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To access the KWPP Paperless System go to

www.repaperless.com/login/kwpp

Simplifying. % REMIcrotools

Streamlining. A The definitive compliance solution for Keller Williams offices. designed specifically for you

Saving.

THIS PAGE IS FOR AGENT LOGIN ONLY

KW.COM Usernamms MOTE
If you are having trouble logging in - CONFIRM that you can successfully log into
KW.COM Password: kw.com and that the page that comes up is your standard intranet landing

page. KW does put up pages for contact information, 1099 delivery options, stc, that
Forgot your EW.com username or password? Click  stand in front of your standard landing page. Simply respond to that message and then
Here vou will be abie to log in.

[Lispm ]

NOTE If having trouble lagging int

1. Maka sura the URL of this page Is correct: hittp:/ fwww.repaperdess.com login/pourifficename

2, If you cannot succasshully legin and you have confirrmed the comact URL (sae #1 aboval, than go to EW.com and try logaing in, If you cannot
lng inte K. com then that is the problern - if you cannct log inte KW, com you cannaot log into the system. If yo ucan log in te KW, com you will

notice the standard landing page iz not coming up, there is some other iterm KW needs you to accept or confirm etc Onece you have supplied
what it wants you will then be able to log into the sysbam.

Are you not receiving paperless email notifications?

L. Make sure you have spelled your amall address correctly under "edit my details®

2. Add & secondary CC amail to your profile that is not a k. com amail addrass - this should be done regardlass.
F. vou can alio specfically whitelist noreply@rapaperess. com (n your ke.com wabmall

There seam to ba times when the ke mail servars will not deliver amail sent to them.

Simplifying.
Copyright REMicrotools 2006-2009 Streamlining.

Saving.

Computer Requirements:

« The system is web based and can be accessed anywhere, anytime
« You must use Internet Explorer 7 or 8, or Mozilla Firefox

« The system only accepts pdf documents

Your login and password for the Paperless System is the
same as your login and password for www.kw.com

If you are having difficulty logging into the system, go to www.kw.com to verify you are
using the correct login and password. Contact the DFI if you are still unable to log in.
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Your Dashboard

Edit My Details | Logout

REMDIS The first time you log in, you must
REMgREN specienlly-feryou access “Edit My Details” and complete

Dashboard How-To Videos Most Common Problems requeSted information.

Meed free FD inter software?

tract to the system. S~

After clicking “Submit”
return to the dashboard to begin using the

ease Listing system.

Lu:mmerc_ial Leasing_,. NOT my listing

Edit by Delsils | Logou

Simplifying. REMicrotools
Streamlining. : The definitive compliance solution for Keller williams offices. designed specifically for you
Saving.

9 Dashboard  Mosl Common Prob b s
Dashboard for Barb Ralston {agant}) reed free POF printer software?
Dashboard Help Vids: Choosa Correct Transaction Type | Traens scton Stalus Secton | Spedciel Comditions Saction Meed IE 7, IE & or FireFox?

HOW OFTEN WILL 1 RECEIVE EMAILS FROM THE SYSTEM
Agent Featurs Add E
Docs to Dashboard  ©

Plaase click here to complete KEWLS Greensheet and save a5 a POF hle pror to adding your contract to the system

[ Add Have L | Chossa Trpe =

by (Gomeine .
Contract on My Lising | | Choose Type »

| Genral Teansacson | | Choots Trpe 2

fed = Listings, Blue = Contracts, Green = Dual Agency

Listing Meeds Your Attn Contract Meeds Your Attn Pending Oce Atbention - Approved Listings
1234 Teaky (Do 35, 2000, 12:44 PM)
* = pdded to, but not sent to office * = Added to, bt not sent to office
J'l.-:l[ll'l'llh'li Lontracts
B Rl ifflice aAssigned Do [l & pt & <
NEvEr cenl to offic: LUnassigned Documents Pending Listing Verilication
Detimaantdpdt (O 15, 2010, 01:28

BN * m gddad te, but net sant e office

If you can no longer find a transaction in your active transactions section - it's status has either expired, terminated or been closed.
You can find those transactions in the Special Conditions lists below.
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Creating a File

Choose the correct transaction type from the list on your dashboard. Each
transaction type has a specific checklist of documents.

« My New Listing — use to create a new listing file

« My Buyer Side Sale, NOT My Listing — use to create a sale in which you represent only
the Buyer

« My Buyer Purchasing a Home, Both Agents/Same Office NOT My Listing —use to create
a sale in which you represent a buyer on a KWPP listing

« Contract on My Residential Listing, NOT My Buyer — use to create a sale in which you
represent only the Seller

« Contract on My Residential Listing (Dual Agency) IS My Buyer — use to create a sale in
which you represent BOTH the Buyer and Seller (Disclosed Limited Agency)

« Contract on My Residential Listing (Dual Agency), Both Agents/Same Office — use to
create a sale in which another KWPP agent represents the buyer.

« General Transaction — use to create a file for Short Sales waiting for bank approval, Back
-up offers, referral forms, BPO’s, etc.

** REMEMBER™**
Listing agents always start DUAL AGENCY transactions for themselves
and their buyers agent.

Lease Paperwork options to be used by KW Commercial Agents only.

If you can no longer find a transaction in your active transachons sechion - it's status has either expered, terminated or been dosed
You can find those transactions in the Spadal Conditions lists balaw

Special Condition Transactions - 30 Day Drop Staging Area

Expired Listings - 30 Day Drop: O
o van Rave @xfernsion Danerws ark LnioRd oW

Terminated Transactions - 30 Day Drap: O

Closed Transactions - 30 Day Drop; 0

The system will not extend a
listing without extension

e Art h

2 = to - paperwork.
DA Numbefs
MLS Murmbar Transachaon [D
Buyer Last Name Seller Last Name
Street Number Straal Name
Saurch
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Creating a File
Step 1

Add transaction data. Most fields are required. The system will not allow you to
submit until required fields are complete.

A el W A 5
Acdad My Listing
Heag Wodeo|

*Street Murmbaer
Apt. Humibar Subdivigion
= Statw T

"MLS Murmber MLS Aras

=Ligting Price Ligting Parcant

*Sallar First Hams *Sallar Last Harmes

Saliar 2 First Harve Ealler 2 Last Harmws

Add Ganeral mote

lransaction Status:
About General Motes

ffice MNotes

Adpent MNotes

Step 2

Complete checklist. All
documents in red are initially
required to open your file.
Mark the box “Check” for each
item you are uploading. If a re-
quired document does not apply
to your transaction, mark
“N/A”, which will open the
“Add Notes” box. The system
requires an explanation for all
“N/A” entries on red (required)
documents.

Notes can be added to any doc-
ument by clicking “Add Note”.

Co W
MaP Coord
L [T

Document Checklist
Vi
Document MR Check Status RLI:]!EIiiiE:? Dacument Specific Notes
Disclosad Limitad Agancy For Sallar O 0 ¥ i ten |
Fasidentisl Dsta Input Farm _| —l 1
] O
Addunda to Listing Agreament 0 1 |m
Authatizatisn to Extlude | N A ot |
Autharization for Phategraphs andfor Virual Tour 0O W
wall Lag O |W

Clignt Engagernant Lattar - Sallar

=]
q
£

OREA Dirclosure Pamphlet signed by Seller

]

Markating Flyer/Material

&
i

CHA r add Hows |
Eallers Estimated Net 1 | Add ot
Conversation Netes _! Add Hota

Disclosures

Sallarr Proparty Disclosure Statement

3

Laad Batad Paint Disclosurs (Pre 1578) M N r okl et

A Complete copy of the checklist is at the end of
this guide.
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Creating a File
Step 3

Upload Documents. Use the “Browse” button to identify the file you
want to upload from your computer and select the Document Title(s)

for that upload. To select multiple titles, hold the Ctrl key on your
keyboard while selecting.

Upload Documents

& To Select mulbple titles chick on the aporopnate ttes while haldeng down the Ctr key on your keyboard
& [f the bte of 3 document you are uploading is not in the sk, choose miscellangous and use the Titde box that appears.

Saleast Documart Talals)

Digviosad Limied Agancy Fer Salars |

RMLS o WVMILE Acera Full Prntoes |

Ll e

Pasiitrionl Dics Inces Form [ Eecwvsm oo Unasngnad Document
Froparty Too o Gauantus

Agddereds (o Lizting Sgeesment

Aeshorizaton o Enchide bl |

ETrre—— R Ye————m |

If you have more than one item to upload from your computer, select
“Upload Another” and follow the same process. Once you have selected
and named all of your documents, click Submit at the bottom. The
system will cue you if you are missing any required information.
Upload Documents

= To Sedect multiple titbes click on the appropriate btles while holding down the Cerl key on your keyvboand

= If the title of a document you are uploadsng is not in the kst, choose miscellanaous and use the Title box that appears.

Salact Dasumant Titlel1)

Disclosed Limiced Agerncy For Salles |

RIILS G WVMLS Agars ol P A rem—
Listing Coretadt 1 '
Rapigrand Dty bgna Foemn I' Promra ford by -|
Fiopadty Tno of hasrgum sigred Docurment
Addardy to Listing Agreemarnt |

Austhorzation io Enchede |

Salect Documant Title(s)
SR LR

Smodor Mam Depclosre L |

Wares fevanion s Mold Dischoow e Ercvvsa

Maniura 49 Wdomaton St

Waodatawe Indnmaticn Leta | Baowrre o Unassgrad Dooumsnt
HQA Dosnamants | Title

Theort Sale Tummarny lor Sallerr s

[T TS PR =

| ot drcthat | | Remove Uptosd. |

Bring to attention of the office o Yes o No

Remember: Allow at lnast 2 business days for affics compliance,

DO NOT CLOSE OR DIRECT AWAT FROM THIS PAGE PRIOR THE SYSTEM COMPLETING ITS SUBMISSION
YU WILL KNOW IT [ COMPLETE WHEN [T TAKES Y0U BACK TO YOUR DASHBOAAD
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Finding Your Files

Once your file has been uploaded to the system, it is sent to the Reviewing Broker for
Compliance Review. On your dashboard, you can see the status of your file at any time while
the transaction is in progress.

Your Listing
file is missing
documentation and is
waiting for you to

complete.

Your Listing
file is complete and has
been approved by the
Reviewing Broker.

Your Transaction
file has been submitted for
review and is waiting for
Reviewing
Broker Action.

Your Transaction
file is missing
documentation and is

waiting for you to
complete.

Red = Listings, Blue = Contracts, Green = Dl Agancy

Listing Neads Your Attn Contract Momds Your Attn Pending Office Attention Approved Listings

1234 Tewk, (O 23, 2040, 124448 PM)
* = Added to, baut not sent b offece * = Added 1o, bt not sent to affice
Approved Contracts
Never seant (o office Unassigned Documeant s I'--rnII|II|li'-1-|||_| varilication

Documentapdf (O 18, 2010, 01128
i ® = Added o, bt nok senk ko office

Your
Sale file is complete
and has been approved
by the Reviewing
Broker.

Your
Listing has been submitted
for review and is waiting
for Reviewing Broker
Action.

Documents sent
directly to the system by
you, your client or a 3rd par-
waiting to be assigned to g
file.

An option for
Holding paperwork when
you have part of the initially
required paperwork, but
not all of it.

If you can no longer find a transaction in any of your transaction type columns - it's status has either expired, terminated or been closed.
You can find those transactions in the Special Conditions lists below.

Special Condition Transactions

Expired I_istirngs - 30 Day DI'II)D: o i'_ SEIEG—_‘;‘;
if you have extension paperwork upload now. —
Terminated Transactions - 30 Day Drop: i_—_§5|f_c_x__—_\_r"_i
Closed Transactions - 30 Day Drop: i-—_E‘r_E.I-;c:— :r:

Search

Date [ | to | B
MLS Number [ Transaction ID
Buyer Last Name [ Seller Last Name |

Street Number ! Street Name ! . .

You can also search for a file using the search tool displayed above.
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What You Need to Know

All transaction paperwork must be Always choose the correct
uploaded for Reviewing Broker transaction type. Document
review within 7-business days of checklists are specific to each type

client signatures. of transaction.
Documents can be uploaded A sale on any KWPP listing cannot
individually, or as one large  doc- be uploaded unless the listing file
ument. has been uploaded.

The system will email You can download the All elements of a
you when your file your transaction files transaction are
needs action or is by selecting permanent and cannot

about to expire. “Download This be deleted from the
Transaction” in the system.
History box.

Only one open listing or sale file can Expiration dates on listings can only

exist per property. If a transaction be changed by the Reviewing

sale fails, it must be terminated in Broker. Make sure you upload
the system before you can upload listing extensions into the system
a new sale. before the listing expires.

Rejected, Withdrawn or Expired Offers should NOT be
uploaded into the paperless system.
They should be scanned and emailed to

KWPPpaperless @ gmail.com

Page 8
Revised 3/9/2012



