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Your Office in the Cloud

Adding a Desktop Shortcut

1. Inyour Welcome to appFiles email, you will find
a link to login to your appFiles account.

Welcome to appFiles!

You have been added as a user to the account fizfolmar.appfiles.com by appFiles Support

You may login to your account at the following address:

https://izfolmar.appfiles.com/login/e=steph3kern@gmai.com - @——

Password: bobcat

If you have any questions about getting started with appFiles please do not hesitate to call us at 1-800-276-9235.
We are very excited to have you as part of appFiles, We look forward to helping you have a great experience.

Sincerely,
The appFiles Team.

2. Select the entire link with your mouse, right
click, and select "copy".

You may login to your account at the following address:
https: /flizfolmar.appfies.com/login/e=steph3kern@gmail.com

3. Return to the desktop on your Computer and
right click anywhere.

4, Select "New" then select "Shortcut"

View »
Sort by »
Refresh

Paste

Paste shortcut
Undo Delete Ctrl+Z

NVIDIA Control Papiel

New V I»

Eolder

; h v
Screen resolution I Shortcut

Gadgets

Microsoft Office Access 2007 Database

BE @

Personalize Bitmap image

Contact

Microsoft Office Word Document
Journal Document

Microsoft Office PowerPoint Presentation
Microsoft Office Publisher Document
Text Document

Microsoft Office Excel Worksheet
Compressed (zipped) Folder

Briefcase

5. The "Create Shortcut" window will open. Right
click in the space provided and select "Paste"

and then select

What item would you like to create a shortcut for?

This wizard helps you to create shortcuts to local or network pregrams, files, folders, computers, or
Internet addresses.

Type the location of the item:

Ihttps:f,f\\zfolmar.appfiles.comflog\nfe:;tephikem@gmail.com| I[ Browse...

Click Next to continue.

o

6. Name your shortcut "Appfiles Login" and select

What would you like to name the shortcut?

Type a name for this shortcut:

IAppFME; Login| I

Click Finish to create the shortcut.

7. You should now be able to see a newly created
shortcut on your desktop similar to the one
below. This will open appFiles
using your default browser.

AppFiles

L'ogin

If you need additional support, feel free to call our support team at:
1-800-276-9235 for assistance.
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Adjusting your Personal Settings

The settings options within your appFiles account is where you are
able to customize your account.

e Uploading your Picture

Settings

Form Values

<«——— 1. To begin, left click on the

"Upload a Photo" link next to
the silhouette image.

Browse.. Removeitem

Upload Your Photo

2. A new window willopen

Left Click on Browse ===

Eleabeth Folmar Display Picturejpg (GBS KD)

Remore |

and select the picture you

Total files size 385 Kb

would like to use. Then left
click on Begin Upload

| Begn upload

e  Adjusting your Display Name

My Photo

Form Values

Your Actions...

1. Click on the Settings link next

<4——— toyour picture

Display Name

2. A new window will open and
you are able to select the display

name you would like other users

to see. When finished, left click

on the Update Name Cuaiaige)

e Changing your Password

My Photo
Settings

Form Values

Your Actions...

Current Password

Security Settings
Change Password

Logout All Other Devices

1. To begin, start by selecting
your settings option, then

New Password

select "Change Password"

Re-type New Password

2. A new window will open

’\Q Update Password |

with three blanks. Enter your

current password (located in

the training email)in the space
provided and then enter your
new password twice. After
choosing a new password,

select the @ Ussaeresiod | hyton

e Changing your Email Address/ Settings

Your Actions...

My Photo

Settings

User Details

Form Value

Display Name

My Photo /
Email Address [ Settings

Email Footer

Email Settings

Primary Encil Address
Ie@apofiesnc.con

% Update Primary Emed Address

When editing your email settings you also

1. Select Settings, then Select
"Email Address/ Settings"

2. Enter the email address you
would prefer to use for all
communication within appFiles.
All alerts and emails will be sent
to and from this email. Finally,
hit the \ledteirey Sl Adtes)
button.

have other options to

choose from. The first option is to receive a copy of every message
sent from witin appfiles to your primary email address.

As aépuon, users can have appFiles send them a copy of every email message that they

om within the appFiles program. (To their primary email address.)

Copy my Primary Email Address on all emails sent through appfFiles.

Email Sending Options

Email Sending Options

@ Look like it comes from your email address. (selected)

By default, all emails sent
out of appFiles will come

‘Wheo Should Consider:

® Users who use their ovn domains for sending emails.
(Example: "bill@yourcompany.com")

Pros:

® Your dlients will se= = familiar email address in the "From:" line of you
emails.

Cons:

® Lover deliverability. (Higher chance of landing in spam/junk boxes)

® significant deliverability problems if you have 2 yahoo.com email
address.

@ Use an "appfiles.net” email address.

<«—— through your personal

email address you gave to
r your trainer.

For AOL & Yahoo email
users, you must choose to

Who Should Consider:

® Users who use a free web email provider.
(Especially "yahoo.com” and "aol.com”)

Pros:

® Higher deliverability. (Lower chance of landing in spam/junk boxes)

Cons:

® Emails from appFiles vill come from = different email address.
(However ALL replies will still go back to your main email address)

“—

use your appfiles.net
email address.

e Logout All Other Devices

This feature will disable any active session.. It is useful in the event
you forgot to log out of a public computer or you misplace your

phone/tablet/computer.

User Settings »

User Details
Display Name This action will make
My Photo

Email Address / Settings

Email Footer

Security Settings

Logout All Other Devices

sure that everywhere else you

have been using appFiles is logged out...

(This will include all mobile devices, tablets and computers.)

'\0, Make & sol |

Change Password

Logout All Other Devices

If you need additional support, feel free to
1-800-276-9235 for assistance.

call our support team at:
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Inserting your Personalized Email Footer

Within appFiles you have the ability to send email
messages. These messages will always come from your
personal email address. This email address is also your
login for appFiles.

et 2 oo 1. To begin, start by selecting
; ; sewnss €——————  the "Settings" option
Farm Values
located on your home
Your Actions...
screen.
New appFile
Print Blank Forms 2. A new window will open
load Files .
e with a menu on the left
Fel = @D hand side. Select the
New Task
e "Email Footer Option"

User Settings » Change Email Footer

User Details To create your emai footer, send an email containing ONLY your footer to:
Display Name liz_7hm57@appfilesinc.appfiles.com | Copy
My Phote This link will rerrain adfée for 24 hours (24:00 remaining)

Upon expiriflg, 2 nevr link vl be issued
Email Address / Settings

Email Footer
Security Settings
Change Password

Logout All Other Devices

3. Next, you will need to send an email from your
personal email address to the email address above in

blue. To do this, select the “°" ' button next to the

email address above to copy the email address so you
can paste it later.

4. Open your email client (such as outlook or gmail)
where your email signature or contact block is
configured.

5. Compose a new blank message that ONLY contains
your signature block in the body of the email.

To| Ce Bec

Subject

Lisa Heath
Customer Success FANATIC!
Lisa@appfilesinc.com

& appFiles

Your Office in the Cloud
1-800-276-9235

6. Right click in the "To" field of your black message

7. Left click and select the word "Paste" on the menu
to paste the email address you copied in step 3.

| gorr |
| e —
Lisa Heath R
Customer Success FANATIC! e
Lisa@appfilesinc.com Check Speling.
| Inspect Element (3)
& appFiles I

Your Office in the Cloud
1-800-276-9235

8. Finally select "send"

AppFiles will automatically pull in your signature block
exactly as it appears in your email client to mirror your
signature in all of your outgoing emails.

e Did my signature import correctly?

To review how your signature imported, just refresh

your page or reclick on the "Email Footer" option on the
left of the page.

User Settings » Change Email Footer

User Details To create your emai footer, send an emai containing ONLY your footer to:
Display Name liz_Thm57@appfilesinc.appfiles.com | Copy
My Photo This link will remain active for 24 hours (24:00 remaining)

Upon expiring, a new ik vill be issued
Email Address / Settings

Email Footer
Security Settings
Change Password

Logout All Other Devices

To change your emal footer, send an emal containing ONLY your footer to:
Iliz_7hm57@appfilesinc.appfiles.com | Cory

Ths bk vl remain active for 24 hours (22:17 remaining)

As you can see

to the left, the

email block

located in blank

email imported

& appFiles exactly into
R appFiles.

Current Email Footer

Lisa Heath
Customer Success FANATIC!
Lisa@appfilesinc.com

If your signature does not import correctly, feel free to call
our support team at: 1-800-276-9235 for assistance.
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The File Info section is an area to store contact After choosing one of the three options available, (I chose a

information about your appFile. template), you are able to fill out the fields.
By using the TAB key, you are able to save your work and

1. To add information in your "File Info" Section, start move to the next field.

by selecting the "File Info" button at the top of your
i Edit Values ' Edit Labels I Organize . Remove Fields

appfFile.
Seller Information
Activity Log Fie Info Tasks
1 entry 1 averdus Seller Hiame (11 | Joe and Martha Seller
Seller Name (2);
Seller Home Phone: | 5612659561
File Contents
Seller Work Phone:
Add a Form Seller Call Phone: | 5613125689
Upload Files Seller Fax:

Seller Email | joeandmarthaseller@hotmail.com

Upload Photos

Scan a Document Seler Address: | 123 Main Street Jupiter Florida 33458

Create a3 Task « [l |:| Seller (2) Home Phone:

e e

Add an Appointment 7 photos Seller Cell Phone (2):

Seller (2) Fax:
Seller Email (2): | ‘

Seller Address (2):

2. A new window will open similar to the one below. Seler Tax
You have three choices for starting a new File Info Seter 2 Tox D | 1

section. I | [aca |

New Info Section

® No Starting Fields. (empty section)
1 —Pp llew Section Hame New Figkd

‘ Owners Pet (Dog) || Rusty| _:5|

If you would like to create a new field select a field name and

® Use a Template. (iist of fields with no values)
Template Name

2 | —— - At the top of each of the New Info Sections you have three

New Section Name

‘ tabs, these tabs give you more editing options.

® Copy from another appFile. (copy fields and values)

Select appfFile T
3 | —» Edit Labels Allows you to edit the field names

Select section

Organize Allows you to reorganize the order of
the fields

'\Q Create Info Section |

Remove Fields|  Allows you to delete fields

Option 1: No Starting Fields: You will add all field names and After filling out the form, you will see the information you

name them. added to the File Info section in the right column.
Option 2: Use a Template: Templates are created by your i .
Broker/Owner. You are able to add/edit fields puver information “n
ro . ; ;
Buyer Name (1): Joe and Martha Seller Flna“yl If you need
Buyer Email: iseandmarthaseller@hotmail.c to add more
Option 3: Copy frorp another appFile: Copy fields and values e e information or edit
from another appFile. Buyer Cell Phone: 5613125689 existing
B Email i i | . .
‘ . Al;\éissrr::azlll 123 Main Street Jupiter Fl 22458 |nformat|on_ Select
After choosing one of the three options, select the Owners Pat (Dog):  Rusty the "edit" link

. Greate Info Section
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This guide will walk you through the process of adding a new form to an
existing appFile.

File Contents 1. Start by selecting the "Add a

Form" link.

Add a Form
Uplozd Files
Upload Photos

2. A new window will appear like the one below. From this window, you
are able to see all the different forms you have available to you.

Add Forms x

Select a Form Package Selected Forms
[ 1 Forms [¥]

3 Buyer Forms Needed

© 2T Offerto Purchase and Contract - 072015
2014 FAR/BAR - Residential Sales Contract

© AS 15 Residental Contract For Sale And Purchase
© Residential Contract For Sale And Purchase
2014 FAR/BAR - Residential Sales Addendums
© Addendum A, Condominium Association

° L of Personal nterest e
© Addendum B. HomeownersY Assn

D — ©Add as a single Merged Form called:
© Addencun BB Bindng Arbiration
© Adgendum C_ Seler Financing

© Addendum D. ortgage Assumption

Sellers Last Name_123 Main Street

& AdgendumE. FHANA Fnancing © Add as separate individual forms
© Addengum . Appraisal Contingency
© Addendum . Short Sale appFile Section (optna)
© Addenumi_omeovnerts nsurance I

© Addendum L Interest Bearing Acct,
© Addendumk. Asls

© AddendumL. Rioht to nspectiCancel =

A Selscea Forms

3. You have several ways of searching for a particular form

Select a Form Package

a. Filter the forms by [ aForms P
starting to type the (e

name of the form.
All forms matching

FAR - Sales Contract Forms
& Counter Offer (118

this name will © Counter Offer (bv buyerh
appear & Counter Offer (by seller

By selecting the drop down arrow you are able to search by:

Select a Form Package
‘ All Forms |V‘

b. Previously created AllForms.
"Form Packs" —>

1234
ABE
Test

c. Forms by Type —»

3 Buyer Forms Needed
2014 FAR/BAR - Residential Sales Contract 2 forms
2014 FAR/BAR - Residential Sales Addendums 27 forms
FAR - Agent Personnel Forms.

FAR - Brokerage Relationship Forms
FAR - Commercial Sales Contract

126 forms

1 form
1 form

2 forms

1 form

2 forms

& forms

2 forms

4, Select the forms from the filtered list you would like to add. For this

example, | filtered by "Type" and selected the "2014 FAR/BAR -
Residential Sales Contract".

Select a Form Package Selected Forms
2014 FARJBAR Contract | [v]

© AS IS Resigential Contract For Sale l
© Residential Contract For Sale And Purchase

Q|

2014 FAR/BAR - Residential Sales Contract
45 IS Residentisi Contract For Sale And Purchase
Residential Contract For Sale And Purchase

Adding a Form to your appFile

5. Next, select how you would like to add these form(s) to your appFile. You
have two options ( shown below).

If you choose option 1, and have a number of forms you are merging together
as one form, be sure to rename this form group so you can easily identify what
it is (it defaults to the first form on your list of chosen forms)

1 —» @ Add as a single Merged Form called:

AS IS Residential Contract For Sale And Purchase

» () Add as separate individual forms

6. Finally, choosing an appFile section is optional and the default is to put the
forms you are adding in the generic "Forms" section.

appfile Section (cptional)
| el
Agent Docs
Broker Docs
Closing Docs
Current Lease
Financial Docs
I Listing Docs
Need to Keep
Other Docs
Past Leases
Sales Docs

Ungroupped
New..

If you would like to access these forms at a later date, select the blue link of
the form you would like to view/edit

Forms

2-T - Offer to Purchase and Contract - 072015

Documents

LoopMet - STERLIMNG PLAZA Strip Center, 7301 SW
GAINES AVE, Stuart, FL

If you need additional support, feel free to call our support
team at: 1-800-276-9235 for assistance.
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Creating a Task within an Existing appFile

File Contents

Add a Form
Upload Files
Upload Photos
Scan a Document
Create a Task

Add an Appointment

1. To begin, start by opening an
existing appFile. Select the "Create
a task" link under the "File
Contents" section on the left side
of your screen.

The new task window will open like
the one below.

New Task 8
Task Type (optional)
| lal
Priority | Task ‘ Date Due ‘ Assigned To: | Status
v | Aug14,2015 || [+ -
Reminders/ Notifications
Who |when
Assigned User On due date
S = R P O
Cigmelm,

2. Select the "Task Type" from the dropdown menu.
=  Task Types are created and added by your
administrator (Choosing a task type is optional)

New Task

Task Type (cptional)

Mo Task Type
Incomplete File

Schedule the Home Inspection

3. Next, you are able to set a priority for your task (low,
medium, high), give the task a name, a due date, assign the
task to a user, and able give it a status (not started, in
progress, awaiting input, on hold, postponed, and cancelled).

Priority | Task

Date Due ‘ Assigned To: | Status:

High Missing Addendum #1

| Aug 13, 2015 ‘ | Liz Folmar ‘Vl ‘ In Progress IE‘

5. Finally, you are able to set up "Reminders/ Notifications"
for the task you are creating. By default, the assigned user
will receive a reminder on the due date of the task, however
in addition you might want to remind the user the day before
the task is due. If you used a Task Type auto reminders will
already be in place.

To create additional reminders/notifications, use the
dropdown to select the user and the number of days before
the due date or after the due date. Once you select
parameters for your new reminder/notification select the
button & ceae

Once you have completed all these steps, select the [)create task
button.

Reminders/Notifications

Who | when
Assigned User On due date
B Liz Folmar 1 day after due date

L L oA 5] ()GE)

Myself
Assigned User

() Greate Task

After you finish creating the task, the user will see the newly
created task beneath the File Access box in the middle of the
screen (just above Recent Activity). The Assigned User will receive
an email alert.

Your "Incomplete File" Tasks (1 task) 20

Missing Addendum #1
Sellers Last Mame_ 122 Main Street = [ New Listing

Aug 13 (Due Today) B

Recent Activity P = b@
i - Today Just now
':"l Sellers Last Name_123 Main Street » [ Mew Listing

Liz Folmar Inspector scheduled Tuesday Sam

Write a comment...

If you need additional support, feel free to call our support team at:
1-800-276-9235 for assistance.




" Uploading a Document

AppFiles makes it easy to upload all your documents into your Once the upload is completed, the files you choose will be
appFile. located on the left hand side of your screen.

Forms

Here are the different types of files you are able to upload
into your appFile and the activities you are able to do once
the file is uploaded.

123 Main Street Listing Package
Addendum B. Homeowners' Assn.

All PDE and Word Docs A3 15 Residential Contract For Sale And Purchase

i i 1 i Counter Offer (by sell
File Type Edit ‘ View Email (.doc, .docx) will be ourter er (by se e.r).
PDF X X X stored under the Exclusive Brokerage Listing Agreement
=P Documents
lmages X X X "DocumentS“ SeCtion 123 Main Street Listing Package - Signature
123 Main Street Listing Package - Signature
Doc (.doc, .docx) X X Verification
Other Files (.ppt, .xls) X All other files (.xls, 123 Main Street PDF
.ppt) will be places
. . . i Manage
Let's take a look at how to upload a file into your appFile. under the "Other R ¢

Katie Reed BOA Approval dotx

Files" section.

Start by selecting the "Upload Files" button under the File

Contents section.
If you would like to review one of the files you uploaded,

File Contents simply select the blue link and your file will open in a new
Add a Form window like the one below. As you can see, this is a PDF
Upload Files document and it has full editing capabilities (refer to the
Upload Photos graph at beginning of this guide for other document types).
Scan a Document
;
Create a3 Task 123 Main Street PDF B
Add an Appointment Section: [ ‘actons ~ |
View Edit Pages _Ii Send Via Email
displaying: 1-10of 1 Created by Liz Folmar on 4:28 FM
Write a comment...
A new window will open. Select the button and @]
locate the files on your computer. You are able to upload
H H [of hensive Rider to th
more than one at a time by holding down the "Control" key e e S LI . 0% FloridaReattors:
“THIS FORM HAS BEEN APPROVED BY THE FLORIDA REALTORS AND THE FLORIDA BAR iy 0” a ea Urs
on yOU r keyboa rd . When initialed by all parties, the parties acknowledge that the disclosure set forth below was provided to Buyer prior to
‘execution of the Florida Realtors/Florida Bar Residential Contract For Sale and Purchase between
Matt B (SELLER)
and, Elizabeth Folmar (BUYER)
=] concerning the Property described as_123 Mai Florida 33458
Upload Files.
You can select as many files as vou want. Buiers nitcte _L _# Saflor's iniials _m_ ==
B. ASSOC Y DISCLOSURE
W e Clear list IF THE DIS%O%I:EHE ‘SUMMARY REQUIRED BY EéEEl.;‘ggg E?ﬂwfl;éomgg%?g, Fr:)AﬁS;lﬂ'E,BTE“Eg

{9\ )= | » Properties forSale » 123 Main Street Search 123 M

Drganize = New folder
B Dest *  Name b Dste modified Type
g Dow, N
= 123 Main Street PDF 8/26/2015512PM  Adobe Acrobat D...
% Rect =
H Katie Resd BOA Approval 8/26/2015512PM  Microsoft Office ...
<]
Upload Files. .
P R S D EDETD 3. After selecting
Remove item Clear list the flle(s) you want
123 Main Street PDF pdf (1101 Kb) [ Remoe | to add to your
‘KBI\E Reed BOA Approval dotx (1718 Kb) ) [ Remove ] a ppFile' select the
@ o
Total fles size 383 Kb _ If you need additional support, feel free to call our support team at:
) button. 1-800-276-9235 for assistance.
\)BegnUpload
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Uploading Photos

Uploading Photos from your Computer

1. Select the
upload Photos link
on the right hand
side of your screen
under the File

File Contents

Add a Form
Upload Files
Upload Photos

Scan a Document

Fetching Photos from Online

1. Select the
upload Photos link
on the right hand
side of your screen
under the File

Contents section.

File Contents

Add a Form
Upload Files

Upload Photos

Scan a Document

Create a Task

. Create a Task
Contents section. reste s fas

Add an Appointment

2. A new window will appear like the one below. Select the
browse button and select the photos from your computer
you would like to upload.

Step 1: Select Photos.
Select the photos you wish to add to vour new album.

| Browse. | | Removeitem | Clear list
Master Bath jpg (186.84 Kb [ Remowe |
: ipa ( ) ; Remuove
Kitchen 2.jpg (643.83 Kb  Remove
| Jpg ( ) | [ TETo e J
Kitchen 1.jpg (15.59 Kb  Remove
. Jpa( ) . [ T ]

Total files size 846.27 Kb

3. Next, you need to choose where you would like the
images you just selected stored. You have three options.

e Upload the photos without selecting an Photo album
(the photos will be stored in the general photo section)

e Select an existing Photo Album from the dropdown

e Create a new Photo Album

Step 2: Select Photo Album. joptional)

Please select or create an album as a destination for your photos.

Photo Album: | New Album... |v|

New Album Name: | |

o

4. Once you have selected where you would like to store

your photos, select the @_ button.

Add an Appointment

2. A new window will appear like the one below. Select
"Fetch Online Photos" tab.

3. Enter the Web Address (URL) of the image you would like
fetch the photo from.

Upload Photos Fetch Online Photos

Step 1: Phota Web Address.

Enter the Web Address (url) of the image you want to fetch.
(example: www.website.com/images/my_photo.jpe).

Address: |www photobucket.com12%3h7fkd3d7

4. Next, you need to choose where you would like the
images you just fetched stored. You have three options.

= Upload the photos without selecting an Photo album
(the photos will be stored in the general photo section)

= Select an existing Photo Album from the dropdown

=  Create a new Photo Album

Step 2: Select Photo Album. (optional)

Please select or create an album as a destination for wvour photos.

Photo Album: | Exterior |v|

&

5. Once you have selected where you would like to store

your photos, select the @_ button.

If you need additional support, feel free to call our support
team at: 1-800-276-9235 for assistance.
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Creating an Update

Updates are created in an appFile to help you and
others with access paint a clear picture of

everything that has happened since the creation of
the file.

Let's say that instead of replying via email, my
client decided to call me. | (agent) want to keep
notes on that conversation because it effects the
status of the inspection. | can do this by clicking on
the "Create an Update" button under the "Recent
Activity" field in my appFile.

"Incomplete File" Tasks (1 task)
Missing Addendum #1 (Liz Folmar) Sep 3 {Due tomorrow)

Recent Activity

View All (2) =

L@ Create an Update J

m Today Just now

Liz Folmar Called Bob and left me a voicermail regarding the status of
the inspection.

Write a comment...

A new window will appear like the one below. You
are able to type notes about your conversation in
the "Update Text" box. These notes will be added
to the "Recent Activity" field in your appFile.

All update made in the "Recent Activity" area are
time and date stamped to allow users to always
know when conversations occurred.

New Update (]
Update Text:

Spoke with Mr, and Mrs, Seller, the lowest they are wiling to go s 412k

Alert the following users: Check All [ [v] Allow

Administrators
Bob Reed
David Reed

Who gets notified when new comments are
made?

@ Al slerted users and commenters

) Only me and other commenters

@ Onlyme

{¥-Hans Bacar
John Kern
Nikki Reed
Stephanie Kern

Users
Amie Bowman >

[—r— S

| can also use this "Create an Update" feature to
send communication to a member of my team.
When creating an update, click on the box next to
the name(s) of the people you would like to alert.
An email will be delivered to their personal email
address with the update you just created. This
email will come from your personal email address
and will include a link directly to the appFile.

After choosing the Administrators and Users you would
like to alert, choose who you would like to be notified
when new comments are made.

Alert the following users: Chect All Comments: Allow
Administrators ~ | Who gets notified when new comments are
Bob Reed ade?

David Reed
Hans Bacares
John Kern

E @ Al slerted users and commenters

@ Only me and other commenters

@ Orlyme

Mikki Reed

Stepharie Kern

Users

Amie Bowman -

[ Creste Update
. . . Y Create Updste,

The final step is to left click on the button.

If you need additional support, feel free to call our support team at:

1-800-276-9235 for assistance.
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Merging forms together creates a single form for all the forms
you choose. This process can help save you time and will help
keep information across all forms synchronized. For example,
when you make a change to any of the orange fields in one
document, it'll carry over that change to all other forms

3. Leftclickon © toaddanewform orclickonthe © to
remove form from the merged forms

4. After you have added all the necessary forms, click the

containing that field in the merged forms group you created. \ZUFnshed | pytton,
In addition, it'll allow you to send the document pack as a
group for electronic signatures, as opposed to having to send 5. The merged forms will open in a new window as you can
the forms one by one. see below.
1. To begin, select appFile Tools
the'Merge Forms Change File Type/Name Sellers Last Name_123 Main Street ©
option on the right -
side of your screen Create a Document Pack Gt Gl Seoon: | roms x|
under the "appFile Edit Fields Edit Pages Signature Requests Send Email
TOOIS" men pp Merge FDrmS displaying: 1- 5 of 28 Created by on 3:35 PM Pages: 1.5 6-10 11-15 16-20.. 26-28
u :
CDH"IDCISE‘ an Er‘l"IEII| /%, Click here to import values from other Forms or Info Fields.

‘Write a comment...

2. The new "Merge Forms" window will open. Enter a new —

name for your merged forms such as "123 Main Street Listing

Package" or appFiles will automatically use the current appFile A5 IS Residential Contract For Sale And Purchase |
name. If you do not want to keep a copy of the individual 4]

forms, you can uncheck the checkbox located under the "New
Form Name" field. This action will remove the forms on the

“AS IS” Residential Contract For Sale And Purchase

THIS FORM HAS BEEN APPROVED BY THE FLORIDA REALTORS AND THE FLORIDA BAR

i*  PARTIES: ("Seller),
. v and i 3
left hand side that you choose to add to the newly merged 5" St S et v Borer sl by e ooy Jeioed Tl Py P ey
4 (collectively *Propartyfpursuant to the terms and conditions of this AS IS Residential Gontrget For Sale And Purchase and
gro u p . 5 any riders and addendd (‘Contract’):
& 1. PROPERTY DESRIPTION:
7+ (a) Streetaddresd cily, zip:
i (b) Property is lochted in: County, Florida. Real Property Tax ID No,
s fc) Real legal description is.
10
W
B 12 together with I existing improvements and fixtures, including built-in appliances, buif-in furnishings and attached
1 wall-to-wall calpeting and flooring (*Real Properly’} unless speciically excludad in Pafagraph 1(s] or by ciher lerms
of this Contrad.
Me rge Fo rms :; (d) Psrsgna\ Propprty: Unless excluded in Paragraph 1(e) or by other terms of this Confract, the following items which
% are owned byfSeller and existing on the Property as of the date of the initial offerfare included in the purchase:
W range(s)iovenf). refrigeratorls), dishwasher(s), cisposal, cailing fan(s), intercom, It fixturels), drapery rods and
New Form Name:| | Sellers Last Name_123 Main Street = e e Lo oo Spenayfly fpcut gl and siaracoeey
2" Other Persond Property items included in this purchase are:
Make a Copy (eave my original forms untouched). 5 Fersonal Propkrly is inciuded in the Purchase Price, has no contibulory valus, and ahal b Ieft for The Buysr.
e (&) The lollowing §=ms are excluded from the purchase:
24
Select Forms = PURCHASE PRICE AND CLOSING
. * 2. PURCHASE PRICE (U.S. IcY):. S
Select the items to be merged. - () Initial deposit S: e —— (checks subject to COLLECTIQN) ...........
Eebrrrue) A ) b i e
Included Forms Included Pages
2 The blue fields are unique The orange fields will auto
g Addendum B. Homeowners' Assn. 1
© 45 IS Residentis| Contract For Sale And Purchsse CETEEEE and will not update or copy fill if you merge forms
© Residential Contract For Sals And Purchase 1-15 throughout the document together before beginning
- .
pack. to fill the form out.

Total Pages: 27 (440 KE

Available Forms

& Exclusive Brokerage Listing Agreement
Rezidentia! Confract For Sale And Purchaze

& Sellers Last Mame 122 Main Street

& Sellers Last Mame 123 Msin Street

If you need additional support, feel free to call our support team at:
1-800-276-9235 for assistance.




| Fil . . .
" Using your File Mailbox

Every time a user creates a new appFile, the system
automatically creates a unique email address and assigns it to After sending the email will show up in your Recent Activity.
that file. The address is a sequential number and it will never
repeat itself! Just like you have a personal email address to =
communicate with people, each of you appFiles will have a Q) Create an Update
unique address and you're going to be able to send (by
forwarding emails) directly to your appFile.

Recent Activity View Al (4) »

$ l Today Just now
A

b ¢ From: Liz Folmar

View Attachments: ("5 123 Main Strest PDF.pdf
° Using your File Mailbox ‘2 2-T - Offer to Purchase and Contract - O7205. pdf
123 Main Street Agreement

The first thing you need to do is find your File Mailbox name. Write a comment....
Every appFile has a unique address associated with it.

The attachments

Sellers Last Name_123 Main Street S will be processed
New Listing 123 Main Street Contract with Addendums and added to the
Agent Name : Mr. John Crews 123 Main Street PDF approp”ate
Office: Key Largo section
Referral Type: Inbound 2-T - Offerto Purchase and Contract- 072015 automatically
Transaction Type: Commercial (emailed)
(for example,
4 photos Created by Liz Folmar on Aug 11 (6 days ago) Comprehensive Rider to the Residential Contractforl  pprrs to the
Sale and Purchase
Documents and
File Access Assign » | | Add User - Counter Offer Photos to the
Users: LizFoimar Counter Offer (emailed) Photo Section)
Sorting Date:
File Mailbox: |11@amiebnwman.agp_ﬂles.cnml Copy L] Changing the File Mailbox Name

Change File Type/Name 1. Select the "Change File

To forward an email from your email system just copy the File Create 3 Document Pack Mailbox" link in the "appFiles
Mailbox address (left click on the Copy button) and Paste it Merge Forms Tools" menu.

into the To (Recipient Box) of the email you want to forward.

You will notice when you paste the File Mailbox address that
appFiles puts the name you gave the appFile in front of the Print File Information

actual file mailbox address. Copy this appFile |

Compose an Email

Change File Mailbox

2. A new window will appear where you are able and you are
able to change the Mailbox Address to something you will

To | Sellers Last Name 123 Main Street = remember.

Change File Mailbox

Subject
Mailbox Address:

| SteveMyear | @amiebowman.appfiles.com

| Save Changes |

Some systems, will save the appFile name as a contact. For
future emails, just start typing the name of the property and
the email address is automatically entered.

3. When you are finished selecting the new Mailbox Address.
select |

Save Changes

If you need additional support, feel free to call our support
team at: 1-800-276-9235 for assistance.




Fil : -
& appFiles Adding Pages to an Existing Document

You are able to email, upload, and scan documents into 2. Adding Pages into a New Group in the Document
appFiles account. Sometimes these documents import
incorrectly or you may forget to add a necessary page(s). For this example, we are going to assume the signed "Counter
AppFile's document editing features make it easy to add Offer Agreement" needs to be added to your existing
missing pages document. By selecting this option, you are adding additional
pages to this document, however they will form a separate
bt e St - section within the document.
e e To begin,
e — T select the e “| When choosing the "As
s ot document you e a New Group" option,
[¢] wish to work e e you will need to name
R U COMNACY i with and select e the new group. Here |
. o e - the "Edit - am choosing to name
i Pages" tab ‘ﬁ,}mwj ) the group "Counter
o ‘ e sk ‘ Offer Agreement"
e e e e s
- —
I -
i e e — Finally, select the button
As you can see, the new "Counter Offer Agreement" section
For this example, we are going to assume 2 pages stuck was created within the "123 Main Street Contract with
together when we were scanning our contract into appFiles. Addendums" document.

Since we don't want to rescan all 20 pages, we have the
ability to just scan the one we are missing and add it to the

L. 123 Main Street Contract with Addendums B (]
document. To add a missing page to a document, select the — —— - 3
" " ) & print | | % Download | Section: | Documents v[v W
button and then select the "Add Pages" option. - -
123 Main Street Contract with Addendums @ = | (_spit Pages | (€2 Upside Down | (4 Rotate Left | [ Rotate Right ¥ ) *Delete Pages ‘
& v | (= oownces )| Section nctons | [ e |
m m | 123 Main Street Contract with Addendums |
Print @ g
( spiit Pages | ¢ Upside Down | [ ¥) Rotate Left || Rotate Right {y Downiad Be
No Pages Selecied Seleci All | Clear Selection ;z?;
displaying: 1- 17 of 17
Add Pages
123 Main Street Contract with Addendums. Combine with another document
e

[+ Delete

The browse window will open and you can upload or scan the
missing page(s) into the document. You have two options:

Counter Offer Agreement &
1. Adding Pages to the End of the Document e ——— N

Digtal Signature Verification Report

Add Pages o]  Adding pages to the end
Upload || < of your document will do

just that. It will add the
page(s) you upload to the

| @End

[ oome. | | ranumian end of the document. e
Finally, select the —
button to

B upoas |

upload your missing

If you need additional help, feel free to call our support team at: 1-800-
page(s). 276-9235 for assistance.
After uploading the missing page, you are able to reorganize

the order of your pages by using the button.




&2 2ppriics’ Organizing Pages

You are able to email and scan documents into appFiles A new window will open. As you can see from the picture
account. Sometimes these documents scan incorrectly below, pages 2 and 3 appear to be out of order. In order to
and are out of order. AppFile's document editing reorganize the pages, left click and hold down to drag the

features make it easy to reorganize the pages within page to the appropriate spot.

your document.

Organize Pages a

After adding a document to your appFile. The document
will be placed in the "Documents" section. Select the
document you wish to work with.

Documents

123 Main Street Contract with Addendums

Counter Offer
. L. o,
Exclusive Brokerage Listing Agmt After reorganizing these pages, select the
R button_
Organize Pages (x]

A new window will open with a preview of your
document. Select the "Edit Pages" tab to start working
on your document.

123 Main Street Contract with Addendums 2]
| ET— {nctons ~ |
displeying: 1- 301 Crested by Liz Folmar on 12:14 PM. PWES—W 11-15 16-17
Write a comment...
a

OFFER TO PURCHASE AND CONTRACT
|Consult “Guidelines™ (Form 2G) for guidance in completing this form]

For valuable consideration, the receipt and legal sufficiency of which are hereby acknowledged. Buyer offers to purchase and Seller
upon acceptance agrees to sell and convey the Property on the terms and conditions of this Offer To Purchase and Contract and any
ification made i ith i the “Contract”).

1. TERMS AND DEFINITIONS: The terms listed below shall have the respective meaning given them as set forth adjacent to each
term.
(a) “Seller™:

(b) “Buyer™:

() “Property”: The Property shall include all that rcal below together with all hereto includi
improvements located thereon and the fixtures and personal property listed in Paragraphs 2 and 3 below. NOTE: If the Property
will include a manufactured (mobile) home(s). Buyer and Seller should consider including the Manufuctured (Mobile) Home
provision in the Additional Provisions Addendum (Standard Form 2A11-T) with this offer.

Street Address:

City: Zip:

County: - North Carolina

NOTE: Governmental authority over taxes, zoning. isticts, utilities and mail delivery may di how

Legal Description: (Complete ALL applicable)

Next, select the button.

123 Main Street Contract with Addendums @ ol
& po | Actons >

(€D Upsite Down | () Rotate Left | ( Rotate Rignt )

No Pages Selecisd Select All | Clear Selection
displeying: 1-17 of 17

‘ 123 Main Street Contract with Addendums |

B & —— N
= i e E S If you need additional help, feel free to call our support team at: 1-800-
- 276-9235 for assistance.




aTPRTe Deleting Pages

You are able to email, upload, and scan a document into As you can see below, page 1 appears to be a cover page and
appFiles. Sometimes these documents scan incorrectly 5 is blank. These pages are not necessary to have in our

or pages are unnecessary (i.e. cover page of a fax or a contract, so let's delete them. Select these pages by checking
blank page). AppFile's document editing features make the checkbox in the upper left hand corner of the page (just
it easy to delete unnecessary pages. left click on the page). Then select the S button.

. . - - 20
After adding a document to your appFile. The document St e i S : _

. : . (& prit | 7% Downioad | Section: v {“Actions~ |
will be placed in the "Documents" section. Select the S = oot e Aot

document you wish to work with.

‘. Splt Pages | (€ upside Down | (€ Rotate Left | ( Rotate Right Q| Delete Pages ‘

| 2Pages Selected Select All | Clear Selection |
Gisplaying: 1-7 07

D‘DEU m E"E ‘ :I 23 Main Street Contract with Addendums @
X

123 Main Street Contract with Addendums ol
Counter Offer

Exclusive Brokerage Listing Agmt

After selecting your document, a new window will open
with a preview of your document. Select the "Edit
Pages" tab to start working on your document.

123 Main Street Contract with Addendums 2]
[P S—
sy 1= m Crested by Liz Folmar on 12:14 PM Pages: 15 6-10 11-15 16-17
Write a comment...
OFFER TO PURCHASE AND CONTRACT
[ConitGueines (o 20 fr gidane i complin s orn] As you can see below, the cover sheet and the blank page
For valuable ideration, the receipt and legal sufficier f which are hereby acknowledged. Bu; ffers to hase and Seller
bl g et b sty b i iy ocleps have now been removed from the document.
lification made i ith it the “Contract”).

1. TERMS AND DEFINITIONS: The terms listed below shall have the respective meaning given them as set forth adjacent to each

ey
() “Seller”™: - =

123 Main Street Contract with Addendums & w0
(b) “Buyer”:
W .. . .1 70 1
(c) “Property”: The Property shall include all that real estate described below together with all appurtenances thereto including the & Prnt l‘f[ % Download n: \Documents [w| m;
improvements located thereon and the fixtures and personal property listed in Paragraphs 2 and 3 below. NOTE: If the Property = =
will include a manufactured (mobile) home(s). Buyer and Seller should consider including the Manufactured (Mobile) Home
provision in the Additional Provisions Addendum (Standard Form 2A11-T) with this offer.
Street Address:
City:. Zip:
County: . North Carolin: —_—
NOTE: Governmental authority over taxes, zoning. school districts, utilities and mail def may di shown, ‘ Splic Pages (€2 pside Down | (4 Rotate Left | [ Rotate Right Q¥ | Delete Pages ‘
Legal Description: (Complete ALL applicable) - . | No Pages Selectsd Select All | Clear Selsction ‘
Llat eferencer Lot nis o MlohiSotion . Subslivwsy Condoninsn displaying: 1- 150115
1 123 Main Street Contract with Addendums ‘

) =

A new editing window will appear like the one below with all
your editing options.

123 Main Street Contract with Addendums 2 =
(Gmt | Toowesa|  Section: [ ‘Actons ~
View Edit Pages

( spit Pages | @ upside Down | (%) Rotate Left | [ Rotate Right ) Delete Pages

No Pages Seleciad Select All | Cleay Selection
displeying: 117 0f 17

‘ 123 Main Street Contract with Addendums |

If you need additional help, feel free to call our support team at: 1-800-
276-9235 for assistance.




&7 appFiles

Your Office in the Cloud

You are able to email /scan a document into appFiles
that contains multiple documents, contracts, or
addendums. Sometimes these documents scan
incorrectly and are upside down or sideways. AppFile's
document editing features make it easy to rotate pages.

After adding a document to your appFile. The document
will be placed in the "Documents" section. Select the
document you wish to work with.

Documents

123 Main Street Contract with Addendums
Counter Offer

Exclusive Brokerage Listing Agmt

After selecting your document, a new window will open
with a preview of your document. Select the "Edit
Pages" tab to start working on your document.

123 Main Street Contract with Addendums 2]
| &Iﬁ ﬁ\, 3 Download “f W‘ : Actions ¥

T

displaying: 1-5of 17 Created by Liz Folmar on 12:14 PM Pages: 1.5 6-10 11-15 16-17

Write a comment...

OFFER TO PURCHASE AND CONTRACT
[Consult“Guidelines” (Form 2G) for guidance in completing this form]

For valuable consideration, the receipt and legal sufficiency of which are hereby acknowledged. Buyer offers to purchase and Seller
upon acceptance agrees to sell and convey the Property on the terms and conditions of this Offer To Purchase and Contract and any
ification made i ith it the “Contract”).

1. TERMS AND DEFINITIONS: The terms listed below shall have the respective meaning given them as set forth adjacent to each
term.
(a) “Seller™:

(b) “Buyer™:

(c) “Property”: The Property shall include allthat real estate described below together with all appurtenances thereto including the
improvemens located thereon and the fixtures and personal property listed in Paragraphs 2 and 3 below. NOTE: If the Property
will include a manufactured (mobile) homefs). Buyer and Seller should consider including the Manufactured (Mobile) Home
provision in the Additional Provisions Addendum (Standard Form 2A11-T) with this offer.

Street Address:

City: Zip:
County: - North Carolina
NOTE: Govemmental authority over taxes, zoning. school disticts, utilties and mail delivery may di how

Legal Description: (Complete ALL applicable)

A new editing window will appear like the one below with all
your editing options.

123 Main Street Contract with Addendums 2 =
Section =
Vew || Editpages
Splic Pages @ Upside DownJ (Iﬁ) Rotate Left J ( Rotate Right @J Delete Pages

No Pages Seleciad Select All | Cleay Selection
displeying: 117 0f 17

‘ 123 Main Street Contract with Addendums

N

Rotating Pages

As you can see from the picture below, pages 1 and 2 are
upside down. In order to rotate these pages, select the
checkbox (just left click on the page) in the upper right hand
corner. After selecting the pages you would like to rotate,
select one of the three rotation options available to you.

|[@ Upside DownJ [IQ Rotate Left J [Roiate Right @J|

123 Main Street Contract with Addendums 3lx)
(& pme | (% pownas ] Sectiom  pocumens —————v]

spit Pages | | (€2 psenown) (4_rotmte et )  rotate mant ¢ | Delete pages' ||
2 Pages Selected  Select All | Clear Selection
displaying 1-150f15

‘ 123 Main Street Contract with Addendums

X

As you can see below, pages 1 and 2 are now right side up.

123 Main Street Contract with Addendums @ wa
(& oot | (7 pownload | Section: | Documents ||

‘ Spit Pages (D upside Down | () Rotate Left | [ Rotate Right ¥ | Delate Pages

| No Pages Selectsd Select All | Clear Selsction
displaying: 1- 150115

1 123 Main Street Contract with Addendums ‘
H

If you need additional help, feel free to call our support team at: 1-800-

276-9235 for assistance.




& appFiles

Your Office in the Cloud

Splitting Pages

You are able to email /scan a document into appFiles
that contains multiple documents, contracts, or
addendums and slip them quickly and easily within
appFiles.

To split a document, start by finding the document you
would like to work with under the "Documents"
Section. | will be work "123 Main Street Contract and
Addendums"; a contract | just uploaded.

Documents

123 Main Street Contract with Addendums
Counter Offer

Exclusive Brokerage Listing Agmit
. ________________________J

After selecting your document, a new window will open
with a preview of your document. Select the "Edit
Pages" tab to start working on your document.

123 Main Street Contract with Addendums @ )

m Documents l

=

Pages: 15 6-10 11-15 16-17

™) e

displaying: 1-50f 17 Created by Liz Folmaron 12:14 PM

Write a comment....

OFFER TO PURCHASE AND CONTRACT
(Consult “Guidelines™ (Form 2G) for guidance in completing this form]

For valuable consideration, the receipt and legal sufficiency of which are hereby acknowledged, Buyer offers to purchase and Seller
upon acceptance agrees (0 sell and contey the Propery on the terms and conditions of this Offer To Purchase and Conrsctand any
made it the “Contract”).

1. TERMS AND DEFINITIONS: The terms listed below shall have the respective meaning given them as set forth adjacent to each
term.
(a) “Seller™: —

®“Buyer’:

() “Property”: The Property shall include all that real thereto i
improvements located thereon and the fixtures and personal property listed in Pumgnphs 2 and 3 below. NOTE: If the Property
will include a manufactured (mobile) home(s). Buyer and Seller should consider including the Manufactured (Mobile) Home
provision in the Additional Provisions Addendum (Standard Form 2A11-T) with this offer.

Street Address:
City: Zip:

County: North Carolina

NOTE: Governmental authority over taxes, zoning, school districts, utilities and mail delivery may differ from address shown.

Legal Description: (Complete ALL applicable)

A new editing window will appear like the one below with all
your editing options.

123 Main Street Contract with Addendums =
Spet | oo | Sectiom [ rcions =
View Edit Pages
( spit Pages | (€2 upside Down | (4 _Rotate Left | Rotate Riaht {1 | (“Delete Pages |

No Pages Selected Seleci All | Clear Selection
displaying: 1-17 of 17

‘ 123 Main Street Contract with Addendums

Organize Pages |

Select the pages you want to split off from this document by
selecting the checkbox in the upper left hand corner.

For the example, | am only checking the first two pages
because these pages are part of a 2 page document called the
"Comprehensive Rider to the Residential Contract for Sale
and Purchase". Then select the button.

123 Maln Street Contract with Addendums 8 Ll
& prnt | 3oownm ction: Documems v m

Edit ages

% Upside Down | () Rotate Left | [ Rotate Right §¥ |

2 Pages Selected Select All | Clear Selection
displaying: 1170117

123 Main Street Contract with Addendums
E

A confirmation

i o . .
Split Document window will open.
Destination appile .

Selers Last Name_123 Main Street s Select the appF|Ie
apprile Section (stonsh section you would like

\ ™|

the new document be
stored (optional) and
you can rename the
document.

New Document Name

[romprehensive Rider to the Residentil Contract for Sale and Purch:

st Document

Once you have selected a appFile Section and named the

video, select the button.

Documents As you can see, the
123 Main Street Contract with Addendums newly split
Comprehensive Rider to the Residential Contract for document is located
Sale and Purchase under my

Counter Offer "Documents"
Exclusive Brokerage Listing Agmt section.

If you need additional support, feel free to call our support
team at: 1-800-276-9235 for assistance.




Working Your Listing Through appFiles

1.) Start Your New
appFile

}

2.) Select a File Type
in Agent Workspace

Sellers

v

When you are working with a Seller and you are confident about doing a
listing presentation create a New appFile. Start by clicking on New appFile
from the top left column of your Home Screen.

Give your file a name, then select the Sellers file type in the Agent
Workspace and complete the requested information (Agent of record name,
Customer name, etc.).

This is where your file will stay until you have the listing agreement and all
appropriate supporting documents (Seller’s Disclosure, addenda, any
required in house form, etc.). Once they are signed you have 24 hours to
submit to the Broker Inbox.

3.) Broker Inbox

New Listing

i

Once you have all the signed Listing Agreement, Dual Entry Form, pictures,
and information added to the file, you are ready to turn it in to RE/MAX
Center.

Click on “Change File Type / Name” on the top right hand column of your file.

Put into the Listing file type in the Broker Inbox. Make sure the file name is
the Property Address. This notifies RE/MAX Center that there is a New Listing
to process. When changing the File Type be sure to click the “Save Changes”
button.

4.) Incomplete File

Listing >
Incomplete

The file will be reviewed by the appropriate admin and if there is a problem
(missing initial or signature, missing addendum, missing required disclosure,
etc.) the admin will change the file type to Incomplete Listing.

(You can only see them if you have a file in one of those types.)

A new task will be created for you to let you know what you need to do in order
to complete the file.

Once you complete the task, the admin is automatically notified to recheck the
file and if correct will change the file type to Active Listing in the Current Files
aroup for vou.

5.) Current Files

Active Listing

A\ 4

After the file is reviewed and it is complete, the file type will be changed by the
admin to Active Listing under the header Current Files. The file stays here
until closing or you need to resubmit it to the Broker Inbox.

For example, you get a fully effective offer you would re-submit to the Broker
InBox by changing the file type to Sales Agreements for review by the admin
and if all paperwork is correct the admin would change the file type to
Pending > Review to notify a Broker to review.

Another example would be if the offer fell through and your customer was not

going to make another one, you would move it to the Broker Inbox to
Unaccepted Offers.

6.) 2018 Closed Files

2018 > Closed Sale
or
2018 > Dead Listing

Once your transaction goes to closing and all the additional
paperwork is added and you will change the File Type to Closings
under the Broker Inbox

An admin will review it and then move it to the appropriate category
under the header 2018 Closed Files. You will still be able to view and
print anything in the file, but the file will now be locked and documents
may not be removed or edited.




Working Your Offer Through appFiles

1.) Start Your New
appFile

}

2.) Select a File Type
in Agent Workspace

When you are working with a Buyer and you are confident you are going to
make an offer create a New appFile. Start a by clicking on New appFile
from the top left column of your Home Screen.

Give your file a name, then select the Buyers file type in the Agent
Workspace and complete the requested information (Agent of record
name, Customer name, etc.).

This is where your file will stay until you have the offer contract and all
appropriate supporting documents ( addenda, any required in house form,

B uyers etc.). Once they are signed you have 24 hours to submit to the Broker
Inbox.
v
3_) Broker Inbox Once you have the executed agreement and Input form completed, you are
ready to turn it in to RE/MAX Center. Click on “Change File Type / Name” on
Sales the top right hand column of your file.
Agreements Put into Sales Agreements file type in the Broker Inbox. Make sure you now

i

name the file the property address. The appropriate admin will receive a
notification automatically there is a Sales Agreement. When changing the File
Type be sure to click the “Save Changes” button.

4.) Incomplete File

Sales Agreement

> Incomplete Or

Earnest Money>
Incomplete

\ 4

The file will be reviewed by the appropriate admin and if there is a problem
(missing initial or signature, missing addendum, missing required disclosure,
etc.) the admin will change the file type to Sales Agreement > Incomplete.
You will only see Incomplete Files if you have one. A new task will be created
for you to let you know what you need to do in order to complete the file. If
Earnest Money is due but not received, admin will change the file type to
Earnest Money > Incomplete.

Once you complete the task, the admin is automatically notified to recheck the
file and if correct will change the file type to Pending>Review. A Broker will
then reviewed your file.

5.) Current Files

Pending (buyer)

A\ 4

After the file is reviewed and it is complete, the file type will be changed by the
admin to Pending under the header Current Files. The file stays here until
closing or you need to resubmit it to the Broker Inbox.

For example, you get an amendement changing the Sales Price, you would
re-submit to the Broker InBox by changing the file type to Sales Agreement
Changes for review by the admin.

6.) 2018 Closed Files

2018 > Closed
Sales

Once your transaction goes to closing and all the additional
paperwork is added and you will change the File Type to Closings
under the Broker Inbox

An admin will review it and then move it to the appropriate category
under the header 2018 Closed Files. You will still be able to view
and print anything in the file, but the file will now be locked and
documents may not be removed or edited.






