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Preface

Preface

The Arizona Association of REALTORS® Business Services team is here to assist you with
any questions that you might have regarding SureClose®. However, you should always
ask your company’s SureClose® Site Administrator first. If they don’t have the answer,
then we will be happy to help.

Business Services Team

Nick Catanesi — Director of Business Services
Dan Howells — Business Application Specialist
Diane Martin - Business Application Specialist
Niki Burridge — Business Application Specialist

Susan Carroll-Hamblen - Business Application Specialist

Hours

We are available Monday through Friday from 8 a.m. to 5 p.m. to answer your questions.
You can use the following methods to contact us:

° Local Support Hotline: 480.304.8930
° Toll Free Support Hotline: 866.833.7357

° Email: support@aaronline.com

NOTE: The Arizona Association of REALTORS® is closed on the following
holidays: New Years Day, Martin Luther King Day, President’s Day,
Memorial Day, Independence Day, Labor Day, Columbus Day,
Veteran’s Day, Thanksgiving, the Friday after Thanksgiving, and
Christmas.

AAR Quick Reference Guide - Advantage View for Administrators 1



Preface

Reference Information

Our website (www.aaronline.com/tm) contains the following information:

Tutorial Videos
Handouts for you to download

Links to download the printer driver

SureClose® Process

Every office has its own process for using SureClose®, but the basic steps are just about
the same for every company:

1.
2.
3.

10.

An agent obtains a listing or an accepted contract.
The agent fills out a New File Request and forwards it to their office.

An office employee creates the appropriate file in SureClose®. SureClose®
automatically sends an email to the agent letting them know the file has been
created.

The agent uploads their documents. An email is automatically sent to the broker
letting them know there are documents to review.

The broker or designated reviewer logs in to the Document Review Tool and
searches for all new documents to be reviewed.

The broker completes a review of each new file or document, and sends emails to
the agent to let them know what is missing or needs to be fixed.

The office employee (or broker) reviews the file in SureClose® to delete any
unnecessary placeholders or add additional placeholders that might be needed.
They also delete any tasks that do not apply to the transaction.

The agent sends messages to their client through SureClose® to maintain a record
of the messages within the file and keep the file current.

The agent continues to upload executed documents as they receive them until the
listing expires or the transaction closes escrow.

The office employee completes a final check of the file when the transaction is
finished and then archives the file.
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Arizona Department of Real Estate
Information

The Arizona Department of Real Estate (ADRE) requires brokers to maintain written
policies, procedures, and systems for their firms. In many cases, the brokers’ staff will
continue the same roles and responsibilities after starting with transaction management
(TM) as they did before. However, ADRE holds brokers directly responsible for who
handles real estate documents, what they do with those documents, how they are
compensated, etc. We strongly recommend that brokers using AAR TM review
their policy manuals to ensure they are within ADRE compliance. AAR will make
suggestions and recommendations regarding AAR TM/SureClose® use, however it is
ultimately the broker’s responsibility to know and follow ADRE guidelines regarding
transactions and files.

Brokers should make themselves familiar with the following Substantive Policy Statements
(http://www.azre.gov/LawBook/SubstantivePolicyStatements.aspx):

] SPS 2005.04

] SPS 2005.10
] SPS 2010.01

Brokers should also review Commissioner’s Rule R4-28-1103
(http://www.azsos.gov/public services/Title 04/4-28.htm).

Direct any specific questions regarding any issue regarding compliance or adherence to
ADRE guidelines to Robin King, Senior Investigator / Manager Auditing & Investigations
Division. Her email address is rking@azre.gov.

You can also call the Legal Hotline with questions. You must have a Legal Hotline personal
identification number to access the hotline. If you are a Designated Broker and do not
have a personal identification number, go to http://www.aaronline.com/documents/LH and
click on the Legal Hotline Access Process hyperlink to fill out the appropriate forms.
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Chapter 1.Overview

Welcome to SureClose® Advantage for administrators. You can use SureClose® Advantage
from either a Windows or a Mac computer. You can use any of the following browsers to
access SureClose® Advantage:

° Internet Explorer
° Mozilla Firefox
° Safari

° Google Chrome (with the IE Tabs add-on installed)

Go to https://sureclosetm.com to log in using the User ID and password assigned to you.

This chapter covers the following topics:
e  Layout of SureClose® Advantage
. Home page
° Messages page
. Contacts page

° Calendar page
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Layout of SureClose® Advantage

The frame of SureClose® Advantage is the same on every page. You see the Navigation
Pane on the left side of your screen and Action buttons on the upper right side of your

screen (Figure 1).

Fle EdR View Hgory Bookmarks Tools Help

@'CXL

WAl Most Visited | ] Gettng Started

’ sgggg_setmm https:jisuredosetm.com{Mian, aspx

.".

Latest Headines

P sureClose® Dnline Transaction Man... =

E Recent Files

List by Address v

Order
arvices

sk A w2

Logout

» Action Buttons.

123 Main St

é?’\ Search for an Existing File here

File Type: | <Any File Type> | Clarchived Files

File Status:  <Any Status>

File Number.

MLS Number

Escrow Number. Title Number:

v

Corporate Key Corporate Key Value

Search criteria for the MLS Number, File Number, Escrow Number, Title Number,

and Corporate Key Fields (if displayed) are exclusive and may not be used with the fields below
Address  Description” |

City. State

ZIP Code

Party First Name Party Last Name

Company Name

s HOME
B Fues
B9 MESSAGES
ah CONTACTS

M CALENDAR
X, ADMIN

SureClosep

Figure 1

The Navigation Pane contains tabs at the bottom of the pane that enable you to move to
the different pages in SureClose® Advantage. Your current tab is always displayed at the
top of the Navigation Pane.

The tabs are:

° Home - takes you to the Home page with general information about SureClose®.

There are two sub-tabs under the Home tab:

o Profile - enables you to change your personal profile within SureClose®.

o MLS Integrations - enables you to set up integrations with your MLS

systems.

Files - takes you to the Files page. The last file you accessed in SureClose®
automatically opens to the Summary page.

Messages - takes you to the Messages page where you can access messages
sent to your SureClose® email address. You can also upload documents to your
SureClose® files from the inbox.
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° Contacts - takes you to the Contacts page where you find your personal and
your company'’s contacts within SureClose®.

° Calendar - takes you to the Calendar page where you can see a calendar view
of the tasks you need to complete for all your files within SureClose®.

You also see Action buttons on the upper right side of the screen. They are:
File Create - takes you to the Create File page.

File Search - takes you to the Search Files page.

Print - prints the current screen.

Help - shows a list of help topics.

Logout - ends your session and logs you out of SureClose®
Advantage. You must always use this button when you are done
with your session. Do not log out by closing your browser!

Home Page

The first time you log in to SureClose® Advantage, you see the Home page (figure 2).
The Home page gives you general information about SureClose® Advantage.

File Edit \Wiew Hgtory Bookmarks Tools Help

@ = C X o | P hitpsiisunedosstm.comiMain, asp ik B /

WA Most Visited __| Gatting Startad Latest Headlines

P> sureClose® Online Transaction Man... | =
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Frafile . R
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ntegrafion: Starte
It provides all the necessary components o put you in control, ensuring @ smooth seamless ransaction from DEmG
star to finish. Distinguish your businass from athers by providing an impraved customer axperience whila
automating your processes, streamlining efforts and reducing costs
Install
Advantage 15 accessible 2407 via the internet and is easyasi, 2, 3 Grl Driwer
o
1. Create your digital Tile Tolder s 1

Organize and simplify documant management by uploading, emailing, faxing, scanning or
prinding directly 1o digital file folders

2. Maiage youl lasks
Create a *To Do listwith sutomatic reminders to help manage deadlines and track the status of
each transachon

3. hwite oflver parties to join you online
O Real Extate Agents
o Title Agents

O Lenders
© Vandors
ﬁ HOME Improve customer communications and reduce furnaround time with builk-in mailboy, address boeok and
contact impording features
FILES poming

B4 mEes

M CONTAC

SuraClose helps rermowe the paper from your process, provding you a balterway bo do business. . onlina.

B CALENDAR
A ADMIN

SureClosep

Termme and Condilions | Privacy Statemeant | Technical Requiremands | Belsase Noles

&

Figure 2

Directly under the Home tab is the Profile tab which takes you to the Profile page.
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Profile Page

The Profile page (Figure 3) enables you to update your information in SureClose®. The
initial information entered for agents in SureClose® comes from their local board and the
company to which they are affiliated. Information for administrators who are not agents is
added directly into SureClose® when a corporation is set up. The Profile page is divided
into the following sections:

. Personal Information
. Contact Information
° Preferences

o Message Settings

o Security Settings

Ble  Ede  View Hgory Bookmarks Tools  Help
é ¥ c 5 P hteps:ffsuredosatm.comfMan. aspx e _o‘, J
[ Most Visited | '] Getting Started | Latest Headines

P SurcClosed Online Transaction Man... = -

-
@ Home

iagrations ] Personal mtormation =
Prefic v
First Name: Susan g Wi LastName: Trainer Suffoc
Company. AAR Training Company v
Title:

(Max: 4 OMB)
Contact Information
Address Line 1. 256 E Oshom Rd

Address Line 2

Zip: 85012 City: Phoenx State: AZ |w|
Omce Phone: (480) 304-8332 Home Phone Cell Phone: (602) 758-8932
: Email: Email 2 Fax

ﬁ““‘? SC Messages: STralner@mysureclose com

FILES

B9 MESSAGES Preferences

& CONTAGTS Notify About: ] NewFiles [¥] Tasks Send Notifications To:  <Not Specified> ¥

M CALENDAR Starting Page: Admin v Distribute Documents To. SCMessages w

A ADMIN Fila Description.  Listby Addrass v Send Messages To. SCMessages w

z Show File Type: (C=Closing, L=Listing, G=Generic) []
sureC|Ose > Local Time Zone: [] <
Done p ‘
Figure 3
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Personal Information

The Personal Information section (Figure 4) contains your name (including prefix and
suffix), your company, your title, and your picture.

Susan Trainer
Persomal informaiion

Prefs g

I First Hame: Susan Ml LastMame: Trainar Suffix:

-. Company. | AR Training Company v

(a4 OME) he:

Figure 4

You can change or update your name by typing over the information in the First Name, MI,
Last Name, or Suffix fields. You can add a prefix to your name by selecting the correct

prefix in the Prefix drop-down menu. Click the Save button at the upper left side of the
screen to save your changes.

Use the following steps to add your picture to your profile:

1. Click on the Add Photo hyperlink in the photo box to see a Browse_window.
2. Find your photo on your computer.

3. Select the photo you want to upload and click the Open button. The photo
uploads to your profile.

NOTE: The photo must be no larger than 4.0 MB.
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4. Click the Resize hyperlink to resize your photo to fit the space. You see Figure 5.
You can either shrink or crop the photo to make it fit the space correctly.

(@

@ v 31 P hitps:jswredosetm. comiMan,. aspx - - J

A Most Visited | | Getting Started Latest Headines

P SureClose® Online Transaction Man...

T

Profile

nfegration ]

Image Eciting Options:

® Cick and drag the image border 10 resize

® Move the Target Area to the desred postion wihin the mage

® Click Shrink To FR 1o comprass the mage 1o display within the Target Area
® Cick Crop To Fi to trim the image to what iz displayed in the Target Area

SHRINK TO FIT
OME 1
B FiLES
B MESSAGES (1)
i CONTACTS
M CALENDAR
o

SureClosep

2@

Figure 5

5. Click the Save button to save your changes and return to the Personal
Information section.

Contact Information

The Contact Information section (Figure 6) includes your company address, telephone
numbers, and email addresses. The address and office telephone are controlled by the
company with which you are affiliated.

Contact Infermation
Address Line 1: 255 E Osbom Rd
Address Line 2

Zip: BRO12 City: |Phoenic Slate. AZ =
Office Phone: (450) 304-3832 Home Phone: Cell Phane: (02 758-8932
Email: susanchi8aaronline com Email 2: Fa: (BO2)351-2474

SC Messages: STralnengmysureclose com

Figure 6

You can add an additional email address, your cell phone number, and a fax number to
this section. Be sure to click the Save button on the upper left side of the screen when
you have finished making your changes.

NOTE: You do not need to enter parentheses or dashes when entering a
telephone number, SureClose® enters those for you automatically.
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Preferences

The Preferences section (Figure 7) enables you to specify the following information:

The first page you want to see when you log in to SureClose® Advantage.

Where you want to receive task notifications, document notifications, and
messages.

How you want your files listed.

Preferences
Motity About [ MewFiles ] Tasks Send Motfications To: | 3C Messages | »
Starting Page: | Admin - Distribute Documents To: | SCMessages  |»
File Description: | List by Address b Send Messages To: | SC Messages |

Local Time Zone, [+

Show File Type: (C=Closing, LsListing, G=Ganeric) [«]

Figure 7

Use the following steps to make changes to your preferences:

1.

Select the appropriate page you want to see when you log in to SureClose® from
the Starting Tab drop-down menu. The Files page is recommended.

Select the appropriate format for how you want your files listed from the File
Description drop-down menu. The choices are:

o List by Address

o List by Buyer/Seller

o List by File Number

o List by File Number/Address

o List by File Number/Buyer/Seller
o List by MLS Number/Address

o List by MLS/File Number

o List by Seller/Buyer

Click the Show File Type check box to see the type of file to the left of the address
when displaying a list of your files.

Select the email address to which you want notifications, documents, and
messages sent from the Send Notifications To, Distribute Documents To, and
Send Messages To drop-down menus, respectively.

Click the Local Time Zone check box if you want to have times recorded using
your local time zone.

Click the Save button at the top left side of the screen to save your changes.
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Message Settings

The Message Settings section (Figure 8) enables you to set SureClose® to send auto-
replies when you are out of the office. These replies are sent in response to any emails

sent to your SureClose® email address.

Tl Setlings
Qb ol Omice Auto-Reply:
) gend Aulo-Reply
%) Do Mot Send Auto-Reply
Font v| Size -| % % of B I UE == |- & & A- T [
.
Figure 8

Click the Send Auto-Reply check box and type your message in the Message field. Click
the Save button at the upper left side of the screen to save your changes.

Security Settings

The Security Settings section (Figure 9) enables you to change your user name or your

password.

Sacil ity Sellings
3 | ISerriarme

Changs Passenand

Figure 9

You can change your SureClose® username by clicking on the Change Username hyperlink
to see Figure 10. Enter a new username and your current password and click the Save
button on the upper left side of the screen to save your changes.

Secunity Settings

Hew
Usemame; -

Courrent
Password

Chanae Pasewin

Figure 10

NOTE: Changing your username also changes your SureClose® email

address.
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If your chosen username has already been assigned, you receive a message asking to
enter a different user name (Figure 11).

a The page coubd not be subiitted becanse there are errors, Please cormect the ermors and then try To resubiond the page,

® |zemame is already in use. Please enfer a diffierant L'semamea

Figure 11

You can change your SureClose® password by clicking on the Change Password hyperlink
to see Figure 12. Enter your current password, your new password, and re-enter your
new password. Click the Save button at the upper left side of the screen to save your
changes.

Secul ity Settings

Changs Usernams
Current
Pagssword: «
e
Password: «

Confirm
Pliias
Passvoand:

Figure 12

NOTE: Your password must be at least 8 characters in length, contain at
least one letter or number, and cannot contain your first or last
name, or the word password.
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Integrations

The Integrations tab takes you to the Integration Settings page. Select MLS from the
Integrator drop-down menu to see the MLS Integration page (Figure 13).

@
@ = C X (o | hitps:isoredasstm. comMan,asps S B J
& Most visited | | Getting Started 3| Labest Headines
P SureClose Online Transaction Man... = = -
ka2 som
= Home
T — 020N Settings
Imtegrator: MLS w
Fequired Fields
MLS Database: <Selecti Databasze> v|' Clpefaun  Configured MLS Systems:
] MLS Database Default Class
MLS Leqin:
) ARNLS. {Default)
MLS Passwont Tucson Assoc. of Realior s LS.
Default Class: w |
ES
-, CONTACTS
B CALENDAR
A, ADMIN
.
SureCloseP
| » &
Figure 13

Before setting up your MLS integration, you need to determine whether your MLS database
requires a special RETS password to transfer data. The following table lists the Arizona
MLS databases and the password requirements for SureClose®.

MLS Name in SureClose Vendor Login ID / Password Needed
ARMLS FlexMLS Special RETS password created in
Preferences>My Profile.
Central Arizona Paragon 4 Use regular password.
Green Valley/Sahuarita Paragon 1 & | Use regular password.
Voyager 2
Northern Arizona Rapattoni Use regular password.
Prescott Area Innovia Broker needs to contact the Prescott Board to

fill out a special form for a RETS ID and
password. All Administrative staff use that
one ID and password.

Santa Cruz County FlexMLS Special RETS password created in
(flexmls) Preferences>My Profile.
Sedona Verde Valley Rapattoni Use regular password.
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MLS Name in SureClose Vendor Login ID / Password Needed
Tucson FlexMLS Everyone uses an ID of Tucson and a
password of tucson (all lower case).
Southeast Arizona MLS Paragon 4 Everyone uses an ID of samls and a password
of samls.
WARDEX Innovia Broker needs to contact the WARDEX to fill out

a special form for a RETS ID and password.
Each person needs their own RETS ID and
password.

White Mountain Association

Paragon 3 or
4

Use regular password.

Yuma Arizona

Paragon 4

Use regular password.

Use the following steps to set up your MLS integration:

1. Select your MLS database from the MLS Database drop-down menu.

Check the Default check box if this database is your primary MLS system.

2
3. Type your administrator MLS login ID in the MLS Login field.
4

Type the appropriate password (based on the table above) in the MLS Password

field.

5. Choose the class you use most often when creating files from the Default Class

drop-down menu.

6. Click the Save button to save your integration.

A list of your configured MLS databases displays in the Configured MLS Systems field.
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Messages Page

The Messages tab takes you to the Messages page (Figure 14). The Messages tab has
five sub-tabs:

° Email - shows emails or documents that have been sent to your SureClose®
email address. You can upload these items into transaction files from the Email
page. Your email address for SureClose® is userid@mysureclose.com.

° Fax (not used)

° Uploaded Documents - shows any documents that have been uploaded using
the Basic tab of the SureClose® Printer Driver.

° Notifications - shows any notifications that have been sent to your SureClose®
email address.

NOTE: You must have your profile set to send notifications to
your SC Inbox to receive notifications in SureClose®.

o Files to Import (not used)

@ - C' X () P https:jsuredosetm.comftain, aspx = _" . J
B Most Visited | | Getting Started Latest Headines
P sureClose® Online Transaction Man... -
[
pak ah S k2 o
&) Messages
I Single click to sefect @ message. Clrl+ CICk to sefect messapes individnally. Shit + Click to sefect consecutively
1 1
me | ‘
| 1 ['AAR Studentéd 3307 E Taro Lane, Phoenix, AZ 85050 1042812010 228 PM
Import [ W susan Camoll-Hamblen listing docs 202412010 7:42 AM
- ] Susan Trainer House Painting is Complete 7712008 856 AM
#h CONTACTS
B CALENDAR
A ADMIN
D&
Figure 14

You can perform the following functions from the Messages page:
o Send an email using the New button.
o Reply to a message using the Reply button.

o Forward a message using the Forward button.
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° Move a message from the Messages page to a file’s Activity Log page using the
Transfer button.

° Split a document into multiple placeholders on a file’s Documents page using the
Split button. See Uploading Documents Using the Split Button on the Messages
Page on page 60.

° Delete a message using the Delete button.

Contacts Page

The Contacts tab takes you to the Contacts page (Figure 15). This page enables you to
see either personal or company contacts. You can perform the following functions on this

page:
. Add a new contact to the list.
o Search for a personal or company contact.
° Edit the information of a particular contact.
° Import your list of contacts from an Outlook file.
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Figure 15
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Add a Contact

The Add button enables you to add a contact to your corporation’s database as well as
your personal contacts, your company contacts, or both.

Use the following steps to add an individual contact to your database from the Contacts
page (Figure 15):

1. Click the Add button to see Figure 16.
All contacts
New Contact Required Fields
add & @ individual O Company
Personal fernmation
Prefic [ w
Add First Mame il “aLj il Suffie
L?%LI Camparry.  <Mot Specfied hd Spongor. AAR Training Company (Main Branch) | »
Title: Default Role: <oeiect aFole> _
(Wi 4. OE Add Te: [¥]Parsonal Contacts L Comorate Contacts
Figure 16
Click the Individual radio button.
Type the person’s first and last names in the First Name and Last Name fields.
These fields are required.

4. Add a prefix, middle initial, and/or suffix for the person in the Prefix, MI, and
Suffix field, if necessary.

5. Select the appropriate company for the person from the Company drop-down
menu (if necessary). If the company does not appear in the list, you can search
for the appropriate company by selecting <Search Global Directory> from the list.

6. Select the default role for the person from the Default Role drop-down menu.
This is a required field.

7. Click the check boxes to add the person to your personal and company contacts
lists, if necessary.

8. Type the person’s address in the Address fields as shown in Figure 17. If you
have selected a company for this person, the address fills in automatically.

Caontact ifarmation
Address Line 1
Address Line 2
ZP Ciode City Stata hd
Office Phone |::un:: ||h,:-:19.:|
Ermall Ermiall 2 Fax
Figure 17

9. Type the office phone, home phone, and cell phone for the person in the Office
Phone, Home Phone, and Cell Phone fields, if necessary.
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10. Type the person’s email address in the Email field and their fax number in the Fax
field.
NOTE: You must have an email address on file for the person for
them to use SureClose.
11. Click the check boxes for New Files and Tasks if you want this person to receive
notifications as shown in Figure 18.
Prafalances
oty about ] new Files [ Tasks Send noliiealions 10 chot Specifiedz *
Diistribute documents 0. | <Mot Specfiads
Send messages o, <kot Spedfiedr =
Figure 18
12. Choose the email address to which to send notifications from the Send
notifications to drop-down menu.
13. Choose the email address to which to send documents from the Distribute
documents to drop-down menu.
14. Choose the email address to which to send messages from the Send messages to
drop-down menu.
15. Select a general security profile (the profile that determines the view and overall

permissions for the user) from the Application Security Profile drop-down menu as
shown in Figure 19.

Application Pt missions

Application Security | .
= ) W
Profile: «Selact a Profiles

| Al Login

ADD ANOTHER CANCEL

Figure 19
The security profiles are:
o Agent — Access: This is not used in Arizona.

o General Access: This profile provides full access to all features, except for
the system administration functions. You should limit this profile to internal
office staff.

o Guest - Affiliate: This profile enables escrow officers and other affiliated
organizations to view the files to which they have been added as a party.

o Guest - Agent: This profile enables agents to view their files.
o Guest - Agent - Pro: This is not used in Arizona.

o Guest - Agent w/Upload and DocuSign: This profile enables an agent to
view their files and upload documents to the file.

o Guest - Agent with Upload: This profile enables an agent to view their files
and upload documents to the file. When your corporation was created and
your agents were uploaded to your system, they were given this General
Security profile. You can also assign this profile to Escrow Officers and Loan
Officers if you want them to be able to upload documents to your transaction
files.

o Guest — Consumer: This profile enables sellers and buyers to view their files.
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o Guest - Consumer - Pro: This is not used in Arizona.

o Guest - Lender: This profile enables lenders to view the files to which they
have been added as a party.

o SC Archive Admin (Professional): This is not used in Arizona.
o SC Archive Guest (Professional): This is not used in Arizona.
o SC Archive User (Professional): This is not used in Arizona.

o Site Admin: This profile provides full access to all features, including system
administration functions. You should limit this profile to a few key employees
within your corporation, such as your office managers.

16. Click the Allow Login checkbox to enable this person to log in to SureClose®.

17. Click the Save button to add this person to your database or click the Add
Another button to save the current user and immediately see the page to add
another user.
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Calendar Page

The Calendar tab takes you to the Calendar page (Figure 20). This page enables you to
see your tasks in a list or calendar view for the current week or month.
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iew O List © Calendar -
Filter: This Month v
-2 Bl 123 Main St, Phoenix,
Jry Tasks onty. O ves ©no AZ 85086
) 1 The agentuploads 123 Main St, Phoenix,
Task Status: Not Started the Initial listing AZ 85086
File Type:  All v documents The broker reviews

the new listing file

60 Sierra Vista, 60 Sierra Vista,
Phoenix, AZ 85012 Phoenix, AZ 85012
The broker reviews The Listing Agent
and complete the receives the
contract and all preliminary Title
related agdenda Report from the
2SCrow compary
The Listing Agent
receives the

Buyer's Inspection
Notice from the

~ Sallin ant
S HoME ing 24
FILES

MESSAGES

& CONTACTS

X, ADMIN 60 Sierra Vista, GO Sierta Vista, 60 Sierra Vista,
Phoenix, AZ 85012 Phoenix, AZ 85012 Phoenix, AZ 85012
. The Listing Agent The transaction The Listing Agent
su rec’ose » verffies that the manager reviews ensures that the
collarhas callag.all.. the fla formiseing sallarhag
Done 2@

Figure 20
You can change the view for your calendar by using the following steps:

1. Click the List radio button in the Navigation pane to see your calendar in a list
view or click the Calendar radio button to see your calendar in calendar view.

2. Choose the span of time for the calendar from the Filter drop-down menu. Your
choices are:

o Today

o This week

o This business week

o This month

o Up to today

o Custom (choose your own date span)

3. Click the Yes radio button to see only your tasks or click the No radio button to
see tasks for all roles on a file.
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4. Choose the status of the tasks you want to see from the Task Status drop-down
menu. The choices are:

o All

o Not started
o In progress
o Completed

5. Choose the types of files you want displayed from the File Type drop-down menu.
The choices are:

o All
o Closing
o Generic
o Listing
6. Click the Search button to display your calendar.
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Chapter 2. Creating a Listing File

You start the process to create a listing file by clicking on the Create File () button on
the upper right side of your screen. The Create File page displays (Figure 21).

6 = O X | P hitpsisuredosetn comMain.aspx 1123~ y
8 Most Visited | | Getting Started 5] Lakest Headines

P sureClose Online Transaction Man...

Recent Files
List by Address

B0 Sierra Vista

B0 Sierra Vista

. . * Required Fields
Advantage Guest Testing

File Type: <Select a Type? w | File Status

Advantage Team Tasting

MLS Murmber: MLS: | ARMLS w | Class. | Business Opportunity o

gy Propety Address Ling 1
Broperty
Phita

Froperty Address Line I

(M ZIP Code: Gty Gtate X
4. 0ME)

HOME
B FiLES
B m

#h CONTACTS

B CALENDAR
|, ADMIN

SureClosep

Figure 21
Use the following steps to create a listing file:
1. Select Listing from the File Type drop-down menu. The other choices are:
o Closing
o Generic

2. Select the status for the listing file from the File Status drop-down menu. The
available statuses are:

o Active (default)
o Cancelled
o Closed

o Expired
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o On Hold
o Pending
o Withdrawn

3. Type your MLS number in the MLS Number field.

4. Select your MLS database from the MLS drop-down menu, if necessary.

5. Select the class of the listing from the Class drop-down menu, if necessary.

6. Click the Import From MLS button to import basic property information from the
MLS database (Figure 22).
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Figure 22

7. Click on the name of the template you want to apply to the file from the Available
Templates list. You see the check boxes fill in for Parties, Documents, and Tasks
for the template you selected.

NOTE: You can choose a first template to add your parties to a
file and then choose a second template to add your tasks
and documents to the file.
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8. Scroll down to the File Details section. The File Start Date field fills in
automatically with the current date. The Listing Price field also fills in
automatically with the listing price as shown in Figure 23.

Tetns
File Start Date: | 1112/2010| 15 ° Listing Start Date: 7/30/2010  E Listing Expire Date il
Listing Prices | 20000000

Figure 23

9. Verify that the date in the Listing Start Date field is the date the Listing
Agreement was signed.

10. Choose the expiration date from the calendar to the right of the Listing Expire

Date field.
11. Fill in the fields in the Property section as shown in Figure 24, if necessary.
Piipaity
£q. Feat « Buile |00
{Apprai) 1,508 ‘Year Built | 2002
Murmker of mMumber of 2
Bedrooms Bathroorms
APM I Tax 1D Lagal Descriplion
Figure 24

12. Assign a file number to the file in the File Number field as shown in Figure 25.
Alternatively, you can assign the file number in the Log Number field.

Reference Minnbers

MLS Number |271028338 File Mumber:

Corporate Keys

Log Murmibar

Figure 25

13. Ensure that the Enable Notifications and Enable Reminders check boxes are

checked as shown in Figure 26 so the parties on the file receive any notifications
and reminders set on the file.

Haotifications and Remimlers

[#] Enable Modifications [#] Enable Reminders

Transacton Summary Report

CREATE FILE

Figure 26
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14. Click the Create File button to create your transaction file. You receive a
message that your file has been successfully created and the Summary page of
the file displays (Figure 27).
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Figure 27
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Chapter 3. Creating a Closing File

You start the process to create a closing file by clicking on the Create File () button
on the upper right side of your screen. The Create File page displays (Figure 28).
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Figure 28
Use the following steps to create a closing file:
1. Select Closing from the File Type drop-down menu. The other choices are:
o Generic
o Listing

2. Select the status for the closing file from the File Status drop-down menu. The
available statuses are:

o Cancelled
o Closed
o  On Hold
o Open (default)
3. Type your MLS number in the MLS Number field.
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4. Select your MLS database from the MLS drop-down menu, if necessary.
5. Select the class of the closing from the Class drop-down menu, if necessary.

6. Click the Import From MLS button to import basic property information from the
MLS database (Figure 29).
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Figure 29

7. Click on the name of the template you want to apply to the file from the Available
Templates list. You see the check boxes fill in for Parties, Documents, and Tasks
for the template you selected.

NOTE: You can choose a first template to add your parties to a
file and then choose a second template to add your tasks
and documents to the file.

8. Scroll down to the Terms section (Figure 30). The File Start Date field fills in
automatically with the current date.

Terms
AR I TR Bl -w TP
Listing Price: 200,000.00 Selling Price: 190,000.00
Depay 1:000.00 A epons 43,000.00
Aot 1.40,000.00
Figure 30

9. Choose the contract acceptance date from the calendar to the right of the
Contract Start Date field.
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10. Choose the close of escrow date from the calendar to the right of the Estimated
Closing Date field.

11. Fill in the rest of the fields in the Terms section, if necessary.

12. Fill in the fields in the Property section (Figure 31), if necessary.

Property
Sq. Feat T P
{Appra) 1.5498 ‘Year Built | 2002
Mumier of Mumber of |,
Bedrooms Bathrooms
APP I Tax D Leagal Descriplion

Figure 31
13. Type the escrow number in the Escrow Number field as shown in Figure 32.
Fiafarn ennc-e Mummilvenn &
MLS Mumber. 904356 File Mumber:
Escrow Number, Title Mumber;
Corporate Heys
Log Mumber,

Figure 32
14. Assign a file number to the file in the File Number field.

NOTE: The Log Number field is not used.

15. Ensure that the Enable Notifications and Enable Reminders check boxes are

checked (Figure 33) so that the parties on the file receive any notifications and
reminders set on the file.

Hatifications and Remindais

[#] Enable Mofifications  [#] Enable Reminders

Transaction Summary Repor

CHREATE FILE

Figure 33
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16. Click the Create File button to create your closing file. You receive a message
that your file has been successfully created and the Summary page of the file
displays (Figure 34).
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Figure 34

34 AAR Quick Reference Guide - Advantage View for Administrators



Converting a Listing File to a Closing File

Chapter 4. Converting a Listing
File to a Closing File

You start the process to convert a listing file to a closing file by opening the listing file to
the Summary page.

Use the following steps to convert the listing file to a closing file:
1. Click on the Convert File button. You see the Convert File page (Figure 35).
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Figure 35

2. Select the status for the closing file from the File Status drop-down menu. The
available statuses are:

o Cancelled

o Closed

o On Hold

o Open (default)
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3. Click on the Add Documents from Listing File hyperlink if you want to transfer
documents from the listing file to the closing file. You see Figure 36.

Single click tosefect 8 docpment Chrl+ Click fo sedect oocoments individmalily. St +
CAick do seleet constestivaly.

Arvallabbe docurmein{ sy
Exclusive Rightto Sell ( pdf)

s

Selected documentis):

Figure 36

4. Click on the documents in the upper window that you want to transfer and click
the Down Arrow button.

Click the OK button to transfer the documents when the closing file is created.

6. Click on the name of the template you want to apply to the file from the Available
Templates list (Figure 35). You see the check boxes fill in for Parties, Documents,
and Tasks for the template you selected.

NOTE: You can choose a first template to add your parties to a
file and then choose a second template to add your tasks
and documents to the file.

7. Scroll down to the Terms section (Figure 37). The File Start Date field fills in
automatically with the current date.

Terms
Flle Stan ' = Confract Star ’ o i Esfimated Closing
Dalba 11152010 | Crate: nAs200 I Dralia
Listing Price. | 200.000.00 Salling Frice:
Initial Additional
Deposit Deposit
Lioan
Armount

Figure 37

8. Choose the contract acceptance date from the calendar to the right of the
Contract Start Date field.

9. Choose the close of escrow date from the calendar to the right of the Estimated
Closing Date field.

10. Fill in the rest of the fields in the Terms section, if necessary. The fields in the
Property section fill in with the information from the original listing file.

36 AAR Quick Reference Guide - Advantage View for Administrators



Converting a Listing File to a Closing File

11. Type the escrow number in the Escrow Number field as shown in Figure 38.

Reference Humb-er s
MLS Murmber. 21028338 Fila Hurrbar

Escrow Murnber Title Humber

Corpaorate Keys

Log Mumber. 10-0654352

Figure 38

12. Assign a file number to the file in the File Number field.

NOTE: You can use the Log Number field to store the original
listing file number.

13. Ensure that the Enable Notifications and Enable Reminders check boxes (Figure
39) are checked so that the parties on the file receive any notifications and
reminders set on the file.

Hatifications and Remindars

[#] Enable Mofifications  [#] Enable Reminders

Transaction Summmary Repon

CREATE FILE

Figure 39
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14. Click the Create File button to create your closing file. You receive a message
that your closing file has been successfully created and the Summary page of the
closing file displays (Figure 40). The parties from the listing file automatically
transfer to the closing file.
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Figure 40
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Chapter 5. Creating a Generic File

You start the process to create a generic file by clicking on the Create File () button
on the upper right side of your screen. The Create File page displays (Figure 41).
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8 Most Visited | | Getting Started 5] Lakest Headines

P sureClose Online Transaction Man...

Recent Files
List by Address

B0 Sierra Vista

B0 Sierra Vista

* Required Fields

Advantage Guest Testing

File Type: <Select a Type? w | File Status

MLS Murmber: MLS: | ARMLS w | Class. | Business Opportunity o

Advantage Team Tasting

FPropety Address Ling 1:

Agdd
Eroperty
Enetd | propery Address Line

(M ZIP Code: Gty Gtate X
4. 0ME)

HOME
B Ffies
B me:

& CONT,

B CALENDAR
|, ADMIN

SureClosep

Figure 41
Use the following steps to create a generic file:
1. Select Generic from the File Type drop-down menu. The other choices are:
o Closing
o Listing

2. Select the status for the generic file from the File Status drop-down menu. The
available statuses are:

o Active (default)
o Closed
o On Hold
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3. Type the name of the file in the Description field as shown in Figure 42.
(@

@ b c ) i_b' hittps: [fsuradosatm. com/Man, aspe il "" = hiowe ko prenouce mozla >

8 Mosk Visited | | Getting Started 5 Latest Headines

P SureClosed Online Transaction Man...

(o

Ovdas - t
Sy * - Logaut

E Recent Files
Lict by Address

W wandering Coyole D

" Required Fields =

Fila Type: | Generic »| " File Stalus: | Active  »| "

Dascription

Available Templmes *
v WA Privpeity Management Templala = TRAIMING O Tasks
AR Generic File Clrarties | O Documents Tasks | Clear

ClParties | © Documents

AAR Owner Clparties | © Documents | O Tasks | Clear
AR Property OlParties | © Documents | O Tasks | Clear
AAR Tanant Clrarties | © Documents | O Tasks | Clear
HOME AAR Vendor Cparties | © Dotuments | O Tasks | Clear

Ternms

Start Date: 11/9/2010 |55 ° End Date = I

A ADMIM

SureClosep

Reference Humbers

Figure 42

4. Click on the name of the template you want to apply to the file from the Available
Templates list. You see the check boxes fill in for Parties, Documents, and Tasks
for the template you selected.

NOTE: You can choose a first template to add your parties to a
file and then choose a second template to add your tasks
and documents to the file.

5. Scroll down to the File Details section (Figure 43). The File Start Date field fills in
automatically with the current date.

Taiins

Start Date: 115/2010 Z8 * End Date: =
Reference Ninbers
Fila MHumbar

Matifications and Reminders

[#] Enable Matdications ] Enable Reminders
Trangaction Sumrmary Report

CREATE FILE

Figure 43

6. Choose the end date for the file from the calendar to the right of the End Date
field.
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Type a file number in the File Number field, if necessary.

Ensure that the Enable Notifications and Enable Reminders check boxes (Figure
43) are checked so that the parties on the file receive any notifications and
reminders set up on the file.

9. Click the Create File button to create your generic file. You receive a message
that your generic file has been successfully created and the Summary page of
the file displays (Figure 44).

6 " c ‘ot httprs:,l,lswedosstm comy/THan, asps v F"" p

W8 Mosk Visited || Gatting Started |5 ) Latest Headines

P SureClose Online Transaction Man...

CANCEL ADD PARTY

[E Recent Files

0 - Carroll (Generic - Active) Documents | Tasks | Activity Log

10 W 'wWandenng Cayate Dri

&9 Thefile has been successlly croated. <=

" Required Fields =

File Type: *File Status: | detive  [w] *

Description: |0 - Carroll

Terms

Start Date: | 11/15/2010|3 * End Date: |11/30/2015 151

Raterandce Humlse s
File Mumber. | 0-13213

HIOME
B Fies

Hotifications and Reminders

NTACTS [ Enable Motifications (2] Enable Reminders
B CALENDAR [0 Transaction Surnimary Repoi
X, ADMIN

SureClosep

Figure 44
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Chapter 6. Add Parties to a File

Once you have created a file, you see the Party Details section at the bottom of the
Summary page. Click on the Show hyperlink to see the parties who are on the file
(Figure 45).

Singie clich loselect @ pary. Dowbie click foedit. Civl + Ciick loselect parfie s fmdividaally. SHat = Click lo select comsecativedy

Seller Side

Saller
No acoeas do i file

Other Parties

Tegan Famighietti susanchg@aaronling com

Susan Trainer

AAR Training Company [0 (4B0) 304-§532 susanch@aaronline cam

.-.!.. Trainer

",

Figure 45

Adding a New Party to a File

Use the following steps to add a new party to a file:

1. Click the Add Party button at the top of the screen. The Add Party page
displays (Figure 46).

7510 W Wandering Coyate Drive, Seller - Famiglietti {Listing - Pending) Documents | Tasks | Activity Log
Adda @ individual O Company 2 Your Corporation
First Mame: | Last Mama
Company Mame: Cliy State »
Figure 46

2. Click the appropriate radio button for the entity you are adding. The choices are:
o Individual (for a single person or a couple)
o Company (for a company such as a bank)

o Your Corporation (adds your entire corporation to the file — not used when in
a transaction file)

3. Type the first name of the person in the First Name field, the last name in the Last
Name field, choose the state in which the person resides from the State drop-
down menu, and click the Search button. SureClose® searches to see if the
person already exists in the global database.
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If a person with a similar name already exists in the database, you see a screen
similar to Figure 47. If the person displayed is not the correct person, double-
click on <Add New Individual> to see the New Party screen (Figure 48).

6 - c Bl "‘Whttps:,l,lsuedo;etm.mm,lMan.aspx - .‘". J:

B Mos Visited | | Gatting Started 5| Lakest Headines

P SureCloseii Online Transaction Man...

E Recent Files

7510 W Wandering Coyote Orive, Seller - Famiglietti [Listing - Pending) Documents | Tasks | Activity Log

Atda. & ndwidual O Company O Your Corporation

Carr

FirstName: Fau " LastMame: Pofter
City:

123 Cloging File

Company Name:

) Advantage Team Testing

ar a5t T nig
51 Siei 15ta
50 Sierra Vista Filter the displayed results: & an Contacts O Personal Contacts O Corparate Contacts

Single elick bo view bhe user's delailed information. Doubis click o add dhe pser,

<A New INdividual> | sie—
Potber, Patrick & Marsann PatrickMarannPotten@omysuraclo  Phantom Realy by Charlothe Barnes
Secom

ALEN
R, ADwIR

SureClosep

Figure 47

If the person does not exist in the global database, you see the New Party
screen (Figure 48).

“ Required Fields
Personal iifonmation
Prefic v
e First Name! Paul Coom el Patter Y sumx
Ehoto .
Title: Default Role: | <Selecta Roler ha
Compary. <Mot Specifieds | Sponsor | AR Training Company (Main Branch) .V]
dﬂgr?'lxé} Add To: [#] Personal Contacts [ Comorate Contacts
Individual Contact fenmation
Address Line 1
Address Line 2
AF Code City State: il
Office Phone: Home Phona Cell Phone:
Emall: Email 2 Fan;

Figure 48

4. Add a prefix, middle initial, or suffix for the person in the appropriate fields, as
necessary.
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10.

11.

12.

13.

14.

15.

16.

Add Parties to a File

Select the appropriate company for the person from the Company drop-down
menu, if necessary. If the company does not appear in the list, search for the
appropriate company by selecting <Search Global Directory> from the list.

Select the default role for the person from the Default Role drop-down menu
(Figure 48). This is a required field.

Click the check boxes to add the person to your personal and company contacts
lists, if necessary.

Type the person’s address in the Address fields (Figure 48). If you have selected
a company for this person, the address fills in automatically.

Type the office phone, home phone, and cell phone for the person in the Office
Phone, Home Phone, and Cell Phone fields (Figure 48), if necessary.

Type the person’s email address in the Email field and their fax number in the Fax
field (Figure 48).

NOTE: You must have an email address on file for the person for
them to use SureClose.

Click the check boxes for New Files and Tasks if you want this person to receive
notifications and reminders as shown in Figure 49.

Motification Prefersnces
Mofify about ] MewFiles [F] Tasks
File Penmissions
Role: | ¢Select a Role> |
File Security Profile; | <Select a Profile» w
L] Private Party on File
Application Permissions
Application Security Profile: <Select & Frofile» b
[#] Allow Lagin
Usemame: |PaulFoterd3da

[#] 5end Email with Login information

[¥] Snow Contaet in Global Direcion

m ADD ANOTHER CAMCEL

Figure 49

Select the role for the person for the file from the Role drop-down menu. This is a
required field.

Select a file security profile for the person from the File Security Profile drop-down
menu. This is a required field.

NOTE: The Site Administrator of your corporation can pre-set file
security profiles for the common roles on a file.

Click the Private Party on File check box if you do not want this person to be seen
by guests to the file.

Select a general security profile (the profile that determines the view and overall
permissions for the user) from the Application Security Profile drop-down menu.
This is a required field.

Click the Allow Login checkbox to enable this person to log in to SureClose®.

AAR Quick Reference Guide - SureClose® Advantage for Administrators 45



Add Parties to a File
17. Leave the Send Email with Login Information check box checked if you are inviting
this person to log in to SureClose®.

18. Uncheck the Show Contact in Global Directory check box if this person is your
client. Leaving the check box checked enables any user of SureClose® to see the
person’s contact information.

19. Click the Save button to add this person to your database or click the Add
Another button to save the current user and immediately see the page to add
another party to the file.

20. Repeat the process until you have all your parties on the file.

Adding an Existing User to a File

Use the following steps to add an existing user to a file:

1. Click the Add Party button at the top of the screen. The Add Party page
displays (Figure 50).

7510 W Wandering Coyote Drive, Seller - Famiglietti (Listing - Pending) Documents | Tasks | Activity Log

Add & @ individual O company ) vour Corparation
First ame: | Last Mame

COmMpany Marme: Clty Shate i

Figure 50
2. Click the appropriate radio button for the entity you are adding. The choices are:
o Individual (for a single person or a couple)
o Company (for a company such as a bank)

o Your Corporation (adds your entire corporation to the file — not used when in
a transaction file)
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3. Type the first name of the person in the First Name field, the last name in the Last
Name field, choose the state in which the person resides from the State drop-
down menu, and click the Search button. SureClose® searches to see if the
person already exists in the global database. If a person with a similar name
already exists in the database, you see a screen similar to Figure 51.

2 -
510 W Wandering Coyote Orive, Seller - Famiglietti (Listing - Pending) Documents | Tasks | Activity Log

adda @ pgredual O Compary O Your Corporation

First Name: aar " LastMarna: |listing
Company Mame: City State: | AL (W

CARCEL

Filter the displayed results: & Al Cortacts O Parsonal Contacts O Gororate Contacts
Singie click to wiew bhe user's defaifed information. Double ciick o add the wser,

=Add MNew Individual=

(C)  Listing, AR AMRLIsHng@mysureciose com  MAR Training Corp by Kathy Trainer
BAR Training Compary (Wain -—
Branch)

Figure 51

4. Double click on the name of the person to add them to the file. Their profile
opens (Figure 52) so you can modify their File Permissions section (Figure 53).

O -c S o o [ R———

P SureClosed Online Transaction Man...

Recent Files
Lict by Address s

@) 751

7510 W Wandering Coyote Drive, Seller - Famiglietii {Listing - Pending)

Personal Information

Prefic

F N—— . . Last
First Name: AAR MI; Name Listing Stz

Title: Defaull Role: | Listing Agent |

Company. | AAR Training Company

| Sponsor | AAR Training Compary (Meain Branch) | »

(M
4 DWE) Add To. [ Personal Contacts [#] Corporate Contacts

Indrdidual Contact Information
address Ling 1; 255 E Osbom Rd

Address Line 2

State: | AZ |w

ZIF Code: 85012 City. Phosnx
HOME Gffice Phane: |(399) 395-9399 Home Phane: Call Phang:
B FiLES Emmall:
B m

= 5
B CALENDAR

A, ADMIN

SureClosep

Emall 2:

Faw |{B02) 555-2999

Hatification Preferences
Motify about [#] New Files [Z] Tasks

File Permissions

Role: | Listing Agent

Figure 52
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NOTE: If the person was created by your corporation, you can
modify their information. If the contact was created by
another corporation, you can only modify their file
permissions.

5. Select the role for the person for the file from the Role drop-down menu (Figure
53). This is a required field.

File Pt missions

e Access - Agent v

File Security Profile;

I Private Party on File

Figure 53

6. Select a file security profile for the person from the File Security Profile drop-down
menu. This is a required field.

NOTE: The Site Administrator of your corporation can pre-set file
security profiles for the common roles on a file.

7. Click the Private Party on File check box if you do not want this person to be seen
by guests to the file.

8. Click the Save button to add this person to your file. You receive a message
stating that the party has been successfully created.
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Chapter 7. Files Page

The Files page enables you to search for and open your files within SureClose® Advantage.
When you click on the Files tab, you see the Summary page of the last file you accessed.
You also see a list of the ten most recent files you have opened in the Navigation Pane.
You have the ability to sort this list by a number of different criteria. They are:

e  Address

° Buyer/Seller

° File Number

° File Number/Address

° File Number/Buyer/Seller
° MLS Number/Address

° MLS/File Number

° Seller/Buyer
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You can search for any existing file by clicking the Search File button () on the upper
right side of your screen. The Search File screen displays (Figure 54).

Fle Edt Vew Hgtory Eookmarks JTools Help
O - C X o BEEEE iscomn o 18 y
B Most Visited | | Gatting Started i Latest Headines
P SureClosed Online Transaction Man... = = .
[ Recent Files
List by Address v
{L) 7510 W Wandering Coyote D
510 W Wandering Cayote [ ) . .
<o - @\ Search for an Existing File here
i) ar
3 Closing File File Type: | <Any File Type> "i [l archived Flles File Status: | <Any Status> M
e MLS Number File Number
49 Sigrra Vista
artage Guest T q Escrow Number Title Number
ALx] Corparate Key. ¥|  Corporate KeyValue
60 Sierra Vista Seach criteria for the MLS Number, File Number, Escrow Number, Title Number,
Main St and Corporate Key Fields (if displayed) are exclusive and may not be used with the fields below.
Address / Description: ||
City State ZIP Code:
Party First Name Party Last Name
ﬁ.;s\) HOME Company Name m
\

B riLes
MESSAGES (1)
& CONTACTS

M CALENDAR
X ADMIN

SureClose ) |

Figure 54

You can limit the search by any of the criteria on the screen (for example, MLS number).
Click the Search button to see a list of your files (Figure 55).

Search Results e riestound)

1234 Anwwhare Asanue View Qnhd for shudenis Sum Cit AT
B5373 Closing Open 08-0200  DB-0001 20080123
Broker Review Test Phosnix, AZ 85012 Closing Open
LZiClesinakie Phosne A7 BA01S Closing Gpen 110103 213654 B04356
123 Main 51 Pho ez, 47 35012 Closing Open 091234  D3-0987 12345678
] i, A7 3501
L 4 Closing Open Bl 10122594 123

IS0 Wandering Covola Drive Marana AZ BST41

Closing Open 11-0104 71028338

Figure 55

You open a file in the list by clicking on the address. The file opens to the Summary page
(Figure 56).
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Summary Page

The Summary page (Figure 56) is separated into three sections:
° General - includes the property address, the file type, and the file status.

° File Details - includes the pertinent dates of the file, the property description,
reference numbers, and whether notifications and reminders are enabled.

° Party Details — shows other parties on the file and their roles.

Ble | Edt Yew Hgtory Eookmarks Tools Help
6 « C M (it | P hitps:jisirechestm.com/Msin, ssp -1 29 y

] st Visited | ] Getting Started (5] Latest Headines

P sureClosei Online Transaction Man...

‘ > Logout

-
Recent Files

List by Address
100

7510 W Wandering Coyote Drive, Seller - Famiglietti {Listing - Pending) Documents | Tasks | Activity Log

Related File

* Required Fields

File Type: " File Status: | Pending ||

Property Address Line1: 7510 ‘Wandering Coyote Drrve

Add
Eroperty
Phota

)51 Gi

]

Property Address Line 2

(M ZIP Code. B5741 City. |Marana Stale: AZ »
4.0MEB)

A, A0MIN

SureClose)pr

Javascripb:supprassPartyDecals();

Figure 56

You can view and modify the information on the Summary page. When you change any
of the general or file detail information, be sure to click the Save button at the top of the

page.
There are three hyperlinks on the upper right side of page that you can use to go to the

Documents, Tasks, or Activity Log pages. You can also hover your mouse over the
address in the Recent Files list in the Navigation pane to see the same hyperlinks.
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Transaction Summary Report

The Transaction Summary Report provides a quick look at tasks and documents completed
within the last week. The report also includes general transaction information as well as
comments, contact information, and a link to log into SureClose. The report is generated
every Wednesday evening at 9:00 pm CST.

The report displays a list of up to 10 completed tasks and 10 completed documents. The
recipient can also view custom comments that have been added to the file.

NOTE: If more than 10 tasks or 10 documents have been completed, the

report contains a link for the recipient to be able to log in to
SureClose® Advantage and view their transaction online.

Use the following steps to configure the report:

1.
2.

52

Click the Show hyperlink on the File Details header to see the details of the file.

Click the Transaction Summary Report check box in the Notifications and
Reminders section. The Transaction Summary Report Configuration window
displays (Figure 57).

Transaction Summary Report Canfiguration

Rvailabde Parties Sendar Recipiant{s})
Famiglietti, Tegan Seller O Email- susanch{@aaronline.com w| &
Hamblan, Scolt F (84R i - SC Messagas:
Ageni) Ecling Adent g BZecoftHambleng@mysureclose com
Ligting, AAR (AR Tralning . | SC Messages
\Company) Listing A""H'l_ : SARLising@mysureclose com |
Testing, Advantage Guest Y .
' N Ll i 8 recl m
(AAR Tralning Company) Ligti [;-’\.IJEFI[. El SC Messages: ADVGUESHEMYSUrECng g co
TT:;T:._:E:;?ZEITR Trainer ® [+ Email: susanch@aaronline.cam o] v

(& gureClose Advantage
I Stewart Online

Wiew trangactions in

Figure 57
Click the Sender radio button to the right of the party who will send the report.

Click the Recipient check boxes to the right of the parties who will receive the
report.

Choose the appropriate email address to which to send the report from the Email
Address drop-down menu, if hecessary.

Leave the SureClose Advantage radio button checked.

Click the Save button to save your changes and close the window. You see a
Configure Transaction Summary Report hyperlink to the right of the Transaction
Summary Report check box.

Click the Save button on the upper left side of the Summary page to save the
change to the file.
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Files Page

You can re-template your file from the Summary page. When you re-template a file, you

can:

Add parties from the template you choose.

Add placeholders from the template you choose. You can choose to add all
placeholders or specific placeholders.

Delete documents that have been uploaded to the file.
Add tasks from the template you choose.

Delete tasks that already exist in the file.

Use the following steps to re-template a file:

1.

2.
3.
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Click the Re-Template button to see the Re-Template screen (Figure 58).

Template:

Oyt

Il Updated Shad Sale Listing Template

C] aad Parties from Temalate

W

¥ add Docurmants frarm Templata Soecity Placeholdars

[ Delete Edsting Documents from File
| Add Tasks from Template
Delete Exsting Tasks from Flle

Choose a template from the Template drop-down menu.

Click on the appropriate options in the Options field. The options are:

@)

o

Figure 58

Add Parties from Template.

Add Documents from Template. If you select this option, you can select the
following sub-options:

Choose Specific Placeholders.

Delete Existing Documents from File.

Add Tasks from Template. If you select this option, you can select the
following sub-option:

Delete Existing Tasks from File.
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4.

Click on the Specify Placeholders hyperlink to select specific placeholders to add to
the file if you have chosen to add documents from the template. You see the
Available placeholders screen (Figure 59).

Available placelslder sk
Dacurmants Redquining Broker Review -~
[#] Real Estale Agancy Disclosure &nd Election
[#] Estlusive Rightto Sell
Short Sale Addendurn 1o Listing Contract
AE-IS Addendurn - if applicable
[#] MLS Proiile Sheet
[«] Referral Agraement - If applicable
Miscellangous Document
Statuis Chatge Forims
Status Change Form for Listing Extension
[#] Status Change Form for Price Change
Mistellangous Document
Propaity Information
A,
[+] MLS Printout
[#] Tam dwenership Printout
[#] Preliminary Tile Report
[#] Miscellaneous Document
Disclosure Documents - Always Required
[#] Short Sale Advisory
[#] Seller Propary Disclosure Statement SPDS
L=] Miscellaneous Document M

Figure 59

Uncheck the placeholders that you do not want transferred to the file and click the
OK button.

Click the Save button to add the new options to your file. You receive a message
stating that the file has been successfully re-templated (Figure 60).

e
0 The file has been successfully re-templated. <

Required Fields

s Wista File Type: " Flle Status:  Pending  [»]

Add Property Address Lined | 7510 W Wandering Coyote Drive|
Broperty

Ehato Froperty Address Line T

Ma ZIF Code: 85741 City: Merana State; | AT |w
4.00E:
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Figure 60
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Viewing and Modifying Party Information

You can view the following information for each party on a file:
° Personal Information - includes the person’s name, title, and role.

° Contact Information - includes the person’s address, phone numbers, and email
addresses.

° Preferences - includes whether they want to be notified about new files or tasks.

° Permissions - includes their role on the file and their security access for the file.

Use the following steps to modify a party’s information if they were created by your
corporation:

1. Double click on the party’s name to open the Edit Party window (Figure 61).

r
Editing Tegan Famiglietti

Personal Information Contact Information Preferences Pemmigsions
Prafi
FlestMame: Tegan ©hE LastName: Famiglieti
Add Party Photo Tille: Defaufl Role: | Seller
Compary. | <Mot Speciieds bl

Bponsor. | AAR Training Compary (Main Branch) | »
(Max 4.0MB) Add To: [¥] Personal Contacts [ Comporate Contacts

* Required Fields

Figure 61
2. Click on the appropriate tab to display the information you need to modify.
3. Make the necessary changes.

4. Click the Save button to save the changes.

NOTE: You cannot modify information if the party was created by another
corporation (for example, an agent from another company).
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Sending Messages

You can send a message to any party by using the following steps:
Highlight the party by clicking on their name.

2. Click the Message Party button at the top of the page. You see the Message
screen (Figure 62).

@ - C &1 | P hitps:ifsureciosstm.com/Main, aspx - -"- J:
W Mast Visited | ] Getting Started (5] Latest Headines

P sureClosei Online Transaction Man...

ak af i (2 g

Recent Files 7510 W Wandering Coyote Drive, Seller - Famiglieni (Listing - Pending) Documents | Tasks | Activity Log

Hequired Fieids [

To: FEamiglhistt, Tegan

Select Message To Send: New Message Editor -

Subject:
Aftach: Add Docurmants

[FlRecord this message on the Activity Log A P 350N

i Font *| See =

n % f B B B I UE = = |- & v A- O &

A, ADMIN

SureClosepr

Figure 62

3. Choose a pre-written message from the Select Message to Send drop-down menu
or select New Message Editor from the list to write your own message.

4. Click the Add Documents hyperlink to add documents from the file to the
message:

a. Select a document and click the Down Arrow button to add it to the email.
b. Click the OK button when you are finished.

5. Check the check box to the left of Record this message on the Activity Log to save
the message in the history of the file.

Write your message.

Click the Send button on the lower right side of the screen to send the message.
You return to the Summary page of the file.
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Documents Page

The Documents page (Figure 63) is separated into logical areas with folders (in bold
lettering, bordered in pale green). Under each folder are placeholders. There is a
placeholder for each document you need to add to the transaction file. When a
placeholder has been filled, you see a paper clip icon to the left of the placeholder name.

Ele Edt Yew Hstory Bookmarks Tools  Help
@ - C &1 | P hitps:ifsureciosstm.com/Main, aspx - -"- J:

B Mast Visted | | Getting Started (5] Latest Headines

P sureClosei Online Transaction Man...
> |Logout

Recent Files

List by Address Documents | Tasks | Activity Log

Single click losedect 2 piacehoider. Dowbie click toedit. Clel + Click toselect placehoiders individually. Shit « Click tosehect comsecirtivedy

t "3 N
2 ) 2 Documents Requiring Broker Review
ia a
; W Real Estate Agency Disclosure And Election
vanta uest a
VB Sim ta Extlusive Right to Sell &

MLE Profila Sheet 2
Referral ;\.g'EEI]]Efﬂ - Elﬂp"t able

Miscellaneous Document
Status Change Forms
Status Changa Form for Listing Extension =+
Status Change Form for Price Change o
Praperty information
HOME CAA
E FILES MLE Printout
Taw Crwnership Printout
ED m
Miscellaneous Document
& CO 5 Disclosure Documents - Always Requit ed
B CALENDAR Seller Propery Disclogure Statement SPDS

&, DM Mizcelianeous Document
: Disclosure Documerits - Requined Based on Circumnstances

su reClose" Disclosure of Information on Lead Based Paint (f built prior to 1978)

Figure 63

If you see a clipboard with red checkmark icon to the right of a document, the placeholder
is linked to a task. You can hover your mouse over the clipboard to see the details of the
link.

There are three ways to upload documents to a SureClose® file when using Advantage:
° Using the Attach button on the Documents page.
° Using the Split button on the Messages page.

° Using the SureClose® Printer Driver (not available on Mac computers).
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Uploading Documents Using the Attach Button

You can use the Attach button to upload a single document to a placeholder. The

document can be stored on your computer, attached to a message on your Messages

page, or stored in another file in SureClose®.

Use the following steps to upload a document using the Attach button:

1.

4.

Highlight the placeholder by clicking on the placeholder name and click the
Attach button. You see the Attach screen (Figure 64).
Attach Document From:
® My Computer
Browse..
O Messages
..'_"_-Fil;
) Forms
] Corvert this document to FOF? SAVE CANCEL
Figure 64
Choose to attach the document from one of the following sources:
o My computer (most common)
o Messages
o File
o Forms (not used)
Click the Browse button to search your computer for the document. Your
computer opens up a second window (Figure 65) for you to find the document.
File Upload (2 JEd
Leak e | [ Demo Dess W T’ & m'
5 = AgencyDisclosureAndElection.pdf
o = ERListing.pdf
My Recent | HOA pdf
Documents ™ KWAR Info Sheet.pdf
— T LeadBasedPaintDisclosure pdf
|| "’J = Listing Docs. pdf
Dieckiop T MLSInputForm pdf
= ResidentialPurchaseContract. pdf
= short Sale Addendum-2007 pdf
= SPDS.pdf
My Dacumenls
My Compute
File rame: SPDS. pdl e Open
My Hehsark File:s: of ppec Bl Fies L Cancal
Figure 65
Select the appropriate document and click the Open button.
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5. Click the Save button to upload the document to your file. You receive a
message stating that your document has been successfully uploaded to the file
(Figure 66). You also see a paper clip to the left of the placeholder.

@ . C 3t | PP hitpsiifsurecasetin_ com/Msin. aspx -1 129+ J
5 st Visted | | Getting Started (5 Latest Headines

P SureClosed Online Transaction Man...

Recent Files

La The document has been successfully attached. .,‘.

S CCk b seteet @ placehoider Dowbie olich toedit, Gl + GGk tdefect placeboidors fedividially. Shit« Clok toselect comsecirtivaly

) 51 Giarea Vista

Documents Requiting Broker Review
ﬂJ Real Estate Agency Disclesura And Election

Extlusive RIgntto Sell &
MLE Profile Shest =
Refarral Agreement - if applicable
Mizcellaneois Docurment

Status Change Forms
Status Change Form for Listing Extension &+

B Sizrra Vista

Status Change Form for Price Change 2
Propeity Informatisn

CaA,
MLE Prinfout

Tax Crwenership Printout

- Miscellangous Document
- B Disclosure Documents - Always Required

. W seller Froperty Dizclosure Statement SFDS
SureClose P

Figure 66

You can select a placeholder that is already filled with a document. SureClose® adds an
additional placeholder for the new document and appends it with the date and time of
import.
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Uploading Documents Using the Split Button on the
Messages Page

You can use the Split button to upload documents to your transaction file when you have
multiple documents scanned together. The Split button enables you to split the
documents into their correct placeholders. You must get the document into your
Messages page (Figure 67) before you can split it.

0O - ¢ X o CEEEE i 19 y
] Mot Visited | ] Getting Started (5] Latest Headines

P SureClosed Online Transaction Man...

At L (2 son

Messages

Emiai | Slegle click fosefect & message. G+ Chok foseieet massaas imdividmally. St & Clck fosefect coRBECIRvVely

TR 60 Sierea Vet Phosni, A2 45012
e To lmeart ﬂJSIHa‘II Trainer G0 Siera Vista, Phoenig, AZ 85012 11162010 10:35 AM
L

HOME
B FiLES
B MESSAGES (2)

A, ADMIN

SureClosep

Figure 67

You can upload your documents to your Messages page using one of the following
methods:

° Use the Basic tab on the SureClose® Printer Driver to upload a copy of your

document to the Messages page. You see the document when you click on the
Uploaded Documents sub-tab.

° Forward an email with the document attached to your SureClose® email address
(userid@mysureclose.com). You see the document when you click on the Email
sub-tab.
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Use the following steps to split a document to its correct placeholders:

1. Highlight the email containing the document or the uploaded document.

Files Page

2. Click the Split button. Your screen splits into two sections (Figure 68). The
pages of the document are on the left and on the right you have a File Search

screen.

Ble Edt Yew Hgtory Bockmarks Todls Help
O - c X o CEEEE e cnon o q- J
B Most Visted | | Getting Started (i Latest Headines
P> sureClose® Online Transaction Man... = = | : =
l Messages I
iﬁﬁ:ﬁ;ﬁ;’:‘:‘m;m'a“ tosefect pages individually. Shit + Where the.  Address/Description Vj is. test
2. [ archived Files
5 M Single click tosefect @ file.
s ge Guest Test 2
T = Advantage Guest Testing
= - Advantage Team Testing
o ence Broker Review Test Phoenix, AZ 85012
]
B2 MEGSAGES (1) =
#h CONTACTS
M CALENDAR
A ADMIN
SureClosep =
jjsurechsetm,comFoms)M dh dw2f84169F-Fda7-47d9-bsce SFertodemsph i 2@
Figure 68
3. Search and find your file by the file humber or the property address.
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4. Click on the address of the property to select the file. The file opens to the
Documents page and you see your dividers and placeholders (Figure 69).

R I
G +C X o

B Most Visted | | Getting Started (i Latest Headines

P> SureClosed Online Transaction Man... ! + |

Messages l

Single click tosefect & Ciri + Ciick to sefect individually Shit + .
ax clf’.?k t;a’:lutcomcmy e e Yy 7510 W Wandering Coyote Drive Marana, AZ 85741

~ Siagle click to select 3 placeholder Ooudle click fo edit.

Iploaded Documents (1)

Expand All/ Collapae Al
= Documents Requiring Broker Review Rad
[l Real Estate Agency Disclosure And Election
Exclusive Rightto Sell
MLS Profile Sheet
Refarral Agreement - if applicable
Miscellaneous Document
- Status Change Forms
Status Change Form for Listing Extension
Status Change Form for Price Change
= Property iformation
CMA
MLS Printout
Tax Ownership Printout
v - Miscellaneous Document
S HOME = = ~ - Disclosure Documents - Always Required
[ll Seller Property Disclosure Statement SPDS

FILES Miscellaneous Document
—— T e " n 2 4 ¢
B2 MESSAGES (1) FeRERT — =0k R Beaanon
- Disclosure of Information on Lead Based Paint (if buitt prior to
& CONTACTS o S ol e 1978) -
— 28 ; et Pmomm A ABmbm s ARt AR b § m AP
M CALENDAR s by [ comvertto POF
A ADMIN ¥ o — Record on the Activity Log

SureClosep

Figure 69
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5. Highlight the range of pages to upload to your first placeholder by clicking the first
page while holding down the Shift key and then clicking the last page of the range

(Figure 70).

fle Edt WYew Hgtory Bookmarks Tocls Help

6 - c p 4 () ‘mhum:usuemtm com/Main, aspx g * -.'- A y

W Most Visted | | Getting Started (i Latest Headines

| P> SureClosed Online Transaction Man... | = | - N |
Messages | I

- Singie ciick toselect 2 page. Ctrf v Ciick tosefect pages individually. S%+ 7510 \a\Wandering Coyote Drive Marana, AZ 85741

Click tosefect consecutively.
A Siagle click o seleet 2 placeholder. Double click o edit.

naded Documents (1)

¥ g Expand All/ Collapae AN

TR R = Documents Requiring Broker Review 2

o 3 1 Real Estate Agency Disclosure And Election

. w [l 80 Sierra Vista, Phoenix, AZ 85012
i R Exclusive Rightto Sell

e LR MLS Profile Sheet

- < Zaoer Referral Agreement - if applicable

Miscellaneous Document

= Status Change Forms

Status Change Form for Listing Extension

Status Change Form for Price Change

= Property Information
Cha
MLS Printout
nia 3 Tax Ownership Printout
@ Home = Miscellaneous Document
= Dis - Always Required
FILES b Seller Property Disclosure Statement SPDS
B2 MESSAGES (1) / : -7 ¢ I - _ Miscellaneous Document
e - : 4 = Di D - Required Based on Ci
m CONTACTS E= H . Disclosure of Information on Lead Based Paint (i bullt prior o
M CALENOAR = AR = Convertto PDF

Record on the Activity Log

A, ADMIN

SureClosep

Figure 70
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6. Click the appropriate placeholder on the right side of the page. The placeholder
highlights in yellow (Figure 71).

e

O - C X o CEEEE i o & -] @ J
W Most Visited | | Getting Started (i Latest Headines

P sureClosed® Online Transaction Man... ! - -

I Messages l

0
ai

i;?ﬁ;ﬁ;,ﬁﬁmm;m' C’xf toselect pagesindividually. Shit+ 7510 W Wandering Coyote Drive Marana, AZ B5741

== i 5 a|  Sagle click to select 2 placeholder. Dowble click & edif.
| Uploaded Documents (1) £ :

Files To Import

Expand All/ Collapae Al
= Documents Requiring Broker Review ad
Real Estate Agency Disclosure And Election
80 Sierra Vista, Phoenix, AZ 85012
Exclusive Right to Sell
MLS Profile Sheet
Referral Agreement - if applicable
Miscellaneous Document
- Status Change Forms
Status Change Form for Usting Extension
Status Change Form for Price Change
= Property Information
CMA

MLS Printout

[E Tax Ownership Prinfout
fi= HOME Miscellaneous Document
FILES - Disclosure Documents - Always Required

i 3 ﬁl Seller Property Disclosure Statement SPDS
B3 mESSAGES (1) [ 60 Sierra Vista, Phoenix, AZ 85012
& CONTACTS 2 Miscellaneous Document
- Di - Req Based on Circumstances .

Convertto PDF

A ADMIN - Record on the Activity Log

SureClosep

&
8|8l

M CALENDAR

——

Figure 71
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7. Repeat steps 5 and 6 until you have split the entire document and then click the
Save button (Figure 71). You receive a message stating that your changes have

been saved (Figure 72).

=L g 3
6 - c / () ‘m https:f/suredosetm. comMain, sspo 7y - _‘. . ) J
W8 Most Visted | | Getting Started (i Latest Headines
P SureClose® Online Transaction Man... = =
m
4
Messages | l
2 Single ciich tosefect 3 page. Ctrf + Ciick to sefect pages individually. Shit +
Fax Click to sefect consecutively. x - o Changes have been sfully saved. F
Iploaded Documents (1)
Ill_ 7510 W Wandering Coyote Drive Marana, AZ 85741
3 Flles Tolmport Slagle click fo select 2 placeholder. Doudle ciick o edit.
Expand All/ Coliapse Alf
@ AEAI L SIAE YT DISLIVAUIS MG LIBLUU
[ 60 Sierra Vista, Phoenix, AZ 85012 .
¥ Exclusive Rightto Sen
1 wLS Profile Sheet
Referral Agreement - if applicable
Miscellaneous Document
[~ Status Change Forms
Status Change Form for Listing Extension
Status Change Form for Price Change
= Property iformation
CMA
T MLS Printout
(= HOME Tax Ownership Printout
FILES Miscellaneous Document
= Dk D - Always Requis
= MESSAGEE (1) w Seller Property Disclosure Statement SPDS
& CONTACTS W 60 Sierra Vista, Phoenix, AZ 85012 v
B2 CALENCAR [ convertto POF
[¥]Record on the Actwvity Log
A, ADMIN -
'SureClose )P & : s
. @&

Figure 72
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Using the Printer Driver (Cannot be used with Mac

Computers)

You can use the Advanced tab of the SureClose® printer driver to upload any document
directly into a placeholder in SureClose®.

Use the following steps for the

Advanced tab on the printer driver:

1. Open the document you want to upload and click the Print icon.

2. Select SureClose Upload from your list of printers (Figure 73).

Page Handling
Copies:

Page Scaing:

Print
Priniter /
Mare:  SraClose Upinad ~ Propertes
Status:  Ready Comments and Foms:
Type:  Black [ee TIFF Driver Darument and Markups b
Print Range Praview: Composite
or]
(O Current view
() Current page
= E 11 3
Cipages |1-4
Subsat: | M pages in range i

DRsversrpaue:s

[] fusto-Ruatabs and Conter

[ choase paper source by FOF page size

-
£

Sheink to Prinkable Area

Uniks: Inches Zoom ; 100%

[Prink ko File
114 ]
Figure 73
3. Click the OK button. The SureClose® Print Driver window displays (Figure 74).
22 SureClose Print Driver u
File Tools Help
Decument Destriptior Save forma . |
|L|manor;DcI |P'DF ﬂ sure(;lqsej’ | E>
*[E PR bocument to mbox "E Document to Placeholder
Surellogs Usemama: Surelloss Uzemama:
| |
[~ Save File 8 Impont Code: Permizsion Key:
|
I Seve
L Welcome to the SwieClosa Print Diiver ulily.
Prezs F1 fior Help.
Teums and Conditions Brivace Sistement Upload Cancal
|
Figure 74
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Select the Advanced tab on the SureClose® Print Driver window as shown in
Figure 74.

Type your SureClose® ID and password in the Login Details screen (Figure 75)
and click the OK button.

Y

=

SureClose Usemame:

SureClose Password:

aK | Cancel |
Figure 75

NOTE: Once you have logged in, the SureClose® print driver leaves you
logged in for two hours after your last upload.

6. Click the Search button to display a list of your files in the Files window (Figure

76). You can narrow the search by entering specific criteria in any of the search

fields.
s SureClose Print Driver =
File Tools Help
Decurment Descrptiors Save leemat . [
[F O Gude - Basic View for sgents oy [POF =] SHFQQ|QSQ ’ | >
Basic  Advenced |
f Cumait User G Apant
”; B Auto-file Settings
Fiie lype: | <Al »| ML Escrow it | Fiek: | Tithe: - |
Filer sfabus; |r.ﬁlz '| Aodress: | City: | Stane I
Party infomatione | <Fir:! J<Last | g
______. RecertFie | Clea
Fila:z:
Address [ MLS & | Escrowtt | File 3 | Type | Staius |
Company Documeres and Forms Achve
BN Siema Vizta, Phosnix, 42 8501 2 123 ED Singhe Family Reside . OnHold
B Siera Vista, Phosnin, 42 85012 123 T0-1235VA =1 Single Famiy Aeside Open
Dreders and placeholders:
Team s Condtions FErivace Statament Praz F1 fod Advanced Help Upinad Cancal
Figure 76
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7. Highlight the file to which you want to upload the documents by clicking on the

address of the file in the Files field (Figure 77). You see the dividers for the file in
the Dividers and placeholders field.

=4 SureC lose Print Driver

=]
File Tools Help

Document Description Save format:

[Listing Bocs. pat [For =] s“reol .’ | |>

PRINT DRIVER
Basic  Advanced |

\? Curent User: 60 Apant
B Auvto-file Settings

Fimlype: | <Al = msa| Escrow # | Fie #: | Tithe |
File status: [ <Al v Addess: |

Ciy: | State: Zo
Parly information; | F1:1 |<Last riame

Search | Hacu!lFl=| Clear |
Files:

Address

| Type | Shatuz |
Cormpany Documerts snd Forms Active
E0 Siena Vista, Phoarix, A7 B500 2 123 20 Single Famiy Reside_.  On Hold
B0 SienaVista, Phose - A2 502 13 123Evs B0 L Reside..  Open

| MLs# | Escoomtt | Filst

Dwiders and placsholders:

4

Documents Requiring Broker Review
Dizclogure Documents

Inspections and Reports

Title and Escrow Documents

4
+
+
+ #Agent Communication

Tamszod Condlions: ~ Privace Statament

Prazz F1 foe Advanced Help Upload Cancal

Figure 77

Expand the divider in the Dividers and placeholders field by clicking on the plus

sign to the left of the divider to see the placeholders or by double clicking on the
name of the divider (Figure 78).

8.

21 SureC lose Print Driver

)
File Tools Help

Document Descrgtiar: Siave formek

[Listing Diocs. per [FoF =] Slll','ﬁep|g§:e;’ | |>

Basic Advanced |

Lf Cunent User: 60 Agent
B Auto-file Settings

File type: <Al = msal Escrow | Fie #: | Tithe |
Fila stabus: |c.ﬁl) ﬂ Address | City: | State: Zo
Paty nformation: |« Frct <Last name Dy Name

Search | Recent Fie | Clear |
File:
Addbess | MLS # | Escowt | Filett | Tups | Status |
Company Documerts and Foems Bckve
E0 SienaVista, Phoariy, AZ 85012 123 B0 Single Family Reside . OnHald
E0 Siena Vista, Phosniv, A7 BS0N 2 12 101 23-5vih =] Single Famiy Reside . Dpen

Dirwiders and placahoiders:
+  J Inspections and Reports -~
+ Title and Escrow Documents

#Agent Communication

w

Prazs F1 for Advanced Help Upload Cancal

Tams and Condiions ~ Fiivace Siatement

Figure 78
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Highlight the placeholder to which you want to upload the document (Figure 79).

24 SureClose Print Driver

NE)

File Tools Help

Document Description

Sawe format

|L|<nnq Diocs.pok

Basic  Advanced |

[For ]

L B Auto-file Settings

SureClose» || P

Cunent User: G0 Apant

File typs: <Al -

1L & Eacrow # |

Fie #: |

Tithe # |

Fila staus: |'.ﬁI, v| Addles-s:|

Ciy: |

Stater Zn

Party informabionc |« Fict

Filasz:

Search | Hecvﬂlﬂr| Clear |

Address

Cormpany Documerts snd Forms
ED Siema Vizta, Phosriv, AZ BSN 2
ED Siena Vista, Phosris, AZ BS0N 2

Deeders and placahoiders:

| MLS # | Escoomw 8

123

123 1023504

| File #t

20
B0

| Type | Status |
Ackve
Single Family Rezide . OnHald
Single Famiy Feside . Dpen

Agent Communication

M

+ Inspections and Reports
+ Title and Excrow Documents

A Miscalariz s Document

Toms and Condiions ~ Privacy Statement

»
Pragz F1 fos Advarced Help | Upload Cancel

Figure 79

10. Click the Upload button to upload your document. You receive a message stating
that your document has been uploaded and auto-filed (Figure 80).

= Upload successful

auto-filed.

Vour document has been uploaded and

Figure 80

NOTE: It can take 30 seconds to a minute for a document to actually be
filed in the transaction file.

If you choose a placeholder that already contains a document, SureClose® creates a new
document placeholder directly below the original and appends the date and time of

uploading to the new placehold

er (Figure 81).

Docmnents Requiring Broker Review

[.' Raal Estats dgancy Disclosure And Election

Exclusive Right to Sell <&+
B WLS Profie Sheet 2=

Miscellaneous Document

Referral Agregment - It applicable

ﬂ Real Estate Agency Disclosure And Election (Impored 1160 10:48:1 2 AM; |
gency 4 [
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Action Buttons

There are six other buttons on the Documents page you can use:
. Add button
o Complete button
° Move button
. Transfer button
. Distribute button

° Delete button
Add Button

The Add button enables you to create a new placeholder if you have a document that
needs to be uploaded, but you do not have a corresponding placeholder. Use the following
steps to create a new placeholder:

1. Click the Add button to see the New Document Placeholder Entry screen
(Figure 82).

F

7510 W Wandering Coyote Drive, Seller - Famiglietti (Listing - Pending) Decuments | Tasks | Activity Log

MNew Document Placeholder Entry " Required Fields

Folder | «Selecta Folders

Docurnent Placanolder  Linked Task o complete when documentis:
Add . Befare - Mtached <Selecta Tasks

After Completed. <Selacta Taskr

[ 15 this document complete?
H.I'.D—LDITIplE“lE when a document is attached or fransfamed to this planehnld er
Record this document on the Activty Log

Document Permissions

[C] viewable to all parties with access o this file

Farmigliati, Tagan . Trainar, Susan
; 5 v .
{Sellar) Mo Access (Trainer)

ADD ANOTHER CANCEL

Figure 82

2. Select a folder in which to put the new placeholder from the Folder drop-down
menu.

Type the name of the placeholder in the Document Placeholder field.

4. Select the placeholder after which you want to place the new placeholder in the
Add field.

5. Select a task from the Attached drop-down menu if you want an associated task
marked complete when a document is uploaded to the placeholder.
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6. Select a task from the Completed drop-down menu if you want an associated task
marked complete when the document is marked complete.

Uncheck the Record this document on the Activity Log check box.

Click the Viewable to all parties with access to this file check box if you want all
the parties on the file to be able to see the placeholder.

9. Click the Save button to add your new placeholder to the file.

Complete Button

The Complete button enables you to mark a document complete. Use the following steps
to complete a document:

1. Highlight the document you want to complete and click the Complete button.
You see a Complete Document screen (Figure 83).

F =]
7510 W Wandering Coyote Drive, Seller - Famiglietti {Listing - Pending) Documents | Tasks | Activity Log
* Raquired Fields
Selected DNcument s te Complera: Cometed Date:
Seller Property Disclosure Stalement SPOS 11/227200| 5

CANCEL

Figure 83

2. Choose the appropriate date from the calendar to the right of the Completed Date
field.
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3. Click the Save button to mark the document complete. You receive a message
stating that your document has been marked complete and you see the date of
completion in the Completed Date column (Figure 84).

" k]

7510 W Wandering Coyote Drive, Seller - Famiglietti {Listing - Pending) Documents | Tazks | Activity Log

a The decumentis) hiave been successtully completed. o

Singhe ek tosefect @ placeioider. Dombve ek foedt. Cirl+ Cock tosefect placefoicdova fmdividwally. St « Clck fo sefect comsecartively.

[Decuments Requiring Broker Review
E' Real Eslate Agency Disclosure And Elaclion
U Real Estate Agency Disclosure And Election (mpored 114 610 10:48:12 AM)
0 Exclusive Rightto Sell &=
0 1LS Profile Sheet e
Refanal Agreament - it applicable

Miscellangous Document
Status Change Fonms

Status Change Form for Listing Exension 2

Status Change Form for Prica Change F- o
Praperty Iinformation

CMA

MLE Printaut

Tan Ciamirghip Prinbout

Miscellaneous Document
Disclesure Decuments - Always Feoquired

U sener Propety Distlosure Stalement SPDS 1112010
ks

Figure 84
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Move Button

The Move button enables you to move folders and placeholders within a file. Use the
following steps to move a document within a file:

1. Click the Move button to see the Move Placeholders or Folders screen (Figure
85).

[ -

7510 W Wandering Coyote Drive, Seller - Famiglietti [Listing - Pending) Documents | Tasks | Activity Log

Single click tosefect 2 placetoider or & fnider A
Dacuments Redquining Broker Review
l]J Real Estate Agency Disclosune And Election
N Real Estate Agency Disclosure &nd Election (Imported 197 60 10°-468:12 AN
I Exciusive Rightta Sell &
W WS Profite Sheet 2
Referral Agreemeant - if applicable
Miscellaneous Document

Stalus Change Farms
Statug Change Form for Listing Extangion =t

Btatus Change Form for Price Change o m

Property Infonmation
CMA MIOVE DIOVAT

MLS Printout
Taw Dwnership Printout

Miscellaneous Document
Digclosure Documents - Always Requited
Wl selier Propery Distlosure Statement SPOS
W &0 siera Vista, Phoenix, AZ 85012

Miscellaneous Document
Digclosure Documeants - Requined Based on Circumstances

Disclosure of Information on Lead Based Paint (i bullt prior to 1978)
Domestic Water Wiell Water Use SPDS w

Figure 85
Highlight the placeholder you want to move.

Click the Move Up button to move the item up or click the Move Down button to
move the item down.

4. Keep clicking the appropriate button until you have your document at the correct
spot.

5. Click the Save button to save your changes. You receive a message stating that
your documents have been moved (Figure 86).

"

7510 W Wandering Coyote Drive, Seller - Famiglietti (Listing - Pending) Decuments | Tasks | Activity Log

&9 The documentis) have been successiully moved. =

Single click to sefect @ placebaldsy, Dowble ciick boadif. Clrf + Clck loselect piaceboiders individuaily. SHit + Ciick lo select consecutively =]

Figure 86
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Transfer Button

The Transfer button enables you to transfer a document to another file. Use the following

steps to transfer a document:

1. Highlight the document you want to transfer and click the Transfer button. You

see a Transfer Selected Document To screen (Figure 87).

Transfer Selected Document(s) to: Messages ®File

Transfer Document(s): MLS Profils Shast
yhara the File Mumber * |is
Cl sschived Flies

CAMCEL

Figure 87

v A WN

74

Choose whether to transfer your document to your Messages page or to a file.
Search for your file either by file number or by property address.
Highlight the divider under which you want to place the transferred document.

Click the Save button to complete the transfer. You receive a message letting
you know that your document has been transferred.
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Distribute Button
The Distribute button enables you to send one or multiple documents to another party or
parties. Use the following steps to distribute a document:

1. Highlight the document or documents you want to distribute and click the
Distribute button. You see a Message screen (Figure 88).

@ - C &1 | P hitps:fsurechosstm_com/TMsin asp -1 4y y
] st Visited | ] Getting Started (5] Latest Headines

P sureCloseii Online Transaction Man...

ko m e i 2 g

Recent Files

7510 W Wandering Coyote Drive, Seller - Famiglietti (Listing - Pending)
List by Address -

Documents | Tasks | Activity Log

" Hequired Fields 4
To: Add Parties
Select Message To Send: New Message Edifor

Subject:

ARach: Beal Estate Agency Disclosure And Election Exclusive Righito Sell MLS Profile Sheet

[FlRecord this message on the Activity Log Artivity Lo Permissions

Size
« B3 1@ B I UE S =k = e A- 0 &

HOME
B FiLEs

ED mE:

NTACT
B CALENDAR
_,ADMIN

SureClosep

Figure 88
2. Click on the Add Parties hyperlink to see the list of parties on the file.

Highlight the party or parties to which you want to send the document and click
the Down Arrow button to add them to the Selected Parties field.

4. Click the OK button to return to the Message screen.

Select a pre-written message for the Select Message to Send drop-down menu or
write your subject and message in the Subject and Message fields.

6. Click the Send button to send the message with the document or documents
attached.
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Delete Button

The Delete button enables you to delete a placeholder or document from a file.

NOTE: You cannot retrieve deleted documents.

Use the following steps to delete a document:

1. Highlight the placeholder or document you want to delete and click the Delete
button. You see the message in Figure 89.

e The selected document placeholden(s) wil be deleted, Do you wish to continue?

[ OF, ] | Cancel |

Figure 89

2. Click the OK button to delete the placeholder or document. You receive a
message telling you that the placeholder or document has been deleted (Figure
90).

r

7510 W Wandering Coyote Drive, Seller - Famiglietti {Listing - Pending) Documents | Tasks | Activity Log

ﬂ The decument placeholder (s} have been successhully deleted from the file.

Single click fosefect @ placehoider. Doubis click boedft, Cirl + Click fo sefect placehoiders individually. Shat + Click o select consecutively =

Figure 90
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Tasks Page

The Tasks page (Figure 91) shows you a list of the tasks associated with the file and their
respective due dates. The tasks are listed in order by responsible party and due date. A
clipboard with a red checkmark icon to the right of a task means the task is linked to a
document placeholder. You can hover your mouse over the clipboard to see the details of
the link.

Ble Edt Wew Hgtory Eookmarks Tooks Help
@ - C a1 | B hitps:fsurechosstm_com/Tsin asp -4y y

S st visted | | Getting Started 5] Latest Headines

P sureCloseii Online Transaction Man...

Recent Files
; isting - Pending) Documents | Tasks | Activity Log

Sifie clck Nedbbeet 3 1SR DORbie CIok 1o edft. CUf + Chick to select Wsks Individually. Shift + Ciick toselect consecatively.

Agent Tasks

- Thiz agent cormpl#es an MLS SoldiChangs Fomm 1or & price changa g
losing Fi The listing agent completes an MLS SoldiChange Farm to extend the expiration date 2+ [E! 112002011
ELERIEE] The agent uploads the Iniial listing documents &= 111012010 111 E2010
antage Gusst Testing Bioken Tasks
51 Eie ta The broker reviews the MLS Sold/Change form for a listing edension &=

The broker reviews the MLE SoldiChange farm submifted for 3 price change =
The broker revewes the nes listing fle F 11142010

HOME
B FiLEs
B m

B CALENDAR
|, ADMIN

SureClosep

Figure 91

If your task is complete, you see the date of completion in the Completed Date column. If
a task is overdue, its due date is highlighted in red.

You can complete a task by highlighting the task and clicking the Complete button.
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Adding a Task

You can add a task to the file. Use the following steps to add a task to your file:
1. Click the Add button to see the New Task Entry screen (Figure 92).

Ele Edt View Hgstory Eookmarks Tools Help
6 - c 2t | P* hitps:isireciosstm. comMain, aspx - .‘". Ji

B Most Visited | | Gatting Started |5 | Lakest Headines

P SureClosei Online Transaction Man.,..

E Recent Files
7510 W Wandering Coyote Drive, Sel [ q- Documents | Tasks | Activity Log

New Task Entry * Required Fields s

Task Mame: | ' Description

Folder | <Select a Folder» i
Stalus: | <Selecta Status> || *

Deadline Type: | <Select a Deadline Typex

Responsible Role: | <Mat Specified> >
Record this task on the Activity Lag

Task Permissions
[] viewsanle to all paries with access to this file

Farmigliet, Tegan : Traingr, Susan
! 5w .
(Sellen Mo Access (Trainer)

HOME
B Fies
ED m

. ADD ANOTHER
CALENDAR Singie chick tosefect 4 tast. Dopbde click foedit. Cird v Ciicl to sefect tesks individwally. S6i% « Ciici to sefect consecativefy.

_ ADmin

SureClosep | BEIED

Figure 92

Type the task in the Task Name field.

Type a description of the task in the Description field (optional). The description
could include specific instructions about how to complete the task.

4. Select the appropriate folder from the Folder drop-down menu.
Select the appropriate status from the Status drop-down menu. The statuses are:
o Not started
o In progress
o Completed
6. Select the deadline type from the Deadline Type drop-down menu:

o Relative to start date. This option requires you to enter the number of days
after the start date for the task to be due.

o Relative to end date. This option requires you to enter the number of days
before the end date for the task to be due.

o Relative to contract acceptance (for closing files only). This option requires
you to enter the number of days after the contract acceptance date for the
task to be due.
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Files Page

o Relative to another task’s completion. This option requires you to choose a
task and then enter the number of days after the chosen task for the new
task to be due.

o Fixed deadline. This option requires you to pick a date and time for the task
to be due.

Select the appropriate role on the file from the Responsible Role drop-down menu.
Ensure that the check box for Record this task on the Activity Log is unchecked.

Change the task permissions for the guest parties on the file if you want them to
see the task in their view of SureClose®.

Click the Save button to add your task to the file.

Adding Comments to the Transaction Summary Report

You can add customized comments to the Transaction Summary Report by creating a
Weekly Summary Report Comments task. The comments you make display in the
Comments section of the report.

Use the following steps to add comments to the Transaction Summary Report:

1.
2.
3.

©® N o u

9.

Open your file to the Tasks page.
Click the Add button to add a task.

Create a new task called Weekly Summary Report Comments.

NOTE: The task name is not case-sensitive but it must be spelled
correctly.

Double click on the task to open the Edit Task window (Figure 93).

=

Editing the Weekly Summary Report Comments task

Gerneral Information Permissions

Mobes! <Add Mew Motey |

* Required Fields
CANCEL

Figure 93
Click on the Notes tab.
Select <Add New Note> from the Notes drop-down menu.
Type the text of your note.

Click on the Permissions tab. Grant permission to the appropriate guests on the
file for them to see the comments on their Transaction Summary Report.

Click the Save button to save the note.

You can add multiple notes to the Weekly Summary Report Comments task. The notes
display as comments within the Comments section of the report.
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Activity Log
The Activity Log page (Figure 94) shows all the activity for a file in chronological order.
Some of the activities recorded are:
° Messages that are sent from the file.

° Notifications that the broker has reviewed documents.

° Documents that have been sent from the file or uploaded to the file.

Ele Edt Wew Hgtory Gookmarks Tools  Help
@ - C &1 | P hitps:fsurechosstm_com/TMsin asp -1 4y y

] Mot Visited | ] Getting Started (5] Latest Headines

P sureCloseii Online Transaction Man...

E Recent Files
7510 W Wandering Coyote Drive, Seller - Fal isting - Pending) Documents | Tasks | Activity Log

Single elick tosefect 2 log snly. Cirl + Click lo select log enbries imdivideally. Shit+ Click o sedoct consecutively.

Completed Tems
TINEZ0I0 11004  Document Sent  Trainer, Susan  Transferred Split Documentta: G0 Sierra Vista, Phoeni, AZ B5012
T G200 1100 An Document Sent  Trainer, Susan  Transferred Split Document to: MLS Profile Sheet
11N GIZ010 11:00 AM Document Sent  Trainer, Susan  Transferrad Split Docurnent to: Exclushe Right to Sell
TINGZ0I0 110080 Document Sent  Trainer, Susan  Transferred Split Docurment to: 60 Siarra Vista, Phoeni, AZ 85012
Scheduled Kems
There are no scheduled tems.

HOME

A, ADMIN

SureClosep

Figure 94
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You can also add notes and records of phone calls to the Activity Log. Use the following

steps to add an item to the Activity Log:
1. Click the Add button to see the New Activity screen (Figure 95).

Activity Type: * [ <Select an Activity Types l*«'
Subject
MNotes

Log Entry Permissions

Famigliet, Tegan Traingr, Susan

Mo hccases |»

Mew Activity Log Entry " Required Fields

(Beller) (Trainer)
Testing, Amvantane Guest
(Listing Agen) Mo Accass |«
Figure 95

2. Select the type of Activity from the Activity Type drop-down menu. The types

are:
o Appointment

o Comment

o Document sent

o Message sent

o Phone call

Type the subject of the activity in the Subject field.

Type the information about the activity in the Notes field.

Change the permissions for the guest parties on the file if you want them to see

the activity on their view of SureClose®.

6. Click the Save button to save your activity or click the Add Another button to

add another activity.
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Chapter 8. Admin Page

The Admin page (Figure 96) enables you to manage your company’s version of
SureClose®. The Admin page is divided into three sections:

. Notifications
° Templates

° Corporate Tools

6 M4 C' (Y hl!ps:l/suedosetm comMain, aspo . .". J

W Most Visted | | Getting Started i Latest Headines
P SureClosed Online Transaction Man... = -~ =

lotifications |

Add

Manage

Template | | Add |<Selecta Nofification Type> v n Add  <SelectaFile Type> v n
Add Manage i Manage

Manage \ \

Application Defaults
Manage impons

(= HOME

B FiLes
MESSAGES (1)
#h CONTACTS

M CALENDAR
A ADMIN

SureClose)

Figure 96
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Notifications

The Notifications section enables you to add new customized messages to your version of
SureClose®, as well as manage the messages you have already created.

Adding a New Notification

Use the following steps to add a new message:

1. Select the type of message you want to create from the Add drop-down menu.
The choices are:

o

84

Document Distribute. These messages appear in the drop-down menu when
you are sending documents from the Documents page of a file.

Message Party. These messages appear in the drop-down menu when you
are sending a message from the Summary page of a file.

New File Notification. SureClose® sends this message automatically when
you add a new party to a file.

New User Notification. SureClose® sends this message automatically when
you add a new party to the system and choose to give them access to
SureClose®.

Scheduled Reminder. These messages appear in the drop-down menu when
you are adding a scheduled reminder to a task.

Task Completed Notification. These messages appear in the drop-down
menu when you are adding a completed notification to a task.

Task Deadline Reached Notification. These messages appear in the drop-
down menu when you are adding a deadline-reached notification to a task.
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2. Click the Go button to see Figure 97.

Required Fields
Motification Type: | Scheduled Beminder w
Subject
Fori *| Size RS -El e B I UES S E€Eh A-Ald
¥

Merge Fields: | TASESUMMARY | Add

CANCEL

Figure 97

Type a subject for the message in the Subject field.

4. Type the message in the Message field. You can format your text using the icons
in the toolbar.

5. Position your cursor at the appropriate spot in the message at which to insert a
merge field.

6. Choose the merge field from the Merge Fields drop-down menu and click the Add
hyperlink. The available merge fields and the data they pull in are defined in the
following table.

Merge Field Description
{ACCOUNTCREATOR} The person who created the user’s account.
{BRANDNAME} The name of the brand under which the file
was created.

{BUYERNAME} The name of the buyer of the subject property.

{CLOSERCOMPANYNAME} This field is not applicable.

{CLOSERNAME} This field is not applicable.

{COMPANYNAME} The company to which the user’s account
belongs.

{DOCUMENTSUMMARY } The document placeholder name and the
completion status.

{EXPIREDATE?} The expiration date of the listing file.

{EXPORTMSGBODY?} The body of the message indicating that the
export will be expiring.
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Merge Field Description

{EXPORTURL} The link to go to for downloading the exported
files.

{LENDERCOMPANYNAME} The company of the lender for the subject
property.

{LENDERNAME} The name of the lender for the subject
property.

{LENDERPHONE} The telephone number of the lender for the

subject property.

{LISTINGAGENTCOMPANYNAME}

The name of the company of the listing agent.

{LISTINGAGENTNAME} The name of the listing agent for the subject
property.

{LISTINGDATE} The acceptance date of a listing contract.

{LOGIN} The login ID for the new user (only visible to

the intended recipient).

{MYADDRESS1DIRECTION}

The street direction of the address of the user.

{MYADDRESS1NAME?} The street name of the address of the user.

{MYADDRESS1NUMBER} The street number of the address of the user.

{MYADDRESS2} The information listed in the Line 2 field under
the Address field for the user.

{MYBUSFAX?} The business fax telephone number of the
user.

{MYBUSPHONE} The business telephone number of the user.

{MYCITY} The city of the address of the user.

{MYCOMPANYADDRESS1DIRECTION}

The street direction of the address of the
branch.

{MYCOMPANYADDRESS1NAME}

The street name of the address of the branch.

{MYCOMPANYADDRESS1NUMBER}

The street number of the address of the
branch.

{MYCOMPANYADDRESS2}

The information listed in the Line 2 field under
the Address field for the branch.

{MYCOMPANYBRANCHNAME}

The branch assigned to the user.

{MYCOMPANYCITY} The city of the address of the branch.
{MYCOMPANYEMAIL} The default email address of the branch.
{MYCOMPANYFAXNUMBER} The fax telephone number of the branch.
{MYCOMPANYNAME} The corporation assigned to the user.
{MYCOMPANYSTATE} The state of the address of the branch.
{MYCOMPANYZIP} The zip code of the address of the branch.
{MYEMAIL} The personal email address of the user.
{MYFAXASSISTFAX} The fax telephone number of the user’s
assistant.
{MYFAXEFAX} The eFax telephone number of the user.
{MYFAXNUMBER?} The personal fax telephone number of the user.
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Merge Field Description

{MYFAXOTHER} An additional fax telephone number of the
user.

{MYFIRSTNAME} The first name of the user.
{MYHOMEPHONE} The home telephone number of the user.
{MYLASTNAME?} The last name of the user.
{MYMIDDLEINITIAL} The middle initial of the user.
{MYPREFIX} The title of the user (Mr., Mrs., Ms., Miss)
{MYSTATE} The state of the address of the user.
{MYSUFFIX} The suffix of the user (Sr., Jr., III, MD. Etc)
{MYTITLE} The default role of the user.
{MYZIP} The zip code of the address of the user.
{NEWPARTY} The name of the new party added to a file.

{OPERATIONTYPEDESCRIPTION}

The type of action that triggered the
notification.

{PASSWORD?} The password for the new user (only visible to
the intended recipient).
{PROCESS?} An indication that the notification was

automatically generated by SureClose®.

{PROJECTADDRESS1DIRECTION}

The street direction of the subject property.

{PROJECTADDRESS1NAME}

The street name of the subject property.

{PROJECTADDRESS1NUMBER}

The street number of the subject property.

{PROJECTADDRESS2} The information listed in the Line 2 field under
the Address field for the subject property.

{PROJECTCITY?} The city of the subject property.

{PROJECTDESCRIPTION} The address of the subject property.

{PROJECTSTATE} The state of the subject property.

{PROJECTTYPE} The type of file that was created (closing,
listing, generic, or buyer).

{PROJECTZIP} The zip code of the subject property.

{RECIPIENTFIRSTNAME} The first name of the user receiving the
notification.

{RECIPIENTLASTNAME} The last name of the user receiving the

notification.

{RECIPIENTMIDDLENAME}

The middle name of the user receiving the
notification.

{ROLECREATOR} The person who added the party to the file.
{ROLENAME} The role of the new party added to a file.
{SELLERNAME} The name of the owner of the subject property.
{SELLINGAGENTCOMPANYNAME?} The name of the company of the selling agent.
{SELLINGAGENTNAME} The name of the selling agent for the subject

property.
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Merge Field Description

{SENDERFIRSTNAME} The first name of the user sending the
notification.

{SENDERLASTNAME} The last name of the user sending the
notification.

{SENDERMIDDLENAME} The middle name of the user sending the
notification.

{SITELINK} The hyperlink to the SureClose® Login screen.

{SUPPORTEMAIL} The SureClose® support email address.

{SUPPORTPHONE?} The SureClose® support telephone number.

{TARGETDESCRIPTION} The method by which the document was auto-
filed.

{TARGETYPEDESCRIPTION?} The action that has been completed.

{TASKSUMMARY} The task name, completion status, due date,
and subject property.

{TITLECOMPANYNAME} The company of the title officer for the subject
property.

{TITLEOFFICER} The name of the title officer for the subject
property.

{TRANSACTION NUMBER?} The file number for the transaction file.

7. Click the Save button to save your message. The message appears in your list of

messages (Figu

re 98).
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Modifying an Existing Notification

Use the following steps to modify a notification message that already exists in your
corporation:

1. Click the Manage hyperlink to see a list of notification types (Figure 99).

@ o C' (et ) https:[fsuradosatm. comfMan, aspix . _}’.
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Figure 99
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2. Expand the notification type by clicking on the plus sign icon to the left of the
type. You see a list of messages similar to Figure 100.
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101.

Admin Page

modify to see a screen similar to Figure
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Figure 101
4.

5.
message has been saved (Figure 102).
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Templates

You use a template every time you create a transaction file in SureClose. The template
contains parties, tasks, and document placeholders. The template contents are copied into
each transaction file you create.

The Templates section enables you to add new templates to your system and manage the
templates that already exist. There are three categories of templates:

Closing Templates. You use these templates to create files for transactions for
which you have an accepted contract.

Generic Templates. You use these templates to create files for property
management and miscellaneous files.

Listing Templates. You use these templates to create files for which you have a
signed listing agreement.

The components of a template are:

Parties. The parties on a template are those staff members who need to be on
every transaction file you create. For example, some typical parties who might be
on every template are the designated broker, managing broker (if applicable), and
office manager.

Tasks. The tasks on a template are all the standard activities that must be
performed for each type of transaction file. The tasks are assigned to brokers,
agents, and support staff.

Document Placeholders. The document placeholders on a template include all the
typical documents you need to complete for each type of transaction file. They
can include contract documents, disclosure documents, property information
documents, and escrow documents.

When your corporation was created, eight pre-built templates were added to the
corporation. The templates are:

Buyer Closing Template

Dual Representation Closing Template
Seller Closing Template

Generic Template

Property Management Template

REO Listing Template

Short Sale Listing Template

Traditional Listing Template

You can modify the pre-built templates to meet your specific needs. You can also create
new templates such as lease listing and lease closing templates. There is no limit to the
number of templates you can have in your corporation.
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Creating a New Template

Use the following steps to create a new template for your corporation:
1. Select the type of template you want to create from the Add drop-down menu.

2. Click the Go button to see the Create Template screen (Figure 103).
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Figure 103
Type a name for the template in the Template Description field.

4. Choose the account to which to assign the template from the Account drop-down
menu. If your corporation does not have accounts set up, SureClose® defaults to
the primary account that was created when your corporation was created.

5. Select an account manager from the Account Manager drop-down menu. This
step does not apply if your corporation does not have accounts set up.
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6. Click the Copy parties, documents, and tasks from existing template check box to
copy data from an existing template to your new template. You see a list of
templates similar to Figure 104.

Avadlable Templates

Il Updated REQ Listing Ternplats [ Oragies | © Documents [ O Taske | Clear
I Updated Shart Sala Listing Tamgplate | ClParties | 2 Documents | O Tasks | Clear
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41 - B0 Listing Templae | UlParties | O Documents | O Tasks | Clear

CREATE TEMPLATE

Figure 104

7. Click the name of the template to copy all the parties, documents, and tasks from
that one template or choose parties from one or more templates, documents from
another, and tasks from a third template.

NOTE: You can select to copy parties from multiple templates.
You can only copy documents from a single template. You
can only copy tasks from one template, but it can be a
different template from which you copy the documents.

8. Click the Create Template button to create your template. The new template
opens to the Summary page (Figure 105).
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Modifying an Existing Template

Use the following steps to modify an existing template:
1. Click on the Manage hyperlink to see the Templates screen (Figure 106).

6 v c 'V ‘hups://sueﬁosetm comMain, asp . .‘.. J

B Most Visited | || Getting Started [ Latest Headines

P SureClosed Online Transaction Man...

A S R 2 o

Expand All/ Collapse All

4 Admin

i Single click to sefect a template

| = Closing Templates
|+ Generic Templates
Isting Templates

Application Defaults
Manage Impods

(= HOME

FILES

B9 MESSAGES (1)
#h CONTACTS

M CALENDAR

SureClossh 7

Figure 106

2. Click on the plus sign icon to the left of the template category to see a list of
existing templates similar to Figure 107.

[l click fo select & template. Expand AllS Colgpss AN

+ Cloging Templates

= Generic Templates

= Listing Tempates
I Updated RED Listing Template
Il Updated Shor Sale Listing Template
I Updated Traditional Listing Template
= AAR Lease Listing =
41 - B0 Listing Ternplate
T32010 - sample
AAR Commercial Listing Fila Template
Miki Training Listing Template
testing advaniage femplates
HpxxDont Use AAR Listing

Figure 107
Click on the name of a template to open the template to the Summary page.

4. Make your changes to the template as detailed in the following pages.

AAR Quick Reference Guide - SureClose® Advantage for Administrators 95



Admin Page

Adding Parties to a Template

You can add parties to a template with three roles:

° Template Manager. The template managers have the ability to modify, edit, and
assign access for the use of the template. You should limit the number of
template managers on each template you create. The minimum number of
template managers to have is two. When you create a transaction file, the
template managers do not transfer to the file.

° Template User. The template users are allowed to use the template to create a
transaction file. If you add your corporation as a template user, then any user in
your corporation with the appropriate general security profile can use the
template to create a transaction file. When you create a transaction file, the
template users do not transfer to the file.

° Specific Role. This is a party who transfers from the template to the transaction
file to ensure that they are on all files created from the template. By adding all
your required parties to the template, you save time and keystrokes as these
necessary parties do not need to be added separately to each transaction file you
Create.

NOTE: If a party has multiple functions on the template (for example the
broker is added with a specific role and is also a template
manager), you must follow the steps in this section twice to add
them with both functions.

Adding a New Party to a Template

Use the following steps to add a new party to a template:

1. Click the Add Party button at the top of the screen. The Add Party page
displays (Figure 108).

F a]
41 - 60 Listing Template Documents | Tasks
Adda. & ndwidual O Compary O Your Corporation
Firsl Hame: " Last Name:
Caompany hame; Crty: State i

CANCEL

Figure 108
2. Click the appropriate radio button for the entity you are adding. The choices are:
o Individual (for a single person)
o Company (for a company such as a bank - not typically used in a template)

3. Type the first name of the person in the First Name field, the last name in the Last
Name field, choose the state in which the person resides from the State drop-
down menu, and click the Search button. SureClose® searches to see if the
person already exists in the global database.
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If a person with a similar name already exists in the database, you see a screen
similar to Figure 109.

- -
41 .60 Listing Template Documents | Tasks

Adda. & pdmidual O Company O vour Corparation

Firgt Name: a8 " Last Marna: | broker

Campany Mame: City State: | AT |w

Filter the displayed results: & &l Contacts O Parsonal Contacts O Comporate Contacts
Singe ook o wiew bhe aser's defaifed information. Dowble ciick to add the tsey,

=Add Mew Individual=

(C)  Broker, AAR Designated AaRDesignatedBroken@nysureclos  AAR Tralning Corp by Dan Trainer
AAR Training Camparny (Wain a.conm
Branch)
LY
Figure 109

4. Double click on the name of the person to open their profile. You have the ability
to modify the information in the Personal Information, Individual Contact
Information, and Notification Preferences sections.

5. Scroll down to the File Permissions section (Figure 110).

Fils Parimissions
Role: | <Select m Roler w
File Security Profile: | <Select m Profile hd
[ Private Party on File
Application Permissions
Application Security Profile: | Site Admin v
[#] allow Lagin
Lsemame; '

[ send Email with Login inforrmation
[ show Contact in Glabal Directory

m ADD ANOTHER

Figure 110

6. Select the role for the person for the template from the Role drop-down menu.
This is a required field.

7. Select a file security profile for the person from the File Security Profile drop-down
menu. This is a required field. Usually parties added at the template level have a
file security profile of Full Access.

NOTE: The Site Administrator of your corporation can pre-set file
security profiles for the common roles on a file.
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8. Click the Private Party on File check box if you do not want this person to be seen
by guests to a file. You can also modify the information in the Application
Permissions section, if necessary.

9. Click the Save button to add this person to your template or click the Add
Another button to save the current user and immediately see the page to add
another party to the template.

Adding Your Corporation to a Template

Use the following steps to add your corporation to a template as a template user:

1. Click the Add Party button at the top of the screen. The Add Party page
displays (Figure 111).

F ]
41 - 60 Listing Template Documents | Tasks

add & @ ndridual O Company O Your Corporation

First Mame: " Last Nama:
Company MName; ity State e
Figure 111
2. Click the Your Corporation radio button to see Figure 112.
F =]
41 - 60 Listing Template Documents | Tasks

Adda O pdwidual O Compary & Your Corporation

File Penmissions

Rale:| Template Usar |

CANCEL

Figure 112

3. Select the role of Template User from the Role drop-down menu to add your
entire corporation as a template user.

4. Select the file security profile of Full Access from the File Security Profile drop-
down menu.

5. Click the Save button to add the corporation to the template.
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Adding Tasks and Notifications to a Template

The pre-

built templates come with a simple set of tasks to get you started. You can

modify the Tasks page of each template to match your company’s work flow.

You can

create a task for every step of a transaction. For each task, you can specify the

following:

The role of the person to whom the task is assigned.
The steps for completing the task.
When the task is due.

Which guests to the file can view or complete the task.

You organize your Tasks page using folders. SureClose® comes with 25 standard folders,
but you can create folders specific to your business model and workflow. Task folders sort

alphabetically and then numerically on your Tasks page.

Adding a Task

Use the
1.

following steps to add a task to a template:

Click the Add button on the Tasks page to see the New Task Entry screen
(Figure 113).
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Type the task objective in the Task Name field.

Type a description of the task in the Description field (optional). The description
could include specific instructions about how to complete the task.
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Select the appropriate folder from the Folder drop-down menu.
Select the deadline type from the Deadline Type drop-down menu. The types are:

o Relative to start date. This option requires you to enter the number of days
after the start date for the task to be due.

o Relative to end date. This option requires you to enter the number of days
before the end date for the task to be due.

o Relative to contract acceptance (for closing files only). This option requires
you to enter the number of days after the contract acceptance date for the
task to be due.

o Relative to another task’s completion. This option requires you to choose a
task and then enter the number of days after the chosen task for the new
task to be due.

o No deadline. The task does not have a deadline.

6. Select the appropriate role for the task from the Responsible Role drop-down
menu.

Ensure that the check box for Record this task on the Activity Log is unchecked.

Select the appropriate permission for each guest role from the Permission drop-
down menu to allow access to the task. The choices are:

o No access. The guest cannot see the task.

o View only. The guest is allowed to view the task.

o Edit only. The guest is allowed to complete the task.

o Full control. The guest is allowed to complete the task.

9. Click the Save button to add your task to the template. You receive a message
stating that your task has been created (Figure 114).

L4 .l
41 - B0 Listing Template Documents | Tasks

a' The task bas been successiully created.

Single chick to sefect & lash, Dowble click foedit. Cird + Click losefect fasks individually SHift + Ciick loselect consecutively

Agent Tasks
The agent completes an MLS Sold/Change Farm far & price changa & Mo Deadline
The ageni uploads the Initial listing documents &+ 8 1 Days after star date
Frepare a Sign Order 2 Days after start datle
The listing anent completes an MLS SoldiChange Farm o extend the expiration date & = 10 Deays bafore end data
Broker Tasks
The broker reviews the MLS SoldiChange form submitted for a price change Felative to another lask's completion
The broker reviews the MLS SaldiChange form for a listing etension == Relative to anothar fask's completion
Thia broker raviews the nee listing file 2= ﬂ' 4 Days after start date

e

Figure 114
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Adding a Notification

You can set up auto-notifications or scheduled reminders on your tasks. An auto-
notification is triggered when a task is completed or has reached its deadline. A scheduled
reminder is sent out a specified number of hours or days before or after a task’s deadline.

Adding an Auto-Notification

Use the following steps to add an auto-notification to a task:
1. Click on the task to which you want to add the notification to highlight it.

2. Click the Notify>Auto-Notification button to see the New Auto-Notification
screen (Figure 115).

Fle Edt View Hstory Bookmerks Tooks Help
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s e
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Record this Auto-Matification on the Activity Log

Fort -| see| |-

x x4 B3 @ BI UEE=E = |- E & v A B &

HOME
[E FiLES

CALEMDAR
&/, aomin

SureClosep
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Figure 115
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3. Click the Add Roles hyperlink to choose the party or parties to which the
notification should be sent. You see Figure 116.
Single click losefect @ rof=. Cinl = Click o sefect roles individeally. Shift + Click fo sefect comsecatively
Available Roles:
Role: €Selacta Rolex » | Aol
Seller -
BuyenBorrower
Listing Agant
Salling Agant
Tr Coordinator (Listing)
Trx Coordinator (Selling) —
s
Selected Roles:
Esxternal Email Adiresses 1Sepal ate each email adilress with & comimal:
ﬁ “CANCEL
Figure 116
4. Choose the parties by clicking on the role and then clicking the Down button to
add them to the Selected Roles field.
Click the OK button to return to the New Auto-Notification screen.
Choose a message to send from the Select Message To Send drop-down menu or
choose New Message Editor to compose a message.
Type the subject of the message in the Subject field.
Click the Add Documents hyperlink if you want to attach a document from the
transaction file to the message when it is sent. You see Figure 117.
Sipple click toselect @ document CiT+ Click do seleet documenls individealily. SHRt + Ciick (o sefect consecutively.
Avallale documems and pages:
File Summary page -~
Diocuments Requiting Broker Review
Real Estate Agency Disclosun And Election
Exclusive Right to Sell
MLE Profile Shest
Refarral Agreermeant - if applicable 1I
il
Salected docummant and pages:
[ combine into a single POF
Figure 117
9. Choose the documents by clicking on the placeholder name and then clicking the
Down button to add them to the Selected document and pages field.
10. Click the OK button to return to the New Auto-Notification screen.
11. Ensure that the Record this reminder on the Activity Log check box is checked.
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12. Compose the message in the Message field.

13. Click the Save button to add the auto-notification to the file. You receive a
message stating that the auto-notification has been saved and you see a calendar
icon to the right of the task (Figure 118).

[niotifications | £l
Add
Manane
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Prepara a Sign Or 1 Days atter start date
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Broker Tasks
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=) The broker reviews the new listing file = 0B 4§ Days atter start date

Figure 118
Adding a Task Reminder

Use the following steps to add a reminder to a task:
1. Click on the task to which you want to add the reminder to highlight it.

2. Click the Notify>Task Reminder button to see the New Task Reminder screen
(Figure 119).
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Figure 119
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3. Click the Add Roles hyperlink to choose the party or parties to which the reminder
should be sent. You see Figure 120.

Single click losefect @ rof=. Cinl = Click o sefect roles individeally. Shift + Click fo sefect comsecatively
Availabde Roles:
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Figure 120

4. Choose the parties by clicking on the role and then clicking the Down button to
add them to the Selected Roles field.

Click the OK button to return to the New Task Reminder screen.

Type the number of days or hours before or after the deadline date for the
reminder to be sent in the Reminder field.

7. Choose a message to send from the Select Message To Send drop-down menu or
choose New Message Editor to compose a message.

Type the subject of the message in the Subject field.

Click the Add Documents hyperlink if you want to attach a document from the
transaction file to the message when it is sent. You see Figure 121.

Single click toselect @ docurment O+ Ciick o saloct cocurments individually. SAit « Click to salect consecutively.
Avallalie docunments and pages:

File Summary page b
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MLE Profile Shest
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mr— v]

Saelectad documment and pages:

[ combine into a gingle PDF

Figure 121

10. Choose the documents by clicking on the placeholder name and then clicking the
Down button to add them to the Selected document and pages field.
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11. Click the OK button to return to the New Task Reminder screen.
12. Ensure that the Record this reminder on the Activity Log check box is checked.
13. Compose the message in the Message field.

14. Click the Save button to add the task reminder to the template. You receive a
message stating that the task reminder has been saved and you see a calendar
icon to the right of the task (Figure 122).
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Adi
Manage
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The broker reviews the new listing file & 1D 5 Doavs after start date

Figure 122
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Adding Document Placeholders to a Template

The pre-built templates come with document folders and placeholders. The placeholders
included in each template are the common documents associated with each type of
transaction file.

You should check each placeholder to be sure it matches your company’s list of required
documents and that the permissions are set correctly. You might want to reorganize the
Documents page or add additional placeholders for company-specific documents.

Adding a New Placeholder

Use the following steps to create a new placeholder:

1. Click the Add button to see the New Document Placeholder Entry screen
(Figure 123).
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Figure 123

2. Select a folder in which to put the new placeholder from the Folder drop-down
menu.

Type the name of the placeholder in the Document Placeholder field.

4. Select the placeholder after which you want to place the new placeholder in the
Add field.

5. Select a task from the Attached drop-down menu if you want an associated task
marked complete when a document is uploaded to the placeholder.

6. Select a task from the Completed drop-down menu if you want an associated task
marked complete when the document is marked complete.

7. Uncheck the Auto-Complete when a document is attached or transferred to this
placeholder check box.

8. Uncheck the Record this document on the Activity Log check box.
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9. Select the appropriate permission for each guest role from the Permission drop-
down menu to allow access to the document. The choices are:

o No access. The guest cannot see the document.
o  View only. The guest is allowed to view the document.
o View & Upload. The guest is allowed to upload to the placeholder.

o Edit only. The guest is allowed to upload to the placeholder and change the
name of the placeholder.

o Full control. The guest is allowed to have full control over the placeholder.
However, their general security profile limits their access within SureClose®.

10. Click the Save button to add your new placeholder to the file. You receive a
message stating that your placeholder has been created (Figure 124).

41 - 60 Listing Template Documenis | Tasks
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Figure 124
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Modifying an Existing Placeholder

Use the following steps to modify an existing placeholder:

1. Double click on the placeholder you need to modify to see the Editing the
placeholder window (Figure 125).

r
Editing the Heal Estate Agency Disclosure And Election placeholder

General Information Parmissions

Document Placeholder: | Real Estate Agency Disclosure And Eled
[[] Auto-Complete when a document is aftached or transferred to this placehalder

[] Record this document on the Activity Log

Linkad Task to completa when docurment i5:
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Completed: «Selecta Tasks
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Figure 125
2. Make your necessary changes to the General Information tab.

3. Click on the Permissions tab to see Figure 126.

L
Editing the Real Estate Agency Disclosure And Election placeholder

Ganeral Information Permissions

[ vieweanle ol panies with access 10 his e Role: «Selecta Rolay

Seller. View Selling Agent Mo Access
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Figure 126
4. Make your necessary changes to the Permissions tab.

5. Click the Save button to save your changes.
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Corporate Tools

The Corporate Tools section enables you to manage your corporation’s application defaults
and imports.

NOTE: At this time the Manage Imports section is not used.

Application defaults are applied when a user creates a file in SureClose® or adds parties to
a file. The user has the ability to override the defaults as they create a file or add a party
to a file, if necessary. The application defaults include File Defaults, Party Defaults, and
Default Security Profiles by Role.

File and Party Defaults

Use the following steps to set your corporation’s File and Party defaults:

1. Click on the Application Defaults hyperlink to see the Corporate Application
Defaults screen (Figure 127).
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Figure 127

2. Click the Enable Notifications and Enable Reminders check boxes under the File
Defaults section to have notifications and reminders automatically turned on.

3. Click the New File Notifications and Task Notifications check boxes under Party
Defaults section to have all users set to receive notifications.

4. Click the Allow Login check box if you would like to have all your users set to log
in to SureClose®.
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5. Click the New User Notification check box if you would like to have an email
containing a username and password automatically sent to a new user.

NOTE: When SureClose® Advantage sends an email to a new user,
it automatically references https://sureclosetm.com. Not

all security levels use https://sureclosetm.com to log in.

6. Click the Save button to save your changes.

Default Security Profiles by Role

Use the following steps to set your corporation’s default security profiles by role:

1. Click on the Application Defaults hyperlink to see the Corporate Application
Defaults screen (Figure 127).

2. Select a role from the Role drop-down menu.

Select a file security profile from the File Security Profile drop-down menu. The
choices are:

o File Access — Guest — Agent Advantage. This profile allows agents to upload
documents and modify the names of pre-determined placeholders (for
example, Miscellaneous Document).

o File Access — Guest Agent DocuSign. This profile allows agents to upload
documents and modify the names of pre-determined placeholders (for
example, Miscellaneous Document).

o Guest - File Access - Affiliate. This profile allows escrow officers to view
documents.

o Guest - File Access — Agent. This profile allows agents to view and upload
documents.

o Guest - File Access — Consumer. This profile allows clients to view
documents.

o Guest - File Access — SC Archive. Do not use this profile.

o Team - File Access - SC Archive. Do not use this profile.

o Team - View Only. Do not use this profile.

o Full Access. This profile allows office personnel full access to a file.

o No Access. Use this profile when you want to have a person on a file for
recordkeeping purposes only, but you do not want them to be able to access
the file.

4. Select an application security profile from the Application Security Profile drop-
down menu. The recommended choices are:

o Advantage Agent. This profile allows agents to log in to the Advantage view
of SureClose. The agents have the ability to upload documents, modify the
names of pre-determined placeholders, add new placeholders, add new
tasks, and add items to the Activity Log page.

o Agent — Access: This is not used in Arizona.

o General Access: This profile provides full access to all features, except for
the system administration functions. You should limit this profile to internal
office staff.
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o Guest - Affiliate: This profile enables escrow officers and other affiliated
organizations to view the files to which they have been added as a party.

o Guest - Agent: This profile enables agents to view their files.
o Guest — Agent - Pro: This is not used in Arizona.

o Guest - Agent w/Upload and DocuSign: This profile enables an agent to
view their files and upload documents to the file.

o Guest - Agent with Upload: This profile enables an agent to view their files
and upload documents to the file. When your corporation was created in and
your agents were uploaded to your system, they were given this General
Security profile. You can also assign this profile to Escrow Officers and Loan
Officers if you want them to be able to upload documents to your transaction
files.

o Guest - Consumer: This profile enables clients to view their files.
o Guest — Consumer - Pro: This is not used in Arizona.

o Guest - Lender: This profile enables lenders to view the files to which they
have been added as a party.

o SC Archive Admin (Professional): This is not used in Arizona.
o SC Archive Guest (Professional): This is not used in Arizona.
o SC Archive User (Professional): This is not used in Arizona.

o Site Admin: This profile provides full access to all features, including system
administration functions. You should limit this profile to a few key employees
within your corporation, such as your office managers.

5. Click the Add button to add the role to your list of Roles at the bottom of the
screen (Figure 128).

Role: <Select a Role» e File Security Profila: | <Select a Profila> »
Application Security Profila; | <Salecta Profila> ~

D s G

Singke clich lo sefect 7 role, Click colpmn keaders fosort,

Designated Broker Full Accass Sife Admin - -—

Figure 128
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