option and click QK button.
. From the "File Download” box select "Save”.

. Click "Sawve”.

. Open Outlook or Outlook Express.

. Choose "File”, then Import and Export.

. From the Import and Export wizard box, select Import an iCalendar or
vCalendar file (.vcs).

8. Click on "MNext”.

9. Browse for the File Name.

10. Highlight and click "Open®.

11. Activities and events will now be placed in yvour Qutlook calendar.

bt [ L O S Y S

Mote: The iCalendar option will be used to Export vour transaction activities and

. Choose where to save the document (i.e. your Desktop or My Documents.)

Ok ] [ Cancel
1. Select the format.
2. Click OK.
3. Click Save.
4. Select where you want to save the file.
5. Click Save.
LPS)
——
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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. The Site Administrator
can set up Transaction Coordinator access to multiple branches.

Completing a Transfer
1. Inthe Transaction 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

s . Total Transactions: 4|
| Print Due/Past Due Activities ” Transfer |I Fax Cover | ]
roca 24 2115 ThOmEr 08 S (®) Rhare, .
5801-5006 atﬁd'—i':; Firhi_” CireleTurmberry Pending :ﬁj:;b (BEQCEESSM“ 12/08/2007 [

Warner Robins, GA 31088

ﬁﬂ Ei?{?nn:g!;rg{a%%;gne FPending Eﬁs:&w (B) Baker, Grace 03/26/2008
69967199 ﬁﬁ;gﬂ?iﬁ){h ?;53”;5 o Pending iﬁg'r‘;v 09-156193 E:TEE'I';S"&” 06/28/2009 [ ]
*‘r’uu have been given access to this transaction by the owner | ww&ﬂmmms' N | | R | D

Total Transactions: 4

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.

Transfer Transaction(s)

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

From: Claire Coordinator

Fo: - Select-- ED

Please select the transactions below:

| Trans # |Property Address ___[Status _[Primary Agent _Closing/Escrow # _Principals (B or S)
2209 Miller Game Lane
McKinney, TX 75070

64456642 Fending Agent, Andrew (B) Baker, Grace 326/2008

Total Transactions: 1
** Full Access Agent
***You do not have permission to transfer this transaction

Transfer Cancel

LPS)
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To: —-Select—- w
_SEI'E{:[_

Agent, Andrew (FNRES Realty) ™

Christian, Lacy (FMRES Realty - Shaw Team)
Coordinator, Sally (FMRES Realty)

Stemmaons, Rick (FNRES Realty)

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.

3. Make your selection and click Transfer. At completion the transfer confirmation window
appears.

Transfer Transaction(s)

Transaction(s) transferred successfully.

Close

Transaction Search Results

Total Transactions: 4

Prmﬂ:h.lefPastEh.le Activities | | Transfer Fax Cowver | |:|
Trans# |Property Address Primary Clnsmg JEscrow Prlm:lpals (Bor |Esti mated
Agent Closing Date

toaats 222 Thmpon R — 0 -

SE01-5008 gtﬁd'—i':; E1rhi.II GrelsTurnberty Pending iﬁgf;w gz)cga“idvf 12/08/2007 [
arner Robins, GA 31088

:ﬁi‘:’f‘ﬁ’s‘m 512-: n':gﬁgf%%;—g“ Pending iﬁg:&w (8) Baker, Grace 03/26/2008

£996-7199 Frzisl,gcu,Sl?I:EXh Auenue W Pending 295" 09-156198 E:E:_IJEIE_‘I';‘;E” 06/28/2009 [ ]

7k‘r’l:lu have been given access to this transaction by the owner | wma!"mmmes| R | | i | D

Total Transactions: 4

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

LPS)
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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:

Hame: | il

Transfer Transaction(s)

* Transactions |® Orders | = Properties | & Contacts & Providers | ¥ Documunts | % Reports | ¥ Profile & Prefurences |

Fa@ | Help=| " Logout

From:

To:

Please select the transactions below:

Trans # Property Address Status Primary Agent
175 South CAIMMIA &Y. popging  atking, william  GL-07-6748

William Atkins
| —Select—

B229B9%2 tonravia, GA 91016

ClosingEscrow #  Principals (B or S§) Estimated Closing Select

(B) May, Gearge 111812

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

Transfer

Cancel

Click Cancel to return to the Transaction Center page.

REAL ESTATE GROUP
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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.  You may also click Home from the main toolbar.

The Transaction Center page appears.

Assista TC | Print Page

Transaction Coordinator: Coordinator, Claire Save Seftings
Branch: Agent: (" InActive Agents)

| FNRES Realty [ | show an [v]
Agent Represents: Status: With: Approval Status:

| Show Al [»] | Pending I~] | Show Al [+] | Show Al [~]
Other Filters: | Property Address [w]

Transaction Search Results

Total Transactions: 3

| Print Due/Past Due Activities | | Transfer | | Fax Cover

Llosing Uate

AT07-5010 22 Millburrow Lane

Frisca, TX 75035 Pending Semore, Stacey 123456789 (S) Shaw, Brad 04/14/2009 ]

5o73.6178 :ﬂl;r:grruﬂtl?:; -gq s108s Pending Semore, Stacey (B) Grey, Brandon 05/21/2009 [
6996-7199 ﬁg;gf‘?r“}; ?g’;g'g‘e NW Pending Agent, Andrew  09-156198 (B) Buyer, Charles 06/28/2009 [
*Yuu have been given access to this transaction by the owner e | | IRty | | TS | L

Total Transactions: 3

3. Click Assist a TC.

The Assist a TC page appears

Assista TC

Transaction Coordinator: | Christian, Lacy (FNRES Realty - Shaw Team) ‘ll

Password:

4. Select the Transaction Coordinator from the list.
5. Enter the Assist a TC Password. This can be obtained from the TC you are assisting. (If you need
to set up the Assist a TC Password, please review the Password portion of this guide.)

LPS)
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6. Click Submit.

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

| Assista TC | Print Page
Transaction Coordinator: Christian, Lacy
Branch: Agent: (* InActive Agentz)
| FNRES Realty | Show Al [v]
Agent Represents: Status: With: Approval Status:

| Show Al || | Pending [+ | Show Al [+] | Show Al [+]
Other Filters: | Property Address [»]

Transaction Search Results

Total Transa ctiuns 3

| Print Due/Past Due Activities | | Transfer Fax Cowver

oy ey ey ey on

70437345 2119 Thompson Road

Frisco, TX 75035 Fending Agent, Andrew (B) Richards, Ron

EEPEE o] [ B et Pending Agent, Andrew (B) Buyer, Ben  03/06/2008 []
Frisco, T 75035

c 711 Arrowhead Tr .

55736178 Warner Robins, GA 31088 Pending Semare, Stacey (B) Grey, Brandon 05/21/2009 I ]

* . . .
‘You have been given access to this transaction by the owner | . "ma“u‘em"hs|

Transfer H Fax Cowver | D

Total Transactions: 3

In this example the transaction coordinator owning these transactions is Lacy Christian (displayed in red)
and the assisting coordinator is Claire TC.

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.

&«

[36]



Assist a TC Password

The Assist a TC Password is designed to allow multiple TC's access to one another’s files without sharing
system login information. To establish an Assist a TC password, you must be a TC.

1. Click the Profile & Preferences tab, and click on User Passwords.
The Change Password page appears.

Change Password
Current Password:
New Password:

Confirm New Password:

Cancel Change

Assist a TC Password

Set up below a =eparate pazzword which you can give to another Transaction Coerdinator in you company to manage tranzactionz for you in your
abeence.

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.

Note: Provide the Assist a TC password to another TC so they may now access your transactions. See
the Assisting a Transaction Coordinator portion of this guide for more information.

Note: If you are not able to modify your Assist a TC password, your site administrator may have
disabled this feature. Please contact your site administrator for assistance.

The Password Confirmation page appears.

Password Confirmation

You have successfully set up a password specifically for other Transaction Coordinators in your company to manage the transactions for
you in your absence.

Finished

5. Click Finished.

[37]




Removing a Transaction
There are two options for removing properties/transactions from TransactionPoint. This business rule
applies: if there are documents or orders within a transaction, that property/file cannot be removed.

Files that can be removed are displayed in the Transaction Center with a red remove link.

Transaction Search Results

Total Transactions: 1

Prm!l:h.le\.l'PastEh.le Activities | | Transfer | | Fax Cowver

e e T e+

52 Pickering Court

7111-7314 McKinney, TX 75070 pre-Sale Moore, Simon
—

| Print Due/Past Due Activities |

x
“ou hawve been given access to thiz transaction by the owner A | | R, | D

Total Transactions: 1

To remove a transaction file from the Transaction Center, locate the file you wish to remove and choose
the option Remove.

A Warning message will display.

Warning !

The Transaction and all its associated information will be permanently
removed from the system.

Do you want to Proceed?

Yes [

Click Yes to confirm you wish to remove the file permanently from the system. Click No to cancel.

Note: You can remove properties from the Property Center. See the Property Center section of this
guide for more information.

LPS)
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Reviewing Transactions flagged by an Administrator

The Site Admin has the ability to establish whether or not an activity/document requires approval.
When this feature is enabled for specific activities, the TC/FAA has the ability to review transactions that
require attention. This feature is not available in TP Standard Edition.

If a Site Super User or Branch Executive (SSU/BX) reviews a transaction and rejects an activity and/or a
document, and the FAA or TC who owns that transaction logs on, s/he will see a red link in the
Transaction Center page indicating that there are transactions which require attention. The TC/FAA
may also refine their transaction search using the Approval Status filter.

| Assista TC | Print Page |
Transaction Coordinator: Coordinator, Claire Save Seftings
Branch: Agent: (* InActive Agents)
| FNRES Reatty [»| [show Al [~]
Agent Represents: Status: With: Approval Status:
| Show Al [v| | Pending [ise] | Show Al ] | Show Al [ise]
Other Filters:  Property Address (]

Cl'here are transactions requiring your attention. Click this link to display them)

The TC/FAA can click on the link to display transactions that have items that need to be resubmitted.
The message will display until the TC or FAA has corrected all of the items that were denied and the
SSU/BX has approved those activities. A filter to search for transactions with items that have been
approved, requested for resubmittal or resubmitted is available to refine your search.

When the TC/FAA selects a transaction, either from the ‘needs attention’ link or any transaction search,
activities and documents that have been approved or denied are noted by changing the box on the
Activities page from grey to green or red. The TC/FAA can see the reason their activity/document was
rejected or approved by clicking on the activity or document log. See the Activities section of this
guide for more information on viewing/managing the activity log.

(] gty Activity Due U Comgigled  Log Orders Docs
0 1 K4 Package Seot to Buver far Apgeoval ©ljowrzoor | W W LU o o

D HO& Paciaos Drdered {‘I 11/047 2007 £ J %‘ u H

1 Sigrd | ogen Docusments Sen 1o Lender L liowzoer | N LU o [
1] A Pecigon Sonl o Bywet fod &pgrova % [1/osiz007 | W [ ] & u o 1|

] Depost Chegt Reprved & | e u o

a anarl Docymanty g Qrdeen = | L | o
[ upasa 'r_!......1|m....||.........,..1lmn,.,.u l = |
Mote. DoaPast dus adinlied are shown in fed

|EDﬂIeH

[EI ransaction Dacuments

| ] 'ilmnq“mnp”nu_llmﬂmﬂ Print |I gt et aramaerd ]
] Mame ' Pgs Approved Archive Trackings Uphoad Date Log Privilege

[ poc2 3 - smesis s ressmpsn W B M
[ poc3 i N a2305433 1macestmareupsny W B o
[ Myt paoes 2 ] enoes 1masienzupsn & OB M
[[] Sianed Logn Decementy Sent fo Londer N 6230-6433 TIAZB00T 1:37-31 FM (BST) u = 3
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Note: The TC/FAA can click on the red box to add a note to the SSU/BX and change the status of the
activity and/or document to ‘Resubmitted.’

Note: |If the TC/FAA selects a red box in the Activity list and the activity has been marked ‘completed,’
the Activity Approval window will open allowing the TC/FAA to make a comment regarding the activity
and will give the TC/FAA the option of changing the approval status to ‘Resubmitted.” That will cause
the box to change color to yellow. If the activity has not been marked completed, the window that
opens gives the TC/FAA the option to enter the current date in the completed box, or to make an
Activity Approval note.

e ——
' ACTIVITY APPROVAL UPDATE

O put today's date in the ‘Completed” box.

{*) Cha nge Approval Status to "Resubmitied’,

Hotes:

Update Cancel |

The line relating to the completion date will only appear if the activity is not completed.
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Transaction Summary Tab Details

P R vt 172 | e vomt |

Transaction Details E ﬁ |

“Agent: | FNRES Realty | - Select Agent -

D Private Contact |___|Alluw Full Accezs
(Note: Agent represents SELLER for Dual Agency Transaction)

(mmiddiyyyy) (mmiddiyyyy)

Listing Diate: Listing Expiration Date: I:I ®

Contract Acceptance Days to Estimated Closing
Date: Date:

Escrow

Eztimated Closing Date: Closing Date:

Listing Price: Sale Price:

Loan Type: | Select Loan Type Loan Amount: I:l File Number: I:I

(mimdckyyyy)

Ezcrow/Cloging No.: I:I Title No.: I:I Cancellation Date: I:I @
Property Details

“Type: |- Select Property Type - [+ | vesut | | age: [ |
“Address 10 | MLS Board: | Unknown Board
Address 2. | MLS #: ]
oy [ | e
Zip: L |-l tacitionsi £ cigits optionsl) : ]
[ TET— | AP searon |

| sa.ft

Additional Property Details

. Home Owners Association
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Updating Transaction Dates
You can update transactions specific dates on the Transaction Summary Page. To access the
Transaction Summary page, click on the transaction ID to open the file from the Transaction Center.

Transaction Search Results

Total Trans.ad:'mns: 5

|Prmt[l.|elPale.|EMv’ﬁes|| || Fax Cowver D

Trans# |Property Address Primary Elusmngscruw Principals (B or |Estimated
Agent 5) Closing Date

4121 Clear Springs Court

6160-6363 McKinney, TX 75070 Pending Shaw, Jan (B) Buyer, Ben ]
c01.6005 ;tﬁdl-il:;irhi_” CircleTurnberry pending :ES:;’W EE;)CEESSMV' 12/08/2007 =
Warner Robins, GA 31088
(D) S Ly ST
6707-6910 gﬁs':g'fb%r{gg’n';é”e Pending g;rg:;e 123456789 (S) Shaw, Brad 04/14/2009 [
6096.7199 ﬁﬁ;?fﬁ_t; ?AE’SQSUE W Pending ﬁﬁg:;'w 09-156198 E:EI‘_I)aE‘l"E";E“ 06/28/2009 [

* - —
“You have been given access to this transaction by the cwner |Mmaﬂmmm’| | A | | Rt | L

Total Transactions: 5

Click the tab marked Transaction Summary. This is located just below the Property Dashboard. The
Dashboard summarizes property information, key dates and some important transaction details.

- Recently Modified -

Property Address: 2208 Miller Game Lane Tranzaction ID: 84458648 E=crowiClosing MNo.

McKinney, TX 75070 Represents/Status: Buyer/Pending EscrowiClosing:

Listing Price: 3 Contract Acceptance Date: 02-10-2008 E=timated Closing Date: 03-26-2008
Sale Price: 5289 599.00 Seller(z): Buyer{z): Grace Baker

“ear Buit/Approximate Age: 2005/4 Seller's Agent: Buyer's Agent: Andrew Agent
MLS No. 1254821 APN No. File No.

Transac‘ﬁan Contacts Activities/OrdersiDocs Communication Log

ranEnCiion Detaile | Facing Sheet | Save | Savellext

The Transaction Summary allows the TC/FAA to view or modify the following information:
e Transaction Details
e Property Details
e Additional Property Details
e HOA Information
e Facing Sheet
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To modify transaction dates, make the appropriate date changes within the transaction details portion

of the page and click Save.

Transaction Details

|Fa1::|'ng.5heet| Sawe | Save/Next |

Agent: Andrew Agent DAIIDW Full Access Created Date: 21172008
*Agent Represents: Buyer Status: Pending vl *Sales Type: | Other [v]
s fmrddiyyy) frmiddyyyy)
Ligting Date: @3‘ Listing Expiration Date: @
{mm/ddfyyy)
Contract Acceptance Days to Estimated -
Date: 102008 | Closing Date: -
{mmiddfyyy) {mm/ddfyyyy)
Estimated Cle=ing 33512 Escrow
n\lilfte: oos ® Closing Date: 21412008 ®
Listing Price: 1 | Sale Price: | 288 559.00 1
Loan Type: Select Loan Type [V] Loan Ameunt: File Mumber;
(mm/ddfyyy)
Escrow/Closing No.: Title No.: Cancellation Date; ®

Once you click Save, your Key Dates page will also be
brought to the Contacts tab.

updated. By selecting Save/Next, you will be

Note: You can make changes to transaction dates within the key dates page and any changes you
make will automatically update the Transaction Details page.

LPS)
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Working with Transaction Activities
The Transaction Activities page allows you to:
e Filter activities

e Add or remove activities

¢ Enter and update due and completed dates
e Setalerts

¢ View and enter activity logs

e Generate and print Fax cover sheets

¢ Upload and work with activity documents
¢ Place activity orders

e Print due or past due activities

Filtering Activities
You can filter activities by Task Type and Task Status:

=] activities P i
Filter by Task Type: | Shawe Al L i
Filter by Task Status: Showe A1 b k .'.:‘E‘.:.a\.re Seﬂvings

| .A.ad.:Te mpi:a{e ;&t‘:,"li‘\‘.riti.és | | Add Mé;ler At‘::li\.ri.ties' |

Update | | Remowve | | Fax Cowver | ICDmpIetedDate VI I . Insart I

[ Ij General Documents and Orders ’—\ ,,@\ I:o H J
|:| |:| uyer's Inspection Advisory OIM A J :I H m
[ | Courter Offer(s] ®@| e [ | |® ju| |
I |: Initro letter & M| | ﬁ@ L ol
a ‘: Lender info (pre-gualiapp letter & W a0 :® L ol
[ ’—| Open escrow ®!5£25f2w G J |—|® H g m

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

Adding Template Activities
1. Click Add Template Activities.
2. Select the Activity Template you want to add to the file.
3. Click Continue.

The Activities List appears.

Activities List

Template : Buyer Checklist w REQ Activities

Please selaect the activities to add into this transaction: Select All
Activity Category : Closing

Final HUD

Purchase Agreement

Activity Category : Finance

Certified funds

Commission Instructions

Eamest Money

Activity Category : Other Activities

Final walkthrough

Fending on MLS

AEAL ESTATE GROUP
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4. Uncheck any activities you may not want to add to the file, Click Add Activities. The
Activities/Orders/Docs page will be updated with your newly added activities.

Adding Master Activities
1. Click Add Master Activities.
2. Uncheck any activities you may not want to add to the file, Click Add Activities.
3. Click Add New Activities. The Activities/Orders/Docs page will be updated with your newly
added activities

Adding One-time Activities
1. Click Add Master Activities.
2. Uncheck any activities you may not want to add to the file. Enter the activities you want to add
in the appropriate activity category section.
Note: Categories can be customized by the Site Administrator.
3. Click Add New Activities.
Uncheck any activities you do not wish to add.
5. Place a check to add a onetime activity under the respective category. Type in a description of
the activity and click Add New Activities.

E

Add Activities Select All Activities

Select All (Master List - These activities from Master Activities List)

Survey

[Activity Category : Closing

| (One Time Activity - Applicable forthis transaction anly) |

| a
O O

Mo Master activities found.

Activty Category : Other Activities

| (One Time Activity - Applicable for this transaction anly) |

G D -

] | ]

( Add Mew Activities ) Cancel

Removing Activities
1. Select the activity you want to remove.
2. Click Remove.

E ) o e
m Commission Instructions $ [0s/14/2000 | ¢ | RN DJ
Contract to Lender @ |0s/14/2000 | ¢ | ¢ u ]|
Deliver Contract © [o0s/14/2000 | 3¢ L ¢ u 1]
| Earnest Maney © [0s/14/2000 | ¢ ] & u

] Pending on LS © |05/14/2000 | ¢ | ¢ u 1]

3. You will receive a pop-up window asking you to confirm you want to remove the selected items.

LPS)
——
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Click Remove.

Remove Activities

Are you sure you want to remove the following activities?
Standard Activities
Contract to Lender
Deliver Contract

Note: Up to 50 activities can be removed at one time.

LPS)
——
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Updating Due Dates

You have several options for updating Due Dates for your activities

1. Select the Activity you want to edit the due date for, enter the date in the Due field, then click

Update:

o | e oo [ W]

] I:l Commizsion Instructions

"] I:l Contract to Lender
] I:I Deliver Contract

o s
TRl 3 — T
S TR — T TR

Note: You can select multiple activities to update at once.
2. Select the Activity you want to edit the due date for, click the Calendar Icon, select the date,

then click Update

o] e .

ol

™| I:I Commizsion Instructions
[  |contractto Lender

|:| I:I Deliver Contract

Log | Orders | Docs
B | N[ O H| B
©losnenoos [ 1] ¥ U ol
Glosneoms |1 [ ¥ U o

= =

=

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

All Contingencies Removed Date
Pozsession Date
Estimated Clo=ing Date

Eztimated Cloging Date Per Contract

0 After Contract Acceptance Date @
I:| [ Adter Contract Acceptance Date I:l @
0 After Contract Acceptance Date @
O After Contract Acceptance Date @

T

Note: All activities that are not marked complete will be updated with a new Due Date
including dates you have entered manually.

4. You can insert a new due date for multiple activities at once by selecting the Activities first then
choosing the grey box, input the date manually or choose the calendar and select a date. Click

Insert to complete the update.

S| e -

I:I Commigsion Instructions

I:I Contract to Lender
] I:l Deliver Contract

i | WH [ o E
TR D —
Glossomos | M [ oW N

Note: Choosing Insert will save your changes just as clicking Update will.

LPS)
;..-_——/
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Entering Completion Dates
You have several options for marking your Activities complete.

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

[ upante | [ memove | [_raxcover | [ sonatooutoo | | compieaoe ]

|:| I:I Commission Instructions @ Al J I:I @ H m
"] I:I Contract to Lender & e | I:I & L ol
1 I:l Deliver Contract 7 e | I:l ¢ u o

You can select multiple activities to update at once.

2. You can click the grey box next to the Completed field to automatically insert today s date.

o | e | [ | Lo | [ ol] e ]

"1 I:I Commisgion Instructions @ m O J I:I & L m
1 I:l Contract to Lender 7 e I:l ¢ u o
(1] oeier contec Olosaons | WL [ & W D

3. You can mark multiple items complete all at once by selecting the Activities first then choosing
the grey box, input the date manually or choose the calendar and select a date. Click Insert to
complete the update.

e e . e

|:| I:I Commission Instructions ® m At J I:I ® J m
1 I:I Contract to Lender S e | I:I ¢ u o
[ Joeier convacs Glosnwzmos | MU [ S W ol

Note: Choosing Insert will save your changes just as clicking Update will.

Setting Alerts
Activity reminder allows users to configure notification for each activity with the ability to select

transaction contacts to receive the notifications.

To send out notification:
1. Click on the bell to the right of the activity Due date

e e .

"1 I:ICnmmissinn Instructions @m AR J I:IQ? L m
1 I:lCDntracttn Lender ® e | |:|® L o

O Josser cony TR — TR

LPS)
"'———-"'/
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The Activity Reminder page appears.
Activity Reminder @

Activity: Deposit earnest money
Due Date: 5/15/2009

[JReminder On Completion
Reminder for Due Date
No. of days Before due date On due date No. of days Past due
»7| 7| Cls| 15| C14| OI3| Cl2) CI1 01| Oz2| 03| O4| 5| Oe| 7 =7

[#] Transaction Coordinator: Claire Coordinator, FNRES Realty (Email: connie.shaw@fnres.com) i=q
O Buyer's Agent: Andrew Agent, FNRES Realty (Email: connie.shaw@inres.com) =]

[ Buyer: Charles Buyer *

[ seller: Sally Seller *

[] CLOSING: Tina Larson, Quick Closing (Email: connie shaw@fnres.com)
[J APPRAISAL: Fhil Acme, Acme Appraisal *

*No contactinformation available

Submit Cancel

2. Choose the days the notifications should be sent out, you can choose multiple days.
a. You can choose from 1 or more day(s) before, on due date and 1 or more day(s) past
due.
b. If number of days is past 7 days, you can also choose to simple type the number of days
before or after due date.
3. To send notifications once complete, click on the checkbox beside Reminder on Completion
4. Choose 1 or more recipients of the activity reminder from the contact list
a. Depending on the contacts primary notification type, reminder will be sent via email or
fax.
5. Click Submit to save the alert/notification

Note: Email notifications will be sent out once a day at midnight. If a contact has more than 1
notification set for the same day, all notifications will be bundled into a single email. Also, if
activity/task has been completed before the notification date, no more reminder/notifications will be
sent out except for Reminder on Completion. All alerts wills top when an activity is marked complete or
a transaction status is changed to cancelled or void.

Note: The Site Administrator can set default email reminders for you, the buyer, seller, closer,
listing agent or sales agent. 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.

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 and the closing provider should the activity be
marked as Public. Logs are also viewable by the primary agent and the super user/branch executive.
Activity security is set by the Site Admin.

To access the Activity Log:
1. Click L under the Log heading on the activity line.
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|
I:l Commission Instructions

I:l Contract to Lender
] I:l Deliver Contract

Glosasnos | L [ |6 M
Glosasoos | @ H |6 o
Glosaszons | d [ |6 M

Enter your comment.

3. Click Submit.

Add Comments

|Activity:

IComments:

Earnest Money

Comment Log
(Date __[Time ______ |Who _____|Comment

5M14/2009 5:58:07 PM (CDT) Claire
Coordinator

Awaiting receipt from Title

Printing Activity Fax Cover Sheets

To fax Documents to an Activity using a Fax Cover Sheet complete the following:
1. Select the activity you want to print a Fax cover sheet for.
2. Click Fax Cover

[ | [ e | [Fazor ] | sena oo | [Lermperooa

] I:I Commiz=sion Instructions
"] l:l Contract to Lender

] l:l Deliver Contract
"] l:l Earnest Money

0]  |Pendingonmis
I:I Deposit earnest money
"] I:I Home Inzpection
] l:l Loan application

l:l Purchaze Agreement

@ [os/14/2009
@ [os/zar2008
G [os/ze/2008
© [os/z4/2009
@ [os/zarzo0s
© [os/s5/2009
% [os/zs/2008
@ [os/z5/2008
@ [os/i5/2008

Cumpleted Date . _

wd %
Tl E—
T R
Tl E—
T —
wg %
Tl —
B R
] E—

The Fax Cover Sheet preparation window appears.
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Property Address

G996- 2219 56th Avenue NW,
7199 Frisco, TX 75035
6996- 2219 56th Avenue NW,
7199 Frisco, TX 75035

Activity File Name

Deposit earnest
maoney

|Cupy of earnest money checl-|

Purchase Agreement |Pur-::hase Agreement

[ s ][ e |

Remove
Cover

Sheet

Include in
Customized
Archive

Note: You can choose to have the system delete the fax cover sheet when the fax is posted to
TransactionPoint. Simply check the box.

Note: You can choose to include the faxed document in a Customized Archive.

information on archiving, please review the Archiving section of this guide.

3. Click Submit.

The Fax Cover Sheet appears.
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Fax Cover Sheet

TransactionPoint

Claire Coordinator
FNRES Realty
Fax To: (866)
Please place this cover sheet on top of document.

Date: # of Pages:

2724

m A H

Process Id: 4175993

2724
| o] m

[Notes:

File Name: Copy of earnest money check

Transaction Number: 7199

Site ID: 126-P1

Property Address: 2219 56th Avenue NW, Frisco, TX 75035
User ID: 14439

Document Type: Activity (26340): Deposit earnest money
Remove Cover Sheet? No

4. Print the fax coversheet(s).

5. Insert the coversheet in front of the document and fax documents to the toll free number

indicated on the coversheet.

Tips:

1. Multiple documents can be batched together in a single fax transmission, separated by

coversheets.
2. When printing your fax coversheets, disable Scale to paper size settings.

REAL ESTATE GROUP
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ranges separated by commas counting
from the start of the document or the
section, For example, type 1, 3, 5-12
ot plsl, pls2, pls3—piEss
Zoam
[aal

Print what: | Docurnent

Prinkt: |.0.II pages in range

Options...

Print 2
Prinker
Name: | &f Canon FP-L170/MF350/L380/L398 | ll | properties |
Status: Idle Find Printer. ..
Type: Canon FP-L170/MF350/L380/L398
Where:  USBODL [ print to file
Comment: [ Manual duplex
Page range Copies
[OF:1] Murber of copies: 1 ';;‘:
D Current page 1 1
O Pages: _ - | 1= 1= Collate

Type page numbers andfor page

I Pages per sheet:
|1I ges per sh

Scale to paper size: |N0 Scaling El

|1 page [1]

[ [ 4 ]’ Cancel l

3. You may wish to email the fax coversheets to another party to use.

4. You may wish to save these fax coversheets to your computer and print them out as needed.

5. You may select multiple Activities and print out their respective fax coversheets all at once.

Uploading a Document to an Activity

The letter D appears under the Docs 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.

Earnest Money

Home Inspection

Termite inzpection

Well and/or Septic Tank inspection

Ll
L]
] Purchase Agresment
L]
[]

$ [05/14/2000 | ¢ RNV 4
& [0s/15/2000 | 8¢ ¢ u g
¢ |0s/15/2000 | % ] ¢ u

& [0s/15/2000 | ¢ L] ¢u g
& [0s/15/2000 | ¢ L] YU g

Log |Orders| Docs

A paper clip next to the D indicates that there is a document in the box.

1.
2.
3.
4.

Click D. The Activity Document List appears.

Type the Document Name, or use the default document name.
Click Browse.

Select the document to be uploaded.

LPS)
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Activity Document List Close

Transaction #: 65857188

Property: 2219 55th Avenue NW |, Frizco, TX 75035 Property Type: Single Famity Buyer's Agent: Andrew Agent
Closing #: 059-1581828 Sales Price: 3145 000.00 APN #: 1852185183
Age: 10

Activity : Purchase Agreement

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

Inbox Documents Document Upload

--- Document Name: Purchase Agreement *
[ notes 0809141754 6oc 2:17:54 PM EI| Bl | |select File:

(CDT) i

4/25/2008 Document Security: ) Document is Public ) Document is Private
[] zmoke detector state. 9:43:22 AM _?J @ (Mote: Template Security Setting is Public)

(CoT) Include in Customized

Archive: OYES @ No
MovelCopy  Remove
Upload

Purchase 6996 - 5/15/2009 9:00:03 AM
O Agreement J 7159 (CDT) H ﬂ -?J
ail Move/Copy  Privilege Rename Archive Remove Print

Close

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.

Working with Activity Documents
TransactionPoint offers several methods for working with documents that can be found in several
locations throughout the application itself. Some of the options for working with documents include
but are not limited to:
1. Emailing Documents
Moving or Copying documents to another file
Manage document access
Choosing to include a document in a custom archive
Removing a documents
Printing documents
Viewing a document history Log

NoukwnN

Emailing Documents from TransactionPoint
There are 3 primary locations for emailing documents.
1. Directly from the activity document you access by clicking on the paperclip
2. You can email documents from the Documents section of the Activities/Orders/Docs page.
3. You can email documents from the Documents section that is accessed from the main
navigational toolbar.

LPS)
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To email the document to another party...

1. Select the document or documents you wish to send
2. Click Mail.

The Mail Documents page appears.
MAIL DOCUMENTS

List of Documents Selected

1) Purchase Agreement

|:| Transaction Coordinator: Claire Coordinator, FNRES Realty (Email: connie.shaw @ fnres.com) J

D Buyer's Agent: Andrew Agent, FNRES Realty (Email: connie.shaw @ fnres.com) J
[ Buyer: Charles Buyer *

[ seller: Sally Seller *

D CLOSING: Tina Larzon, Quick Closing (Email: connie.zhaw @fnres.com)

] APPRAISAL: Phil Acme, Acme Appraizal ®

* No Email =pecified 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 Recipients you want to send the document to

(Tip: you can only send documents via email to those contacts where you have an email
address noted.)

4. Enter email addresses for additional parties in the Other Recipients area, separated by a
comma.

5. Enter a Subject line for the email.
(Tip: to avoid emails being flagged as spam you are encouraged to enter a subject line.)

6. Enter a Message.

7. Click Send.

TransactionPoint will send an email message to the parties you have selected with instructions on how

to access the documents you have sent. An example of the email sent is below.
Property Details:

Property Address : 2219 56th Avenue NW
Frisca, TX 75035

Property Type - Single Family

Buyer Agent Andrew Agent

Message :

Please find attached the fully
executed agreement for your records.

List of documents available to view:
Purchase Agreement

Instructions:

+ Copy the document access code below. (Highlight the code and press Ctrl+C)

« Click on the link below and paste (Ctrl+V) the code in the Document Access page textbox.
NOTE: The document access code is always a combination of uppercase lstters.

Your document access code: ©FWEE T LERE R
Click here to view the documents using your access code noted above

If you are unable to access the Document Access page by clicking the link above, copy and paste the following link into your web browser.
http:/iwww. Demotrpaint.com/DocAccess/DocAccess. aspx?sc=266381d=20090515091702

LPS)
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Emailing Documents to TransactionPoint

Any documents sent to TransactionPoint with a Profile Generated Fax Coversheet or documents that
were emailed to TransactionPoint with the format userid@doc.trpoint.com will fall under Inbox
Documents.

Note: Sites may use an alternative domain for sending emails. Please check with your Site Admin for
your specific domain. (Domain= [@doc.trpoint.com]).

The document is uploaded with the access privilege of the transaction coordinator or
agent (if the username) is specified. The document will be marked either public or
private based on what the transaction coordinator or agent had selected for access
privileges under their profile. The default access privilege can be modified by the
Transaction Coordinator or Agent within their Profile/Preferences page.

When emailing documents to TransactionPoint, select the best method that works for you.
Documents may be emailed directly to the transaction by using the format

transactionid@doc.trpoint.com. Documents that are emailed to the transaction ID will be displayed
next to the transactions activity titled General Docs and Orders.

Note: Sites may use an alternative domain for sending emails. Please check with your Site Admin for
your specific domain. (Domain= [@doc.trpoint.com]).

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

|:| General Documents and Orders i‘“f £ J :*f‘ H m @

Note: Documents may be emailed directly to an order within the transaction as well by using the
format orderid#@doc.trpoint.com.

Note: Sites may use an alternative domain for sending emails. Please check with your Site Admin for
your specific domain. (Domain= [@doc.trpoint.com]).

Moving or Copying Documents
There may be instances where a document was misplaced or you wish to have a document copied to
another file.

1. Select the document or documents you wish to Move or Copy

2. Click Move/Copy
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Move or 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 Rename To
13 Buyer's Agency Disclosure | |

| Select Action |
O attach document to Activity

Override current document privilege with selected activity termplate privilege

@ attach docurment to Transaction Enter Transaction #: |6225—6428 |
O Attach documentto an order # Enter Order #: | |
Copy Move Close

3. Specify a destination to which you want to move or copy the document(s)
4. Click the Move button to move the document(s), the Copy button to copy the document(s) or
press Close to Cancel the action.

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

Note: You may use the search icon to search for a specific Activity or Transaction to associate the
document with.

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.

Manage Document Access
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.

Purchaze 6996 - 5/15/2009 9:00:03 AM
[ Agreement J 7199 (CDT) H ﬂ -?J
il Move/Copy  Privilege Rename Archive Remove Print

LPS)
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The Document Privilege page appears.
DOCUMENT PRIVILEGE

Document Name: Purchase Agreement Uploaded On: 5/15/2009 9:00:02 AM (CDT)

Rename To:

Document Security

@ Document ie Public

O Document ie Private

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

[ seller: Sally Seller

D ‘CLOSING: Tina Larzon, Quick Closing

D APPRAISAL: Phil Acme, Acme Appraizal

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 specific Buyers, Sellers, transaction participants, and/or Other
Agents.

4. Select the check boxes of the individuals listed in the Document Access section for those you
would like to grant document access to.

5. Click Submit to save your changes or click Cancel to cancel the action

Note: Public documents may be viewed from the login page. In order for anyone to view the public
documents, they must be provided the Transaction ID.

You may change document privileges for multiple documents at once.

1. Select the check box of the document (s) you wish to change access privileges for
2. Click Privilege

Purchaze f996 - 5/15/2009 9:00:03 AM
[ Agreement J 7199 (CDT) H ﬂ ﬂ
fail MovelCopy  Privilege Fename Archive Remaove Print

The Document Privilege page appears.
DOCUMENT PRIVILEGE

Document Name: Purchase Agreement Uploaded On: 5/15/2009 9:00:02 AM (CDT)

Rename To:

Document Security

@ Document ie Public

O Document ie Private

Document Access

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

[ seller: Sally Seller

D ‘CLOSING: Tina Larzon, Quick Closing

D APPRAISAL: Phil Acme, Acme Appraizal

Submit Cancel

3. Rename the document, if necessary.

LPS
——
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4. 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.

5. Select the check boxes of the individuals listed in the Document Access section for those you

would like to grant document access to.

6. Click Submit to save your changes or click Cancel to cancel the action

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:

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

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

following user types:
Buyer

Seller

Buyer’s Agent
Seller’s Agent
Escrow/Closing

vk wnN e

Document Custom Archive

The following information outlines how to include documents in a Custom archive. See the Archiving

portion of this guide for specific details on archiving files.

1. Select the check box of the document to be included in a custom archived and click Archive.

2. Click Submit.

Activity Documents

| I |PosiApproved ArchivelTracking# | [Log|Privilege] |

Purchaze 6996 - 5/15/2009 9:00:03 AM p
[ Agreement J 7199 (CDT) H J -?J
Mail MovelCopy  Privilege Fename Archive Remove Print

LPS)
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The Documents — Customer Archive page appears

DOCUMENTS - CUSTOMIZED ARCHIVE

& Specify customized archive options for documentiz).
= Press the Submit button to save the changes, or press Cancel to cancel the action.

List of Documents Selected - Customized Archive

cornssora |

Purchase Agreement F

][]

3. Select the checkbox if you wish to have this document included in a Custom archive
4. Click Submit
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Removing Documents
You can remove documents from the Inbox Documents list, Activity Document List or the Transaction
Documents list.

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

2. Click Remove.

Activity Documents

Purchaze G996 - 5/15/2009 9:00:03 AM
[ Agresment J 7199 (CDT) H ﬂ ﬂ
Mail Move/Copy  Privilege Rename Archive Remove Frint

Note: The Site Admin may inactivate the Remove Document function. If you receive an error
message restricting you from removing a document, please contact your Site Admin for assistance.

Printing Documents

You can print documents from the Activity Document List or the Transaction Documents list.
1. Select the check box of the document you want to print
2. Click Print

Purchaze f996 - 5/15/2009 9:00:03 AM
[ Agresment J 7199 (CDT) H ﬂ ﬂ
Mail Move/Copy  Privilege Rename Archive Remove Print

The Documents - Print window appears

Documents - Print
List of Transaction Documents selected
Purchase Agreement

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

Yes, Continue | | No, Please Cancel

3. Click Yes, Continue to prepare a document package you can print
Print the documents by selecting File>Print.
5. Save the documents (as a single document) by selecting File>Save.

&

Note: You can choose to print multiple documents at once. Each document package prepared
includes a document package coversheet. You can choose to print or save the document package
through your browser settings.

LPS)
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Document Log
Each document tracks:
1. Who has accessed the document
2. When the document was uploaded.
3. Who has viewed the document and the date and time of the viewing
4. The e-mail address of the individual who viewed the document.

To access the Document Log:
1. Click the Licon associated with the document.

Purchaze f996 - 5/15/2009 9:00:03 AM
[ Agresment J 7199 (CDT) H ﬂ ﬂ
Mail Move/Copy  Privilege Rename Archive Remove Frint

The Document History page appears

DOCUMENT LOG

Document Name: Purchase Agreement
Document Uploaded On: 5/15/2009 9:00:03 AM (CDT)

DOCUMENT VIEW LOG (HISTORY)

ViewedBy — Joate fme — Jmal  Jphoe |
Claire Coordinator 5M15/2009 10:28:03 AM (CDT) vrtitie sihmwfffe ot > hat Fain

Close

Note: Documents that are emailed from TransactionPoint retain the email history within the Comm
Log. See the Comm Log section of this guide for more details.

Viewing Default Activities Privileges and Archive Settings
The Site Administrator can set each activity to default to Public or Private:
1. Public makes the activity viewable to all parties named in the transaction who have permission
to see activities.
2. 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 transaction.

LPS)
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A pop-up window appears showing the privilege (detailed business rules for the activity)

Upload Dacuments?

When completing this activity:

A
B \ Activity is Public or Private?
\* Include in Customized Archive?
Dafault Document Namae:
Document Privilege

HO#& Package Sent to Buyer for Approval

Update Activity

Activity Rules

Activity Description: HOA Package Sentbo Buyer for Approval

Activity Category: Contingencies

Agent Represents: Seller

Activity Rule: number of days after a key date |5

Key Dabe: Contract Acceptance Date

Auto Schedulable? fes

Orderable Activity? Yes Semice Category Inspection Type: Asbestos Inspection

Yag

Doesnt Cancel or Close the transaction

“Due® Activity will be displayed in Calendar? Yoz

Public

Mo

HOA Package's

Private - Buyer, Seller, Seller's Agenf
Cantel

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:

Placing Activity Orders

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

The Site Administrator can set activities that allow you to place an order directly from the Activity List.
If there is an O in the Orders column for an activity, you can place an order for that activity.

=| arnutics
Filter by lazlk Iype: Ehatw Ml "I
Fillur Ly Tawk &laluw: ‘Zhow Al "'I

T Fuli s

A e rnpleea e at e |\| HA Meear Act wibiee |

Uodds | Puwew | Far Zusw Lue L'ste

- i

I tivity L

e F pMWM%

| Genaral DoCLIANtS Sre dars (gl_ e | |—:~v,. o] &
I C.Cdl: Plivsical lnscactior Report Shitegon] @0 [ % o
[T LLas teder Phyne sl Inspacter o Warest fﬁ'li b | li':f? i o+ o
[ E-CZ Tete Croeranen F.E,:-Ii S | Ii& i o
I E CZk Twrrnile Repurl Q‘I_ Al J I_Q-‘ H ﬂ
T E-CZ= Qrdder “wrnile | izaeclion cﬁ'l i | @ L o¢ ol

1. Click O to place the Order

LPS)
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The Select Provider page appears.

Select Provider (Existing or Create)
| Add Hew Company Select Cancel
Contact Type:
Providers: | Show All BI
Fitter By: | -Select- BI Search
Private Contact 7 ¥es (#) Mo
Contacts
Company Branch Contact(s)
Bugs R Us Plus Bugs R Us Plus ) Barney Frankford
4218 Miller Avenue
McKinney, TX 75070
Add Mew Branch Add Mew Contact Select
wndicates "Preferred Provider”
< Indicates "Agent Preferred”
Alndicates "My Packet Services”
#|ndicates "Agent's Packet Services”
Add Hew Company Select Cancel

e W

Note:

Under Providers, search for Preferred Providers or choose to display All

Under Filter By, you may narrow your search by Company Name, First Name or Last Name
Click Search

Select the appropriate Provider and click Select

If you are unable to locate your provider, choose Add New Company. If you were able to

locate the Company but not the appropriate Branch, choose Add new Branch. If you were successful
in locating the Company and Branch however did not locate the provider, choose Add New Contact.

Note:

If the provider is already a contact within the transaction, s/he will not show display in the

search results.

LPS)
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The Place Order page appears.

Sales Price: 5 145,000.00 E=crow/Cloging No. 08-156188

“ear Built'Age: 1958/10 EzcrowiClosing: Tina Larson

Contract E=timated

Acceptance Date:  05/14/2009 Clesing Date: 06/28/2009
Property Address: 2215 58th Avenue NW Seller(z): Sally Seller Buyer(s). Charles Buyer

Frizco, TX 75035 Seller's Agent: Buyer's Agent: Andrew Agent
MLS No. 126596 APN: 165-2165158 Sales Type: Other

Service Provider: Barney Frankford Phone: 972-346-3146
Company: Bugs R Us Plus Fax Number: 19452212385
Address: 4218 Miller Avenue Email: connie.shaw@fnres.com
McKinney, TX 75070 Company URL: bugsrus.com
Notification Preference: Fax

Please choose a product:

@ Pe=t Control Ingpection

Contact ) -
?
Charlez Buyer
' MNone OYES @ Na

5 e tAI’I'EIFBW Agent Email:
UYErS A0S EnRES Realty connie.shaw@fnres.com

None O Yes @ Mo

Buyer

OYes @ No

Seller Sally Seller

Selers Agent | 1 oo ified i Yes (3 Mo

Tina Larzen Email:

S Quick Closing connie.zhaw@fnres.com O ves @no

Claire Ceerdinator Email:
§72-345-7100
e FNRES Realty connie.zhaw@fnres.com O fes @ No

First Cheice

Second Choice

Attached Documents

6. Select the Contacts to be notified of the order.
LPS)
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7. Select your First, Second and Third Choice Appointment Request if placing an order for
inspections (or other appointments) or enter other details to update order information

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

9. Enter any Special Instructions.

10. Click Submit. The

Order Placed page appears.

Order Placed Close
Ordar 8: A060-654T Tramsaction #/ Type: G996-7189 1 DMher

Property Addresss 2219 56l Avenuie NW, Frisco, TX 75035 Service Type: Pest Contral Inspection

Order Status: Crder Placad Oder Date: EME2009 11:07:19 AM (COT)
[ Properbylkoomaion |
Ppropertypodress
Property Address: 2219 588 dwenue MW, Frisco, TX 75035

APN &: 165-2165128

Map Book/ Code: Cross Street:

Briaf Directions:

Proparty Detasts

Property Type: Single Family

Proparty Arsa: 2800 5g. 1t

Service Ondered

Smrvica: Past Control Inspecian
Service Frovider: Barney Frankiord
Company Hame: Bugs R Us Plus
Addreu: 4218 Miller Avenue
Oty McKinney States ™ Ep: TEOTO
Phome: a72-3456-3148 Fax: 18482212385
Cell Phome: 972-346-1148 Fagar
Email: connie.shaw@fnres com
Payment: Payment at Inspection only
(=20 Charles Buyer
Ordarad For: Buyer Ordar Data: SAS2009 11:07:19 A (COT)
Agent: Andrew Agent Qrder Flaced By Claire Coerdinaior
Status: Qrder Placed

Details of Sen
Requested Appointment Dales
Farst Chosce! Saturday SHEH00E - Al
Swcond Choice: Sunday S1TI2008 - A
Thied Chaica: Manday 5182000 - AW

AQent INformanon

o A
Harme: Andrew Agant
Company: FMRES Realty
Address: 9005 amber Downs Drive Mckinney TX 75070 US4
Waork Phone: 972-346-3146 Call Phone:
Fani 94922317395 Pager:
Emails ‘ponfie sha encom
5eie ge
Saller's Agent Details Not Lntered
Transacton Coordinator information
Mama: ‘Claire Coordingtor
Compamyi FMRES Realty
Addrasi: 8005 Amber Downs Orive
= MckGnney State: ™ Zip: T50TD
Country: US4
Wark Bhane: O72-14E-TH00 Call Bhone:
Fax: Pagar:
Emsails ‘connie shaw@inres com L= |

. Chems |
Narma: Charles Buyer

Address:

=" State: Zip:

Cauntry: usA

Hame Phone: Call Phona:

Email:
Sesor |

Name: Sally Seller

Closing Company: Quick Closing

Clasing Officer: Tina Larson

Closing &1 09-156198 Close DatelS222009
Address: 18 MLK Way Mckinney TX 75071

Work Phone: Call Phone:

Fax: Bager:

Emailz connie shaw@mnes com

5/18/2005 11107119

AM (CDT)

Buyer:

Seller:

Huyer's Agent:
Seller's Agents
Chasing:

ETEZTEE

11. Click Close.

LPS
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Your order has been sent to the service provider by email or fax (depending on the users notification
settings).

Once you’ve placed an order through your activity, the service providers contact information is
immediately added to the Contacts page of your transaction.

Your activity is noted that the order was placed as well as the Contact Page notation.

"] Termite inspection G [05/15/2000 | 3¢ | & L o+ D
:::::ESIR Pest Control ‘/| Place Order Edit |
Frankford, Barney - Bugs R Uz Plus Home: Cell: §72-245-3145
4218 Miller Avenue Work: 572-345-3146 Pager:
McKinney, TX 73070 USA Fax: 19492212382 Vaoice Mail:
Email: connie.shaw@fnres com URL: bugsrus.com Private Contact: No
Comments: Create wCard

v - Orderiz) already placed to the provider for thiz transaction.
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Maintaining Transactions

After you create a transaction, you can modify the information, if necessary. For example, you can:
1. Add contacts to your file
2. Add Providers to your file
3. Add or order packet services

Adding Contacts
Adding contacts to a file allows the contact access to limited information within the transaction. Click
on the Transaction ID to access the file.

1. Click Transaction Contacts.

2. Click Add Contact.

Transaction Summary Activities/Orders/Docs Communications Log

Transaction Contacts Add Prowider EE Write Letter Print Page |

The Add Contact page appears

Add New Contact
Contact Search Criteria
Contact Type: APPRAISAL v
First Name:
Last Name :
Company :
External Source: TransactionPoint Only o
Company Name Address Contact(s)
|| |[ Browse.._| Import vCard |
Contact Details [ swemit | cancel | Reset ‘
ContactTyes | APPRAISAL ]
“First Name: \ | Widdle Name: | | “Last Name: | ‘
AKA First Name: | | AKA Last Name: |
Company Name: ‘ I
Is Private Contact?:  (O'Yes (&) No
Address 1: | | Emait | |
Address 2 \ | | J
City: ‘ | e | | Work | |
o ‘ | Country: |USA m Fax: ‘7J
Comments: . ‘7 -|
Cell: |
Pager: ‘ _|
*Delivery Preference:
Check Duplicates

w

Select the Contact Type

4. Enter Search criteria if you are searching for an existing contact within the system, Click Search.
The page refreshes to show contacts that match your criteria. Select the contact to add. Click
Submit.

5. Enter the users contact details if you are adding a new contact to the system/file. Click

Submit.

LPS)
.
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Note: Contacts differ from providers. Contacts have limited access to transaction details within the
file whereas a Provider may have more interactive access. Providers have the ability to receive orders,
accept orders and add documents to their orders. Contacts may only fax documents to the
transaction.

Note: Adding Co-Agents: Transaction access for a co-agent is determined by several factors:
1. If the primary and co-agents are both Full Access Agents, then the co-agent will have full access.
2. 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.
3. 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.

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 Providers
Providers have the ability to interact within a transaction and may have access to additional details as
necessary. Example: Title/Escrow Providers will have access to contacts and activities listed within
the transaction.

1. Click Transaction Contacts

2. Click Add Provider

Transaction Summary Activities/Orders/Docs Communications Log

Transaction Contacts Add Prowider | Add Contact | Write Letter Print Page |

| Add Packet Services | Order Packet Services |

The Select Provider page appears.

Select Provider [Existing or Create)
|-:.:.'.% Company | SEIEC Cancel
Contact Type: |AF'F'RA|S:’-\L M
Providers: | Show Preferred Onlym
Filter By: | -Select- M Search
| Add Ne a | Sele | Cancel
3. Select the Contact Type.

&

Under Providers, select Show Preferred Only or choose to display All
5. Under Filter By, you may narrow your search by Company Name, First Name or Last Name
(Enter a min. of 2 characters when searching)

6. Click Search
LPS )
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7. Select the appropriate Provider and click Select

Note: If you are unable to locate your provider, choose Add New Company. If you were able to
locate the Company but not the appropriate Branch, choose Add new Branch. If you were successful
in locating the Company and Branch however did not locate the provider, choose Add New Contact.

Adding Packet Services
Packet Services allows you the ability to add multiple service providers to your file all at once. Packet
Services can be set up by the Agent or by the Transaction Coordinator under the Profile page. Below
you will find instructions on adding these packets to your file.

1. Click Transaction Contacts

2. Click Add Packet Services

Transaction Summary Activities/Orders/Docs Communications Log

Transaction Contacts |nddewder | Add Contact | Write Letter Print Page |

Add Packet Services Order Packet Services |

The Packet Services page displays

Packet Services

Unchecking the select checkbox will remove the provider from the transaction

My Packet Sarvices

Packet Services List | Residential Service Providers v

Contact Type: Appraisal
[#]Contact nfo: Dave Scott- San Gabriel Appraisers

Private Contact? O ves (&) No

Contact Type: Escrow
[¥] contact Info: Clern Roberts - Eadle Rock Valley Closing

Private Contact?  Oves (&) no
[Icontact nfo: Elizabeth Knoll - College Escraw

Private Contact? (O ves &) Mo

Select ‘ ‘ Cancel ‘

Real Estate Agent Packet Services |

Real Estate Agent Karen Andersen (ABC Realty - Glendale Branch)

RACKEt ATy icRE et KAnderson - Residential ¥ |

Comntact Type: Appraisal
[“]contact Info: Dave Scott- San Gabriel Appraisers

Private Contact? (O ves &) MNa

Contact Type: Home Warranty
[#] Contact Info: Josh McMannis - Home Warranty Services

Private Contact? Oves & No
[Icontact nfo: Jim Augustino - Warranty Services

Private Contact? (O yes & No

Salact Cancel

3. Inthe Packet Services page select the list you want to add.
a. Select a Transaction Coordinator’s list from the My Packet Services section.
b. Select an agent’s list from the Real Estate Agent Packet Services section.
4. Decide if you want contact information to be kept private or be available publicly by selecting
the appropriate option for each service provider.
LPS )
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5. 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.

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

Modifying Packet Services List
1. Toremove a provider, clear the check box adjacent to that provider.
2. To include 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.

Note: For details about setting up packet services, refer to Setting Up Packet Services in the Profiles &
Preferences section of this guide.

Once you have added packet services to your contacts page, you can now order packet services.

Ordering Packet Services
1. Click Transaction Contacts
2. Click Order Packet Services

The Order Packet Services page appears.

Place Order for Packet Service Providers

Packet Service Providers for this transaction:

CLOSING (Escrow) Jeffrey Smith - Sunny Day Escrow (Mira Loma)

-
HOME WARRANTY (Home Warrantyy  Mancy Richards - Acme Home Warranty (Carson) N
INSPECTOR {Hame Inspection) Chris Klinger - Check Out Home Inspection {Morwalk) &
TITLE (Title) John Browen - Bright Mew Title (Irvine) C

| Cancel Submit |

3. Select the providers whose services you want to order.
4. Click Submit.
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The Place Order page appears.

Property Address: 2219 56th Avenue NW

Frizco, TX 75035
MLS No. 126556

Service Provider: Barney Frankford

Company: Bugs R Uz Plus

Address: 4218 Miller Avenue
McKinney, TX 75070

Please choose a product:

@ Pest Control Inspection

Sales Price: $ 145,000.00
“ear Built/Age: 195910

Contract
Acceptance Date:  05M4/2009
Seller(s): Sally Seller

Seller's Agent:
APN: 165-2165198

Phone:

Fax Number:
Email:
Company URL:

Escrowi/Closing Ne. 09-156138
Ezcrow/Closing: Tina Larzon
Estimated

Closing Date: 06/28/2009
Buyer(s): Charles Buyer

Buyer's Agent. Andrew Agent
Sales Type: Other

972-346-3146
194822123085
connie.shaw@fnres.com

bugsrus.com

MNotification Preference: Fax

Contact ) X
?

Buyer Charles Buyer

Andrew Agent
Buyers Agent ENREeS Reatty

Seller Sally Seller

Sellers Agent ¢ e pecified
. Tina Larson
ETEL Quick Closing

™ FNRES Reatty

Claire Cecrdinater

MNone

Email:
connie.shaw@fnres.com

None

Email:
connie.ghaw@fnrez.com
Email:
connie.shaw@fnrez.com

O Yes @ No
OYes ®No
O Yes @ No
Oes ® No
O ves @no
Oves @no

Attached Documents

1. Select the Contacts to be notified of the order.
2. Select your First, Second and Third Choice Appointment Request if placing an order for

LPS
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inspections (or other appointments) or enter other details to update order information.

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

4. Enter any Special Instructions.

5. Click Submit. The

Order Placed page appears.

Order Placed Close

Oedar 85 A080-6547 Tramsaction # (Typa:  6006-7159 7 Cmer

Froperty Address: 2219 56th Avenue NV, Frisco, TX TED3S5 Servios Type: Pest Control Inspecticn
Drder Status: Oirder Placed Drder Date: SMS2009 11:07:19 AM (COT)

Property information

Property Addressi 2219.56m Avenue NV , Frisco, TX 75035

APN 165-2165198

Map Book,/Code: Cross Street)
Briel Directions:

Property Detals

Property Type: Singhe Family

Praparty Arsa: 2600 50 1t

Service Ordered
Sarvica: Fast Control Inspectian
Service Provider: Bamey Frankfond
Comparny Hame: Bugs R Us Plus
Address: 4Z1E Miller Avenue
ity MeKinngy State: ™ Zip: TEOTO
Phona: AT2-346-3146 Fax: 19482212385
Cell Phome: A72-146-1145 Fagers
Email: connie. shaw@inres com
Paymant: Fayment at Inspaction only
Chant Charles Buyper
Ordured For: Buyar Ordar Date: SASZ009 11:07:19 AM (COT)
Agents Andrew Agent Cirder Placed By: Claire Coordinalor
Status: Crder Placed

Requested Appointment Dates

First Chobce: Saharday SMEZ009 - Al

Second Choice: Sunday SMTIZ2000 - Al

Thied Choicas Manday 51872009 - AM

Marme: Andrew Agent

Company! FMRES Realty

Address: 0005 Amber Dewns Orive Mckinney T TS070 LS4
wiork Phone: 872-346-3146 Coll Phone;
Fawi 9492312385 Pager
Emails comnie sh com 1

Seller's Agent Details Not Enbered

Coardnaion information

Claire Coandinator
FHRES Realty

9005 Amber Downs Drive

[t State: ™ Zip TSOTD

SA
972-34E-T100 Call Phons:

connie shawg@res.com -

Nara: Chares Buysr

Address:

Citys States Zip:
Country: usa

Heima Phena: Call Phona:

Email:

eor |
Name: Sally Seller

Addraes:

=] State: Zipz
Cowntrys (LT

Hame Phoene: Cell Phone:

Email:

Clasing Company: Quick Closing

Claming Officer: Tina Larson

Closing #) 05156188 Close Datel 5222008

Address: 16 MLK Way Mckinney TX 75071

Waork Phone: Call Phone

Fax: Bager

Email: connie shaw@inres com

L]
o
Buyer's Agent: Mo
Seller's Agents Ha
Ho
Hao

5. Click Close.
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Your order has been sent to the service provider by email or fax (depending on the users notification

settings).

Note:

If you have more than one packet services order you are placing, you will be prompted through

each order detail and once complete you will have a confirmation display of all orders placed.

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

Transaction Details

G Facing Sheet )

Sawve Save/Next

Agent: Andrew Agent
“Agent Represents: Buyer
(mmiddiyyy)
Listing Date: 5M/2009 i‘*‘f
(mmiddiyyy)
E‘.u:lntrau:'t Acceptance /1412009 Q“‘f
Date:
(mm/dddyyy)
Estlrrluated Cle=ing S222009 f“?
Date:
Listing Price: 145 555.00
Loan Type: Conventionalnztitutional (2|

Ezcrow/Closing No.: 09-156158

Allows Full Access
Status:

Lizting Expiration Date:

Days to Estimated
Cloging Date:

Escrow
Clozing Date:

Sale Price:

Loan Amount:

Title No.:

Pending

{rmmiddiyyy)
712009 | G

45

(mm/ddyyyyl
sozo0s | S

145,000.00

140,000.00

b

Created Date: 571442009

‘Sales Type: | Other

File Number: | 09-2458

(mmdddyyy)

Cancelation 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

Seller

Buyer

Seller’s Agent

Buyer’s Agent

Listing Commission

. Selling Commission

10. Transaction Fees

11. Lender Information
12. Referral Fees

=

©RNOU A BN

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 | | Sawve

| | Print Letter SinelF"rint Legal Size

2219 56th Avenue NW
Frisco, TX 75035
Property Type: Single Famiby

List Price: 5145 5595.00

Contract Acceptance Date 05472005
Estimated Closing Date 062872005
Property Condition Contingency 05/24/2009

Increase of Deposit 052172005

Financing Contingency Remowal 05/24/2009

Transaction #: §995-71559
MLS: 126506
Mgr. Approval

APN#:155-2165158

Sales Price: 5145 000.00

Listing Date 050172005
Listing Expiration Date 0710172005
Title Contingency 052472005

All Contingencies Remowved Date 05/31/2009

Estimated Closing Date Per
Contract 06/ 32009

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.

Note: Site Administrators can choose whether or not Agents have the ability to archive files.
do not see the Archive Center link, contact your site administrator.

If you

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.
Transactions, Click on Archive Center.
2. Inthe Archive Center, click on the link: TP Archive Utility to download the software.

From the Main Navigational Toolbar, select

* Transactions | Orders ¥ Properties & Contacts & Providers ¥ Documents , ¥ Reports  © Profile & Preferences

_|Transaction Center o

Step 1 ————fp

Transaction Queue List

Transac Data Sheet
ease Note:

Step 2\
| " lient application. You need to do this only once.
| ¥ou can downlo & TP Archive Litiity (New Version).

| customer support,

ey, In order to use the archiving and auto-burn feature, you must first download and install the TransactionPoint Archive

| TP &rchive Utility supports only Windows 2000 and Windows XP. If you need more information please click here or call

| Branch: Agent:

| | Demo Realty | | Show all

| Agent Represenls:Iéi'lUW *'l“V Status: :.r:'en;j-i;ng v| With: ShDW l\"

i Other Filters: | Property Address v
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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 J[ Save I[ Cancel I

‘While files from the Internet can be useful, this file type can
potentially harm vour computer. If you do not 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

® a3

Opening:

Setup.exe from stage.trpoint.com

(w J
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 dialog box when dowrnload completes

older | | Cancel

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

The publisher could not be verified. Are you sure you want to run this
software?

Mame: Setup.exe
Publisher: Unknown Publisher

[ R | [ DontRun

This file does not have a valid digital signature that verifies its publisher, You
should only run software from publishers you trust, How can [ decide what
software ko 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 |

6. Type your name and company name, select Anyone who uses this computer (all users), and
click Next.
i 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 ]

7. Click Install.

LPS)
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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.
iie. TP Archive - InstallShield Wizard

Installing TP Archive

The program Features you selected are being installed.

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

Status:

[lbﬂ'il!!lli!!!llll!!!'bﬂlil!!l

< Bacl Next > Cancel

8. When the InstallShield Wizard Completed window appears, click Finish. You are now ready to
archive transactions.
i TP Archive - InstaliShield Wizard [SZI

InstallShield Wizard Completed

The InstallShield Wizard has successfully installed TP Archive.
Click Finish to exit the wizard.

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

Transaction Search Results

Archive Type: |Fu|| ;I Archive Total Transactions : 1
e T e e e
O 27643-26957 888 Kapiolani, Honolulu, HI 96821 Pending

Total Transactions : 1

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 (ho 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 - The Buyer archive will include transaction details, key dates, transaction contacts, public
activities, order summary, public documents and any private documents where the Buyer has
viewing access.

Seller - The Seller archive will include transaction details, key dates, transaction contacts, public
activities, order summary, public documents and any private documents where the Seller has

viewing access.

3. |Insert a blank CD.
4. Click Open.

The TP Archive Write window appears.

F<1 TP Archive - Write {current drive write method set to AUTO)

Progress
Witing archive file 20060329052902. tp. Please, wait...

Operation: Finalize CD  Blocks estimated: 105
Operation phase: ' Lead-Out  Blocks written: 105
Write time: 00:00:28  Buffer usage [%); 1]

0
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Note: If this window appears, click Cancel.
CD Drive (D:) 3]

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

&7 Blank CD
‘What do you want Windows to do?
[ using Windows Explore &
€™ Fomat
"J using Sonic DLA

tlwciathesmwdactim
[ ok J[ cencel |

5. Click Yes to reload the CD.

TP Archive v.2.1

s Archiving complete,
\,1) To close and finalized CO
Please reload CD and Close CD Archive using TP Archive
Reload CD?

| Yes I 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?
bz using Windows Picture and Fax Viewer A
»-\. Piint the pictures
S;é using Photo Printing Wizard
Add files
using Sonic RecordMow! Flus
Copy Disc
using Sonic RecardMow! Plus N
b

[ Always do the selected action.
[ 0K ,] [ Cancel

7. Click OK.

AEAL ESTATE GROUP

[81]



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 No |

9. Toview 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.
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
&03-508-8080 (Work)
annagent@transactionpoint.com

Archlved on 311412005 414758 FM DT

You can now print the summary.

Customizing Archive Options

LPS)
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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.

Include in
Customized
Property Address Activity File Hame Archive
|
T042- 2118 Thompson Road, Commission |C ission Instructi | [
7245  Frisco, TX 75035 Instructions ommiSsion instructons
T042- 2119 Thompson Road,
- Frisco. TX 75035 Confract to Lender |Purchase & Sale Agreement | F]
7042- 21139 Thompson Road, Home Inspection |Hume Inspection Report | Ll

7245 Frisco, TX 75035

[ ][ s |

Including a Document Using the Upload Feature
You can include a document in your Customized Archive when you upload the document directly from
your computer.
1. Inthe Transaction Documents window, click Upload.
(You can click on the “plus” sign to expand the Documents section within the
Activities/Orders/Docs tab)

= Transaction Documents

I:I_@

[] Survey.pdf T042-7245 mﬁrzuumzuﬂzwmcnn u  Fl %
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The Upload Document window appears:

Upload Document

You can upload a document (eg; PDF, Microzoft Word, text, TIF) for a
Transaction and |later move it to a Transaction Activity or an Order.

Document Name:

Select File: Browse...

Document

Security: 'C} Docurment iz Public '@' Document iz Private

nclude in
Il customized {::' Tes '::*:’::' No
rchive:

Lpload Close

2. Click Yes next to Include in Customized Archive.

0
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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.

To see ALL orders, click on the pull-down next to "5tatus” and select " Show All"

Branch: Agent: (* InActive Agents)

| FNRES Realty [s] [ Al Agents [v]
Status: |- Show All - [i2e]

=

Order Search Results

122

Total Orders: 29

' Status Last
Drder ID Drder Date Crlan Ed -

Agent, Andrew

Transaction 5801-6006 for 319 Hawverhill Circle Turnberry Building 1, Warner Robins, GA

.
31088 Transaction Order Summary
- . Barney 11/13/2007 a/5/2008 12:15:12
38056252 Home Inspection Frankford 3:50:21 PM (CST) Order Completed

BM (CDT)

Tranzaction Order Summary

Transaction 6420-6623 for 452002 Camp Bowie Avenue, Frisco, TX 73035

Viewing Orders

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

1. Select the Branch.

2. Select the Agent.

3. Select the Status of the orders you want to view.
a. S(_elect to view Order Placed Between

|}
Order Flaced Batwveaan...

= Showe Al -

Active Orders (Qrder FlacediAccepted/Rescheduled)
Order Accepted

Order Cancelled

Order Completed

OrderPlaced

Order Bescheduled

4. Select the Search By option to search for orders by Address, City, State, Zip, Order #, or Type.
(Enter at least two characters in the Search By field.)

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

LPS)
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blank between the 3 and m). Your search can fail if you have extra blank characters.

5. Click Search. The Order Center page refreshes to show the results of the search.
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Understanding Order Details

1.

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

Order Details Back to Order Center

|Order #: 3805-5292 Transaction #/Type: 5801-5006 / Unspecified

Property Address: 319 Haverhill Circle, Warner Robins, GA 31088 Service Type: Home Inspection

|Order Status: Order Completed Order Date: 11132007 3:50:22 PM (C8T)
Property Information

Property Address

Property Address: 319 Havernill Circle , Warner Robins, GA 31088

IAPN #:

Map Book/Code: Cross Street:

Brief Directions:
Property Details

Property Type: Single Family
Property Area: 1194 sq. 1.
Property Includes:
Power is: ON
|Approx. Age: 5
Property is: Owner Occupied
Service: Home Inspection
Service Provider: Barney Frankford
iCompany Name: Bugs R Us Plus
Address: 4218 Miller Avenue
(City: McKinney State: TX Zip: 75070
IPhone: 972-346-3146 Fax: 19492212395
[Cell Phone: 972-346-3146 Pager:
Email: connie.shaw@fnres.com
Payment: Payment at Inspection only
Client: Becki Cassidy
[Ordered For: Buyer Order Date: 11/13i2007 3:50:22 PM (CST)
lagent: Andrew Agent Order Placed By: Claire Coordinator
Status: Order Completed
D Ordered
ppointment Date
Date: Wednesday 8/6/2008 9:00:00 AM (CDT)
Duration: 08:00 Hrs
Buyer's Agent
Name: Andrew Agent
([Company: FNRES Realty
Address: 9005 Amber Downs Drive McKinney TX 75070 USA
Work Phone: 972-346-3146 Cell Phone:
[Fanc: 9492212395 Pager:
Email: connie.shaw@fmres.com

Seller's Agent

ller's Agent Details Not Entered

Transaction Coordinator Information

Name: Claire Coerdinator

([Company: FNRES Realty

(Address: 9005 Amber Downs Drive

(City: McKinney State: TX Zip: 75070
(Country: USA

Work Phone: 972-346-7100 Cell Phone:

Fax: Pager:

Email: connie.shaw@fmres.com

Clients

Becki Cassidy

State: Zip:
ountry: USA

Home Phone: Cell Phone:

Email: connie.shaw@fmnres.com

Seller
‘Seller's Details Mot Entered

Closing Information

(Closing #: Close Date:
IAddress:

Work Phone: Cell Phone:
Fax: Pager:
Email:

e Tsmws  foweeany  Joommems

8/5/2008 12:15:12 Order Completed Barney Frankford Thank you for your business

PM (CDT)

8/5/2008 12:14:38 Order Accepted Barney Frankford Document "Acceptance Agreement” Uploaded.
PM (CDT)

8/5/2008 12:14:01 Order Accepted Barney Frankford Home is a mess. Needs work.

PM (CDT)

8/5/2008 12:13:07 Order Accepted Barney Frankford Will schedule meeting with home owner

PM (CDT)

11/13/2007 3:50:22 Order Placed Claire Coordinator

PM (CST)

Notification of Status Changes and Order Documents
Send By

Buyer:

Buyer's Agent:

losing:

LPS)
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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:

1. Change status

2. Add comments

3. Upload documents

4. Edit the order

Back to Order Center

3838-6325 Transaction #/Type: gd20-5522 1 Other
Property Address: 452002 Camp Bowie Avenue, Frisco, TX 75035 Service Type: Home Inspection
Order Status: Order Placed Order Date: 12912008 115511 AM (CST)

Also the Order Detail page displays detailed property information.
Property Information

Property Address

Property Address: 452002 Camp Bowie Avenue , Frisco, TX 75035

|APN #: 75-25-1546

Map Book/Code: Cross Streat:

Brief Directions:

Property Details

Property Type: Single Family
Property Area: 2800sq. 1.
Property Includes:

IStories: 1

Power is: OFF

|Approx. Age: IIA

Property is: Owner Occupied

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

vk wnNeE
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iddle Section of Order Detail Page

Agent Information

Andrew Agent
FNRES Realty
Address: 9005 Amber Downs Drive McKinney TX 75070 USA

'ork Phone: 972-346-3146 Cell Phone:
9492212395
connie.shaw@fnres.com

Pager:

Seller's Agent
eller's Agent Details Not Entered

Transaction Coordinator Information

Name: Claire Coordinator

[Company: FMRES Realty

|Address: 9005 Amber Downs Drive

ICity: McKinney State: TX Zip: 75070
[Country: USA

Work Phone: 972-346-7100 Cell Phone:

Fax: Pager:

Email: connie.shaw@fnres.com

Clients
Buyer
uyer's Details Mot Entered
Seller
Sellers Details Mot Entered

Status History and Comments
pote  [sows  [entercany |

5/26/2009 11:24:14 Order Placed Claire Coordinator
AM (CDT)

LPS
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The bottom section of the Order Detail page displays:
1. Notice of status changes and order documents
2. Closing order details
3. Sale transaction information
4. Home owners association information

Bottom Section of Order Detail Page

and and B

Buyer: Mo

0
Buyer's Agent: Yes Email: connie shaw@fnres.com

0
losing: Mo

e a 0 e awfnre 0

g Ord [)
Type of Title Insurance Coverage: [Don'tKnow
Status of Sale: Property is in Contract
Sales Price
Sale Date: COE Date:
Deposit: Due Date:
Increase Deposit: Due Date:
0 sion To
Buyer's Agent: Seller's Agent:
Refrral Fee Due: Yes
Agent Name: Company:
Address:
Citty: State: Zip:
Amount: % of Buyer's Agent Side
Other Info regarding the Transaction: Dont Know
Will power of Attorney used during transaction: Dont Know
Will Buyer's Fund be Send to Another Company: Dont Know
Will Seller's Fund be Send to Another Company: Dont Know
C ts to Closing officer regarding this Transaction:
0 f
Is Property Part of Home Mo
DOwner Association?
Back
Back to Order Center
Changing Order Status

1. Click Change Status on the Order Detail page

Order Details Back to Order Center
Order #: 3B853-6340 Transaction #/Type: G420-6623 / Other
Property Address: 452002 Camp Bowie Avenue, Frisco, TX 75035 Service Type: Appraisal
Order Status: Order Placed Order Date: 3/4/2008 1:32:27 PM (CST)
LPS)
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The Change Order Status page appears

Order Status History

Back to Order Center
Order #: 28525240
Property Address: 452002 Camp Bowie Avenue | Frisco, TX 75035 Sarvice Type: Appraisal
Order Status: Order Placed

Order Date: 31472008 1:32:27 PM (C3T)

After selecting a new status, add comments in the "Add Comments" field. Click the "Change Status” buttan.

Current Status: COrder Placed
New Status: -Select New Status- Il]
Comments:

Change Status

Status History and Comments
Date Status  JentercaBy  Jcommemts |

3/4/2008 1:32:27 FM (CST) Order Placed Claire Coordinator

Back to 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 Change Status on the Order Detail page

Order Details Back ta Qrder Center
Order #: 3853-6340

Transaction #/Type: 5420-5523 / Other
Property Address: 452002 Camp Bowie Avenue, Frisco, TX 75035 Service Type: Appraisal
Order Status: Order Placed

Order Date: 3442008 1:32:27 PM (C3T)

LPS
.
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The Order Status History page appears.

Order Status History Back to Order Center
Order #: 28526240

Property Address: 452002 Camp Bowie Avenue | Frisco, TX 75035 Sarvice Type: Appraisal

Order Status: Order Placed Order Date: 3412008 1:32:27 PM (CET)

Add comments in the "Comments" field and click the "Insert Log Comment” button.

Add Comments

Current Status: Order Placed
Comments:

Log Camment

Status History and Comments

N S T
3/4/2008 1:32:27 PM (CST) Order Placed Claire Coordinator

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 to an Order
1. Select Documents on the Order Details page

Order Details Back to Order Centar
Order #: 3853-6340 Transaction # fType: 6420-8623 / Other
Property Address: 452002 Camp Bowie Avenue, Frisco, TX 75035 Service Type: Appraisal
Order Status: COrder Placed Order Date: 42008 1.32:27 PM (CST)
LPS)
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The Order Documents page appears.

Order Documents Back to Order Center
Order #: 28538340

Property Address: 452002 Camp Bowie Avenue, Frisco, TX 75035 Service Type: Appraisal

Order Status: Qrder Placed Order Date: 342008 1:32:27 PM (CET)

#* Select Inbox Documents to move or copy to the current arder, or upload a document to the current arder.
» Manage Existing Order Documents: view, mail, move, copy, change access privileges or view access history.

Inbox Documents Upload Documents
[ T T | pocument Hame: .
6/9/2008 .
[ notes 0809141754.doc 2:17:54 pm £I| ] | |Select File:
(CDT) .
4/25/2008 Document Security: () Document i Public ) Document is Private
[] smoke detector state.. 51:&1:8...{9(:3%3{522 AM ﬂ ﬂ Include in Customized Archive: (Jves (5 Np
Comments:
Move/Copy Remaove

Upload

| U [Pos| Approved | Tracking# | [ Log | 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.

Note: 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.

Order Details Back to Order Center
Order #: 3838-6325 Transaction #/Type: 6420-8823 / Other

Property Address: 452002 Camp Bowie Avenue, Frisco, TX 75035 Service Type: Home Inspection

Order Status: Order Placed Order Date: 1/29/2008 11:55:11 AM (CST)

LPS)
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The Edit Order Detail page appears.

Edit Order Details Back b Onder Cenber
L WI8-4325 Tramuacsion #/Type:  £420.5621 1 e

Property Address 452002 Camp Bowie Aversae, Frisco, TX 78018 Sarvice Trpe (=

O Slatus: Order Placed Ordur Datw: 1Z9r2008 11°55:11 AM (CST)

ot Frasco .
Bmarwat Cras Slrmat)

Aesditre Agent
Con FNRES Realty

: 005 Amiber Downs Drive Mexinnay TX 75070 US4
Phane: B72-086-3148 Call Phaas:
" 5482312308 Pager
Farst Mamss [T
Company:
Addrasa:
o State F
Wk Bhonas ol Phoas:
Fami Pagen
Tt
7 Claire Coordwator
;:-m FHRES Anally
A ddruna: 1005 Amiber Dowres Drive

Forat Mamew: Juanne .
Addresss 2801 Miler Lane
Addruss{cont'd)

oty Me Koy

[Weork Phone:

Tanaits Joanne@email o

& Clo

Uasing UMicert Tirn Lnenon

Chvning &1

FvI— 18 MUK Way

oy My

Vesrk rhones

Coll Phomn

ragars

Emat connie shawdPines com

Macerve setfieation byr () Hone & Email O Fax

Address: 452002 Camnp Bowie Avenue .

=) ~leiores « [ 2 cae Garage
[ Basement O 3+ Car Garage.
Ol cramtspacy O waiwy enea
Claccessivie amc [ Faem Busicing
[l Excussive Duferned Maintenance [ Guest or 2 Home
CIPoweris O
Approximate Age of property:
Brogerty & owner Occupied ) Vacant ) Tenant Occupied
Tanant mama:
Hame Phoner Werk Phoner
1 Homa inspection
Service Provider: Bairey Frandfond
Compamy Nama: Bugs R Us Pius
Addrns 4218 Maller Aewnug
iy St ™ T TEOTD
Phones $72-346-3148 Yax: 142212305
ol Phona: 723463145 Pagar:
Emaih connie shirwiinnes com
Paymment Payment af Inspecion only
[Chanit: Joanne Widdietn
Ordured For: Buyer Grder Dates 12H2008 11:55:11 AM (CST)
Ageat: Andtew Agent Chrides Plaodd oyt CLpirg COMOINI
Status:

stater [x[el- g 035 |-

Flates ™ D 7570

[
Pagers

Oeevate |2 w|jzalx]  ¥]

& ree O N

Fubmit

Back 1o Order Conter

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.

To see ALL orders, click on the pull-down next to "5tatus” and select " Show All"

Branch: Agent: (* InActive Agents)

| FNRES Realty | All Agents
Status: | - Show All -
Searchby: |Address [v] | |

Total Orders: 29

Agent, Andrew

Transaction 5801-6006 for 319 Hawverhill Circle Turnberry Building 1, Warner Robins, GA
310388

Tranzaction Order Summary

. Barney 11/13/2007 g/5/2008 12:15:12
3805-8292 Home Inspection Frankfard 3:50:21 PM (CST) Order Completed

FM (CDT)
Transaction 6420-6623 for 452002 Camp Bowie Avenue, Frisco, T¥ 73035 Transaction Order Summary

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

Transaction 6420-6623 for 452002 Camp Bowie Avenue, Frisco, TX 75035 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.

INSPECTION CLOSING
Order Order Order Order Order Order Order Order
Placed Accepted Cancelled Completed Placed Accepted Cancelled Completed
Appliance
Asbestos Inspection
Chimney Inspection Warranty Deed
Electrical
Foundation Inspection OTHER SERVICES
Geo/Tech Inspection Order Order Order Order
Heat/ Air Inspection Placed Accepted Cancelled Completed
Home Inspection GlrrEe=
38386325 1292008 38536340 3412008
Lead/Paint Inspection =i
Miscellaneous Inspection u
Mold Inspection Home Services

Pest Control Inspection Home Warranty

38416328 | /252008

Loan {Document)

Plumbing Inspection Loans/Mortgage
Mortgage
Pool/spa Inspection o
i Natural Hazard
Radon Inspection 2 | Ha
= oI Order Insurance
Security/ Alarm Quote _
Inspection Pruf:ﬁts'nnal
Services
Septic/Sewer Inspection
38576344 | 3M4/2008 3142008
Soil Inspection

Solar Inspection

Structural Engineer

Surveyor
Trees Inspection
Water Analysis

Well Inspection

4. Click on an order number to view the Order Details page.

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

LPS
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The Order Center page appears.

To see ALL orders, click on the pull-down next to "5tatus” and select " Show All"

Branch: Agent: (* InActive Agents)

| FNRES Realty [s] [ Al Agents [+]
Status: | - Show All - ‘i]

Search by: | Address vl | |

Order Search Results

122

Agent, Andrew

Transaction 5801-6006 for 319 Hawverhill Circle Turnberry Building 1, Warner Robins, GA

Total Orders: 29

) Status Last

Transaction 6420-6623 for 452002 Camp Bowie Avenue, Frisco, T¥ 73035

3ipaa Tranzaction Order Summary
- . Barney 11/13/2007 8/5/2008 12:15:12
3805-8292 Home Inspection Frankfard 3:50:21 PM (CST) Order Completed PM (CDT)

Tranzaction Order Summary

3. Click Remove to the right of the order to be removed. You can remove an order if the status of

the order is Order Placed.

Tran=saction 6420-6623 for 452002 Camp Bowie Avenue, Frisco, TX 75035

Tranzaction Order Summary

- . . 3/4/2008 1:32:27 3/4/2008 1:32:27(
3853-6340 Appraizal Ellen Appriasal PM (CST) Order Placed PM (CST) Remove
Pest Control Barney 1/29/2008 4:08:43 1/29/2008 4:08:43
28418228 ppcpection Frankford PM (CST) By - PM (CST) Remove
Barney 1/29/2008 1/29/2008

3838-6325 Home Inspecticn Frankford 11:55:11 AM Order Placed 11:55:11 &M Remove
(CST) (CST)

39576344  ScPtic/Sewer Barney 13%3{33%” 20 13{1:113{38%\4

_ Inspection Frankford (coT) Rescheduled (CDT)

4. A warning page appears.

Warning !

The Crder and all its associated information will be permanently
remaoved from the system.

Do you want to Proceed?

Yes [0

5. Click Yes to confirm you wish to remove an order.

LPS
.
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Property Center
The Property Center allows you to view Property Details, Create a New Transaction from existing
property information ore Remove the Property Information.

To Access the Property Center, Click Properties and choose Property Center.

Property Center

Branch: Agent: (* InActive Agents)

| FNRES Realty [v] [ AN Agents [v]

Search by: | Addrass |£| | Property Status: () All O Active O Closed search

Total Properties: 21
123

[Cpropertys | Properihgdress | Tmmss |
Agent: Agent, Andrew
P14440-8801 123 Main Street, Concord, NC 28027 New Transaction  Remove
P14440-7042 2119 Thompson Road, Frisco, TX 75035 7042-7245 iz New Transacton — Remove
P14440-84 22 Michelsan Drive, Frisco, TX 75035 6433-6636 sy News Transaction  Remoye

Finding Existing Properties

1.
2.

4.

Click Properties, select Property Center

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

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

Click Search.

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

Note:

If there are more than 10 properties associated with the agent, click Next to view the next page

of properties.

LPS)
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Property Details

To view/modify property details such as address, square footage, specifications, etc., Click the Property
ID.

|_
Agent: Agent, Andrew

EMMU-&EM ) 123 Main Street, Concord, NC 28027 Mew Transaction Remove
P14440-7042 2119 Thompson Road, Frisco, TX 75035 7042-7245 o

New Transaction Remove
Plddan-64 22 Michelson Drive, Frisca, T 75035 6433-6636 b

The Property Details Page appears
PROPERTY DETAILS

Agent: Andrew Agent

Property Address * required
Address: * 319 Haverhill Circle |

|Turnberr3r Building 1

|
City: * |WarnerFi‘0bins | State: * Zip:

Nearest Cross Street: | |

Map Book: | | wwcoses |

Brief Directions:

{(Maximum 200

characters)

Property Type: * | Single Family M

APH # | |

MLS Board: | Central Georgia MLS % LS number: | 75723
Property Specifications

Property Type:  Single Family Area: Sq. ft.
ropey e on s o
stories: : Approx. sa. f

|:| Basement D 2 Car Garage

] Crawlspace O] 3+ car Garage

[ ]

[ ]

[ accessible Attic Utility Shed |:|
[ ]

[ ]

[[] Excessive Deferred Maintenance [] Farm Building

Power is ON [] Guest or 2nd Home

Property Year Built: Approximate Age of property:
Camrrézntzfonshowing !Jrop;:;ty: Gve te o Great Large Corner Lot in Dover -
(e.g. Day sleeper, pets in yard, uncooperative tenant, etc.) Meadows! 12x12 outbuilding and abkove w

Note: Changes made to the property details will affect all existing transactions within the application.

LPS)
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Creating a New Transaction with existing property Information
You can create a transaction based off existing property information. Click New Transaction.

T T Y I
Agent: Agent, Andrew
P14440-6801 123 Main Street, Concord, NC 28027 'i Bemove
P14440-7042 2119 Thompson Road, Frisco, TX 75035 7042-7245 o Mew Transaction — Remove
P14440-64 22 Michelson Drive, Frisco, TX 75035 6433-6636 b Mew Transaction  Remgve

You will be brought to the Create Transaction screen. See the Creating a Transaction portion of this
guide for more details.

Note: Using this feature will auto-populate a transaction with information specific to the address you
selected.

Removing Property
You can remove a property from TransactionPoint. Properties can be removed if there are no Orders
or transactions associated with the property.

1. Click Remove

Agent: Agent, Andrew

P14440-5201 123 Main Street, Concord, NC 28027 Wﬁﬂﬂ
New Transaction Remove

P14440-7042 2119 Thompson Road, Frisco, TX 75035 7042-7245 b

P14440-64 22 Michelson Drive, Frisco, TX 75035 6433-6636 e Mew Transaction  Rempve

2. To confirm you wish to delete the property, click Yes.

Delete Property

Do you really want to delete this Property?

Yes Mo

A confirmation window will appear confirming your property has been deleted successfully.
Delete Property

Property has been deleted successfully!

Close

LPS)
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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. Choose Contacts Search.

The Client Center page appears.

I|CL|ENT CENTER
Branch: |FNRES Realty [v]
Agent:

|Se|ectAgent [V]

Search by: |LastName [v] Search

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

2. Select the Branch.

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

4. Click the Search By arrow to select a search option (First Name, Last Name, or Property
Address.)
Note: Type at least two characters of the name or address.

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

||CLIENT CENTER

Branch: | FNRES Realty [v]

Agent: |Andrew Agent [V]

Search by: | LastName [V] Search

Property Address

Becki Cassidy Buyer 319 Haverhill Circle Turnberry Building 1 Warner Robins, G& 31088 User Info Loan Info
Ben Buyer Buyer 123 Main Street, Concord, NC 28027 User Info Loan Info
Ben Buyer Buyer 22 Michelzon Drive, Frisco, TX 75035 User Info Loan Infa
Charles Buyer Buyer 2218 56th Avenue NW, Frizco, TX 75035 User Info Loan Infa
Dee Dee Seller 2400 W Dunkeld, Denver, CO 80211 User Info
George Wiliams Buyer 22 Parkland Avenue, McKinney, TX 75070 User Info Loan Infa
Grace Baker Buyer 2208 Wiler Game Lane, McKinney, TX 75070 User Info Laan Info

Dan Baker { Spouse)

Grace Baker Buyer 221 NE Tacoma, Tacoma, WA 93427 User Info Loan Info
Joanne Widdieton Buyer 452002 Camp Bowie Avenue, Frisco, TX 75035 User Info Loan Info
Joe Morales Buyer 45646 Miller Avenue, McKinney, TX 75070 User Info Loan Info
Sally Seller Seller 2219 56th Avenue MW, Frizco, TX 75035 User Info

LPS)
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Updating Client Information
1. Click the client name.

I|CL|ENT CENTER

Branch: |FNRES REEI“Y Il]

Agent: | Andrew Agent Ii]

Search by: | Last Name M seareh

Type Property Address

Becki Cassidy Buyer 318 Haverhill Circle Turnberry Building 1 Warner Robins, GA 31088 User Info Laoan Infa
Ben Buyer Buyer 123 Main Street, Concord, NC 28027 User Info Loan Infa
Ben Buver Buyer 22 Wichelzon Drive, Frisco, TX 75035 User Info Laan Info
Charles Buver Buyer 2218 S6th Avenue WW, Frizco, TX 75035 User Info Laan Info
Dee Dee Seller 2400 W Dunkeld, Denver, CO 80211 User Info

George Wiliams Buyer 22 Parkland Avenue, McKinney, TX 75070 User Info Loan Info
Grace Baker Buyer 2208 WMiler Game Lane, McKinney, TX 75070 User Info Loan Info

Dan Baker { Spouse)

Grace Baker Buyer 221 NE Tacoma, Tacoma, WA 98422 User Info Loan Info
Joanne Widdieton Buyer 452002 Camp Bowie Avenue, Frisco, TX 75035 User Info Loan Info
Joe Morales Buyer 45648 Miller Avenue, McKinney, TX 75070 User Info Loan Info
Sally Seller Seller 2219 56th Avenue NV, Frizco, TX 75035 User Info

The Edit Client page appears.
EDIT CLIENT

e« The items 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 fram the
Transaction Details page after logaed in.

Salutation:

First Name: |Grace * Middle: Last Name: Baker *
Address: 22 Captain Grove City: Frisco State: TX

Zip: 75035 Country: | USA ]

Home Phone: |555-555-5555 Work: Fax:

E-mail: connieshawl@ Mobile / Cell:

Notes:

(Maximum of 255 charcters)

4 FPrey Finished

2. Edit the client information.
3. Click Finished.

Note: Changes made to the profile affect all transactions in which the user exists.

LPS)
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Viewing Client User IDs and Passwords
1. Locate the client in Client Center.
2. Click User Info for the client.

I|CL|ENT CENTER
Branch: |FNRES REEI“Y Il]
Agent: | Andrew Agent Ii]
Search by: | Last Name M seareh

Type Property Address

Becki Cassidy Buyer 318 Haverhill Circle Turnberry Building 1 Warner Robins, GA 31088 User Info Laoan Infa
Ben Buyer Buyer 123 Main Street, Concord, NC 28027 User Info Loan Infa
Ben Buver Buyer 22 Wichelzon Drive, Frisco, TX 75035 User Info Laan Info
Charles Buver Buyer 2218 S6th Avenue WW, Frizco, TX 75035 User Info Laan Info
Dee Dee Seller 2400 W Dunkeld, Denver, CO 80211 User Info

George Wiliams Buyer 22 Parkland Avenue, McKinney, TX 75070 User Info Loan Info
Grace Baker Buyer 2208 WMiler Game Lane, McKinney, TX 75070 User Info Loan Info

Dan Baker { Spouse)

Grace Baker Buyer 221 NE Tacoma, Tacoma, WA 98422 User Info Loan Info
Joanne Widdieton Buyer 452002 Camp Bowie Avenue, Frisco, TX 75035 User Info Loan Info
Joe Morales Buyer 45648 Miller Avenue, McKinney, TX 75070 User Info Loan Info
Sally Seller Seller 2219 56th Avenue NV, Frizco, TX 75035 User Info

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_selleri@transactionpoint.com

 User Information

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 ID 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.

LPS)
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Viewing Client Loan Information
1. Locate the client in Client Center.

2. Click Loan Info for the client.

||CLIEI'-IT CENTER
Branch: | FNRES Realty [v]
Agent: | Andrew Agent Ii]
Search by: | LastName M Search
Property Address
Becki Cassidy Buyer 318 Haverhill Circle Turnberry Building 1 Warner Robins, GA 31088 User Info Laoan Infa
Ben Buyer Buyer 123 Main Street, Concord, NC 28027 User Info Loan Infa
Ben Buver Buyer 22 Wichelzon Drive, Frisco, TX 75035 User Info Laan Info
Charles Buver Buyer 2218 S6th Avenue WW, Frizco, TX 75035 User Info Laan Info
Dee Dee Seller 2400 W Dunkeld, Denver, CO 80211 User Info
George Wiliams Buyer 22 Parkland Avenue, McKinney, TX 75070 User Info Loan Info
Grace Baker Buyer 2208 Wiler Game Lane, McKinney, TX 75070 User Info Loan Info
Dan Baker { Spouse)
Grace Baker Buyer 221 NE Tacoma, Tacoma, WA 98422 User Info Loan Info
Joanne Widdieton Buyer 452002 Camp Bowie Avenue, Frizco, TX 75035 User Info Loan Info
Joe Morales Buyer 45648 Miller Avenue, McKinney, TX 75070 User Info Loan Info
Sally Seller Seller 2219 56th Avenue NV, Frizco, TX 75035 User Info

LPS)
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The Loan Information page appears

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

Mortgage Type: | Others(Explain) t” *
Loan Amount ($): I:I’ Interest Rate: I:ltﬁ1 MNo. of Months: I:l
lAmortization Type: | Others(Explain) M| |’

Property Information and Purpose of Loan
Property Address: 2209 Miller Game Lane

City: McKinney Stater Tx Zipcode; 75070

Legal Description of Subject Property :

Property will be: |Primary Residence Ii]

Purpose of Loan: | OThers[Explain] [l” 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 ($):
Cmade Oto be made

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

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

[ext b

3. Edit the information as needed.
4. Click Next to move through the loan information pages.
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Writing a Client Letter(s)
You can use the Client Center to write a letter to the client. The Letter Writer feature is also accessible
on the Contacts tab.

1. Click Write Letter.

ICLIENT CENTER

[eranc: | FNRES Realty [v|
Agent: | Andrew Agent M
Search by: | Last Name B] Search
Property Address

Becki Cazszidy Buyer 319 Haverhill Circle. Turnberry Building 1 Warner Robing, G& 31088 User Info Loan Info
Ben Buver Buyer 123 Main Street, Concord, NC 28027 ser Info Loan Info
Ben Buver Buyer 22 Michelzon Drive, Frizco, TX 75035 ser Info Loan Info
Charles Buyer Buyer 2219 56th Avenue NW, Frisco, TX 75035 ser Info Loan Info
Dee Dee Seller 2400 W Dunkeld, Denver, CO 80211 User Info

George Wiliams Buyer 22 Parkland Avenue, McKinney, TX 75070 User Info Loan Info
Grace Baker Buyer 2209 Miller Game Lane, McKinney, TX 75070 User Info Loan Info

Dan Baker { Spouse)

Grace Baker Buyer 221 ME Tacoma, Tacoma, WA 98422 ser Info Loan Info
Joanne Middleton Buyer 452002 Camp Bowie Avenue, Frisco, TX 75035 ser Info Loan Info
Joe Morales Buyer 45648 Miller Avenue, McKinney, TX 75070 User Info Loan Info
Sally Seller Seller 2219 S6th Avenue NW, Frigco, TX 75035 User Info

Write Letter

The Write Letter page appears.

Write Letter

= Select a letter template to View, Edit or Delete, or press the New button to create a new template.
» To write letters, select a letter template, select recipients, and then press Merge to Word to create mail merge letters, which you can then edit or print using the
window Print command.

Select a Letter Template
‘ -Default Template- (Default Template for all users) ™ [L] Wiewy Edit Delete  Rlew
* Mon-editable default template

Select Recipients
Becki Cassigy
O PROPERTY:

319 Haverhill Circle Turnberry Building 1, Warner
Robins, GA 31088
Ben Buyer
[] PROPERTY:
123 Wain Street, Concord, NC 28027
Ben Buver
[] PROPERTY:
22 Michelson Drive , Frisco, TX 75035
Charles Buver
[] PROPERTY:
2219 56th Avenue NW | Frisco, TX 75035
Dee Dee
[] PROPERTY:
2400 W Dunkeld , Denver, CO 80211
George Wiiliams
[] PROPERTY:
22 Parkland Avenue , McKinney, TX 75070
Grace Baker
[] PROPERTY:
2209 Miller Game Lane , McKinney, TX 75070

Note: All of the clients for the selected agent, except co-buyers and co-sellers, appear in this list.

LPS)

REAL ESTATE GROUP [106]



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

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.

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.

w

 Final Showing Markup = Show~ | 43 7 v - 8~ | A ¥ - | 2| &

Lg---|---1---|---2---|---3---|---4---|

September 1, 2005

DR ) Ml

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
®

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.
1. Click Write Letter.

CLIENT CENTER
Branch: FNRES Realty ]
Agent: Andrew Agent v:
Search by: Last Name :v Search
Client Type Property Address
Becki Cassidy Buyer 219 Haverhill Circle. Turnberry Building 1 YWarner Robins, GA 310838 User Info Laan Info
Ben Buyer Buyer 123 Main Street, Concord, NC 28027 User Info Loan Info
Ben Buyer Buyer 22 Michelson Drive, Frisco, TX 75035 User Info Laan Info
Charles Buver Buyer 2219 S6th Avenue NW, Frisco, TX 75035 User Info Loan Info
Dee Dee Seller 2400 W Dunkeld. Denver, CO 80211 UserInfo
George Willams Buyer 22 Parkland Avenue, MeKinney, TX 75070 User Info Laan Info
Grace Baker Buyer 2209 Willer Game Lane. McKinney, TX 75070 User Info Laan Info
Dan Baker { Spouse)
Grace Baker Buyer 221 NE Tacoma, Tacoma, Wb 98422 User Info Loan Info
Joanne Middleton Buyer 452002 Camp Bowie Avenue, Frisco, TX 75035 User Info Loan Info
Joe Morales Buyer 45846 Miller Avenue, McKinney, TX 75070 User Info Laan Info
Sallv Seller Seller 2219 56th Avenue N, Frisco, TX 75035 User Info

Write Letter
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The Write Letter page appears.
Write Letter

m Select a letter template to View, Edit or Delete, or press the New button to create a new template.
m To write |letters, select a letter template, select recipients, and then press Merges to Word to create mail merge letters, which you can then edit or print using the
window Print command.

| Select a Letter Template
-Default Template- (Default Template for all users]*[VI Wiy Edit Delete Mew
* Non-editable default template

| Select Recipients

Becki Cassidy

0 PROPERTY:
319 Haverhill Circle Turnberry Building 1, Warner
Robins, GA 31088

Ben Buver
[] PROPERTY:
123 Main Street, Concord, NC 28027

Ben Buver
[] PROPERTY:
22 Michelson Drive , Frisco, TX 75035

Charles Buwer

[] PROPERTY:
2219 56th Avenue NW | Frisco, TX 75035
Dee Dee

[] PROPERTY:
2400 W Dunkeld , Denver, CO 80211
George Wiliams

[] PROPERTY:
22 Parkland Avenue  McKinney, TX 75070
Grace Baker

[] PROPERTY:
2208 Miller Game Lane , McKinney, TX 75070

1. Click New.
Y R EE B 7z U === B & B |G R
|---Insert Merge Fields-— I |---Insert Contact Merge Fields— =] |---Insert My Merge Fields-— =] [-—Insert Escrow Merge Fields— I

|----START FROM EXISTING TEMPLATES---- d

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

Sawve | Close |

2. Use the pull-down menus to create the template.
a. Insert Merge Fields: Date information and all information regarding the location of the
property.
b. Insert Contact Merge Fields: All information regarding the client which includes their
first name, last name, address, phone, etc.
c. Insert My Fields: All information regarding the TC or the full-access Agent in charge of

0
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the transaction. This information would include first name, last name, company name,
phone number, etc.

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

e. 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.

W
)

-=-Property Merge Figlds---
Full address Label
Full Address (Address, City, Skate Zip)
Property Address 1
Property Address 2
Properky City
Properky State
Properky Zip

3. Click Save. A page appears for you to provide a name for the new template.
4. Type a Title and Description for the new template.

Tite

——

Description

SAVE' CLOSE |

5. Click Save.
Click Close.
7. Click the Default Template arrow to see the newly created template in the list.

o

Viewing a Template

Intro Letter (Seller)

i Thank you Letter (Buyer Thank you Letter)
1. Select a template from the pull down list.
2. Click View.
3. Click Close.

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

Editing a Template

-Default Template- (Default Template for all users) " |

Intro Letter (Seller)
i Thank you Letter (Buyer Thank you Letter)

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.
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Deleting a Template

-Default Template- (Default Template for all users) * |

Intro Letter (Seller)
Thank you Letter (Buyer Thank you Letter)

1. Select the template from the pull-down list.

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.

N

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

Searching for Providers
1. Click the Contacts & Providers tab. Choose Providers Search.

PROVIDER SEARCH

Service Provider Type: App”EﬂCE b |
Search By: Provider Mame V|
Search Text:

Search

Select the Provider Type.

Select the Search By option.

Type at least two characters of the Search text.
Click Search

PwnNPE

The Search Results page appears

Search Results

Barney Frankford Bugs R Us Plus 4218 Miller Avenue, McKinney, TX, 75070

5. Click the provider name to view all available information about the provider.

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, .docx, .txt, .pdf, .tif, .dot, .rtf, .xls, .xlsx,
.ppt, .mpp, .jpg, -pub, .gif.

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 http://www.adobe.com/.

LPS)
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Viewing Documents
1. Click Documents in the main navigational toolbar.

The Document Center page appears.

Document Center Download Document Management Tool e
Branch: (* Inactive Branches) Agent: (* Inactive Agents)
| FNRES Realty | All Agents
Agent Represents: | Show All | % Status: | Show All [EI With: | Show All EI
Other Filters: | Property Address | |

Transactions: No transaction selected.

|:| buvers agency dizclosure 0518160136 pdf 5/18/2009 4:01:37 PM (CDT) .‘ﬂ @
[ notes 0608141754.doc 6/9/2008 2:18:00 PM (CDT) a g
|:| smoke detector statement of compliance 0425084322 pdf 4/25/2008 9:43:28 AM (CDT) .'fJ ﬂ

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

e Agent

e Agent representation

e Status (transaction status)

e With (activity status)

e Other filters (with text box for additional filtering)

Click Search.

4. Inthe Transaction list, select a transaction.

w
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The Document Center page refreshes to show the transaction and any documents associated with that
transaction.

Document Center Download Document Management Tool e
Branch: (* Inactive Branches) Agent: (¥ Inactive Agents)
| FNRES Realty [a] [ Il Agents [v]
Agent Represents: | Show &l Status:l Show All \—i] With: | Show All EI
Other Filters: | Froperty Address M |

Transaction Documents

Transactions: | 6707-6910 (22 Millburrow Lane Frisco, TX 75035) el
n_@@_-l

[] Agency Disclosure 6707-6910 1/7/2009 12:23:56 PM (C5T) L

[] ccaRrs g J 6707-6910 1/7/2009 12:24:00 pM (csT) L ﬂ .‘I’J
[] Listing Agreement & Sellers Net Sheet - 6707-6910 24/ 20”?55%55’03 mo W B 3
[] Publish price change 1 || 6707-6910 2/23/2009 z:29:33pm(csT) Ll Bl 4]
[] selers Disclosure Statement - §707-s010 15/ 20??:;_;_?0’”1 M H B 3
[] Signature Page 1 | 6707-6910 1/7/2000 12:24:03pmcsT) L Bl 4]

Inbox Documents

I:I_II
|:| buyers agency disclosure 0518160136.pdf 5/18/2009 4:01:37 PM (CDT)
[] notes 0808141754.doc 6/9/2008 2:18:00 PM (CDT) ﬂ ﬂ
|:| smoke detector statement of compliance 0425084322 pdf 4/25/2008 9:43:28 AM (CDT) .'d @
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Moving Inbox Documents

1. Select the check box next to the documents you want to move.
2. Click Move/Copy to associate the document or documents with a property, transaction, or
order for this agent.

Inbox Documents ||
D buyer's agency disclosure 0518180138 pdf 5/18/2009 4:01:37 PM (CDT)
notes 0609141754.doc 6/9/2008 2:18:00 PM (CDT) g ﬂ
[] smoke detector of compliance 0475084377 pdf 4/25/2008 9:43:28 AM (CDT) 2 =

3. Select whether you want to associate the document with an activity, a transaction number, or
an order number.

a. 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.

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

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 Rename To
1) notes_0609141754 doc

Override current document privilege with selected activity template privilege

| Select Action |
O Attach document to Activity

@ Attach document to Transaction Enter Transaction #: 6707-6910

O Attach document to an order # Enter Order #:

Copy Move Close

Optional: specify a new name for each document.
4. Once you have selected your destination for the document, click Move to move the document,

select Copy to copy the document or press Cancel to cancel the action.
5. A confirmation page will display confirming your action.
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Uploading Documents from the Document Center
1. Click Documents in the main navigational toolbar.
2. Select from one or more of the following lists to locate a transaction.
e Branch
e Agent
e Agent representation
e Status (transaction status)
e With (activity status)
e Other filters (with text box for additional filtering)
3. Click Search.
In the Transaction list, select a transaction.
5. Click Upload Document to start the upload process.

E

The Upload Document page appears.

Upload Document

You can upload a document (eg; POF, Microsoft Word, text, TIF) for a
Transaction and later move it to a Transaction Activity or an Order.

Document Name:

Select File: Browse...

g:::::;:'t {:} Document iz Public '@' Document iz Private
Include in
Customized {:}YEE G}Ng
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. Click Upload
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The Transaction Documents list will refresh displaying your newly added document.

Transaction Documents

Transactions: | 6707-6310 (22 Millburrow Lane Frisco, TX 75035) [+
I:I—l--—-l
[] Agency Disclosure §707-6910 1/7/2009 12:23:56 M (csT) L

[] Agent nspection Disclosure J 6707-6010 21/ 20?33}?4’2? PM L ﬂ ﬂ
[] ccans s §707-6910 1/7/2009 12:24:00 M (csT) Hl Bl @
[] Listing Agreement & Sellers Net Sheet - 6707-6910  2/2¥ ZGUE’C}S%F’)% LELUN Y R I )
[] notes 0608141754.doc - 6707-6910 5”“””?35}?”’1” Mo W EBA
[] Publish price change T e707-6910 /21 20?35{.‘;9’4“ Mo W B A
[] Selers Disclosure Statement - 6707-6910 15/ 2”??:51’_?0"31 Mo W B3
[] Signaturs Page 1 | 6707-6910 1/7/2009 12:24:03 pM (csT) Ll Bl #l

LPS
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Report Center

The Reports tab located in the main navigational toolbar allows you to run Transaction Reports as

well as Document Reports.

REPORTS

| Transaction Reports

Branch Results

Agent Results
Activity Reports

| Document Reports

Documents Received Report
Documents Viewed Report

Creating a Branch Results Report
1. Click the Reports tab.
2. Click Branch Results.

3. Select the Branch, Agent Status, Agent Representation, Transaction Status, and/or Date

Range.
4. Click Go

Reports - Transactions Branch Results

*Branch: | All Iil
*Agent Status: All

*Agent Represents: All |

*Transaction Status: All

Date Range: | —Select—

[i] Frnm|

[©] o]

[¢]

il

The Branch Results report appears

Reports - Transactions Branch Results

*Branch: v

+Agent Status:

“*Agent Represents:

*Transaction Status: | Al

Date Range: [Transaction Opened [~] from \01;'01,‘2009 \ to \05/21,‘2009 | [e |

Branch: FNRES Realty

2219 S8th Avenue Claire Buyer ! 0570112009 4
7199 W , Frisco, TX, Coordinator/  |Pending 070112009
75035 Andrew
Agent
7007- 55 North Scatt Claire Buyer/ 0570112008 /
7210 Road , McKinney, Coordinator/  Closed 0770112009
TX, 75070 Stacey
Semore

Total Transactions: 2

Branch: FNRES Realty - Shaw Team
Mo transactions

Branch: Your TC Pro

Mo transactions

Total Transactions of all branches: 2

* This price will not be added into the total price (Dual transaction).

Listing Date / |Estimated
Created by / |Represents / |Listing I List Price /
o= R e === Status. Expiration i Sales Price
Date
6998-

06/28/2009 / 05/14/2009/ $149,599.00/
06/29/2009 NA $145,000.00

07/02/2008 / 05/18/2008 / 5198,588.00 /
07/02/2009 05/18/2009 $190,599.00

Total List Price: $349,198.00
Total Sales Price: $335,599.00

Total List Price: $349,198.00
Total Sales Price: $335,599.00

5. Use the Print button to print the report.
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Creating an Agent Report
1. Click the Reports tab.
2. Select Agent Results.

Reports - Transactions By Agent

* Branch: | Al [il

* Agent Status:

* Agents: All

!

* Agent Represents: | Al

* Transaction Status: | All

| —Select- [+~]

Date Range:

to

[©] e

3. Select the Branch, Agent Status, Agent, Agent Representation, Transaction Status, and/or Date

Range.
4. Click Go

The Agent Results report appears

Reports - Transactions By Agent

* Branch:

# Agent Status:

* Agents:

+ Agent Represents:
*Transactionstates: (A1 [¥]
[Transacton Openes [

Date Range:

from [01/01/2009 [&]

to [05/21/2009 [ & [ e |

Branch: FNRES Realty

Agent Trans# |Property s

1. Andrew Agent 6996 2218 56th Buyer /
7199 Avenue NW Pending
Frisco TX 75035

Total Transactions: 1

2. Stacey Semore T007- S5 North Scott Buyer /
7210 Road McKinney Closed
TX 75070

Total Transactions: 1

Total Transactions for FNRES Realty : 2

* This price will not be added into the total price (Dual transaction).
Branch: FNRES Realty - Shaw Team

Mo transactions

Mo transactions

Total Transactions of all branches: 2

*This price will not be added into the total price (Dual transaction).

Represents /

05/01/2008 7 0B/Z8/2008/

07/01/2009

05/01/2009/  07/02/2009/

071012009

Estimated Closing
Date / Escrow Closing

List Price / Sales
Date =

$148,589.00/

0£/29/2009 £145,000.00
Total List Price: 5148,589.00
Total Sales Price: 5145,000.00
5$199,599.00 /
07/02/2008 5$190,589.00
Total List Price: £199,599.00
Total Sales Price: 5$190,599.00

Total List Price: $349,195.00

Total Sales Price: $335,599.00

Branch: Your TC Pro

Total List Price: $349,198.00

Total Sales Price: §335,599.00

5. Use the Print button to print the report.
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Creating an Activity Report
1. Click the Reports tab.
2. Select Activity Report.

Activity Report

Branch: | All [i]

Agent Status: All

Agent: LAl [+
Agent Represents: Al [+

Transaction Status: | All ‘ll

Activity Description:

Activity Status: Due/Past Due | » | Between and
| [v] & & o]

3. Select the Branch, Agent Status, Agent, Agent Representation, Transaction Status, (Optional:
Activity description), Activity Status with corresponding Date Range.
4. Click Go

The Activity Report appears

Coordinator: Claire Coordinator

Agent: Andrew Agent

6996-7199 for 2219 56th Avenue NW, Frisco, | Buyer SM/2009 62812009
TX 75035 Pending 7H142008
Earnest Money SM4Z009

51472009 5:58:07 PM COT, Claire Coordinator: Awaiting receipt from Title

Home Inzpection SMSZ009
Purchaze Agreement SMSZ2009
Termite inspection SMSZ009
Well and/or Septic Tank inzpection SMSZ2009
Appraizal SM8Z009
All inzpection reports S2172009
Documents to Cloging Company S2172009
Set up clo=ing time S2172009

Branch Name: FNRES Realty

Represaents Listing Date Estimated Closing
Trans # Stal:;:u5 Li Date Completed
Expiration Date |Escrow Closing Date

5. Use the Print button to print the report.
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Creating a Documents Received Report
1. Click the Reports tab.
2. Select Documents Received Report.

Documents Received Report

Report Type: @Summary Report ) Detailed Report

Date Range: from | | to |

[©]

e

3. Select the Report Type (Summary or Detailed).
4. Enter the Date Range.
5. Click Go

Sample Summary Report

Documents Received Report

Report Type: @Summar].f Repart ) Detailed Report

Date Range: — |u5;m;2009 \ to \05;21;2009 \

Transaction Coordinator Transaction Documents Order Documents
FMRES Realty Claire Coordinator 9 0
Total Documents 9 0
Sample Detailed Report

Documents Received Report

Report Type: O summary Report (¥ Detailed Report

Date Range: from |05/01/2009 [& | to |05/21/2009 [&|

Total Documents: 10

Trans # Property Address Document Name Document Type |Received Date
BT07-5910 |22 Millkurrowy Lane | Frizco, TX 75035 Agent Ingpection Dizclozure Tranzaction 5/21/2005 3:04:27 PM (COT)
BT07-6910 22 Millburrow Lane |, Frizco, TX 75035 notes_0609141754 doc Tranzaction 572142009 3:00:10 PM (COT)
G707-6910 |22 Millburrow Lane , Frisco, TX 75035 Publigh price change Trangaction S/21/2009 2:45:44 PN (COT)
7007-7210 55 Morth Scott Road , McKinney, TX 75070 Addendum Trangaction SM8/2000 4.16:15 PM (COT)
T007-7210 55 North Scott Road |, McKinney, TX 75070 Signature Page Tranzaction SMB/2009 4:16:13 PM (COT)
T007-7210 55 Morth Scott Road , McKinney, TX 75070 Second Deposit Confirmation Tranzaction SM8/2009 4.08:37 PM (COT)
7007-7210 55 Worth Scott Road , McKinney, TX 75070 Purchazebgreement Tranzaction 571872009 3:59:16 PM (COT)
7007-7210 55 MNorth Scott Road , McKinney, TX 75070 Commizzion Instructions Tranzaction 57182009 3:50:56 PM (COT)
7007-7210 |55 Morth Scott Road , McKinney, TX 75070 Earnest Money Trangaction SM&2009 3.50:44 PM (COT)
69096-7199 2219 56th Avenue NW |, Frisco, TX 75035 Purchase Agreement Transaction SMS2009 9:00:03 AM (CDT)

Total Documents: 10

6. Use the Print button to print the report.
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Creating a Documents Viewed Report
1. Click the Reports tab.
2. Select Documents Viewed Report.

Reports - Document Viewed

* Branch: | - Select -
* Agent Status: | All
+ Agent: | - Select -

* Agent Represents: | All

* Transaction Status: | All

El BB E] E]E

Other Filters: | - Select -

3. Select the Branch, Agent Status, Agent, Agent Representation, Transaction Status (Optional:
Other Filters).
4. Click Search

Sample Documents Viewed Report

[[] expand All Transactions Export to PDF | | Exportto XLS

Mote: Expand the tranzactions that you want to export to POF or XLS,

Reports - Document Viewed
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Choose the Expand key to view a detailed Document Viewed Report

Reports - Document Viewed

* Branch: | FNRES Reatty
* Agent Status: | Active
* Agent: | Stacey Semore

* Agent Represents: | All

* Transaction Status: | All

Other Filters: | - Select -

ElEEE]E]E]

Expand All Transactions

Reports - Document Viewed

Export to PDF | | Export to XL§

Note: Expand the tranzactions that vou want to export to POF or XLS.

Document Name Upload Date Viewed By Viewed Date Email Phone

Purchase & Sale Agreement THME/2007 4:06:41 Brandon Grey 41/2009 1:358.53 brandongreyi@email. com
PW (CDT) PW (CDT)

Purchasze & Sale Agreement THMG/2007 4:06:41 Rick Stemmonz | TMG/2007 6:04:40 connie.gshaw@fnres.com §72-345-3146
PM (CDT}) PN (CDT})

Commizsion Instructions THE/2007 £:06:25 | Rick Stemmons | TME2007 6:04:23 | connigshaw@fnres.com 972-345-3148
PM (CDT}) PM (CDT})

Agent Inzpection Dizclozure 52172009 2:04:27  Claire 52172009 3.06:51 connie.zhaw@fnres.com 472-348-7100
PW (CDT}) Coordinator PK (CDT})

Publizh price change S/21/2009 2:45:44 Claire 2/232009 2:30:38 connie.gshaw@fnres.com gy2-343-7100
PW (CDT) Coordinator PM (CST)

Commiz=ion Instructions 5182009 3:50:58 Connie Shaw SME2009 4:08:39 connie.shaw@cyberhomes.c 972-348-7T100
PW (CDT) PK (CDT)
PurchaseAgreement 5Mar2009 3:59:16 Claire 5Mar2009 4:05:36 connie.zshaw@fnres.com §72-345-7100
PW (CDT}) Coordinater PW (CDT})
5. This report can be exported to .pdf or .xls.
LPS
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Profiles & Preferences
Use the Profiles & Preferences tab to modify your profile, change your password, view preferred
providers and set up packet services.

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.

STAFF REGISTRATION

* required||

BRANCH : FNRES Realty
Personal Information

Salutation: - Work Phone: = Cell:

First Name: Claire i Home Phone: Domain:
MI: Pager: Voice Mail:
Last Name: Coordinator PIN: OvYes ®No Fax:

oty by:[Eman [

Current Email:

Prev Finished

Example:18001234567

A.K.A. First Name: A.K.A. Last Name:
Website:
Email 1: If email address (Email 1) is not specified, email will be sent to the systern email account.

Email 2 :
Email 2 : Select box to send notifications to all emails. If unchecked, notification will
only be sentto primary email (1).
Email 4 :
Email 5 :
Set new document privilege to: O Public @ Frivate
Set default transaction tab to: [ &) Sumrmary ) Contact @Ac‘tiviw O Log
Enable Calendar:
Enable Document Viewed E-Mail: I:‘
User Information 1
User Id: clairetc

e |

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.

Note:

e Set new document privilege to Public versus Private — This setting affects documents that come

into the transaction through email or faxes from other parties.

e Enable Calendar — this feature will display a calendar link in the main toolbar. You can view

transactions by the day, week, month or utilize a search or export feature.

e Enable Document Viewed Email — this will generate an email to you notifiying you of documents
that are viewed by other parties. Notification Type Email must be selected to receive these

notifications.

LPS)
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Adding Additional E-Mail Addresses
You can have up to five e-mail addresses within TransactionPoint. 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.

2. Select the Select box to send notifications.... check box to enable the sending of e-mail

messages to all addresses.
3. 3. Click Finished when you are done updating your profile.

Email 1: If email addreass (Email 1) is not specified, email will be sentto the system email account.

Notify by: Email | %

Ermail 2 :

Email 3 : [¥] select box to send notifications to all emails. If unchecked, notification will
only be sentto primary email (1).

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 associated with this
user are displayed.

Transaction Coordinator

Coordinator, Claire - FNRES Realty Home: Cell:

5005 Amber Downg Drive Work: 572-345-7100 Pager:
McKinney \TX 75070 USA Fax: Voice Mail:
Email: connie.shawi@fnres.com ﬁ URL:

- Create vCard
|cunn ieshaw@yahoo.com i

Please note the following parameters for e-mail addresses:
e TransactionPoint will track the multiple e-mail addresses in the Communication Log.
o Letter Writer will display only the e-mail address entered for Email 1.
e vCard functionality will display only the e-mail address entered for Email 1.
e For CSV uploads additional e-mail addresses can be uploaded to TransactionPoint.

Changing Your Password

Use the Password feature to change your login password.
1. Click the Profile & Preferences tab.
2. Click User Passwords.
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The Change Password page appears.

Change Password

Current 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 Coerdinator in you cempany to manage transactions for you in your
absence.

New Password for Assist a TC Function Only:

Confirm New Password for Assist a TC Function Only:

Cancel Change

3. 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 page appears.

Password Confirmation

Your password has been changed successfully!

7. Click Finished.

LPS)
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Preferred Providers
The Preferred Providers area of TransactionPoint allows you to view Branch selected preferred
providers as well as view/modify Agent preferred providers.

1. Click Profile & Preferences, Select User Preferred Providers.

2. Select a Branch.

3. Select an Agent.

4. Select a category from the Inspection, Closing or Other Services lists. The corresponding

preferred providers appear.

||F referred Providers

IBranch: FNRES Realty M

Agent: Andrew Agent t]

Inspection Closing Other Services

| Home Inspection M | Selecta service M | Select a service M

Other Providers (Branch Preferred)

Barney Frankferd, Bugs R Us Plus

Ben Garcia, Extreme Inzpections - Tacoma Office

Other Providers

Charles Bradford, Course Inspections Remove

Add Providers Suggest Providers

5. Click on a provider for detailed information. Use the Add Providers, Suggest Providers, and
Remove buttons, as needed.
a. Add Provider — allows you flag a provider as preferred for the Agent you have selected.
You can search by name or list all providers in the directory.
b. Suggest Providers — Use this feature to recommend suggest preferred providers.
c. Remove - this link will remove the provider from the Agents’ preferred provider list.

Provider Detail Example:

ICharles Bradford, Course Inspections

[ Contact information |
Course Inspections Course Inspactions

215 Stadium Road 215 Stadivm Road

McKinney, TX TEOTD MckKinney, TX TEOTO

[ Service Coverage Area(County.State)
ORANGE, CA SAN JOAQUIN, CA BARMSTABLE, MA

BERKSHIRE, MA BRISTOL, MA DUKES, MA

ESSEX, MA FRAMKLIN, WA HAMPDEN, MA

HAMPEHIRE, MA MIDDLESEX, MA MANTUCKET, MA

NORFOLE, kA PLYMOUTH, MA SUFFOLK, MA

WORCESTER, MA BERRIEN, M| CASS, MI

VAN BUREN, MI LINGOLM, MT COLLIN, TX

DALLAS, TX DENTON, TX

[  Services ffered |
Aszbestos Inspaction Chimney Inspaction Foundation Inspection

GeoiTech Inspaction Hastiir Inspection Home Inspection

LesdPaint Inspection Mold Inspection Pest Control Inspection

et ol

Licenses Held

tat i

Photo Information

Experience

rizt ovminse

6. Click Close to close the Provider Detail page.

LPS)

AEAL ESTATE GROUP [125]



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:

1. My Packet Services are lists of your preferred providers.

2. Real Estate Agent Packet Services are lists of agent-preferred providers.

You may wish to set up Packet Services to easily add multiple service providers to a file at once.

Creating a My Packet Services

List

1. Click the Profile & Preferences tab, select User Packet Services.

The Packet Services page a

ppears.

Packet Services

My Packet Services

Packet Services List | More and More Team [V] |

Create a New List

Contact Type: Appraisal

Contact Info:  Phil Acme - Acme /

| Delete List

Add to List |

Real Estate Agent Packet Services

Branch Office

Real Estate Agent

Packet Services List

Al |

|——Se|eu:t—— [V]

No Packet Services available

2. Click Create a New List.

The Create New Packet Services List appears.

Create New Packet Services List

| Add New: Company | Select Cancel
Name of List:
ContactTyps: | APPRAISAL [~]
Providers: | Show Preferred Only [V]
Search for: | Firzt Name [v]
Search
it = | Cancer |

LPS)
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No v s

In the Name of List text box, enter a name. This is the packet services name to look for when
adding the packet to your transaction.

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 and input characters to narrow your search (not required).

Click Search
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Sample display of Service Provider Search results

Create New Packet Services List

Add New Company Select Cancel
Name of List: Sound Builder DEV project
Contact Type: | INSPECTOR | || Home Inspection [» |
Providers: | Show All [il
Search for: | First Hame [il

Search

Contacts
Bugs R Us Plus Bugs R Us Plus () Barney Frankford

4218 Miller Avenue
McKinney, TX 75070

o Lisicoa -

Course Inspections Course Inspections () Charles Bradford
2219 Stadium Road
McKinney, TX 75070

s [ s

Extreme Inspections Extreme Inspections - Tacoma Office () Ben Carcia *
9205 Valley View
Tacoma, Wa 98422

raa s s

*|ndicates "Preferred Provider”

+Indicates "Agent Preferred”
alndicates "My Packet Semnices”

®|ndicates "Agent's Packet Services”™

Add New Company Select Cancel

8. Select from the displayed list of providers by clicking the appropriate radial button next to the
service providers name. You may also refine your search.
9. Click Select to add the selected provider to your newly created list.

LPS)
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Note: When you create a new list you must also add your first service provider at that time.

Note: If you do not find the provider company you are searching for, click Add New Company. If you
do not find the provider branch you are searching for, click Add Branch. If you do not find the provider
user you are looking for, click Add Company.

Note: You may add multiple types of service providers to one list regardless of category. Example:
Create a list titled “Home Inspection Companies” and add as many Home Inspection Type companies to
the list as you wish.

Tip: Often times users are added by TC’s with different company names. Example: First Title or 1*
Title. To avoid duplicate entry, be sure to search all possible results before adding new companies,
branches or users.

Adding a Single Provider Type to Current Packet Services List
1. Select the packet from the Packet Services List and click Add to List.
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 and input characters to narrow your search (not required).
Click Search

vk wnN

Real Estate Agent Packet Services

Creating an Agent Packet Services List
1. Click the Profile & Preferences tab, select User Packet Services.

The Packet Services page appears.

Packet Services

| My Packet Services

Packet Services List | More and More Team | % | Create a New List |

| Delete List |

Contact Type: Appraisal

Contact Info:  Phil Acme - Acme Appraisal

Add to List |

Real Estate Agent Packet Services |

Branch Office All ™

Real Estate Agent -Select-- ™

Packet Services List |
No Packet Services available
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Real Estate Agent Packet Services

Branch Office |A|| [v]
Real Estate Agent Andrew Agent (FNRES Realty) v
Packet Services List | Create a Mewr List |

No Packet Services available

2. Inthe Real Estate Agent Packet Services section:
a. Select the branch office from the Branch Office list.

Note: 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.

3. Click Create a New List.

The Create New Packet Services List appears.

Create New Packet Services List
| | Cancel |\
Name of List:
Contact Type: | ApPRAISAL [~]
Providers: | Show Preferred Onby [v]
Search for: | First Name [v]
Search
Cancel ”

4. In the Name of List text box, enter a name. This is the packet services name to look for when

adding the packet to your transaction.

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 and input characters to narrow your search (not required).
Click Search

N WU
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Sample display of Service Provider Search results

Create New Packet Services List

Add New Company Select Cancel
Name of List: Sound Builder DEV project
Contact Type: | INSPECTOR | || Home Inspection [» |
Providers: | Show All [il
Search for: | First Hame [il

Search

Contacts
Bugs R Us Plus Bugs R Us Plus () Barney Frankford

4218 Miller Avenue
McKinney, TX 75070

o Lisicoa -

Course Inspections Course Inspections () Charles Bradford
2219 Stadium Road
McKinney, TX 75070

s [ s

Extreme Inspections Extreme Inspections - Tacoma Office () Ben Carcia *
9205 Valley View
Tacoma, Wa 98422

raa s s

*|ndicates "Preferred Provider”

+Indicates "Agent Preferred”
alndicates "My Packet Semnices”

®|ndicates "Agent's Packet Services”™

Add New Company Select Cancel

9. Select from the displayed list of providers by clicking the appropriate radial button next to the
service providers name. You may also refine your search.
10. Click Select to add the selected provider to your newly created list.
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Note: When you create a new list you must also add your first service provider at that time.

Note: If you do not find the provider company you are searching for, click Add New Company. If you
do not find the provider branch you are searching for, click Add Branch. If you do not find the provider
user you are looking for, click Add Company.

Note: You may add multiple types of service providers to one list regardless of category. Example:
Create a list titled “Home Inspection Companies” and add as many Home Inspection Type companies to
the list as you wish.

Tip: Often times users are added by TC’s with different company names. Example: First Title or 1*
Title. To avoid duplicate entry, be sure to search all possible results before adding new companies,
branches or users.

Note: My Packet Services will be available in every transaction you have created. Real Estate Agent

Packet Services will be available only when the agent is the primary agent in a transaction you have
created.
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Additional Features

TransactionPoint offers some additional features through integrations and feature switches so you can
make the most of the application. Our Team is dedicated to persistently enriching the program with
meaningful solutions to better your experience. This section of the User Guide will provide you details
about these additional features.

Importing Information from the MLS
TransactionPoint Professional Users (where available) can import property information from their
respective MLS. An Addendum is required to establish the integration.

Property Details
*Type: | - Select Property Type - [V] 'r. Built: Age:
*Address 1: MLS Bgﬂrd;|§CentralGenrgia MLS* [v]
Address 2 MLS #:
*City: sState: MLS # Search
Zipe: - (Additional 4 digits optional) APN:

Property Search | APHN Search

Area: Sq. ft.

1. During the Create Transaction process, select the MLS Board name in the Property Details
section.

2. Enteran MLS #

Click MLS Search

4. TransactionPoint will auto-populate Property Details (where available) along with the primary
photo of the property.

w

Property Details

“Type: Single Family [+] ¥r.Buit  |2004 | Age: |5
*Address 1 | 319 Haverhill Circle MLS Board: | Central Georgia MLS*® [V]
Address 2: Turnberry Building 1 MLS # TS723
*City: Warner Robins “State: MLS # Search
Zip: 31088 APN:
Area: 1184.00 5. fi AP Search
| Upload | | Remowe |

Insurance Quote ID: Not Generated et

(Mote: No need to click Save or
Save/Next button in order to
Uplead/Remove only property image)

| Insurance Quote |

Note: Pulling the APN number through the APN Search will not populate a photo. After creating a
transaction, navigate back to the Transaction Summary Page to upload a photo from your computer
using the Upload link.

0
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Transaction Status Reports

Agents have the ability to opt whether or not they wish to receive a full transaction status report. This
report can be enabled from their Profile page. Agents may select how often they wish to receive
transaction status reports.

Notifications

ransaction Status Report Notification on: [ | Select Al [ Monday [ITuesday []Wednesday [ Thursday [ Friday

Note: Emails containing the full .pdf report for a transaction are distributed at 5:00 AM (PST). Only
Active transactions will be included (Pending and Pre-Sale).

Document Management Live (DML)

The DML was designed to allow the Transaction Coordinator or Full Access agent with an ability to
upload multiple documents at once to a transaction, activity or order. The DML also includes a TP
Printer that allows the user to Print to TP rather than printing to their respective printers. Users may
find this tool helpful in viewing all documents related to a transaction, activity or order.

This unique tool may be downloaded from the Documents tab. Due to frequent updates to the
program, whenever a new release is issues that includes a piece to the DML, you should uninstall the old
DML and install a new one

Document Center t Download Document Management Tool } e

Once you have downloaded the Document Management Tool, you may use it to post documents to
your transactions.

To print a page or a document directly to a transaction, select the ‘File > Print’ option, choose ‘Print to
TP’ as the printer and click ‘Print.” It is not necessary to be logged on to TransactionPoint to use this
feature.

General | Optionz

Select Printer
izaMicrosoft OFfice Document Image Writer é
23 PDF-¥Change 2,5 DE 2 Snaglt 8
Ls2, Phaser 77000M on http:ff10. 146,104,199 4;; SoftPro POF Generator
< | >
er on Marketing ats EEED [ Prirt to file | Preferences
Location:
Carmment: Find Printer...
to see Jamie CI
ing Print and On| Fage Range
pPt. 6 from 2:15-4 @ al Mumber of copies: n
Bnd General Mary
F 2.7 million visity O Pages:
from a margina| K . .
ortal business in Enter either a single page number or a single
M revenue by 10 page range. For example, 512
ncial aptitude an|
ading service pi [

PFrint ][ Cancel ][ Apply ]

nagement positl

A login box will open requesting user name, password, and the full address of the agent’s
TransactionPoint site. This information can be saved for future use by checking ‘Remember Me.’

0
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Login

User Name : |ame|iaradc|iff

|
Password: |eeeses |
Site URL : |

|www. demotrpoint. com/caral

I

Remember Me

The Document Management Live window shows the available options to store the document.
an ideal solution for printing e-mails directly into a transaction.

Document Management Live v1.1

This is

FEX
ONE SOURCE. POWERFUL SOLUTIONS.

E

o

-

sFIDELITY

NATIONAL REAL ESTATE SOLUTIONS"

Dashboard You can select
the transaction
from the |

|5356-5565 (2610 Red Hill Ave, Santa Ana, CA 92708) \&
Property Address :

2510 Red Hill Ava, Santa Ana, C4 92705

Transaction ID :

Represents/Status :

5356-5565
Both/Closed

% dropdown

* Pre-Sale, Pending and Closed tranzactions are displayed
Look at all d il
transaction

documents.

Yiew Documents

Upload Documents | Search Transactions |

Oryou can
search forthe
trans action.

ilesiTransa

| e

pload document{s) to :
Uploadto a

PDF first.
transaction, an |Transaction v|
activity or an
order. Upload
=

[ Comvert document(s) to PDF

You can
comvertto a

Note:
may need to be started manually.
on the bottom right hand corner of the screen.

TP Printer
Manitor

Icon

AEAL ESTATE GROUP

If the ‘Print to TP’ option does not display when File>Print is selected, the TP Printer Monitor
If it is running, the Print Monitor icon will be seen in the system tray
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If it is not running, or if it is closed accidentally, it can be restarted easily by clicking through this
sequence: Start>All Programs>TransactionPoint>TP Printer Monitor.

You can start this process manually whenever you wish to simply upload multiple documents at once.

Note: If you use the Print to TP function and attach a document to an activity, the document will carry
the default privileges for that activity.
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C.L.U.E. Report Order

When placing an order for Natural Hazard Disclosures, a C.L.U.E. report can be requested. This

requires that the seller’s agent be entered on the Transaction Contacts page.
entered, the circled section of the order form below will not appear.

If the seller’s agent is not

NATURAL HAZARD DISCLOSURE

Property Address: 11244 Hoback Street Carson, CA

APN #: l:l (* This is a required field)

(O Natural Hazard Disclosure ) Environmental Disclosure () Both NHD and
Report (NHD) Report Environmental

O All- NHD, Environmental, Tax
Disclosure

(O Tax Disclosure

Choose the service

Seller's Agent: Marcia Smythe

C.L.UL.E Risk Report

[ C.L.UE Risk Report Authorization - The Seller's Agent hereby acknowledges that he or she is authorized to obtain the C.L.UE. Report
on behalf of the Seller(s). NOTE: BY LAW, THE C.L.U.E REFORT CANNOT BE ORDERED BY THE BUYER OR BUYER'S AGENT.

Submit

LPS)
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Integration

DocCentral Integration

With increasing adoption of DocCentral™ by MLS’ across the country, MLS members who are users of
TransactionPoint” want to be able to copy documents from DocCentral into TransactionPoint.
Although a user in DocCentral can e-mail a document to a transaction, a closer integration is necessary.

Allowing a Transaction Coordinator or a Full Access Agent in TransactionPoint to easily access
documents from DocCentral will be managed as many other implementations: provide the agent’s
DocCentral credentials to TransactionPoint and allow the TransactionPoint user to select a folder and
import the desired document(s.)

There are two parts to this integration: Full Access Agent features and Transaction Coordinator
features:

e |f a Transaction Coordinator is accessing documents for a transaction, the program will use the
Listing or MLS number to identify a property. Since that number is not required by either
TransactionPoint or DocCentral, users should be aware of this: if the MLS number is missing on
either TransactionPoint or DocCentral, folders in DocCentral will not be available.

e If the user is a Full Access Agent, all of his/her files will be displayed from which to select
documents.

Contact your administrator for more details.

Agent Profile

The ‘External System Details’ section of the agent profile in TransactionPoint will be expanded to include
the agent’s DocCentral credentials. The DocCentral site URL, and the agent’s Username, and MLS
Agent ID and/or DocCentral password will be needed to enable TransactionPoint to identify the user in
DocCentral. (The external ID is the agent’s MLS ID.)

This information can be updated by the agent, the branch or company administrator, the branch or
company manager and/or the site administrator.

External System Details

External System External I3 Username Password
AGENTOFFICE:
DocCentral: (MLS AgentiD;  |dagentl (1T1]

# DocCentral Site Name: |Nip://stage doccentral rpointcom/?pmls
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Transaction Documents Box -Activities-Key Dates-Orders-Documents Page

The Upload Documents button will be reduced in size and the label will be changed to ‘Upload.” A new
button labeled ‘DocCentral’ will be available. If there are no DocCentral credentials in the
TransactionPoint profile of the primary agent, the DocCentral button will not display.

EI Transaction Documents

| Mail | | Mowe/Copy | | Privilege | | Rename | | Archiwve | | Remowe | | Print | | Upload | | Do Central |
" | Name [/ Pgs Approved Archive Tracking# Upload Date Log Privilege
[] Copy of Check | g448.6851 252008 115707 ameesy W Bl 2
| Mail | | Move/Copy | | Privilege | | Rename | | Archive | | Remowe | | Print | | Upload | | DocCertral |

Full Access Agent

If the user logged in to TransactionPoint has DocCentral access credentials in his/her profile and full
access to the transaction, the ‘DocCentral’ button will appear in the Transaction Documents section.
When it is clicked,, the list of files available to that user in DocCentral will display. If the transaction
has an MLS listing ID entered, and a matching ID is found in the DocCentral list, that file will be
preselected, and the document list for that file will be displayed.

IMPORT DOCUMENTS FROM DOCCENTRAL

Transaction #: 20763-21549
Property: 999 El Camino Real, Santa Ana, CA 92705

AC'!'Ii"E DOCCENTRAL FILES

| select | _1D# | ADDRESS1 ADDRESS2 STATE
CA

Select 214 108 Main St Santa Ana 92705
Select 213 995 El Camino Real Santa Ana CA 92705
Select 212 666 Market St Santa Ana CA 92705
Select 211 333 Test Ave sunnyvale CA 84086
Select 204 222 Test 5t. (DemoTC owner) Irvine CA 92812
Select 202 111 Elcamino Real (Agent) Santa Ana CA 92705

DOCUMENTS AVAILABLE IN DOCCENTRAL

D Environmental Disclosure Report SI2TI2008 2:39:34 PM T0165
D Reszidential Purchase Agreement SIZTIZ008 2:39:12 PM T0165
‘Submit | | Cancel

0
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Full Access Agent Workflow

A Full Access Agent
selects a transaction that
s/he has created, orto
which s/hehas been
granted Full Access

Are there DocCentral
credentials in the profile of

this agent? can

A DocCentral button will
display on the Transaction
Yesy Documents Box. The Agent

documents in DocCentral

click the button to find

No

DocCentral button
will not display on
the Transaction
Documents Box

A list of folders and available
documents will display. The
agent can select desired

documents to import into <
ctionPoint

Transa

Transaction Coordinator

Are there any folders in
DocCentral that contains
documents that the agent ca
view?

No

v

A message will tell
the agent that there
are no folders that
contain documents s/
he can view

Yes

When a Transaction Coordinator is logged in and the primary agent in the transaction has login
credentials for DocCentral in his/her profile and there is an MLS listing ID entered in TransactionPoint,

the ‘DocCentral’ button will appear.

When the Coordinator clicks the DocCentral button, a list of documents available to the primary agent

for that property in DocCentral will appear.

If there are multiple folders in DocCentral with the same

MLS# that contain documents available to the agent, only the most recently created folder will appear.
(A future enhancement will modify this feature to display all folders with the same MLS number if they

contain documents available for the agent to view.)

IMPORT DOCUMENTS FROM DOCCENTRAL

Transaction # 11785-11244
Property: 123 market place , sunnyvale, CA
MLS #: 2048

DOCUMENTS AVAILAB

LE IN DOCCENTRAL

DocCentral File ID#: 202
DocCentral Property: 122 Markst PI, | Sunnyvale, CA 94088
TITLE

[0 Residential Purchase Agreement

Select

[0 ccars

POSTED

8/16/2008 8:09:55 AM (PDT)

9/16/2008 8:05:30 AM (PDT})

SIZE

93k

| Submit | |

Cancel |

Selecting the desired document(s) and clicking ‘Submit’ will copy the document into the Transaction

Document Box.
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Transaction Coordinator Workflow

A DocCentral button will
display on the Transacticn

A Transaction Are there DocCentral 5 there an MLS # on D nts Box. The
Coordinator selects a credentials in the profile of Yes the Transaction Yas Cu;cdhilrr:;?ur ca::.:lick the
Transaction the primary agent? Summary Page?

Buttan to find documents in
DaocCentral

Mo
¥

DaocCantral button
will not display on |
the Transaction
Documents Biox

Mo

Yas

A message will tell
the Coordinator that
there are no folders (M
with matching MLS
numbers

thers a folder in DocCentra
with & matching MLS # that
cantains documents that the
RiMary agent can view'?

Alist of available documents
will display. The Coordinator

can select desired documents
o import into TransactionPoint

Viewing Privilege of Imported Documents

If the viewing privilege of the document imported from DocCentral is ‘Public’ then the privilege in
TransactionPoint will be ‘Public.” If the viewing privilege of the document imported from DocCentral is
‘Private’, the privilege of the document in TransactionPoint will be ‘Private.” Privileges assigned to
specific contacts in DocCentral will not be carried over to TransactionPoint; the document will simply be
tagged ‘private.’

Messages

If the matching file(s) in DocCentral is one in which the agent is identified as a contact but does not have
permission to see any documents, then no documents will appear on this display. If the agent has not
uploaded any documents to a file s/he has created, no documents will appear on the display.
TransactionPoint will simply note that there are no documents available.

0
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IMPORT DOCUMENTS FROM DOCCENTRAL

Transaction #: 11766-11244
Property: 122 market place | sunnyvale, C4
IMLS #: 2045

DOCUMENTS AVAILABLE IN DOCCENTRAL

=)
=]

If there are no files with matching MLS numbers in DocCentral, the message will read:

IMPORT DOCUMENTS FROM DOCCENTRAL

Transaction #: 11785-11244
Property: 122 market place , sunnyvale, CA
MLS #: 2048x

DOCUMENTS AVAILABLE IN DOCCENTRAL

@
o

£
i

i

3

Communication Log

An entry will be made in the Communication Log in the ‘Documents’
document(s) was imported from DocCentral™. The entry will read:
from DocCentral <DCSiteName>.

0
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DPN Integration

The system will validate fields required by DPN and will not allow a transaction to be sent to DPN unless

all of the required fields are complete.

error message.

Four new features are available for DPN Users:

Missing fields in one or more transactions will generate an

1. The Transaction Details page will clearly note that a file has been sent to DPN

DPN.

transaction is sent to DPN.

DPN Feature Details

An entry will be made in the transaction’s communication log when a file is successfully sent to

When DPN accepts a file, the DPN File ID will be displayed on the Transaction Details page.
E-mail notification will be sent to anyone designated by the Site Administrator when a

1.  When afile is successfully sent to DPN, the ‘Send to DPN’ button will change to a display
reading ‘Sent to DPN’:

Save/Next | ‘

Transaction Details | Send to DPN | Facing Sheet Save
].'
‘Transaction Details | SenttoDPN | Facing Sheet Save Savelext ||

2.

The Communication Log will show that the file was sent to DPN:

Type pateTimell _ lwmo JTo _________Jcommems ______ |

].].,’ /2008 1:31:07 Amelia DPFN

PM (PST)

Trans
Radcliff

available in five minutes, or could take several hours.

‘Transactinn Details

‘ Sentto DFN | Facing Sheet Save Saverllext H

Agent. Cami Hernandez

‘Agent Represents:  Buyer
(mméddiyyyy)
Listing Date: 7

&

&

T VYY)

Contract Acceptance [oonoo |t
Date: =

yyyy)

Estimated Closing &

Date: ©

Listing Price:

Loan Type: Select Loan Type v

a file has been posted to DPN.

Created Date: 11/9/2006

O atow

Status:

Full Access
Pending v
(mméddiyyyy)
Listing Expiration Date: 122412007 | &

Sales Type: | Unspecified v

Days to Estimated
Closing Date: -
(mmiddsyyyy)
Escrow &
Closing Datz hd

DPHN ID:1805507

File Number: (3.1

Sale Price: 470,599.00

Loan Amount;

addresses under ‘External System Integrations.’

REAL ESTATE GROUP

action data sent to DPN

The display of the DPN File ID may take some time to display, since the two systems
communicate with each other on a time schedule that is specific to each site.

It may become

The Site Administrator can designate one or more e-mail addresses to receive notification when
Select ‘Utilities’, then ‘Site Configuration’ and enter the desired
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The following transactions sent to DPN successfully:

& 27301-27106 25 Main 5t |, Santa Ana, CA 92705
& 2T813-27114 245924 67 Avenue , Santa Ana, CA 92705

The following transactions are not sent to DPN since some reqguired data (Sellerf Buyer/CAD/fECD) missing:

& 2795227251 8754 Culver Avenue , Irvine, CA 92613
& 23018-27316 faa going to voa , =anta ana, CA 92705

LPS
\-_--/
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Homeowners Insurance Quote

NOTE: The insurance quote feature can be enabled by the Site Administrator, but the quotes will not
be available within individual transactions immediately.

A new, optional feature that can be enabled by the Site Administrator allows Transaction Coordinators
and Full Access Agents to request a Homeowners Insurance Quote from Fidelity National Insurance

Company for single family residential properties.

To enable this feature, the Site Administrator must enable the option under ‘Site Configuration.’

nsurance Quote

Enable Insurance Quote: {:} Dizable 'E}' Enable

If the feature is enabled, an insurance quote will automatically be generated for a transaction that
meets the follow criteria:

= Status — Pending

= Representation — Buyer, Both, or Dual

= Property Type — Single Family

= Buyer’s name has been entered

= Zip code has been entered

= Area (square footage) has been entered

Since square footage is a required field for the quote, the ‘Area’ field has been moved from the
Additional Property Details section to directly underneath the Zip Code on the Property Details section.

Property Details |

“Type: Multi-unit A ¥'r. Buit: Age:
*Address 1: |119 Prospect Hill MLS Board: | Unknown Board (%
Address 2 MLS #
*City: Hazhvile State: | TN |
Zip: 37205 APN:
Area: 0.00 Sq. ft.

~

(Note: No need to click Save o
Sawe/Next button in order to
Upload/Remove cnly property image)

|Endditinnal Property Details |

M property Details

Nefirest Cross Streets:
Map Book: Map Codes:
Brigf Directions:

(Maximum 200 character)

B property Specifications

Number of Bedrooms Number of Baths
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As long as the above criteria are satisfied, the insurance quote will automatically be generated once the
buyer’s contact information has been saved. If the representation is ‘Seller’ no quote will be
generated, and there will be no reference to a quote on the Transaction Summary page.

If representation is changed from Dual or Both to Seller and a quote has not been generated yet, there
will be no reference to a quote on the Transaction Summary page. However, if a quote had been
previously generated before representation was changed, it will remain in the transaction documents
box and the ‘Insurance Quote’ button will also remain.

The insurance quote will return as a PDF that will be stored in the transaction’s Transaction Document
box. The document name will be determined by the code that is attached to the quote; it will appear
as: ‘Insurance Quote Quote ID.” An example is displayed here:

D Inzurance Quote 20 PFP
Qoo020043 20080527050443

The default document permission will be determined by the Public/Private option selected in the user’s
profile. The document can be managed as any other: printed, emailed, moved to an activity, etc.

An entry will be made in the DOC section of the Communication Log noting the placement of the quote
in the Transaction Documents box.

The Quote number will be displayed on the Transaction Summary page and a button will appear labeled
‘Insurance Quote’ in case additional quotes are required if information changes.

Property Details ‘
“Type: Single Faminy v T, Buit: 1974 Age: |34
*Address 1. |240 Red Hill MLS Board: | Unknown Board b4
Address 2: MLS #:
*City: Santa Ana *State: | CA W
Zip: 92705 APN:
Area: 2250.00 L ft
Insurance Quote ID: 20 PFP 000020645 {Note: No need o click Save or
_ Save/Next button in order to
M Upload/Remove only property image)
f—

If the system cannot generate a quote automatically when the transaction is entered because one or
more of the required elements is missing, the Quote Number will be replaced by the text: ‘Not
Generated Yet. The user can push the ‘Insurance Quote’ button to obtain a quote if the
auto-generation has not been done.
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Property Details

“Type: Single Family ~ veeit [ | age [ |
*Address 1 |BBWest 76th Drive | MLS Bnard:‘ Unknown Board v
Address2: | | wse [
“City: [rvine | state: [ca |
wew 90 ban e
Upload
Insurance Quote ID: Not Generated et (Note: No need to ciick Save or
Sawve/Next button in order to
Upload/Remove only property image)

T Y S

If the quote is not auto-generated, and the user clicks the ‘Insurance Quote’ button and one or more of

the required elements is missing, an error message will display telling the user what data is missing.

For example:

The following error(s) occurred:

#« Buyeris required.
* Year Builtis required.

If the user clicks the ‘Insurance Quote’ button and receives a message reading:

The following error(s) occurred:

There was an error getting Insurance Quote. Please try again later.

this means that the Insurance Site is temporarily unavailable, or the property type is not ‘Single Family.’

Users must remember to save any changes being made on the Transaction Summary page before
clicking the ‘Insurance Quote’ button.

If a Home Warranty order is accepted by a service provider and a contract number is provided, that
number will display on the order acceptance that is e-mailed to the transaction coordinator or full
access agent, and will also display on the order detail when it is viewed by the agent, transaction

coordinator and service provider.

YOUR ORDER IS ACCEPTED

Type - Home warranty

Order# : 70427271

Property Address : 12 Cabrini
Irvine, CA 92614

Service Provider : Phil Homee

- Phone#
Service:

Service Provider: Fack .

Company Name: Email# : dispatchen@smitiwaranty.com

Address: Company : Mew Home Warranty

City: Accepted By : Phil Homee CA Zip: 90745
Phone: Ordered For - Buyer

Cell Phone:

Email: Contract # : F3854906 )

Client: Mark Smith

oOrdered For: Buyer Order Date: 12/1/2008 1:00:44 PM (PST)
Agent: John Smith =

Status: Order Accepted Contract #: F3854906

Price: $425.00

LPS)
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Property Upload

Overview

For those users who have large volumes of properties for which they would like to create transactions, a
Property Upload feature has been added to TransactionPoint®. This will be valuable for new condo
construction, rehabs, or any other volume transactions.

A new center has been added under the ‘Properties’ tab labeled ‘Property Upload.” This feature is
available to Transaction Coordinators and Full Access Agents.

Calendar | FAQ | Help | Logout

The ‘Property Batch Upload’ page has two sections:
1. Upload properties using an Excel .csv file
2. Find uploaded properties and create transactions

Property Batch Upload

Upload Property Batch File Upload Batch

Files

Batch Title: [ | Sample Bateh File Note
Select batch file to upload: | |(Browss_] Upload

View Property Batch Details

View Files, Create
Select a property batch to view: ‘ - Select - v| Transactions

Fleg | Address i |Gty | State | Zip ;gm Area |usting# |APN | TSR | Transg | Delete

[ ] [ L I ] .

No data to display

Page 1 of 0 (Total Properties: 0)

Uploading Property Batch Files
Batch upload files must be in an Excel .csv format. A sample batch file is provided, describing exactly
what the file can contain. Address1, City, and State are required; all other fields are optional.

FILE_NUMBER | ADDRESS1 ADDRESS2 | CMTY STATE |ZIP _ |PROPERTY _TPE |AREA |LISTNG_NUMBER | APN YEAR_BUILT
CB112233 188 PROPERTY AVE 999 SUNNYVALE |CA 94086 | APT 1200|L178289 AJIGED9 1992
CB23789 111 Elcamino Real SUNNTVALE |CA 94086 SFY 3900235678 AZIAEET

CB1123189  |2523 Market St San Jose Ca 94087 |SFA

CB23789 1899 Main 5t 189| Cupertino CA 54085

CBZ3789 988 South St Sunnyvale JCA 34086 2700

Clicking on the red triangle in the Property Type column will display a list of the acceptable Property
Type codes.

LPS)
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AFT - Apartment
[FLE_NUMBER |ADDRESS! ADDRESS2 [CTY STATE [2¢_|PROPERTY_TYPE |A{COP - Co-op [T
CB112233 189 PROPERTY AVE ‘899 | SUNNYWALE |CA 84086 | APT 1 COM - Commercial |52
CB23789  |111 Elcamino Real SUNNYVALE [ca | s4038]sFy 4 CON - Condominium
CB1123189 2523 Markel St Sanlose  |CA | 84087|SFA :‘&‘_:’:’I‘f"

CH23789 1899 Main St 189 | Cuperting CA 94085 ;:Rx _ Fourplex

CB23789 989 South 5t Sunnyvale (Y 94038 AHAX - Halfpl

LAN - Land

LOT - Lot

MOH - Mobile Home

MUL - Multi-unit

OTH - Others

PUD - PUD

RAN - Ranch

SF - Single Family

SFD - Single Family Detached
SFA - Single Family Attached
TOH - Townhouse

TRX - Triplex

To upload a file, enter the descriptive title of the file in the ‘Batch Title’ box, and the location of the file
in the ‘Select batch file to upload’ box and click ‘Upload.’

Property Batch Upload

Upload Property Batch File

Batch Title: |Nr.}vember 5 upload | Sample Batch Fie MNote!
Select batch file to upload: |C:‘uproperty upload.csv |[ Browse |

When the upload is complete, a link will appear to the Upload Log. The log will display results by
spreadsheet rows, and indicate whether any errors occurred.

® ormrprosn o mrassaars we pees s

Upload Property Batch File
Batch Tithe: [November 5 upload Samg
Select batch file to upload: | Browse.. Upload
Cne system uploaded ihe property baich file, Click here 1o view ihe upload In-g)
Row# 1: Property uploaded successfully. Listing# | APH Yed
Row# 2: Froperty uploaded succesasfully. g i Bui
Row# 3: Property uploaded succeaafully.
Rowd# 4: Property not uploaded. Error - ADDRESS51 not entered:; CITY not entered;
Row# 5: Property not uploaded. Error - CITY not entered; STATE not entered:
Rowf 6: Property not uploaded. Error - STATE not entered:
T

: Property uploaded successfully.

Managing Uploaded Files

There are three ways to view uploaded properties:
1. Display by descriptive title
2. Display all batch files
3. Search a file (or all files) by a filter.
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To display by title, select the title of the desired file from the dropdown and all the uploaded properties
will appear.

‘ View Property Batch Details ‘

Select a property batch to view: Test Property Batch1_10/27/2008

CB23783 111 Elcamino Real = SUNNYWALE | CA 34085 3300 | L235578 | AZ234387 | 1992 | Create by

CB112233 i PF:QPER ' SUNNYWALE | CA 84085 Apartment 1200 | L178299 | A336699 | 1992 | Create >

ANE 555 .

CB23788 1859 Main 5t 188 Cuperting CA 54085 | Apartment 3500 1882 | Create }(
- g 752 - Single Famiby - . -

] 573 =t S = = A ¥l ) =ate
CB1123189 Market St San Joze CA 94087 Eearer 3900 1992 | Create w
CB23788 939 South St Sunnyvale CA 94085 | Condominium 2700 1882 | Create by

Page 1 of 1 {Total Properties: 5) [1]

To display all files, choose ‘Show All’ from the dropdown.

To search by a filter, enter the desired information in the filter box and select the desired file in the
dropdown. For example, to select all properties with ‘main’ in the street name, enter ‘main’ in the
address and choose ‘Show All’ in the dropdown.

| View Property Batch Details |
Select a property batch to view: - Show All -
main
TEST 123 Main Strest #£200 Tamo FL AIUETE Single Famiby 250 U255850 Create X
35502 23 Main Street #2 ampa 33626 Single Famity 35 35986 Create .
e 458
‘::DEA 123 Main Street #200 Tampa FL 33626 | Single Family 3500 U359860 | 371- | 1958 x
5 -
52
455
- 56
?EEG': 123 Main Strest #200 Tampa FL 33526 Single Family 3500 U355850 231- 1956 Create
g2
CB23789 | 18%5 Main St 189 Cupertino | CA 54085 Apartment 3500 1992 Create }(
CB2378% | 1899 Main St 129 Cupertine | CA 94085 Apartment 3500 Create )(
Page 1 of 1 (Total Properties: 5) [1]

Creating a Transaction from an Uploaded Property

To create a transaction from an uploaded property, click on the ‘Create’ link under the ‘Trans# column.
The Property Details page will appear with the property information prefilled. Complete the
transaction as usual. On the Property Batch Details page, the transaction number will appear in place
of the ‘Create’ link. Click on the transaction number to go to the transaction.

Deleting a Property

To remove a property, click on the delete icon: #. A deleted property cannot be recovered; if a
transaction has not been created, the property will not be available in the system. If a transaction has
been created from the Property Upload, deleting it will remove it from the Property Upload only. Since
creating the transaction adds the property to the Property Center, it can be found there.
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Notification of Viewed Documents

Agents and transaction coordinators can now opt to receive a daily e-mail displaying, by transaction,
documents that were viewed in the previous 24 hours. A new report is available that agents and
coordinators can run to see who has viewed documents in a transaction.

Document Viewed E-mail

The agent and transaction coordinator profiles have been modified to include an option to receive a
daily ‘document viewed’ e-mail that will list, by transaction, all documents viewed within the previous
24 hours. These e-mails will be sent during the overnight hours.

Transaction Coordinator Profile

Transaction coordinator profiles have been modified to request that Document Viewed E-Mails be sent.
The box will be unchecked by default when a new coordinator is added.

Email 5 :
Set new document privilege to: {:} Public G} Private
Enable Calendar:

Set default transaction tab to: {:}Summarﬁf ) Contact @_-"-‘-.I:’ti'u'itf OLUQ
(Enableﬂucumentviewed E-Mail: )

Agent Profile
Agent profiles have also been modified to request ‘Document Viewed’ E-Mails. The box will be
unchecked by default when a new agent is added.

Reports Notifications

ransaction Status Report Notificationon: [ ]Sclect All [ Monday [ Tuesday [ Wednesday [ Thursday []Friday
([Enable Document Viewed E-Mail: D

The Document Viewed E-Mail
Each transaction is listed separately, and displays viewing information only for documents that have
been viewed within the 24-hour period shown on the e-mail.

From: service@stage.trpoint.com

to: docviewreport@stage.trpoint.com

date: 16 Dec 2008 02:00:28 -0800

subject: stage Environment - TransactionPoint documents viewed report within the 24 hour period of 12/15/2008

Dear John Doug,

The documents listed below were viewed in TransactionPoint within the 24 hour period of 12/15/2008.

Transaction# 11776-11254, Property Address:17 West End Road,Irvine, CA-92612

Document Name |Upload Date Viewed By |Date Time Email Phone

Listing 12/12/2008 11:04:57 AM | Darlene 12/15/2008 8:21:12 AM demotc@stage trpoint.com 408-592-
(PST) Potter (PST) ge-point.-com| egzn

Click here to log into your site.
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Document Viewed Report

A report has been added titled ‘Document Viewed Report.” Agents and transaction coordinators can
search for files by multiple criteria.

A ‘Document Reports’ section has been added to the agent’s view on the Reports tab. (It is already
available for the transaction coordinator and also displays the Documents Received Report.)

The ‘Documents Viewed Report’ is available to Agents and Transaction Coordinators. The example
below is the agent’s view.

REPORTS

Transaction Reports

Branch Results

Agent Results
Activity Reports

Documents Viewed Report

When the user clicks on ‘Document Viewed Report’, a search screen opens. If the user is an agent,
‘Branch,” ‘Agent Status’ and ‘Agent’ will not appear. Technical considerations at this time preclude the
option to search for viewed documents for all branches or all agents within a branch.

Reports - Document Viewed

* Branch: | - select- |
* Agent Status: | Al v |
* Agents: | - select - v
* Agent Represents: | Al v|
* Transaction Status: | Al v
et B S—

Contract Acceptance Date
Document Viewed Date

User: Darlene Potter Estimated Closing Date ayright @ 2002 Site Name: tppro
. .| Property Address .
TransactionPoin transacton number Privacy Policy Powerad by Fidelity National Real Estata Solutions

The resulting report displays the results by transaction and contains the transaction number and
property information. The report details can be exported to a PDF or Excel file by first expanding the
desired transaction(s) and clicking the appropriate ‘Export’ button.

D Expand All Transactions | Export to PDF | | Export to XLS

Note: Expand the transactions that you want to export to PDF or XLS.

Reports - Document Viewed
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Clicking on the plus sign displays all documents in that transaction that meet the search criteria.
transactions can be expanded at the same time by selecting ‘Expand All Transactions.’

Reports - Document Viewed

Document Name Upload Date | Viewed By Viewed Date | Email Phone

4 pgs Dec 11 2008  Darlene Potter Dec 112008 | demotc@stage.trpoint.com 408-592-8952
2:08PM 2:08PM

5 pgs Dec 11 2008  Darlene Potter Dec 112008 | demotc@stage.trpoint.com 408-592-8952
2:08PM 2:09PM

& pgs Dec 11 2008  Darlene Potter Dec 11 2008  demotc@stage trpoint.com 408-592-8552
2:08PM Z:08PM

contract 73 kb Dec 11 2008  Darlene Potter Dec 112008 | demotc@stage.trpoint.com 408-592-8952
2:07PM 2:08PM

Residential Purchase Agreement Dec 112008  10.195.69.20 Dec 11 2008 QZHVYFDA
B2TAM 11:294M

Special subdivision disclosure Dec 112008  10.195.69.20 Dec 112008  QZHVYFDA

required by the CDD T:58AM 11:284M

Special subdivizion disclosure Dec 11 2008  Darlene Potter Dec 112008 | demotc@stage.trpoint.com 408-592-8952

required by the CDD T:58AM T:57TANM

LPS
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