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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
Niki Burridge - Business Application Specialist
Dena Roberts - Business Application Specialist

Dan Pemberton - 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:

e Local Support Hotline: 480.304.8930
e Toll Free Support Hotline: 866.833.7357
e Email: Support@AARonline.com

NOTE: The Arizona Association of REALTORSP 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.
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Welcome to Sureclose® Advantage for Agents

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

» Motzilla Firefox

» Safari

» Google Chrome

Go to https://sureclosetm.com to log in using the User ID and password given to you by
your SureClose® system administrator.

Reference Information

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

» Tutorial Videos

» Manuals 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. An agent obtains a listing or an accepted contract.

2. The agent fills out a New File Request and forwards it to their office.

3. 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.

4. The agent attaches their documents.

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

6. 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.

7. 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.

8. The agent can distribute documents to their client through SureClose® to
maintain a record of these messages within the file.

9. The agent continues to attach executed documents as they receive them until the

listing expires or the transaction closes escrow.

10. The office employee completes a final check of the file when the transaction is
finished and then archives the file.


https://sureclosetm.com/
http://www.aaronline.com/tm

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):

e SPS 2005.04
e SPS 2005.10
e 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 compliance issues 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 at 800.533.9294. 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.aspx.
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Chapter 1.
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).

’SureCIose@ Online Transaction Management ﬁ - E - = EQA ~ Page~ Safety> Tools~ '@" 3’%

Recent Files

[ IQI 2 Logout

Action Buttons

List by Address -
42 Happy Pants Rd.
456 Offcial Way . - 4 -
— Search for an Existing File here
42 N.Ho Hum Lane =
Company Documents and Forms File Type: <Any File Type> =[] Archived Files File Status: <Any Status> =
MLS Number: File Number:
Escrow Number: Title Number:
Corporate Key: h Corporate Key Value:

Search criteria for the MLS Number, File Humber, Escrow Number, Title Number,
and Corporate Key Fields {if displayed) are exclusive and may not be used with the fields below.

Address /
Description:
. . ZIF
City: State: Code:
Party First Mame: Party Last Name:

HOME
FILES
& CONTACTS Navigation Pane
R CALENDAR
SureCloseP
e Internet | Protected Mode: On dh o HI0% -
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 - not used with your profile.

« Files - takes you to the Files page. The last file you accessed in SureClose®
automatically opens to the Summary page.
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e Messages - This section is only available to office administrators.

¢ Contacts - takes you to the Contacts page where you can find your corporate
contacts within SureClose®.

e Calendar - displays the Calendar page where you can see a calendar view of
the tasks you need to complete for all your files within SureClose®. First time
Advantage users, see page 18.

You also see Action buttons on the upper right side of the screen. They are:

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.

P+ SureClose® Online Transaction Management ﬁ A ) | E@ > Page~ Safety~ Tools~ '@" &

? Logout

2 Home Welcome to SureClose Advantage
Profile —’
SureClose Advantage is a new, user-friendly view into transaction management. Getting
Integrations (Sta rteu‘i' -
It provides all the necessary components to put you in control, ensuring a smooth seamless transaction from DD,
start to finish. Distinguish your business from others by providing an improved customer experience while
automating your processes, streamlining efforts and reducing costs.
Install
Advantage is accessible 24/7 viathe internet and is easyas 1, 2, 3. m Driver
o
1. Create your digital file folders =F

Organize and simplify document management by uploading, emailing, faxing, scanning or
printing directly to digital file folders

2. Manage your tasks

Create a "To Do” list with automatic reminders to help manage deadlines and track the status of
each transaction.

3. Invite other parties to join you online

Real Estate Agenis

Title Agents

Lenders

Vendors

Improve customer communications and reduce turnaround time with built-in mailbox, address book and
contact importing features.

0000

FILES
M CONTACTS
B CALENDAR

sureC|Osé> Terms and Conditions | Privacy Statement| Technical Requirements | Release Motes

SureClose helps remove the paper from your process, providing you a better way to do business... online

Figure 2

Directly under the Home tab is the Profile tab which takes you to the Profile page
(Figure 3 - Page 12).
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Profile Page

The Profile page enables you to update your information in SureClose® (Figure 3). The
initial information entered for you in SureClose® comes from your local board and the
company to which you are affiliated. The Profile page is divided into the following
sections:

e Personal Information
e Contact Information
e Preferences

e Security Settings

A% Qi (2

Home AR

Profile
Integrations * Required Fields *

42 Agent

Personal Information

Prefix: -

*

First Name: 42 M Last Name: Agent Suffix:

Company: AAR Training Company -

(Max: 4.0MB) Title:

Contact Information

Address ””f. 255 E Osbom Rd

Address Line

Zip: 85012 City: Phoenix State: AZ =

Home Cell

Office Phone: (866) 833-7357 Phaone: Phone:

m

Email: 42agent@aaronline.com Email 2: Fax: (602) 351-2474

Preferences

Notify About: New Files Tasks Send Notifications To: Email -

Starting Page: File Search - Distribute Documents To:  Email A

ile . p
Description: List by Address - Send Messages To: Email -

Show File

Type. (C=Closing, L=Listing, G=Generic) [

7] Always expand File Details
7] Always expand Party Details
HOME [7] Local Time Zone

FILES

#h CONTACTS

Security Settings
Change Username

sureC|Osea> Change Password :

A CALENDAR

Figure 3



Personal Information

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

42 Agent
Personal Information
Prefix: -
First Name: 42 * I Last Name: Agent * Suffix:

Company: AAR Training Company

(Max: 4.0MB) Title:

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 (Figure 5):

1. Click on the Add Photo hyperlink in the photo box to see a Browse window. (Or,
to replace a photo you've already attached, simply click on the existing photo to
replace.

2. Find your photo on your computer.

Select the photo you want to attach and click the Open button. The photo attaches
to your profile.

NOTE: The photo must be no larger than 4.0 MB.

A N B (2 kon

* Required Fields =

Integrations

42 Agent

Personal Information

Prefix: -

First Mame: 42 N I Last Name: Agent Suffix:

m

i
F e

Company. AAR Training Company ~

(Max: 4.0MB) Title:

Contact Information

Address Li”f. 256 E Osbom Rd

Address Line
9

Zip: 85012 City: Phoenix State: AZ -

=

— Ofice Phone: (866) 833-7357 pome e

M CONTACTS Email: 42agent@aaronline.com Email 2: Fax (602) 351-2474

M CALENDAR

o Preferences
sureC|ose> hlntifie Ahant 77 wo-, 1l [l Thntn~ Sand kntifiratinne Tn® Email - =2
Figure 5
4, Click the Save button to save your changes and return to the Personal Information

section.
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Contact Information

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

Contact information

Address Line 1: 255 E Osbom Rd

Address Line 2

Jip: BE012 City: Phoenx State: Al 0w
Ofce Phone: (480) 304-8932 Haorne Phone Cell Phone: (B0Z) 758-8932
Email: susanch@aaronline com Email Z: Fax: (602)351-2474

SC Messages: STraineng@mysureclose.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.




Preferences

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

e The first page you want to see when you log in to SureClose® Advantage.
e Where you want to receive task notifications, document notifications, and messages.

e How you want your files listed.

Preferences

File Description: List by Address - Send Messages To: Email -

Notify About. [¥] New Files [¥] Tasks Send Nofifications To: Email -

Starting Page: File Search - Distribute Documents To: Email -

Show File Type: (C=Closing, L=Listing, G=Generic) [V
Always expand File Details
Always expand Party Details

V| Local Time Zone

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:

e List by Address

e List by Buyer/Seller

e List by File Number

e List by File Number/Address

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

e List by MLS/File Number

e 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. This will allow the system to display your local
time zone in the Activity Log and Task pages in each file. (Note: The file History
will always record file activity in the PST time zone.)

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

AAR Quick Reference Guide - SureClose® Advantage View for Agents 15



Security Settings

The Security Settings section enables you to change your username or your password

(Figure 8).

Secwity Seftings
C AT

AT

Chanas Passeard

Figure 8

You can change your SureClose® username by clicking on the Change Username hyperlink
to see Figure 9. 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 (Figure 9).

Secuity Seftings

My
Usemame; -

Current
Password

Chanae Password

Figure 9

If your chosen Username has already been assigned, you receive a message asking you to

enter a different Username (Figure 10).

CARCEL

a The page could not be subinitted becanse there are errors, Please cormect the ermors and then try 1o resubini the page,

® zemame is already in wse. Please ender 3 different Usemame

Figure 10

You can cha
see Figure 1
password (F

nge your SureClose® password by clicking on the Change Password hyperlink to
1. Enter your current password, your new password, and re-enter your new
igure 11). Click the Save button at the upper left side of the screen to save

your changes.

Secul ity Settings

Changs Usermams
Current
Password: «
Plens
Password: «

Confirm
P s
Passvand:

Figure 11

NOTE:

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




Contacts Page

The Contacts tab takes you to the Contacts page (Figure 12). This page enables you to
search for contacts that are added to your files as a party. You can perform the following
functions on this page:

e Search for a contact.

e View the information of a particular contact.

AR e 2w
Contact All individuals where Last Name contains \'agent\’
(C} Corporate M Single click to sefect s contact. Double click to edit. Cirl + Click to select contacts individually. Shift + Click to select consecutively. &
@ Individual i
) (C) Agentdd 255 E Osborn Rd (0) (866) 833-7357 41agent@mysureclose.com
() Company AAR Training Company Phoenix, AZ 85012 N
Filter: (C) Agentd2 255 E Osborn Rd (0) (866) 833-7357 42agent@aaronline.com
Last Name ~ AAR Training Company Phoenix, AZ 85012
(C) Agent43 255 E Osborn Rd (D) (866) 833-7357 43agent@mysureclose.com
Filter Text: AAR Training Company Phoenix, AZ 85012
agent (C) Agentdd 255 E Osborn Rd (0) (866) 833-7357 44agent@mysureclose.com
AAR Training Company Phoenix, AZ 85012
(C) Agent4s 255 E Osborn Rd (0) (623) 288-7134 45Agent@mysureclose.com
AAR Training Company Phoenix, AZ 85012
(C) Agent46 255 E Osborn Rd (0) (866) 833-7357 46agent@mysureclose.com
AAR Training Company Phoenix, AZ 85012
(C) Agentd7 255 E Osborn Rd (0) (866) 833-7357 47agent@mysureclose.com
AAR Training Company Phoenix, AZ 85012
(C) Agentdd 255 E Osborn Rd (0) (866) 833-7357 48agent@mysureclose.com
AAR Training Company Phoenix, AZ 85012
(C) Agentd49 255 E Osborn Rd (0) (866) 833-7357 49agent@mysureclose.com
LU AAR Training Company Phoenix, AZ 85012
FILES (C) Agent50 255 E Osborn Rd (0) (866) 833-7357 S0agent@mysureclose.com
- AAR Training Company Phoenix, AZ 85012
() EUTRETS (C)  AgentSd 255 E Osbom Rd (0) (8668337357 Sagent@mysureclose.com
z CALEMDAR AAR Training Company Phoenix, AZ 85012
N (C) Agent52 255 E Osborn Rd (0) (866) 833-7357 52agent@mysureclose.com
sureC|Ose> AAR Training Company Phoenix, AZ 85012 =
Figure 12
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Calendar Page

The Calendar tab takes you to the Calendar page (Figure 15 - Page 19). This page
enables you to see your tasks in a list or calendar view. Upon your first login, you will need
to set this area up with your preferences via the Manage Views option (Figure 13 & Figure

14). You can set up multiple views, i.e. a list of files which do not have PTD conditions met,
etc. (See also Tasks - Page 45)

M calendar

View: Default View EI

COMPLETE

Manage Views

Mo Tasks Found.

Figure 13
A% OUE B (2 g
4 Palandar
* Required Fields
_'-b view: Default View -
* Single click to sefect & party. Cirl + Click to select parties
view Nams: Default View individually Shift + Click to select consecutively. Doubls
V‘ _ _ click to select automatically.
- @ 1ist @
IeW: © List @ Calendar Available Roles:
Selection Criteria: — Frequently Used — =
Agents L=
Range: This Month - Appraiser
Broker Manager
Task Status: All - Buyer/Borrower
Escrow 1t i
My Tasks Only: @ Yes ) No
Selected Roles:
Task Name:

HOME
FILES
M CONTACTS

o caruon

Figure 14



&a - 'c x Bl P hittpes: [lsuradosstm. com/Main, sspx '-.' B r.
& thace saskad | Getting Started (1] Latest Headines
e SureClosed Onbine Transaction Man... =
& Ccalendar View: All Files. Not Started Tasks. This Month
A
Wiew: O List () Calendar 5
Filtar: | This Manth v
SEEL_e or 123 Main St, Phiosnix,
My Tasks Onty: O vas (Mo AZ B5086
. The agentuploads 123 Main 51, Phoeniix,
Task Siatus: Mot Started the Initial listing AZ 85086
File Type;  All | dacumants The broker reviews
m— the e listing file
60 Sierra Vista, G0 Sierra Vista,
Phoeni, AZ 85012 Phoenix, AZ 85012
Thia DrOKEr reiavs The Listing Agent
and complete Ihe receives the
confract and all preliminary Tifle
related addenda Repor fram the
@5 L0 COMany
The Listing Agent
receives the
Buyer's Inspection
Motice from the
: Selling Agent
HOME Ing A3
dh CONTACTS
B CALENDAR
&, ADMIN 60 Sierra Vista, G0 Sierra Vista, G0 Sierra Vista,
. Phoenix, AZ 85012 Phoenix, AZ 85012 Phoenix, A7 85012
. The Listing Agent The transaction The Listing Agent
su reClOse ’ verifles that the MANAGEr feviaws ensures that the
gallar hae callad all o fila for eoiscinm sallar Bas
pE
Figure 15

Once your default Calendar view has been created, you can change the view for your

calendar by using the following steps:

11. 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.

12. Choose the span of time for the calendar from the Filter drop-down menu. Your

choices are:
e Today
e This week
e This business week
e This month
e Up to today
e Custom (choose your own date span)

13. Click the Yes radio button to see your tasks.
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14.

15.

16.

Choose the status of the tasks you want to see from the Task Status drop-down
menu. The choices are:

e All

e Not started
e In progress
e Completed

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

o All

e Closing
e Generic
e Listing

Click the Search button to display your calendar.



Chapter 2.

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 on
the top left corner of your screen.

Files that have not had activity for 90 days or more are automatically Archived. If you are
searching for a file and it does not show in your search results, check mark the Archived
Files box and repeat the search (Figure 16 - Page 22).
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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 16).

Logout

Recent Files

List by Address -
42 Happy Pants Rd.
42 M. Ho Hum Lane

é& Search for an Existing File here

456 Official Way
Company Documents and Forms File Type: <Any File Type> | [] Archived Files File Status: <Any Status>  ~
LS Number. File Number:
Escrow Number Title Mumber:
Corporate Key. M 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: |

HOME .

FILES City State: ZIP Code
M CONTACTS Party First Name: Party Last Name:

M CALENDAR Company Name
L]
SureClosch K

@ Intemet | Protected Mode: On g v H100% v

Figure 16

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 17).

Search Results & riestound)

5373 Closing Open 080200  08-0001 20080123
Broker Review Test Phoanie, AF BA012 Closing Cpen
123 Closinafile Phoenix AZ BSH12 Closing Open 110103 313654 B04356
L23 Main 51 Pheenis 87 85011 Closing Open 091234 09-0987 12345678
. -
. 2 Closing Open il 10-123-8¥4 123

TS10W Wandering Covola Drive Marana, AZ B5T41

Closing Open 11-0104 21028338

Figure 17

You open a file in the list by clicking on the address. The file opens to the Summary page
(Figure 18 - Page 23).



Summary Page
You can view the information on the Summary page but you cannot modify it. The
Summary page is separated into three sections (Figure 18):

e General - includes the property address, the file type, and the file status.

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

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

At S @ e

[ Recent Files

List by Address

(C) 42 Happy Pants Rd. Documents | Tasks | Activity Log

* Required Fields

File Type: | Closing i File Staus: Op

e Pty ddress Lied

) Property Address Line 2

2P Coge: City State: A~
(Max 4.0M8)

I CALENDAR

SureClose P

Figure 18

You can view (but cannot change) the following information by double-clicking on a party:

e Personal Information - includes the person’s name, title, and role.

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

e Preferences — includes whether they want to be notified about new files or tasks.

e Permissions - includes their role on the file and their security access for the file.
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You can send a message to any party by using the following steps:

1. Highlight the party by clicking on their name. Click the Message Party button at the
top of the page. (Figure 19).

- N

Recent Files
Documents | Tasks | Activity Log

* Required Fiolds
Fie Type: [ Clasing i File Status: Oper

Propety Agdress Line!

U Propey Aodress Line 2

29 Code Gy State: A2

0 42ageni@aaroniine com
(0)(866)833-7357
(il anas, 42Agent@mysureciose com

" 42 Ageat
Baling Ageet. AWR Training Company

Transacton Manager Dena Roberts o~
0) (6588337357
Fie Ouner ARR Training Campany 0)1900) 3700

& CONTACTS
& cuenoiR

SureCloseP

Figure 19

2. You will see this Message screen (Figure 20).

AN S i 2 oo

Recent Files

List by Add (C) 42 Happy Pants Rd. Documents | Tasks | Activity Log
ist by Address | ik i e B ————————e R e B e L B’
* Required Fields
To: Agent, 42
Cc: Add Parties
Bec: Add Parties
Select Message To Send: New Message Editor -
Subject:
Aftach: Add Documents
[¥IRecord this message on the Activity Log Activity Log Permissions
: Font R - B I US===}=£@&%& A-0K
HOME
FILES
i CONTACTS
" CALENDAR
s C | “> PREVIEW m CANCEL
[@ @ Intemet | Protected Mode: On dy v HIN0% v

Figure 20
3. To add additional recipients, click the To field and select the parties whom you want
to message (Figure 20). Once all parties are selected, press the OK button.



4, 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. These
messages are created by your office administrator.

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.

6. Write your message. Use the toolbar above the message screen to edit font, color,
etc.

7. 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.

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 to see the same hyperlinks.

Documents Page

The Documents page is separated into logical areas with folders (in bold lettering,
bordered in pale green) (Figure 21). Under each folder are placeholders. There is a
placeholder for each document you need to add to the transaction file. When a placeholder
has a document attached, you will see a paper clip icon to the left of the placeholder name.

Y B

E Recent Files ANSFER | S| ATTACH | DISTRIBUTE

List by Add 5
sl (C) 42 Happy Pants Rd.
e

Documents | Tasks | Activity Log

Company Documents and Forms Single click to sefect & placeholder. Double click fo edit. Cirl + Click o sefect placeholders individually. Shift + Click o select consecutively.

Documents Requiring Broker Review

Final Settlement Sheet

m

0 Eamest Money Receipt

0l Real Estate Agency Disclosure And Election
Buyer-Broker Exclusive Employment Agreement

Il Residential Contract &+

0 Residential Contract 09.07 2011 09.55 24 Al

W counter Offer
Counter Offer Imported on 08/31/2011 4:06:22 PM)
0 Addendum
Prequalification Form
Loan Status Update
HOA Condo Planned Community Addendum
Short Sale Addendum
AS-1S Addendum ]
0On-Site Wastewater Treatment Facility Addendum
ﬁ. CONTACTS Domestic Water Well Addendum
[ CALENDAR Cure Periad Notice
sureC|OSé> Cancellation Nofice -

Done € Intemet | Protected Mode: On v R100% - I

Figure 21

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 attach documents to a SureClose® file when using Advantage:

e Using the Attach button on the Documents page.
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e Using the Split button on the Documents page.

e Using the SureClose® Printer Driver (not available on Mac computers).

Uploading Documents Using the Attach Button

You can use the Attach button to attach a single document to a placeholder.
Use the following steps to attach a document using the Attach button:

1. Highlight the placeholder by clicking on the placeholder name and click the Attach
button (Figure 22).

P,\ F 8 |!| 2P  Logout
—
Recent Files ADD | TRANSFER | SPLIT | ATTACH DISTRIBUTE

(C) 42 Happy Pants Rd. Documents | Tasks | Activity Log

‘ Company Documents and Forms ‘ Single click to select & placeholder. Double click to edit. Cirl + Click to select placehoiders individually. Shift + Click to select consecutively. -

n

Documents Requiring Broker Review
Final Seflement Sheet
U Eamest Money Receipt

Il Real Estate Agency Disclosure And Election

Buyer-Broker Exclusive Employment Agreement
Il Residential Contract &+
I Residential Contract 09.07.2011 09.55.24 Al
W Counter Offer
HOME Counter Offer (Imported on 08/31/2011 4:06:22 PM)
FILES I Addendum
fh CONTACTS Prequalification Form
W CALENDAR Loan Status Update

o| HOA Condo Planned Community Addendum -
SureCloseP

@ Internet | Protected Mode: On fg v wmINE v

Figure 22

2. You see the Attach screen (Figure 23).

Attach Document From:
@ My Computer

Browse..
O Messages
CyFile
Oy Forms

] Comvert this document to FOF? A

Figure 23

Choose to attach the document from one of the following sources:

e My computer (most common)

e Messages (not used)



e File - You can attach documents from one of your other files, i.e. a Buyer
Advisory for a Buyer purchasing multiple properties.

e Forms (not used)

3. Click the Browse/Choose File button to search your computer for the document.
Your computer opens up a second window for you to find the document (Figure 24).

File Upload (2]Ed

Loak e | () Demo Docs 1] - b N

5 T AgencyDisclosureAndElection.pof
<y = ErListing.pdf
Iy Recent T HOA padf
Documents = KWAR Info Sheet. pdf
_— = LeadBasedPaintDisclosure.pdfl
H ‘} = Listing Docs.pdf
ML S It Foe . pod £
= ResidentialPurchaseContract . pdf
= short Sale Addendum-2007 pdf
~ SPDS.pdf

Dezkiop

My Documenls

Py Compubes

File name: SPDS pdf ~ Open

My Hebeark Files: of lppec AllFies - Cancel |

Figure 24

Select the appropriate document and click the Open button.

5. Click the Save button to attach the document to your file. You receive a message
stating that your document has been successfully attached to the file. You can view
your attached documents anytime by clicking on the paperclip to the left of the
document name (Figure 25).

A i o 2

Recent Files D | TRANSFER | sPUIT . JISTRIBU
I. Ho Hum Lane
456 Official Way @ The document has been y L *

Company Documents and Forms

Single click to select a placeholdsr. Dowble click to edit Cirl + Click to select placeholders individually. Shift + Click to select consecutively.

Documents Requiring Broker Review
inal Setflement Sheet
marnem Money Receipt

@J Real Estate Agency Disclosure And Election
Buyer-Broker Exclusive Employment Agreement

[ Residential Contract &

W Counter Offer
Counter Offer (Imported on 08/31/2011 4:06:22 PM)
Addendum

Prequalification Form

<=1 HOME
= Loan Status Update

HOA Condo Planned Community Addendum
fh CONTACTS
' CALENDAR

Short Sale Addendum
AS-1S Addendum

. . "
sllreclose ’ On-Site Wastewater Treatment Facility Addendum

Figure 25
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You can select a placeholder that already has a document attached. SureClose® adds an
additional placeholder for the new document and appends it with the date and time of
import. When you do so, you will receive the below error message (Figure 26). This error
means that SureClose® has created a new placeholder for you, but did not attach the actual

document. You simply need to return to the documents page, locate the NEW placeholder,
and re-attach the document.

o7 services FgM s L

A system error has occurred and a report has been sent to the support center.

Please retry the action you were performing and if the error occurs again, please
notify the SureClose support group at support@sureclose.com or 1-877-800-3132.
Be sure to note what you were working on when this error occurred so the support
group can reproduce the error and please reference error #246201594.

Click here to go back to the previous page.

Figure 26



Attaching Documents Using the Split Button on the
Documents Page

You can use the Split button to attach documents to your transaction file when you have
multiple documents scanned together. The Split button enables you to split the documents
and attach them to their correct placeholders. You must get the document into your
Documents page before you can split it (Figure 27).

IMPORTANT: You cannot use the Split Function or Printer Driver for electronically
signed Documents. You must attach these directly to the placeholder.

You can attach your documents to your Documents page using one of the following
methods:

e Attaching the file directly into the To be Split or Miscellaneous placeholder on the file's
Documents page ( See page 26).

e Use the Advanced tab on the SureClose® Printer Driver to attach a copy of your document to
the To be Split or Miscellaneous placeholder on the file's Documents page (Figure 27). (See page
36).

[ * @ Logout

Recent Files ADD

(C) 42 Happy Pants Rd. Documents | Tasks | Activity Log

42 N.Ho Hum Lane
456 Official Way
Company Documents and Forms

Tax Ownership Printout

Miscellaneous Document
Inspections and Reports

Fully Executed Buyer Inspection Motice and Seller Response - BINSR
Home Inspection Report
Termite Report

Final Walkthrough Report

Miscellaneous Document
Title and Escrow Documents

Preliminary Title Report &
Pre-Audit Settlement Sheet

Miscellaneous Document

HOME Agent Communication E
. Bras i

= ~ Miscellaneous Document ‘_

i BT Documents to Split

M CALENDAR

SureClosep

U Attach Documents Here *—

5 -

Figure 27
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Split Button

Use the following steps to split a document to its correct placeholders:

1. Once the document is attached to the To be Split or Misc. placeholder, click once
on the placeholder to highlight, then click Split at the top of your screen (Figure
28). Note: you can also access the Split function from the document preview
screen if you accidentally click on the paperclip as opposed to the placeholder name.

Services

F,\ Order 'Ig P  Logout

[ —]
ADD | TRANSFER  SPLIT

ATTACH | DISTRIBUTE

Recent Files

42 Happy Pants Rd.
42 M. Ho Hum Lang
456 Official Way

Co mpany Documents and Farms

(C) 42 Happy Pants Rd. Documents | Tasks | Activity Log

WD T

Tax Ownership Printout

Miscallaneous Document
Inspections and Reports
Fully Executed Buyer Inspection Notice and Seller Response - BINSR

Home Inspection Report

Termite Report
Final Walkthrough Report

Miscellaneous Document
Title and Escrow Documents

Preliminary Title Repart <+
Pre-Audit Settlement Shaet

Wiscellaneous Document
Agent Communication
Email or Fax

m

HOME
FILES
M CONTACTS
W CALENDAR

Miscellaneous Document
Documents to Split
[l Attach Documents Here

SureClosep

Figure 28



2. Your screen splits into two sections (Figure 29). The thumbnails of the document
are on the left and the current file current file you are working in with its list of
document placeholders is on the right.

Recent Files

11| List by Address v
Singie click to select & page. Cirl + Click to select pages

Happy Pants Ra.

Shift + Click to sefect

( N._Ho Hum Lane

ments and Forr|

search from [ Recent Files or
Where the Address/Description [+

7] Archived Files

42 Happy Pants Rd., Phoenix, AZ 85012

Single click fc select s plscerclder. Double click fo edit

[N

Logaut

is: 42 Happy Pants Rd.

|- Documents Requiring Broker Review
Final Settiement Sheet
Eamest Money Receipt
Real Estate Agency Disclosure And Election
Buyer-Broker Exclusive Employment Agreement
Residential Contract
Counter Offer
Addendum
Prequalification Form
Loan Status Update
HOA Condo Planned Community Addendum
Short Sale Addendum
AS-IS Addendum
On-Site Wastewater Treatment Facility Addendum
Damestic Water Well Addendum
Cure Period Notice
Cancellation Notice
Miscellaneous Document
|-/ Disclosure Documents
Fully Executed Seller Property Disclosure Statement - SPDS
CLUEAnsurance Claims Report
Buyer Advisory Receipt
Market Conriifinns Ardvison
[] Comvertto PDF Record on the Adiivity Log

m

Figure 29

3. You can also file these documents to a different file by using the File Search

function (Figure 30).

4, Once you find your file, click on the address.

5. The file opens to the Documents page and you see your folders and placeholders

(Figure 30).

Recent Files

Shift + Glick to sefect

Happy Pants Rd

| || List by Address - - 5
Singie click to select a page. Ctrl + Click to select pages
(L) 42 N. Ho Hum Lane 5 > -

(G) Company Documents and Farr|

Search from D Recent Files or
Where the Address/Description [+

7] Archived Files

CONTACTS

M CALENDAR
SureCloseP °

T

42 Happy Pants Rd., Phoenix, AZ 85012

Single click to selest s placerolder. Double click 1o edit.

Expand All/ Collapse All

[5 Documents Requiring Broker Review
Final Settlement Sheet
Eamest Money Receipt
Real Estate Agency Disclosure And Election
Buyer-Braker Exclusive Employment Agreement
Residential Contract
Counter Offer
Addendum
Prequalification Form
Loan Status Update
HOA Condo Planned Community Addendum
Short Sale Addendum
AS-IS Addendum
On-Site Wastewater Treatment Facility Addendum
Domestic Water Well Addendum
Cure Period Noice
Cancellation Notice
Miscellaneous Document
|¥ Disclosure Documents
Fully Executed Seller Property Disclosure Statement - SPDS
CLUEAnsurance Claims Report
Buyer Advisory Receipt
Miarkat CanAifiAne Advisan
[Clconvertto PDF 7] Record on the Adivity Log

m

Figure 30
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6. Highlight the page or the range of pages you wish to split and attach 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 31). If the pages are not in the correct
order, hold down the Control key and click on the pages in the order that they
should be placed into the placeholder.

[ l!' <  Logout

Recent Files

List by Address Single click to sefect 2 page. Ctrl + Click to select psges individually. Shift + Click
42 Happy Pants Rd fo select consecutively.
42 N. Ho Hum Lane g
456 Official Way

Company Documents and Forms

42 Happy Pants Rd. Phoenix, AZ 85012

Single click to select a placehoider. Double click to edit.

Expand All/ Collapse All
=) Documents Requiring Broker Review -
Final Settlement Sheet ]
U Eamest Money Recaipt
@ Real Estate Agency Disclosure And Election
Buyer-Broker Exclusive Employment Agreement
I Residential Contract
U Counter Offer
Counter Offer (imported on 08/31/2011 4:06:22 PM)
Addendum
e Prequalification Form
e i Loan Status Update
- HOA Condo Planned Community Addendum
Short Sale Addendum
. AS-15 Addendum
=1 = — On-Site Wastewater Treatment Facility Addendum e

fir=) HOME 6] [T convertto PDF

FILES Record on the Activity Log
h CONTACTS
M CALENDAR

m

Figure 31
7. Click the appropriate placeholder on the right side of the page. The placeholder
highlights in yellow (Figure 32).

A% i @ o |

Recent Files | ‘

Single click to select s page. Cirl + Click to select pages individually. Shift + Click
to select consecutively.

42 Happy Pants Rd. Phoenix, AZ 85012

Single click to select 5 placeholder. Double click to edit

~

42 M. HoHum Lane
456 Official Way

Company Documents and Forms

Expand All/ Collapse All
= Documents Requiring Broker Review -
Final Settlement Sheet
0 Earnest Money Receipt
0l Real Estate Agency Disclosure And Election
Buyer-Broker Exclusive Employment Agreement
I Residential Contract
1# [l Residential Contract 09.07.2011 09.55.24 AM
M Counter Offer
Counter Offer (Imported on 08/31/2011 4:06:22 PM)
(5] 1» 1 Addendum
Prequalification Form
Loan Status Update
HOA Condo Planned Community Addendum
Short Sale Addendum

m

m

T = AS-IS Addendum il
— i AR Convertto PDF

— —_— [7IRecord on the Activity Log

h CONTACTS | | B

i CALENDAR N ]

SureClosc) B

Figure 32



8. Repeat steps 5 and 6 until you have split the entire document and then click the
Save button (Figure 32 - Page 32). You receive a message stating that your
changes have been saved (Figure 33).

F:K sempes '|!| @ Logout

Recent Files

List by Address ; ; ; ; ; ‘
Single click to select 2 page. Cirl + Click fo select pages individually. Shift + Click

42 Happy Pants Rd. to select consecutively. @ T e T ‘_

42 N.Ho Hum Lane -
456 Official Way

Company Documents and Forms 42 Happy Pants Rd. Phoenix. AZ 83012

Single click to select 5 placeholder. Double click to edit.

Al

Expand All / Collapse All

= Documents Requiring Broker Review
Final Settlement Sheet
I Eamest Money Receipt
I Real Estate Agency Disclosure And Election
Buyer-Broker Exclusive Employment Agreement
I Residential Contract
(5] I Residential Contract 09.07.2011 09.55.24 Al
MJ Counter Offer
=R B Counter Offer (Imported on 083112011 4:06:22 PM)
: I Addendum
Convertto PDF
Record on e Actiity Log

[ »

m

HOME
FILES
M CONTACTS
W CALENDAR — - = i

Figure 33

Note: Once a document has been filed into the placeholder, the thumbnail becomes light
grey. You can still split these grayed out documents from this screen if you are splitting
them into multiple files or if you have filed into the wrong placeholder.
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Download the Printer Driver

*NOTE: The SureClose® Printer Driver cannot be installed on Mac computers. Also, you
cannoty use the Printer Driver to upload electronically signed documents. These
must be attached directly to the placeholder within SureClose® .

Use the following steps to install the SureClose® Printer Driver on your computer:

Click on the Start button in the lower left corner of your Windows screen.

2. Right click on Computer (or My Computer) to see a menu of options.
3. Click on Properties to see the System Information window for your computer.
4. Read through the properties to see if you have a 32-bit or 64-bit computer.
NOTE: If you have a computer running Windows XP, it is automatically a 32-bit
computer.
5. Close the System Information window.
Go to www.aaronline.com/TM and click on the Downloads section.
Choose the appropriate printer driver for your computer. There are two — 32-bit
and 64-bit.
8. Click on the Open button to download the file. The folder that opens contains

installation instructions as well as the application file (Figure 34).

L1 SureClosePrintDriver 3 2BitVistaXP 2K[1] zip M (=)<
File Edb ‘Wiew Favorbes Took  Hel I

¥ Search Folders 737+

7’

L) €\ Documents and Settings’ Susan’, Local Settings', Temparary Internet Files\ Content JES, ADBOZKT ~| ] Go

[“poe | SureClose Print Driver 2.1.1 i3 SureClose Print Driver 2.1.1
m 9 ) Installation Guide pdf L Product Information.pdf
[ Extract alFies ‘we Adobe Acrobat Document wte Adobe Acrobat Document
m SureClose Print Driver —:|1
p— o i ReadMe.pdf | SureClosePrintDriver 32BitYista...
L ‘s Adobe Acrobat Document 1?
) ACEOTETR
@ v Documents
@ 1y Hetwork Maces

Details <

Figure 34


http://www.aaronline.com/TM

9. Double click on the application file as shown in Figure 8. A Compressed (zipped)
Folders Warning window opens (Figure 35).

This applization may depend on other compressed
files ir thiz folder.

Far the application to run praperly. it ig#&commendad

that yau first extract all files.

[ Extract all ][ Rur [ Cancel

Figure 35

10. Click the Run button. A File Download - Security Warning window opens
(Figure 36).

File Download - Security Warning

The publizher could not be verified. Are you sure pou want to
run this software?

Mame:  SureClosePrintDriver 32BifistaxF2K. ex
Publisher.  Unknown Publizher

Type: Application

Run ] [ Cancel

publizher. “ou should only run software from publishers wou trust.

@ This file does not have a valid digital signature that verifies its
How can | decide what software to run?

Figure 36

11. Click the Run button. The printer driver installs itself.

12. Click the Finish button when the printer driver has completed installation.
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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 attach any document

directly into a placeholder in SureClose®.

IMPORTANT: You cannot use the Split Function or Printer Driver for electronically
signed documents. You must attach these directly to the placeholder within SureClose® .

Use the following steps for the Advanced tab on the printer driver:

1. Open the document you want to attach and click the Print icon.
2. Select SureClose® upload from your list of printers (Figure 37).
Print

Status:  Ready
Type:  Black [os TIFF Driver

Prinit Rangs

o |

() Current view
() Current page
Pages | 1-4
Subset; | pages in range b
[[Iraverss pages

Page Handling

Copies! 1 -

Page Scaling: Shrink to Prinkable Area
[#] fusto-Rotate and Center

[Cchose paper source by POF page size

[ lerink ba Fils
[bved

" r-—-"‘-‘-
Mame: | StreClose Upload w| | Propees |

Comments and Forms:

Daoument and Markups w

Prewiew: Composite

e

Units: Inches Zoom @ 100%

/4

oK Carced

Figure 37



3. Click the OK button. The SureClose® Print Driver window displays (Figure 38).

2 SureClose Print Driver L:J
File Tools Heip
Documen: Descrctior: Save foomat # i
e o] SureClosep | »

* = =
E Document to Inbox I&T— Document to Placeholder
Surelloge Uzemama: SuraCloss Uzemame:
[~ Save File B Frnpart Coade: Permizsion Kay:

Welcame b the SureClasa Print Driver uliit,

Prazz F1 for Help.
Teimg and Condticnz Erivacy Stztement Upioad Cancal
Figure 38

4, Select the Advanced tab on the SureClose® Print Driver window as shown in

Figure 38.
5. Type your SureClose® username and password in the Login Details screen and

click the OK button (Figure 39).

=Y 4

SureCloge U sernarne:

SureClose Password:

|
Ok | Cancel |

Figure 39

NOTE: Once you have logged in, the SureClose® print driver leaves you logged in for two
hours after your last document attachment.
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6. Click the Search button to display a list of your files in the Files window (Figure
40). You can narrow the search by entering specific criteria in any of the search

fields.
"% SureClose Print Driver Q [l
File Tools Help
Docurment Descrphart Save foemak |>
[P GA Guads - Basic View lor Agents docx. [FOF =) SI.II'EC| ok | ‘ "
PRINT DRIVER
Basic Advanced |
L? Curent Lzes: 60 Agant
B Auto-file Settings
Fillype: [l | msE Escrom #: | Fiett: | Title #: |
Fiostatus: [cab  w| Addess | city: | Stare: Zn:
Pasty nfomatian; | <First rae J<Laet name J Comparny rian
EE—N Recent Fie Elear
Files:
Addhess [MLs 8 [Esomtt  [Fiet | Tupe [ Status [
Company Documerks snd Foms Actve
B0 Siema Vista, Phoerix, AZ 85012 123 1] Single Family Reside..  OnHold
B0 Siera Vista, Phosriw, A7 BSIN 2 123 101 23-5VA B0 Single Famiy Aeside . Open
[Drwiders and placehalders:
Teums and Condtipns ‘Privacy Statement Praes F1 fos Advanced Help Upioad Cancel

Figure 40



7. Highlight the file to which you want to attach the documents by clicking on the

address of the file in the Files field (Figure 41). You see the dividers for the file in
the dividers and placeholders field.

o+ SureClose Print Driver

e
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Save fomak

[Lishrg Docs pot [FoF =l sureol f :q.’ | I |’
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= N Auto-file Settings
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File:z:
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B0 Siema Vista, Phoanix, A7 85012 123
B Sieraista, F}m\ﬁﬁz B2 12
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]
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Tithe and E scrow Documents

+
+
+
3 Agent Communication
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Prazz F1 fv Advanced Help Upload Cancal

Figure 41

8. 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 42).

2 SureClose Print Driver
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Filez:
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Figure 42
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9. Highlight the placeholder to which you want to attach the document by clicking
once on the name (Figure 43).

2 SureClose Print Driver )
File Tools Help

Document Descrplian Save fonmal g 1
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Search | Recent Fie | Clear |

Files:

Addhess | MLS # | Esciow# | File#t | Tups | Status |
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Figure 43
10. Click the Upload button to attach your document. You receive a message stating
that your document has been uploaded and auto-filed (Figure 44).
‘2 Upload successful
'our document has been uploaded and
auto-filed.
Figure 44
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
attachment to the new placeholder (Figure 45).

Docwments Requiring Broker Review
[! Raal ESE'\ILB Aganty Disclosure And Election

I 0 Real Estate Anency Disclosure And Election (Imported 1151 60 10-88:1 2 A8 I:,
W Exciusive Right ta Sell F

0 mLs Promie Sheet S
Raferral Agresment - If applicable

miscellansous Document

Figure 45



Action Buttons

There are three other buttons on the Documents page that you can use:
e *Add button
e Transfer button

e Distribute button
Add Button

The Add button enables you to create a new placeholder if you have a document that
needs to be attached, but you do not have a corresponding placeholder. *Please check
with your office administrator before adding placeholders. Use the following steps
to create a new placeholder:

1. Click the Add button to see the New Document Placeholder Entry screen (Figure
46).
Recent Files ADD | TRANSFER | SPLIT | ATTACH | DISTRIBUTE
:
” o/ .'PamE. = (C) 42 Happy Pants Rd.
(L) 42 N. Ho Hum Lane
| (G) Company Documents and Forn] | New Document Placeholder Entry * Required Fields

Folder: <Select a Folder> -
Document Placeholder,

Impart Code: Linked Task to complete when document is

Add " Before | <Select a Folder> : Attached: <Select a Task> A
@ After

Completed: < > -
[] Auto-Complete when a document is attached or transferred to this placeholder

Record this document on the Activity Log
Document Permissions

[7] wiewable to all parties with access to this file

Agent, 42 Roberts, Dena

(Selling Agent) View & Upload ~ (Transaction Manager)

Full Control

D S €55
HOME Single click to select a placeholder. Double click to edit Cirl + Click to select placeholders individually. Shift + Click to select consecutively.
|=| CONTACTS
A CALENDAR Documents Requiring Broker Review
®| Final Settiement Sheet
SureClosepP
Figure 46
2. Select a folder in which to put the new placeholder from the Folder drop-down
menu.
3. 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. IMPORTANT. Be sure to UNCHECK the Auto Complete when a document is
attached or transferred to this placeholder box.

6. Uncheck the Record this document on the Activity Log check box.
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7. You may choose to modify the Document Permissions to allow other parties on your
file to see the new document that will be attached.

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

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 by clicking once on the document name
and click the Transfer button. You see a Transfer Selected Document To screen
(Figure 47).

Transfer Selected Document(s) to: O Messages @File

Transfer Document(s): MLS Profils Shest

yhera the Filz BMumber s

] srchived Flles
SAVE CANCEL
Figure 47

2. Search for your file either by file number or by property address.
3. Highlight the divider under which you want to place the transferred document.

4, Click the Save button to complete the transfer.



Distributing Documents

The Distribute button enables you to send one or multiple documents to another party or
parties. Use the following steps to distribute a document:

From the Documents page:

1. Highlight the document or documents you want to distribute and click the Distribute
button (Figure 48). You'll see a Message screen (Figure 49 - Page 44). Hold down
the control key as you click on each placeholder to select multiple documents.

2. Click Distribute.

f‘,\ Oder W P Logout
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Figure 48
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Click on the Add Parties hyperlink to see the list of parties on the file (Figure 49).

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.

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.

Checkmark the box Record this message on the Activity Log to record this
message in the file (See Activity Log - Page 47).

Click the Send button to send the message with the document or documents
attached.
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Figure 49



Tasks Page

The Tasks page shows you a list of the tasks associated with the file and their respective
due dates (Figure 50). The tasks are listed in order by 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.
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The Listing Agent removes the key safe, sign, and sign-in sheets from the propearty 11302010

SureClosep

Figure 50

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.
You can add your own tasks 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 51).
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Figure 51

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.

Select the appropriate folder from the Folder drop-down menu.

Select the appropriate status from the Status drop-down menu. The statuses are:
e Not started
e In progress
e Completed

Select the deadline type from the Deadline Type drop-down menu:

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

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

e 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.

e 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.

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

Select your role from the Responsible Role drop-down menu.



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

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

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

You can view your tasks using your Calendar - see Page 18.

Activity Log

The Activity Log page shows all the activity for a file in chronological order (Figure 52).
Some of the activities recorded are:

> Messages that you send from the file.
> Notifications that your broker has reviewed your documents.

> Documents that you have sent from the file or attached to the file.
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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 53).

Mew Activity Log Entry * Required Fields

actity Type: * [€Sslact an Actvity Types (v
Subject

Mofes

Log Entry Permissions
Famiglietli, Tagan Traingar, Susan
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Testing, Advantage Guest

(Listing Agent) No Access [

SAVE MDD ANOTHER

Figure 53

2. Select the type of Activity from the Activity Type drop-down menu. The types are:
o Appointment
e Comment
e Document sent
e Message sent
e Phone call
Type the subject of the activity in the Subject field.
4, Type the information about the activity in the Notes field.

5. 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.



AAR Quick Reference Guide - SureClose® Advantage View for Agents

49



	Business Services Team
	Hours
	Welcome to Sureclose® Advantage for Agents
	Reference Information
	SureClose® Process
	Arizona Department of Real Estate Information
	Chapter 1.
	Layout of SureClose® Advantage
	Home Page
	Profile Page
	Personal Information
	Contact Information
	Preferences
	Security Settings


	Contacts Page
	Calendar Page
	Summary Page
	Documents Page
	Attaching Documents Using the Split Button on the Documents Page
	Download the Printer Driver
	Using the Printer Driver (Cannot be used with Mac Computers)
	Action Buttons
	Add Button
	Transfer Button

	Tasks Page

	Activity Log


