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WELCOME TO FMLS

Introduction to Fo'r"msPro

OBJECTIVES

Upon: completion should be able to:
Acces§ and .navigéte:Form:sPro:
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 sighature, import
contacts, manage forms packages
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HOW IT WORKS!

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.

WHY FORMSPRO? | NS

‘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 NS

FormsPro replaces 15t Forms in the Spring.

When :FormsPro Tralnlng is complete Ist Forms ‘will become an “edit
only” program. : : :

New transactions must be created in FormsPro.
15t Forms will be turned off completely in the Fall.

Personal storage for transactions in | ¢ Forms may be accomplished by
emailing documents to your Inbox in: 15t TransAction, by creatlng CDs,_
or by storage on external hard drives. :

Let’s get started.
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Add a New Chent
Add Form(s)to a
Work with an Existing Client

Quick Print

Hote: If you close this window, you can always re-open it from the Quick Start link on the menu at the top-right
of the page.

Don’t want to see quick start window when you open
2011 by WebToolset.com, Inc.” All R EMLS Technical Support
FormsPro home page? Just uncheck! R

- FORMSPRO HOMEPAGE WL

EAUDOIN at FIRST MULTIPLE LISTING SERVICE

()

Add New Client Filter Results Refresh

Client Last Name Folders | Created

Wed, Feb 23, 2011
Mon, Feb 28, 2011
b 28, 2011

For your safety, FormsPro will time out after FF3EIH

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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LS
FORMSPRO HOMEPAGE

m'ls@u‘orm Pro” 104
K JAN BEAUDOIN ot FIRST MULTIPLE LISTING SERVICE (Acting as Myself)

Homopage (List of Clients)

Preferences  Sign

S (/
Chent L Name Fol WModied
Buyer Bertha Wed, Feb 23,2011 Wed, Feb 23, 2011
e Edtand Mo AL AN FormsPro User Guide
Portman Hatalie Mon, Feb 28, 2011
Sheen Charlia Wed, Mar 2, 2011 Wed, Mar 2, 2011

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 .__WLS

Help  GiveFeedback  Quick

LS ™
o K JAN BEAUDOIN at FIRST MULTIPLE LISTING SERVICE (Ac o a< Muselfi

Homepage {List of Clients} > Client: Hatalie Portman > Folder: 5674 Hollowbrooke Lane Breadcrumb navigation lets you know
Data | Fe nformat d where you are — and backtrack if needed!

Fiter e
Crested Modtied
R Eockche oy Srokarn K JAN BEAUDOIN Fii, Mar 4, 2011 Fri, Mar 4, 2011
F20 Purchase and Sale Agiesment K JAN BEAUDOIN Fii, Mar 4, 2011 Fri, Mar 4, 2011
F21 Special Stipulations #1 K JAN BEAUDOIN Fi, Mar 4, 2011 Fri, Mar 4, 2011
F32 Commission Confirmation

Agreement/Instructions o Closing K JAN BEAUDOIN Fii, Mar 4, 2011 Fi, Mar 4, 2011
Altomey

011 by WebToolset.com, Inc
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LS

ADDING A NEW CLIENT

K-JAN BEAUDOIN ot FIRST MULTIPLE LISTING SERVICE
Homepage (List of Clionts)

Create a new client. Cilant First Nam: a WModided
Wed, Feb 23,2011 Wed, Feb23, 2011
Mon. Feb 28,2011 Tue, Mar 8, 2011
Fri, Mar 18, 2011 Fri, Mar 18, 2011
Wed, Mar23, 2011 Wed. Mar 23, 2011
Tha, Mar 3, 2011 Tho, Mar 3, 2011
Mon, Feb 28,2011 Wed, Mar2, 2011
Wed, Mar 2, 2011 Wed, Mar 2, 2011
Tue, Mar 8, 2011 Tue. Mar 8, 2011

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

K JAN BEAUDOIN ot FIRST MULTIPLE LISTING SERVICE {

Buyer

Cullen

First Only required field is Last
Name

Hatter
Lamb Phane Numbers

Lindsay
Podman Natalie.

Charfie

d a secondary client if Add notes if you wish — with
applicable full customization!

State: Georgia =] zp

Save & Continue Save & Clase

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

f: 2cords 1o display FMLS # Load FMLS Data_| Step#|

Step #2 Tabdor Bume: Enter the FMLS# , if you know it —
Tyge @ Buyer © Seller  Landiord © Tenant if not, proceed to Step #2

Folder name defaults

to property address if

you entered FMLS #,

or just make it

Preliminary Contracts

— you can always Step #3
change it — now or Choose your

Make your notes,
later! client type

customize too!

Tokeep B Tostop | |
going M andcome [ changed
backto @ my mind
later

CUSTOMIZING A FOLDER

‘Homepage (List of Cllents) > Cliont Natslie Poriman
Client Folders |

Folder

T
BB 3596 Cantrell Road i 4169043 Reload Data
antrell Ro

Folder Name. 5674 Hollowbrooke Lane
Type: @ Buyer  Seller ) Other
L aed LRI T
B L I oabe % ox Oy A | anal «|size[13px -
=wa-&
This doesn't need any additional work

MBIVSET Hollowbiooks

Save & Continue. Save & Close Cancel

2011 by WebToolset.com, Inc
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LS

ADDING FMLS PROPERTY

FMLS # 4169043 [ Reload Data

Foider Name. 5674 Hollowbrooke Lane

Type @ Buyer  Seller ' Other
Hotes: T
B I U
=90

Once you load your FMLS #
- a dialog box lets you know
it has been loaded to the
folder

Save & Continua

EMLS Technical Support

WORKWITH EXISTING CLIENT _WLS

K JAN BEAUDOIN ot FIRST MULTIPLE LISTING SERVICE (s

)
Add ;ulqrm\':j F\h!fﬂ’ﬁu‘{; Refresh
F

Wed, Feb23, 2011 Wed, Feb 23,2011

Mon, Feb28, 2011 Tue, Mar8, 2011

£, Mar 18, 2011 Fri, Mar 18, 2011
Wed, Mar 23,2011 Wed, Mar 23, 2011

Lohan Thu, Mar 3, 2011 Thu, Mar 3, 2011
[obier Qe Lnte on, Fab 28, 2011 Mar 2, 2011
Wed, Mar 2. 2011 Wed, Mar 2. 2011

Tue, Mar 8, 2011 Tue, Mar 8, 2011

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

EMLS Technical Supgort
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EXISTING CLIENTS

Wed, Feb 23, 2011 Wed, Feb 23, 2011
Mon, Feb 28, 2011 Tue, Mar 8, 2011
Fn. Mar 18, 2011 Fri, Mar 18, 2011
Wed, Mar 23, 2011 Wed, Mar 23, 2011
Thu, Mar 3, 2011 Thu, Mar 3, 2011
Portman Natahe Mon, Feb 28, 2011 Wed, Mar 2, 2
Charlie Wed, Mar 2, 2011 Wed, Mar 2, 2011
Wonderland Alice Tue, Mar 8, 2011 Tue, Mar 8, 2011

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

2011 by WebTog

SELECTING YOUR FORMS

K JAN BEAUDOIN a1 FIRST MULTIPLE LISTING. SERVIGE (/¢

Refresh
Shortcut to add forms to client folders.

T Tae Api 19.20 Tue, Ape 19,2011
Buyer Wed, Feb 23,2011 Wed, Fab23, 2011

Cullen Mon, Feb 28, 2011 Tue, Mar 8, 2011

Hatter Fii. Mar 18, 2011 Fii, Mar 18, 2011
Lamb. Wed, Mar 23,2011 Wed, Mar 23, 2011

Lohan Th, Mar 3, 2011 Thu, Mar 3, 2011
Portman e gaeize o Wed, Mar 2, 2011
To add a new form to a folder, simply select Wed, Mar 2, 2011

Add New Form(s) Tue, Mar 8, 2011
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SELECTINGYOUR FORMs ~ PMLS

iew Formis)
lame
o records o display.
- Form Seuresis)
5 GAR
o OTHER

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

Save & Continue Save & Close.

Support

BROWSE OPTION

mls"ﬁarm Pro 3

Selected Forms

KJAN BEAUDOIN. ot FIRST MULTIPLE LISTING SERVICE fActing = Myself}
: 1202 BENGROOKE Colrt

o cords o dplay
=i Form Source(s)
3 GAR
AMENDMENTS:

PROPERTY, AGENCY EXHIBITS,.
'COMMERCIAL FORMS

i CORpaN CPATIN Using the + to uncollapse the

- CONTINGENCY EXHIBITS > S

L asctosuRe sTATEVENTS sections aIIons vwev~{|ng the

/- EARNEST MONEY, SECURITY DEPOSITS, ESCROW AGREEMENT categories easily

5 FINANCING

J LEASE AGREEMENT, INSPECTION FORM

s UICENSE AGREEMENT

- MISCELLANEOUS

EMLS Technical Support

10
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BROWSE SELECTION

o records to display.
o MISCELLANEOUS
- PURCHASE AND SALE AGREEMENTS, COUNTEROFFER, LEASE/PURCHASE AGREEMENT, OPTION AGR..
] £20 Purchase and Sale Agreement (2011)
F21 Special Stipulations (2011)
F22 Counteroffer (2011)
"] £25 New Construction Purchase and Sale Agreement (011)
F24 New Censtruction Exhibit (2011)
F25 Pre- Construction Specifications Exhibit (2011) Defaults by Form # in the
] £26 Walk Through List (011) category, if you don’t know — you
£27 Lot Purchase and Sale Agreement (U11) can search!
F29 Lease/Purchase Agreement (2011)
F30 Lesse forLease/Purchase Agreement Bhibit (2011)
F31 Option Agreement {2011)

2011 by WebToolse:

SEARCH OPTION

KJAN BEAUDOIN a1 FIRST. MULTIPLE LISTING. SERVICE {Asting s Mysell)

o e o sy oo B, Form Pacagen |
Form Name Stats With | or Containg

Search Results:

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

sRenoe.]
Canc:

Save & Continue Save & Clos

2011 by WebToolset.com, In:

11
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SEARCH SELECTION

KJAN BEAUDOIN ot FIRST MULTIPLE LISTING SERVICE (s
Bugs Bunny > Folder: 1202 BENBROOKE Court

o records to display
Form Name  F20

Search Results:

Selected Fo
Typing in the Form # instantly
pops it in to be selected when
Starts With is used!

Save & Continve

2011 by WebToolset.com, Inc.”

AULS

- WORD OR PHRASE SEARCH

JAN BEAUDOW o FIRST MULTIPLE LISTING SERVIC
> Client: Bugs Banny > Folder: 1202 BENBROOKE Court
Selected Forms ofile D3 e Folder

\ B Select Form()
MewFermds
ame

o records to display

FormName  eamest Stats With | or __ Conlains

Search Results:

F80 Eamest Maney Held by Seller Exhibit

F81 Additional Eamest Money Held by Seller Exhibit
|F52 Eamest Maney Transfer to Seller Amendment

ontain that word.

111 by WebToolset. Al Rig 8 4 nical Support

12
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FORMS PACKAGES

L FIRST MULTIPLE LISTING SERVICE (A
1202 BENBROOKE Court

New Form(s)

Nama
o records to display Form Packages

Offce Buyer FIRST MULTIPLE LISTING SERVICE
Preliminary Buyer Forng BEAUDOIN, K JAN
Preliminary Seller Forms| BEAUDOIN, K JAN
the entire ofice FIRST MULTIPLE LISTING SERVICE

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!

1 by WabTool

COMPLETINGTHEFORM ~ FMLS

Forms: | F20 Purchase and Sale Agreement [~

Print  PrintWatemark  Email Spell Check  MoreOptions  Go To Page

Highlight Fields

PRt ATILS TG smact

2011 Printing

(Buyer') agrees i Suller”) agroas 1 sel the Proper

ox

= S I L
il The more information you put in initially,

Bies lseetad e ol Epany Plecoens s"“;m(‘_'f“ the more will come over to your form.

T — There are two views available. This is
[Setect 4.8 or G below. The sections not marked shall not be & part SN T Ty | AVATSVVARR AV RV | I TCTS QN R oy R 1149

i okl s o e e 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
ump to page!

. wmum At Cosing, Buyer Wﬂ'ﬂvwse""\"‘ww"ﬂ’““”“ FW"Y“‘
u—d\ i vanafer ol mmed aiely avaiable w's ora cashier's check ssued fo the closing by a federally nsured bari. saw-w bsﬂk

13
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COMPLETING THE FORM

K JAN BEAUDOIN at FIRST MULTIPLE LISTING SERVICE (3
ist of Clients) > Client: Wonderland, Alice > Folder: 1202 BENBROOKE Court > Form: F20 Purchase and Sale Agreement (2011]

o R
(X

ell Check  Insert N/A's  Remove N/A'

Date OF Offer For Purchase And Sals Agresment
Praperty Street Address 1202 BENBROORE. Court

Prop Cit Acworth

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.
Propady Zip Cods 30100

Propeny Tax IO 20-0220-0-086-0

Legal Description

Attachad As Extitit
Identical To Deed
Deed Book:

Deed Book Page
Daed County
Daseribad Balow
Proparty Land Lot
Proparty District
Proparty Section
Property Lot
Property Block

REVIEW — FORMS SELECTION 77>

—— RE—

- Form Source(s)
4 GAR

FormNameForm#. 113
Search Results:

OKERAGE ENGAGEMENTS, AUTHORIZATION TO SHOW UNLISTED PROPERTY, AGENCY EXHIRMTS... | ‘Agreement (Cast Plus)

Agreement (Stipulated Sum)

o Withdraw Offer

[¥] F20 Purchase and Sale Agreement (2011) plly Extend Closing Date Upto Seven Days
? plly Extend Inspection Period

gecial Stipulations (011}
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!
[ F22 Counteraffer 23 (2011) F13 Piotect Yourself When a Home
] F22 Counteraffer =4 (2011)
] F23 New Construction Purchase and Sale Agreement (2011)
] F24 New Construction Exhibit (2011)

Save & Continue Save & Continue Save & Close

14



FORMS PACKAGES

K JAN BEAUDOIN at FIRST MULTIPLE LISTING SERVICE (4

" Client Folders

AddNewFolder  View/Edt Change Client
[ 5674 Hollowbeooke Lans Buyer

608 Chestnut Oak Court NW. Fii, Mar 4, 2011

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

K-JAN BEAUDOIN ot FIRST MULTIPLE

Add New Folder  View/Edit

Forms Package Name |
Save for. )
S eyt DIt sl e When you click Forms Package, you

ED 508 Chestnut Oak Court NW Included Forms: 2 > ne will se
' 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.

EMLS Technical Support

4/26/2011

15
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ADDING FOLDERS AND FORMS

Homepage (List of Clients) > Client: Natalie Portman

e
Client Folders

A M Fcer Relesh
Name
% Cantrell Road Buyer Mon, Feb 28, 2011
b74 Hollowbrooke Lane Buyer Fni, Mar 4, 2011
P8 Chestnut Oak Count NW Seller Fri, Mar 4, 2011

You can add a Folder You can also add a Form at
(property) to an existing any time!
client at any time!

1 by WebToolsét.com.

H.JAN BEAUDOIN 4 FIRST MULTIPLE LIS

Homepage [List of Clients) > Client: Natalic Portman

e
Client Foldars | =

ckage  AddMewForm  Filter Results

Wark with the forms within and edit the selected folder.
s | Created Moddied

M, Feb 28, 2011 Wad, Mar 2, 2011
f Hollowbn ane @ Fri 1 Mar 4, 2011

ED 608 Chestnut Fri, Mar 4, 2011 Fri, Mar 4, 2011

If you need to edit a
client, a folder or a form
— it is easily done

16
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LS
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 Dropdowﬁ at aﬁy. poinf . : -
‘From lcon on yoﬁr Client pagé at ény poiht

Your Forms g - : Sheq 3
‘From Save & Continue after you have added your Folder
‘From Quick Star; Drop_down' atany.point

From Icon on your Client page at any point

- PRINTING FORMS

Refresh

20 Purchase and Sale Agreement
21 Spacial Stipulations #1
Clnancioc
Once your forms are t, simply click
on the forms then the print icon. FormsPro will
not print immediately, because you have options!
Let’s take a look!

2011 by WebToolset.com, Inc.” All Rights Reserved. nical Support

17
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PRINT OPTIONS

FULS ™
K JAN BEAUDOIN IRST MULTIPLE LISTING SERVICE s Mysell)

Homepage (List of Cliants) > Client: Natafie Portman > Folder: 5674 Hollowbrooks Lane

(/)

Remove Email Filtes Results

Name B PinvE
F4 Exclusive Buyer Brokerage
Agreement

Click on an image to select your desired watermarkc:
F21 Special Stipulations #1

F32 Commission Confirmation
Agreement/instructions ta Closing
Attomey

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!

No Watermark

PRINT OPTIONS

K. JAN BEAUBOIN. o1 FIRST MULTIPLE LISTING SERVICE

Filter Results

Building F20 Purchase and Sale Agreement
Combining forms.

F21 Spacial Stipulations #1 ‘our formis) are ready. You may now

F32 Commission Confirmation
Agreementinstnuctions ta Closing
Altomey

Do

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

18
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EMAILING A FORM

New Form{s) View/Edit 2 Filter Results Refresh

Name Created Modiied

P4 Exclisave Bty Brokerage K JAN BEAUDOIN i, Mar 4, 2011 Fii, Mar 4, 2011 g
Agreement
= 11 2011

20 KJap LDON
F21 Special Stipulations #1 K JAN BEAUDOIN Fi, Mar 4, 2011 Fr, Mar4, 2011
F32 Commission Confimation
Agreementinstnuctions to Closing K JAN BEAUDOIN Fii, Mar 4, 2011 Fii, Mar 4, 2011
Aftomey
Emailing is a snap! Highlight the form, select th

Email Icon

#1F20 Purchase and Sale Agreement

Fd Exclusive Buyer Brokerage LIF21 Special Stipulations #1
EOTaTIE F32 Commission Confirmation
oty F4 Exclusive Buyer Brokerage Agreement
F21 Spacial Stipulations #1

F32 Commission Confirmation

Agreementinstructions to Closing
Attomey

You can select which forms you wish to
email

19



EMAIL OPTIONS

F21 Special Stipulations #1

LTIPLE LISTING SERVICE (A

74 Hollowbrooke Lane

AULS

Print

F32 Commission Confmation
Agreementinsinuctions to Closing
Adtomay

Ho Watermark Draft Watermark Sample Watermark

EMAIL OPTIONS

Wl ‘FormsPro

o K JAN BEAUDOM o FIRST MULTIPLE LISTING SERVICE {Astiny
of Clients) > Client: Natalie Portman > Folder: 5674 Hollowbrooke Lane

F4 Exclusive Buyer Brokerage
Agraeme

F

F21 Special Stipulations #1

F32 Commission Confirmation
Agreement/instructions to Closing
Attomey

I JAN BEAUDOIN / jbeaudoin@fmis.com

Separate multple addresses with commas
7l Send ma a copy of this email

Subject [
MessageBody | y y o -0 - P RES BB |[®EEE S
Alinklothe | B I U je % %' &< A~ FortMame -|Size-|Real. -\E\T;.;Q- ™3

formys) wil
sutomatically
appear after
the message
body.

[New Paragraph

Email is so easy and customizable!
Make note of the required fields: To
Signature: Jan Beaudain i
o Benian and Subject.
6734204439 (Direct Line)
peaudoin@imis com

4/26/2011

20
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EMAIL OPTIONS

E2 | @) FMLS Member @ FMLSFormsPro X 7 - (S @n v Page~ Safety~ Tools~ i~

New Fer
Name ¥
F4 Exclusive Buyer Broksrage
Agreement Building F20 Purchase and Sale Agreement
Combining forms

21 Special Stgulaions #1 Your form(s) are ready. You may now:
F32 Commission Confirmation
s ta Closing

Download, View, and/or print the resuits

You will get the same window
as if you were printing

2011 by WebToolset.com,

- DEACTIVATING A CLIENT WLS

Feb23, 2011

Mon, Feb 28, 2011 Tue, Mar 8, 2011
Lohan 2 Thy, Mar3, 2011 Tha, Mar 3, 2011
Portman 3 Mon, Feb 28, 2011 Wed, Mar 2, 2011
Sheen B 1 Wed. Mar2, 2011 Wed, Mar 2. 2011
Wonderland 1 Tue, Mar8, 2011 Tue, Mar 8, 2011

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!

1 by WebToolset EMLS | Suppory

21
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DEACTIVATING A FOLDER LS

le the selected folder. You can re-er
My Preferences.

608 Chestnut Oak Court NW. 1 Fri, Mar 4, 2011 Fei, Mar 4, 2011

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!

2011 by WebToolset.con

PREFERENCES

‘Homepage [List of Clients]

At New Chient

Preferences — My Preferences
window

Pordman
Sheen

Wonderiand

22
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EMAIL SIGNATURE

LS ™

Homepage (List of Clients)

Add New Client IETNE

Chent La:

S Fado-c-F(EERIE

Buyer B Z UaeX x* {- A- Fonthame

) Jan Beaudoin

Loban FMLS Trainer
6784204439 (Dirset Ling)
Portman ibeaudgin@imls com

Shoen
Creating your customized email signature is a snap!

Wonderland

011 by WebToolset.com, Inc.” A EMLS Tech

IMPORT CONTACTS

AN BEAUDOIN o1 FIRST MULTIPLE LISTING SERVICE

Homepage (List of Clisnts)

INSTRUCTIONS:
Buyer To import contacts from another source for use in FormsPro:

Cullen Begin by exporting the contact(s) from that source in a CSV (comma separated) or TXT format

Lohan When the CSV or TXT file has been created and saved on your computer, follow the steps below to import into
FormsPro

Portman

1. Click an the Browse button to locate the file on your computer

2. Click on the Upload button.

Wonderland 3. Click ia olace a dot next to Fusion i vour contactis) were excarted rom Fusion. or click to olace a dot next fo 1st_~

Shaen

© From Fusion

From 1st Connection
You may only upload .CSV and TXT flles.
Maximum files size is 4,096 KB.

Importing your contacts is easy — Step by Step
instructions are provided

Upl

23
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Homapage [List of Clients]

Add New Client

Chont Last Hlame

Bunny

Buyer Delete

Cuiken Crested Hodhed

L : ST TR T T — —
Porman : Wed, Mar 2, 201 Vied, Mar 2, 2011

Sheen

Wondsriand

You can then rename, add or delete forms to your
package (s) OR delete the package all together!

2011 by WebToolsetcom,

Bunny I :
GARF0042011 - F4 Exclusive Buyer Brokerage Agreement
Buyer GARF0202011 - F20 Purchase and Sale Agreement
Cullen GARF021-1-2011 . F21 Special Stipulations #1
GARF0322011 : F32 Commission Confirmation Agreementnstructions to Clasing Attomey
Lohan

Portman
Sheen
Wonderland

Remove Add
Available:
GAR.CFO012011 . CF1 Commercial Excluswe Seller Listing Agreement
GAR-CF002-2011 : CF2 Commercial Purchase and Sale Agreement
GAR-CF003-2011 - CF3 Commercial Purchase and Sale Agreement Exhibit ‘A"
GAR-CFO04-812011 : CF4-81 Commercial Purchase and Sale of Business Alonl
GAR-CFOD4.82:2011 : CF4-82 Commercial Purchase and Sale of a Residential, Ofice, Retail or Industrial Buiding
GAR.CF004.83.2011 . CF4-83 Commercial Purchase and Sale of Equipment and/or Other Personal Property
GAR-CF005-2011 : OF5 Commercial Purchase and Sale Agreement Exhibt ‘G (Additions to Seller's Closing Docume
GAR-CFO06-2011 - CF Commercial Purchase and Sale Agreement Exhibil ‘D" (Seller's Warranties and Representati
GAR-CFO07-2011 - CF7 Commarcial Open Listing Agraement (For Leases) -

bbToolsetcom. I

When you want
to make a
change to a
forms package(s)
you highlight the
one you would
like to change.

AULS

- 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.

LS Tex | Support
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: : : : : T : : e : : F @
RESTORE DEACTIVATED ITEMS =

(N BEAUDOIN at FIRST MULTIPLE LISTING SERVICE (Acting as Myself)
alie Portman

Client:
8- Clients Deactivated clients and folders are highlighted

[°R Bunny, Bugs in green in the window to the left
Buyer, Berth. i
B Per To restore a client:
Cullen, Edward 1. Locate the client in the client list. To restore a deactivated client or
Lohan, Lindszy 2. Click once on the client's name, then ) A
g choose Restore from the popup box folder is easy! Step by Step
Portman, Natalie 3. The client will be reactivated and will instructions allow you to
25 appear in the list of clients. N \
= reactivate!
5674 Hollowbrocke Lane To restore a folder:
608 Chestnut Ozk Court NW. f;;::mk on the + sign to expand a client's
Sheen, Charlie 2. Locate the deactivated folder (it will be
highlighted in green),
3. Click once on trhe folder name, then
choose Restore from the popup box
4. The folder will be reactivated and will
appear in the client’s list of folders.

Wonderland, Alice

LET’S REVIEW
~ You now know how to:
~Access and navigate FormsPro
Create a digifal Client Trahsacﬁon
| Co.mpléte,.edit, brinf énd éméil fo.rrﬁs

Deactivate/Reactivate clients and folders

Print blank GAR forms

Use pféfeféhéeé to bfeété/édif Zah:erﬁai-l:-sighat'ure:, import
contacts, manage forms packages
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4/26/2011

. . . . FMLSQ
ISTTRANSACTION FACTS

It TransAction is your filing cabinet once your forms are complete

Ist TransAction allows you to: upload:documents to your listing specific
to that listing

IstTransAction can be used to house all types:of documents
I*TransAction has a fax in feature as well as an e-mail inbox feature
We: offer a free 3 hour CE class on It TransAction

Have a Great Day!
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