
4/26/2011

1

WELCOME TO FMLS

Introduction to FormsPro

OBJECTIVES
Upon completion should be able to:

 Access and navigate FormsPro 

 Create a digital Client Transaction 

 Complete, edit, Print and email forms

 Deactivate/Reactivate clients and folders

 Printing blank GAR forms

 Use preferences to create/edit and email signature, import 
contacts, manage forms packages
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Think of FormsPro as your own Filing Cabinet 
where you will house all the forms you have 
worked on with various clients.
In FormsPro, you can set up each of your clients 
with their own “hanging” file folder to place in 
your cabinet.

You can then create file folders for each property or 
transaction that a Client has.  One Client “hanging” folder 
can contain multiple file folders or transactions.  

Every form you use will be placed into the appropriate 
digital file folder or transaction folder for that specific 
Client.

HOW IT WORKS!

WHY FORMSPRO?

Member requests for a Mac compatible forms product.

Member requests for a browser neutral forms product.

To provide an easy-to-use program for FMLS members.

Need for a flexible Vendor to respond to changing needs.
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CUTOVER INFORMATION

 FormsPro replaces 1st Forms in the Spring.

 When FormsPro Training is complete, 1st Forms will become an “edit 
only” program.

 New transactions must be created in FormsPro.

 1st Forms will be turned off completely in the Fall. 

 Personal storage for transactions in 1st Forms may be accomplished by 
emailing documents to your Inbox in 1st TransAction,  by creating CDs, 
or by storage on external hard drives. 

Let’s get started.
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FORMS PRO HOMEPAGE

Don’t want to see quick start window when you open the 
FormsPro home page?  Just uncheck! 

FORMSPRO HOMEPAGE

For your safety, FormsPro will time out after 
120 minutes,  while you are active in the 
program,  FormsPro refreshes automatically!

When you are finished, sign 
out!

If you are part of a team or an assistant you can act on behalf of those you support, with appropriate permissions
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FORMSPRO HOMEPAGE

FormsPro User Guide

Let us know what you think with a short 
feedback form!

Add a New Client,  add forms to a client and/or folder, work with an 
existing client, quick print or show the quick start window

Edit your email signature, import contacts, manage forms packages and restore 
deactivated clients and folders from here!

BREADCRUMB NAVIGATION BAR

Breadcrumb navigation lets you know 
where you are – and backtrack if needed!
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ADDING A NEW CLIENT

To add a client, click the Add New Client Icon!

ADD A NEW CLIENT WINDOW

Only required field is Last 
Name

Add a secondary client if 
applicable

Add notes if you wish – with 
full customization!

Save & Continue:  save and add folder now,  Save & Close:  save and come back or Cancel if you change your mind! 
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ADDING A FOLDER TO A CLIENT

Step#1
Enter the FMLS# , if you know it –

if not, proceed to Step #2
Step #2
Folder name defaults 
to property address if 
you entered FMLS #, 
or just make it 
Preliminary Contracts 
– you can always 
change it – now or 
later!

Step #3
Choose your 

client type
Make your notes, 
customize too!

To keep 
going

To stop 
and come 
back to 

later

I 
changed 
my mind

CUSTOMIZING A FOLDER
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ADDING FMLS PROPERTY

Once you load your FMLS # 
- a dialog box lets you know 

it has been loaded to the 
folder

WORK WITH EXISTING CLIENT

Letting your mouse hover over a client’s number will give you a quick 
link window to select a property folder and add/view/edit documents
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EXISTING CLIENTS

Or:  Select the client to see the folder(s) associated with them

SELECTING YOUR FORMS

To add a new form to a folder,  simply select  
Add New Form(s)
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SELECTING YOUR FORMS

The browse options allows you to find your forms by 
Category, then form number.  Click the + to expand!

BROWSE OPTION

Using the + to uncollapse the 
sections allows viewing  the 

categories easily
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BROWSE SELECTION

Defaults by Form # in the 
category,  if you don’t know – you 

can search!

SEARCH OPTION

Use the Starts With or Contains to find the form you are 
looking for!
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SEARCH SELECTION

Typing in the Form # instantly 
pops it in to be selected when 

Starts With is used!

WORD OR PHRASE SEARCH

Typing in a word and using Contains, will pull in any form(s) that contain that word.  
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FORMS PACKAGES

Being able to create and save Forms Packages is a 
great feature to FormsPro!  When you or your office 

creates a Forms Package – they will live here for 
quick access! See how to create Forms Packages 

shortly,  now let’s see a form!

COMPLETING THE FORM

The more information you put in initially, 
the more will come over to your form.  
There are two views available.   This is 

the Form View.   We will look at the quick 
view next – as you can see you have full 
functionality from this screen and some 
perks – like blue or black ink, spellcheck 
insert N/A , watermark if desired and 

jump to page!
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COMPLETING THE FORM 

This Quick View allows you to complete the form in a format that is easy!  This is the way 
to enter property information for those properties not listed with FMLS, such as FSBO’s.

REVIEW – FORMS SELECTION

Let’s Review!  You can select your forms by BROWSE then category then select OR SEARCH with a word, 
phrase or form number.  Now let’s move on to Forms Packages!
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FORMS PACKAGES

Once the forms are selected for a particular client, 
if you decide these are the forms you use most, you 
can create a Forms Package!  Think of it as a copy 
feature (it won’t copy the information too, just the 
form).  If your office has special forms, most likely, 
you will find your Forms Packages already loaded

CREATING A NEW FORMS 
PACKAGE

When you click Forms Package, you 
will see: 

Required Field of Forms Package 
Name. 
Save for:  Just myself (most members 
will see just this option.  Entire office 
applies to Brokers and Office 
Managers.
Included Forms:  You can add/edit 
your Forms Package(s) at any time.
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ADDING FOLDERS AND FORMS

You can add a Folder 
(property) to an existing 

client at any time!

You can also add a Form at 
any time!

EDITING IN FORMS PRO

If you need to edit a 
client,  a folder or a form 

– it is easily done
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REVIEW ADDING & EDITING
 You can Add and/or Edit:  

 Your Client (s)

 From Quick Start Window

 Quick Start Dropdown

 Your Folder (Property Information)

 From Save & Continue after you have added your client

 From Quick Start Dropdown at any point

 From Icon on your Client page at any point

 Your Forms 

 From Save & Continue after you have added your Folder

 From Quick Start Dropdown at any point

 From Icon on your Client page at any point

PRINTING FORMS

Once your forms are ready to print, simply click 
on the forms then the print icon.  FormsPro will 
not print immediately,  because you have options!  

Let’s take a look!
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PRINT OPTIONS

You can choose No Watermark, or Draft or Sample 
Watermark! Once you have made your selection, click OK and 

your form(s) will be ready to print!

PRINT OPTIONS

You have options!  You can download, view and/or 
print!
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EMAILING A FORM

Emailing is a snap!  Highlight the form, select the 
Email Icon

EMAILING A FORM

You can select which forms you wish to 
email
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EMAIL OPTIONS

Just as the print option, you can select with or without a watermark

EMAIL OPTIONS

Email is so easy and customizable! 
Make note of the required fields:  To 

and Subject.
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EMAIL OPTIONS

You will get the same window 
as if you were printing

DEACTIVATING A CLIENT

It is easy to deactivate a client – no worries, you 
can always reactivate!  Highlight the client you 

wish to deactivate and click the deactivate icon!
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DEACTIVATING A FOLDER 

If you wish to deactivate a Folder, simply select 
the folder you wish to deactivate and click the 

deactivate icon.  Reactivating is easy too! 
Reactivating is done in Preferences – let’s go 

there now!

PREFERENCES

Preferences – My Preferences 
window 
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EMAIL SIGNATURE

Creating your customized email signature is a snap!

IMPORT CONTACTS

Importing your contacts is easy – Step by Step 
instructions are provided
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MANAGE FORM PACKAGES

When you want 
to make a 

change to a 
forms package(s) 
you highlight the 
one you would 
like to change. You can then rename, add or delete forms to your 

package (s) OR delete the package all together!

MANAGING FORMS PACKAGES

Adding or removing a form to your existing 
form package is a breeze.  To remove:  

Highlight the form to be removed, then click 
remove.  To Add:  Select the form from the 

dropdown, then click add.
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RESTORE DEACTIVATED ITEMS

To restore a deactivated client or 
folder is easy!  Step by Step 
instructions allow you to 

reactivate!

LET’S REVIEW 

 Access and navigate FormsPro 

 Create a digital Client Transaction

 Complete, edit, print and email forms

 Deactivate/Reactivate clients and folders

 Print blank GAR forms

 Use preferences to create/edit an email signature, import 
contacts, manage forms packages

You now know how to:
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1ST TRANSACTION FACTS
 1st TransAction is your filing cabinet once your forms are complete

 1st TransAction allows you to upload documents to your listing specific 
to that listing

 1st TransAction can be used to house all types of documents

 1st TransAction has a fax in feature as well as an e-mail inbox feature

 We offer a free 3 hour CE class on 1st TransAction

Have a Great Day!


