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Drag and Drop is here!

Drag documents from your desktop or hard drive to General Documents and Orders!
Drag documents within a transaction to an activity!
View documents, rename and remove documents!

It’s the next step in fast and easy document management and available for Transaction Coordinators
and Full Access Agents.

The Transaction Documents Tab

The Transaction Documents Tab provides access to the Upload and Drag and Drop functionality.

[~ Recently Modified - v

FProperty Address: & May St Unit 2 Transaction |0: 12537-12011 Escrom/Closing No.
Irvine, CA 52612 Represents/Status: SelierPending Escrow/Closing: Dan Bury
LListing Price: ‘Contract Acceptance Date: 08-25-2013 Estimated Closing Date: 03-30-2013
Sale Price: Seller(s): Baryer(s):
Year Built/Approctimate Age: Seller's Agent: Athena Grobolo Buyers Agent:
MLS No. APN Mo. File Mo. WSS9

Transaction Summary Transaction Contacts Activities/Orders/Diocs Communication Log

Manage Documents

To upload documents to this transaction, click here

Documents in the left window display your inbox and documents for this transaction.

TIFS: To view a document, click on . Te rename a document, click on e and type or select an activity name or your site’s "Document Name List”. To delete 3 document, click on ﬂ . Tomove 3
document to 3 specific activity, select the document on the left side by highlighting it with your mouss, and then drag it to the name of the desired activity on the right side.

FROM TO
-~ ~My Inbox Documents . =~ General Documents and Orders e
— Contract for Paach St 2032011 10:31 AM B sl — 11344_Tr8a043537d542855F 0558024155205 paf
— EXCLUSIVE RIGHT OF SALE CONTRACT 232011 10031 AM D wu — ESCROW STATEMENT docx
Seller Disclosures Feach 5t 232011 1:05 FM B wi — EXCLUSIVE RIGHT OF SALE CONTRAGT - Copy.docx
-+ General Documents and Orders — EXCLUSIVE RIGHT OF SALE CONTRACT.docx
— 11544 _TcBad43557d942b8a5fd858 04 FREZ05 pdf 8282013 1:39 PM I:| 'ﬁ(ﬂ — prelim
— ESCROW STATEMENT. docx 8282013 10:52 AM B o8 | purchase agresment.pdf
— EXCLUSIVE RIGHT OF SALE CONTRACT - Copy.docx  B/28/2012 1:45 PM E] wu — Remax Pskos Verdes-Open Tickets xls
— EXCLUSIVE RIGHT OF SALE CONTRACT.docx Bi28/2013 10:52 AM I:| 'ﬁ,—ﬂ — Remax Palos Verdes-Open Tickets xis
— prefim S/ZR2013 10:52 AM B wi L cample purchase sgresment pdf
— purchase agreement. pdf Bi28/2013 10:52 AM D wﬂ ' Seller-Disclosure example.pdf
— Remax Pakes Verdes-Open Ticksts.xls 8282013 1:52 PM |:| wﬂ — Smoke Detector and Water Heater pdf
— Remax Palos Verdes-Open Ticksts xls Bi28/2013 1:54 PM I:| 'ﬁ,—ﬂ 9 = Commission Agreement
— sample purchase agreement. pdf 8282013 1:37 PM D h{,{ﬂ L Deed of Trust
— Seller-Disclosure sxample. pdf £i28/2013 10:52 AM B ol - General Disclosure Advisory
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Adding Documents to a Transaction

To add documents from your hard drive or desktop to the transaction’s ‘General Documents and
Order’s activity, click on the ‘Upload Documents’ button.

Manage Documents

To upload documents to this transaction, click here | Upload Documents |

The window that opens will vary slightly depending on your browser. If you are using Chrome, Firefox
or Internet Explorer 10 with the compatibility feature turned off, the next screen will appear as shown
below and you can drag documents into the window. Documents cannot exceed 10MB in size.

Upload Documents to Transaction

Transaction # 12537-12011 Property: 2 May 5t Unit 2, Inane, 24 82512

Move files from your deskiop or online folder to this windew. Mote: Individual documenis should not exceed 10 MB. When all of the documenis are
uploaded, each will display a green checkmark on the top of the document and you can close this window to proceed.

» Drop files here to upload

(or click here)

| Done with Upload |

When the documents you’ve dragged to the window are done, a green check will appear on the top of
each document to indicate that the upload is complete.
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Upload Documents to Transaction

Transaction # 12385-12038 Property: 183 Stage Street | Irvine, CA

Iove files fram your deskiop or online folder to this window. Nete: Individual documents should not exceed 10 MB. When all of the documenis are
uploaded, each will display a green checkmark on the top of the document and you can close this window to proceed

lead based pa_/ mspection /

disclosure.pdf report.pdf

0.2 MB 1.2 MB

Done with Upload

When all the documents display checkmarks, click ‘Done with Upload.’

If you are using Internet Explorer 8 or 9, or 10 with compatibility turned on, or Safari, you will see the
following and can upload documents individually. When you’ve uploaded the desired documents, click
the ‘Done with Upload’ button.

Upload Documents to Transaction

Transaction # 12537-12011 Property: & May S5t Unit Z, Irvine, CA 52812 ~

Mowve files from your desktop or online folder to this window. Mote: Individual documents should not exceed 10 MB. When all of the documents are
uploaded, each will display a green chedimark on the top of the document and you can close this window to proceed.

“our browser does not support drag'n’drop file uploads. Please use Browse & Upload' button below to uplead files.

Browse... Upload!
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NOTE: Documents that are emailed to the transaction’s ID number will retain their link
to the email thread. Documents that are dragged from an email to your computer and
then uploaded as shown above will not retain their reference to the email thread. If you
want the email to be tied to the document(s), email the document(s) to the transaction.
The document(s) will land in General Documents and Orders and the email will land in the
Communication Log.

Moving Documents

To move a document to an activity, select the document on the left side of the screen and drag it to
the desired activity on the right side of the screen. It’s that simple!

|- Recently Modified - v|

Property Address: 8 May 5t Unit 2 Transaction |D: 12537-12011 Escrow/Closing MNo.
Irwine, CA 52612 Represents/Status: Seller’Pending Escrow/Clesing: Dan Bury
Listing Price: Contract Acceptance Date: 08-28-2012 Estimated Closing Date: 08-20-2013
‘Sale Price: Seller(s): Buyer(s):
Year Built/Approctimates Age: Seller's Agent: Athena Grobaolo Buyers Agent:

MLS No. APN Mo, File No. W5555

Transaction Summary Transaction Contacts Activities/Orders/Diocs Communication Log
Manage Documents = =
To upload decuments to this transaction, click here
Documents in the left window display your inbox and decuments for this transaction.
TIPS: To view a document, click on = . To rename a document, click on 0 and type or select an activity name or your site’s "Document Name List”. To delete 3 document, click on ﬂ . To move 3
document to 3 specific activity, select the document on the left side by highlighting it with your mouss, and then drag it to the name of the desired activity on the right side.
FROM TO
ﬁdiviﬁ-‘&)n.l‘rm‘lm ﬁLoBdDa‘he Adiviga‘&)umm‘lﬂame
I My Inbox Documents =~ General Documents and Orders
— Contract for Peach St 232011 10:31 AM ER™] | ~ — 11844_7TcBad4355Td542b851d55B0247 35205, pdf ~
— EXCLUSIVE RIGHT OF SALE CONTRACT %2011 10:31 AM 1 _.'_(j — ESCROW STATEMENT.docx
Seller Disclosures Peach St 2/3/2011 1:05 PM B 1;;3 ~— EXCLUSIVE RIGHT OF SALE CONTRAGT - Copy . docx
- General Documents and Orders — EXCLUSIVE RIGHT OF SALE CONTRACT .docx
— 11344_ToEad43557094208257 089004755205, pof BI2B2013 1:39 PM B wi L pretim
— ESCROW STATEMENT docx 8/28/2013 10:52 AM ERS] | | purchase agresment pdf
— EXCLUSIVE RIGHT OF SALE CONTRACT - Copy.docx  8/28/2013 1:45 FM 1 ¥j " Remax Palos Vierdes-Open Tickets.xis
— EXCLUSIVE RIGHT OF SALE CONTRACT.docx 8282013 10:52 AM 1 ¥3 — Remax Palos Verdes-Open Tickets.xds
— prefim £i28/2013 10:52 AM B ol " cample purchase sgreement pdf
— purchase sgresment paf 8282013 10:52 AM ERS] | | SellerDisciosure example.pdf
— Remax Palos Verdes-Open Tickets.xls 2282012 1:52 FM B wN ' Srmoke Detector 2nd Water Hester pf
— Remax Palos Vierdes-Open Tickets.xls 82802013 1:54 PM B wil :’;, & Commission Agreement
— sample purchase agresment pdf £i28/2012 1:37 PM B sl L Deed of Trst
N B
— Seller-Disclosure example. pdf BI2B2012 10:52 AM = .T(E & General Disclosure Advisory

Note that your Inbox and the transaction’s General Documents and Orders activity always appear on
the top of the ‘FROM’ box. If your Inbox is empty, it will not display on the screen. (Remember:
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documents can be dragged to General Documents and Orders from your hard drive or by emailing
them to the transaction’s email address, and can be emailed to your Inbox by using your
TransactionPoint User Name email address.)

Opening Documents

=

To open a document, click on the View Document icon.

Renaming Documents

To rename a document, click on the Edit icon. “* You will be able to rename the document by
typing in a name, selecting the Activity name or choosing one of the names from your sites Document
Name List. (That’s the list of document names that is available to you when you use the document
splitter. If your site has not set up this list, only the activity name will show. To set up the list, see
‘Setting Up the Document Name List’ on the next page. The Document Name list is not available
forTransactionPoint Standard users.)

~—~ FIRPTA |
[firpta.pdf [-] v ||
Ear| FIRFTA -

call Additional Ermest Money Received

m

Clos Agency Disclosure

Sup Broker Demand

Fou Buyers Agreement

Roo Buyers Inspection Waiver
Chil CC&R's

Ter| Closing Instructions
Sep Counter Offer 1

Rad _Nead of Trust

To save the new document name, click on the ‘f. To cancel renaming, click on the Q .

Removing Documents

To remove a document, click on the Delete Document icon: ﬁ If you don’t see that icon, you don’t
have permission to remove documents.

Drag ‘n Drop on a Tablet

Drag ‘n Drop is easy to use on your tablet! If you want to scroll within the activities/documents list,
you need to use two fingers instead of one and if you need to scroll the whole page, do it in the gray
area outside of the activity/document list boxes.
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Setting Up the Document Name List

When a document is being split into component documents that need to be re-named, or documents
are being renamed on the Documents tab, there is an option to choose a name from a pre-defined list.
The list is set up by the site administrator, by selecting ‘Document Name List’ under the ‘Site Settings’
tab.

" Organization :* Site Settings = Template Settings =

Edit Web Site
MLS Board
ORGANIZATI i T
Document Name List 9—

Document Name List

Mote: To add a new document name, click on the "Add New" button. Enter the document name in the description box and click 'Submit’ to save.
To change a document name, click on Edit’ next to the document name, make the degired changes, and click "Submit.
To inactivate a document, click on "Edit’ next to the document name, uncheck the checkbox and click "Submit.” Inactive names display in red.

Document Name e

ADD M
Additional Ernest Money Received Active
Agency Disclosure Active
Broker Demand Active
Buyers Agreement Active
Buyer's Ingpection Waiver Active
CC&R's nactive
Cloging Instructions Active

To add a document name, click on the ‘Add New’ button. Fill in the document name, be sure the
‘active’ status is as you want it (checked is active, blank is inactive,) and click ‘Submit.’

Good Faith Estimate

NOTE: The Document Name list is not available forTransactionPoint Standard users.

New Sales Type
A new type, Auction, is now available in the Sales Type dropdown.
Transaction Details Facing Sheet Save Sawve/Mext ”
Agent: Athena Grobole V| Allow Full Access Created Date: @3/2013
‘Agent Represents: Buyer Sales Type: Auction Iz‘
Status: Pending El =
Lommercial
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New Communication Log Filter

When searching the Communication Log for the search type of “Transaction”, you will see a new icon
that has a check mark overlaid over TXN as shown below. That will allow you to search for the
Transaction Review Status history.

Tar |-Sa|a-c1- v]

Saarch Criteria:
Type: | Transaction |
Created By [-ALL w|
[ Sewan || ove Sottiogs |
| Drmescage [t | [ e |
Tme  DuleTime ¢ he Io
ﬂ Q4013 75714 PM (PDT) TestingDeme Supat Usar Transactions 3640-3575

Transaction review status has been changed from Ready for Review to Review Completed
o $i472013 7.56.47 PM (POT) Demonsirations TC1 Transaclions: 3540-3875
Transaction has been submitied for "Ready for Review™ Sent fo. |
XN 3202013 11;27:36 AM (FDT) Demonsirations TC1 Transaclions: 3540-3575

This wansaction ks created by Demonsirations TG1




