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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

Our team is responsible for support all the applications that Arizona Association of
REALTORS® offers to its members as a member benefit. The team members are:

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.
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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.

AAR Quick Reference Guide - SureClose® Basic View for Agents


http://www.aaronline.com/tm

Preface

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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Computer Set-Up

Chapter 1. Computer Set-Up

You must make some changes to your computer for SureClose® to function properly. These
changes include modifications to Internet Explorer (the preferred browser), installing a printer
driver, and adding a shortcut to your desktop or a favorite to your favorites list so you can
access SureClose® through your own branded SureClose® website. Follow the instructions in
this chapter to modify the settings on each computer you use to work in SureClose®.

Note: You can use other browsers, such as Mozilla Firefox or Google Chrome,
but your functionality within SureClose® will be limited.

Modify Your Internet Explorer Options

Use the following steps to modify your Internet Explorer options:
1. Open a session of Internet Explorer.

2. Click on the Tools menu and choose Internet Options from the menu. You see the
Internet Options window (Figure 1).

Internet Cptions

General | Security | Privacy | Content | Connections | Programs | Advanced

Horne page
/‘ To create home page tabs, type each address on its own line.
= Iy

https:fftm. sureclose, combrands/default . asp?brandid=z

[ Use current ][ Use default ” Use blank

Browsing history

Delete temporary files, history, cookies, saved passwords,

) and weh form information.
Delete... ] [ Settings ]
Search
( /‘ Change search defaults, Settings
P
Tabs
Change how webpages are displayved in Settings
tabs,
Appearance
Colors ] [ Languages ] [ Fonts ] [ Accessibility ]

[ Ok H Cancel ]

Figure 1

The Internet Options window has seven tabs. However, you only need to modify the
Security and Privacy tabs.
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Security Tab

Make the following changes to the Security tab (Figure 2):

1. Click on Trusted sites zone and click the Sites button to see Figure 3.

General | Security | privacy | Content | Connections | Programs | Advanced

Select a zone to view or change security settings,

@ € 7 O

Internet Local inkranet  Trusked'sites  Restricked

J} sites
Trusted sites
V" This zone contains websites that yaou
v trusk not ko damage your computer or
wour files.,

‘You have websites in this zone,

Security level For this zone
Allowed levels For this zone: Al

Low
- Minimal safeguards and warning prompts are provided
- Mast content is downloaded and run withaut prampts
- &ll active content can run
- Appropriate for sites that you absolukely trusk

[ Custom level. .. ” Default level ]

[ Reset all zones bo default level ]

[ oK H Cancel ]

Figure 2
2. Uncheck the Require server verification (https://) for all sites in this zone check box.

3. Type *.sureclose.com in the Add this website to the zone field and click the Add
button.

& ¥ou can add and remove websites from this zone, All websites in
" this zane will use the zone's security settings.

Add this website to the zone:
* sureclose.com

Websites:

* sureclose.com
* zipformonline, com

Qj Require server verification (https:) far all sites in this zo@

Close

Figure 3
4. Click the Close button to return to the Security tab.
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Computer Set-Up

Click the Custom level... button in the Security level for this zone section (as shown
in Figure 4) to see Figure 5.

Security Settings - Trusted Sites Zone

Settings

_93 JMET Framework
& Loose XML
() Disable
(%) Enable
O Prormpt
3‘3 ®AML browser applications
() Disable
(%) Enable
O Prormpt
3‘3 %P5 documents
() Disable
(%) Enable
O Prormpt
@ MET Framewark-reliant components
% Permissions for components with manifests
. Y Picshla
*Takes effect after you restart Internet Explorer

Reset custom settings

Reset bo; Law v:
[ K l ’ Cancel ]
Figure 4

Select Low from the Reset custom settings drop-down menu and click the Reset...

button.

Click the Yes button to change the settings (Figure 5).

Warning!
| i:ﬂ Are you sure you want ko change the settings far this zane?
k4
=

[ ‘fes ] [ Mo
Figure 5

Click the OK button to return to the Security tab.
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Privacy Tab

Make the following changes to the Privacy tab (Figure 6) if you have your Turn on Pop-up
Blocker check box checked:

General | Security | Privacy | Content | Connections | Programs | Advanced

Settings
Qz Select a setting for the Internet zane.
a@;
Accept All Cookies
- Saves cookies from any website.

- Cookies that are already on this computer can be read by
the websites that created them

Import: ] [ Advanced ][ Default ]

Pop-up Elocker

| ; [ Prevent most pop-up windows Fram Settings

AppeEaring.

Turn on Pop-up Blocker

[ [o]'4 H Cancel H Apply

Figure 6

1. Click the Settings button in the Pop-up Blocker section to see the Pop-up Blocker
Settings window (Figure 7).

Exceptions

Pop-upz are currently blocked. ou can allow pop-ups from specific
# ! websites by adding the site ta the list below.

¥

Address of website to allov:

surecloze. com ~dd

Bllowed sites:

* surecloge.com
* zipfarmonling.com

Femove all...

Maotifications and filker level
Flay a zound when a pop-up iz blocked.
Show Infarmation Bar when a pop-up iz blacked.

Filker lesvel:

Medium: Block most automatic pop-ups w

Close

Figure 7
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Computer Set-Up

Type sureclose.com in the Address of website to allow field and click the Add button.

Click the Close button to return to the Privacy tab.

4. Click the Apply button and then the OK button to exit from the Internet Explorer

Options window.

Download the Printer Driver

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

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

Right click on Computer (or My Computer) to see a menu of options.

2
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.

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 8).

L SureClosePrimDiiver 3 2BinVistaXP 2] 1].zip
File Edt Wew Favortes Took  Help

T Search Folders 737

ry

[“po | SureClose Print Driver 2.1.1
9 . Installation Guide.pdf

L] Extract al Fies

Acrobat Documer
m SureClose Print Driver
ReadMe.pdf

Other Maces = /o Adot

0 e Acrobat Document

—
@ cuments

@ 1 Hetwork Paces

Details

ire L) C:\Documents and Settings, Susan', Local Settings', Tempor ary Internet Files', Content. JES ADBO7ET « ﬂ G

[9](=1]} ]

W3- SureClose Print Driver 2.1.1
. Product Information.pdf

e Adobe Acrobat Document

| | SureClosePrintDriver 32BitVista...

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

This applization may depend on other compressed
files in this folder.

For the application to run properly. it ig#feommended

that you first extract all files.

[ Extract &l ” Run [ Cancel

Figure 9

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

File Download - Security Warning

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

Mame:  SureClosePrintDriver 32Bitvistax Pk, ex
Publisher.  Unknown Publisher

Tupe:  Application

Fiun ] [ Cancel

This file does not have a walid digital signature that werifies its
publizher. ¥ou should only run software from publishers pou trust,
How can | decide what software to run?

Figure 10
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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Your Branded Website

Every real estate brokerage in Arizona using SureClose® has its own branded website that its
agents use to log in to SureClose®. Your system administrator will give you the brand code
for your company’s branded site. You will also see the link (including the brand code) in the
email message you receive with your SureClose® ID and password.

Type https://tm.sureclose.com/brands/login.asp?BrandID=xxx (where xxx is your

company’s brand code) in the address line of Internet Explorer and press Enter. You see your
company’s branded website, which is similar to Figure 11.

& AR Training Login Login - Windows Internet Explorer =S
Q y - G https://tm.sureclose.com, brands /default .asp¥brandid=aar200 hd ‘j}r P 2\
File Edt Yew Favorites Took Help
B - |+ IR =AY - e
W G0 | e 48R Training Login Logn ' &l = < . Page ~  Tools =
ARIZOMA ASSOCIATION OF REALTORS transaction
F EIN MAHAGEMENT
Login | Contact Us
Log in to SureClose
Login:
Password:
["| Remember my password
Reguest password?
Please login above with your SureClose login ID and password
To request login access, please contact the AAR TM Support Team
at 366-833-T357 or by email at TMSuppont@aareniine. com
Terms and Conditions Privacy Statement
Current Release Notes
Login | Contact Us
Powersd Oy
SureClosehP
Cone /" Trusted skas +100% -~

Figure 11

You should make this site a short cut on your desktop or add it as a favorite site in your
favorites menu, or both.
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Agent View Overview

Chapter 2. Agent View Overview

The agent view of SureClose® has two Menu Bar items that you will use after logging in:
° My Setup
° My Files

My Setup

The My Setup tab (Figure 12) enables you to update your contact information and your
password. When you log in for the first time, SureClose® takes you to the My Setup screen
and makes you change your password.

Login | My Files | Contact Us | My Setup | Logout
Prefis: | <Naona> |
“First Name: G0
Last Name: Agent
Company: AAR Training Cormpany (Main Branch

Address: |255E Osbom Rd

AAR Training
Line 2: Company
Contact info
City: |Phosnix
State: [ AZ |
US Zip: [85012

Bus Phone: |(366) 833-7357
Home Phone:
Email: |aarstudents0@mysureclose com
Login: 60Agam
Password:
Retype Password:
Notification Preferences:
[#]New File Access
Task Motifications
Document MNotifications

reguired

Login | My Files | ContactUs | My Setup | Logout

Pawered Oy

SureClosep

Figure 12

Enter you new password in the Password field and re-enter the new password in the Retype
Password field. Click the Save button. Your password changes even though you do not
receive a confirmation.
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Agent View Overview

You also want to verify that your Notification Preferences are turned on. The Notification
Preferences are:

° New File Access: A notification is sent to your email address when you are added to
a transaction file.

° Task Notifications: A notification can be sent to your email address when a task is
due. Ask your SureClose® Site Administrator which of your tasks have notifications

attached.

° Document Notifications: A notification can be sent to your email address when a
document is uploaded to a placeholder. Ask your SureClose® Site Administrator
which document placeholders have notifications attached.

My Files

You see a list of your active or archived files on the My Files tab (Figure 13). For your closing
files (files in escrow), the address of the property is displayed, as well as the closing date and
your company'’s file number. For your listing files, the address of the property is displayed as
well as the listing date, expiration date, and the MLS number.

To view a particular file, click on the address of the property to see the details of the file.
| §{) rmctn

=3
ﬂ' ARIlZO“NA
REALTORE'

Login | My Files | Contact Us | My Setup | Logout

Welcome, 60 Monday, November 08, 2010

You may select from 3 current files.[Switch to archived files()]
Filter Displayed Files
Closing Files (1)

[Address Closing Date Ref No

rpapap Compliments of
ot A 8504 B0R0Y AAR Training
sl S Company
Listing Files (1) Contact info
Address Listing Date Exp. Date MLS #
sta 911712010 8312011 123
Phoenix, AZ 85012 On Hold
|Generic Files (1)

Sta

Dascrinh

Description -
Date Date

Company Documents and Forms 6/28/2010
Active

Login | MyFiles | ContactUs | My Setup | Logout

Power wd B

SureCloseP

Figure 13

To see your archived files, click on the Switch to archived files hyperlink. You see a list of
your archived Closing files followed by your archived Listing files. You can filter the list by
typing the street name in the Filter Displayed Files field.

NOTE: You only see the archived files for your current brokerage.
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Sections of the File Screen

When you click on a property address, you see the transaction file displayed on the File
screen. There are six sections to the File screen: Property Summary, Completed Activities,
Scheduled Activities, Documents, File Notes, and Contacts.

Property Summary Section

The Property Summary section (Figure 14) shows you the details of your property. Your
office enters this information when they create your file. You can quickly see the following.

° Important dates associated with the file
o Listing acceptance date (listing files)
o Listing expiration date (listing files)
o File start date (listing and closing files)
o File status (listing and closing files)
o Contract acceptance date (closing files)
o Estimated closing date (closing files)
° Tracking numbers
o Escrow number
o MLS number
o Title number (not used)
o File number

° Legal description

° Property description

transaction

MANAGEMENT

Login | My Files | Contact Us | My Setup | Logout

60 Sierra Vista
Phoenix. AZ 85012
il Property Type: Single Family

List Price: $200.000 00 Prin

M Residence ‘i
ARIZONA
Listing Acceptance: 9/17/2010 Escrow #: REALTORS"
File Start Date: 9/17/2010 MLS # 123 cl 'm " .
Lo liments of
Expiration Date: 5/31/2011 Tite # M’;{w‘lmining
File Status: On Hold File #: 60 Company

Contact nfo

APN/Tax 1D #:
Legal:
Show Long APN/Legal

Property Description
Bedrooms: 3
Baths: 2
Sq. Ft: 2000 (approx )
Year Built: 2000

Figure 14
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Activities Section

The Activities section (Figure 15) shows the activities or tasks you need to complete for your
file. It is divided into two sections: Completed Activities and Scheduled Activities.

Completed Activities (click sctivity for more info)

Adctivity Completed
Mo actiities have been completed
Scheduled Activities (click activity far more infa) Complete | Delete
Activity Due
O 1110412010
[] The Listing Age s the pralimi Mle Raport from 11122010
h
O T s the Buyar's Inspaction Matice fram 111372010
i
™ verifies that the seller has called 2l utility 111252010
companies o cancel services
: Engure acuments are in the file prorto COE 11282010
[] The Listin = that the seller has completed the 1112772010
| ey safe, sign, and sign-in 11730/2010

Figure 15
Completed Activities Section

You see a list of tasks that have been completed in the Completed Activities section (Figure
16). This section lists the activity and the date and time the activity was completed.

Completed Activities (click activity for more infa) Delete
Aty Completed
[] The Listing Agent uploads all initial contract documents 11/03/2010
43237 pm PET

Figure 16

Your buyers and sellers will also be able to see selected items in this section in their view of
the file if they have been invited to log in to SureClose®.

Scheduled Activities Section
You see a list of tasks you need to complete in the Scheduled Activities section and the due
date for each task.

To complete a task, click the checkbox to the left of the task (or tasks), and click the
Complete hyperlink (Figure 17).

The tasks are listed by date due. If a task does not have a due date, it appears at the top of
the list.

Completed Activities (click activity for more info)

Activity Complated
Mo activities have been complated
Scheduled Activities (click activity for more info) Copgiste | Delets
Activity BDUE
[] The Listing Agent uploaas all infial contract documents 110472010

Agent receives the preliminary Title Report from 11132010

ecelves the Buyers Inspection Mobice rom 111372010

gntvenfles that the seller has called all ulility TUZE2010

ar to COE 11/25/2010

g Agent ensures that the seller has completed the 112712010

oves the key safe, sign, and sign-in 11202010
Figure 17
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Documents Section

You see all the document placeholders (the place where an executed document is stored)
associated with your transaction file in the Documents section (Figure 18). A green up arrow
to the left of each placeholder signifies that a document needs to be uploaded. A pair of
eyeglasses to the left of each placeholder indicates that the placeholder contains a document.
Seeing neither icon signifies that the placeholder will be filled by another party to the
transaction file (for example, your broker). Click directly on the eyeglasses icon to view a
document. See Chapter 3 for the methods to upload documents into your file.

Documents (click on a document 1o view | edit) =

[name Completed

[0 ‘3 Documents Requiring Broker Review

|| Final Settlement Sheet

nay Racaipt

ncy Disclosure and Eleciion

= s Contract

Loan Status Repont

Planned Community Addendum

ale Addandum

ater Treatment Facility Addendum

Miscellaneous Document

= Disclosure Documents

eller Property Disclosura Statement -

000 OojCcooooooooooonn

Figure 18
File Notes Section

The File Notes section (Figure 19) is the conversation log for the transaction file. It contains
emails, records of phone calls, and other comments pertaining to the transaction. These
notes are seen by guests to the file only if your broker or office manager grants the guest
specific access to view the email or comment.

You add your own comments (hotes and records of phone calls) to the file by sending yourself
or another team member an email from the Contacts section.

File Notes (click subject to view entire message)

Date Subject Craated By
117312010 Coples Agent &0
117312010 Conversation Trainer, Susan

Figure 19
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Contacts Section

You see all the parties to the transaction in the Contacts section (Figure 20) based on the

original file request you submitted to your office. You can view the contact information for an
individual by clicking directly on the person’s name.

Contacts (chick name for contact info)

B3 Name Company Rola

[ 50 Agent A4R Training Company Listing Agent

[ A4R Office Administrator AAR Training Cempan Coordinater

[] 4R Seller Selber

] A antage Guest Testing A4R Tralning Company Listing Agent

[ Haily Eslinger EXCLUSIVE HOMES AND LAND Selling Agent
@ Susan Trainer A4R Training Compan Trainer

Serd Message il

Figure 20

Use the following steps to send a message to one or many parties on the file:

1. Click the check box to the left of each name and click the Send Message button.

You see the New Message window (Figure 21).

& =
New Message b Cancel ad
To: | Susan Trainer
L=
(use ; or a space to separate multiple e-mail addresses. )

Subject: RE: 60 Sierra Vista [ Ref & 60

Message:

Here i=z another document for your file.

.ttach documents Send Message

Documents

Figure 21
2. Type your message in the Message field.

20 AAR Quick Reference Guide - SureClose® Basic View for Agents



Agent View Overview

3. Click the Attach documents check box if you want to attach documents to the
message. A list of the documents in the file displays under the message (Figure 22).

€ New Message - Windows Internet Explorer g
Message: lal
Here are documents for your file.

[¥] Attach documents Send Message
Documents
Mame Completed

‘3 Documents Requiring Broker Review
[] Buyers Agency Disclosure and Election
Residential Contract
HOA Condo Planned Community Addendum

Send Message | [y |

Figure 22
Click the check boxes to the left of the documents you want to add to the message

Click the Send Message button. Any message you send is automatically recorded in
the File Notes section (Figure 23).

File Notes (click subject to view entire message)

Date Subject Created By

11132010 Copies Agent, 60

111272010 Comversabion Trainer, Susan

11182010 RE: 60 Siema Vista | Ref# &0 Agent, B0
Figure 23

AAR Quick Reference Guide - SureClose® Basic View for Agents 21



Agent View Overview

22 AAR Quick Reference Guide - SureClose® Basic View for Agents



Uploading Documents

Chapter 3. Uploading Documents

There are two ways to upload documents in Basic View: using the green arrow icon and using
the SureClose® printer driver. You must have the SureClose® printer driver installed on your
computer to use it.

Green Arrow Icon

The green arrow icon signifies that the document placeholder is empty and ready for a
document to be uploaded. You can use the green arrow icon if you have the individual
document saved on your computer.

Note: This option is available only in Internet Explorer.

Use the following steps to upload a document from your computer to your transaction file in
SureClose®:

1. Click the green arrow to the left of the placeholder to which you want to upload a
document. You see the Upload Document screen (Figure 24).

‘Document Placeholder name: ‘Shorf Sale Addendum

Upload Document:

Files Size
|. Browse... Remave

O Canvert to PDF?

‘Contact info

Fermissions by Party to View Placeholder

ew). Yes Mo

S5et these guests to No access, View only, View & Upload only, Edit &

Public (all guests can v

Upload only
Party Role(s) Pemission
Agent, &0 Listing Agent

Broker, AAR Designated  Team Member, DB
Eslinger, Hally Selling Agent
Office Administratar, AAR  Team Member, CO
One, DB Team Member, DB
Seller, AAR Seller

Testing, Advantage Guest Listing Agent
Trainer, Susan Team Member, TRH

TransCoordinator, AAR Team Member, CO

l Cancel ] Submit

Figure 24
2. Click the Browse button to display a Windows Browse window.

3. Find the document you need to upload and highlight it by clicking on it.
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4. Click the Open button to start the upload process. You return to the Upload
Document screen.

5. Click the Submit button to upload the document.

SureClose® replaces the green arrow with a pair of eyeglasses to signify that a document has
filled the placeholder. You can click on the eyeglasses to view the document.

NOTE: You cannot use this option if you have multiple documents saved in
one file. You must use the SureClose® printer driver to split the
documents into their respective placeholders.

SureClose® Printer Driver

There are a number of ways to use the SureClose® printer driver depending on the processes
in place in your brokerage.

Uploading Using the Basic Tab

You can use the SureClose® printer driver to upload a New File Request form to an
administrative inbox in SureClose®. Your company might ask you to use this method when
sending a new file request to your office. Ask your System Administrator for your company’s
procedure.

Use the following steps for the Basic tab on the printer driver:
1. Open the document you need to upload and click the Print icon.

2. Select SureClose Upload from your list of printers (Figure 25).

Print
Printer
Names: | SiraCiose Uload «//-‘v Froperties
Status:  Ready Comments and Foms:
Type: Black Tce TIFF Driver Document and Markups e

Print Range Presiew: Composite
ol |
) Current view

) Current page

CPages | 1-4

Subset; | M pages inrange i

[IReverse pages
Page Handling
Copiss! 1 2

Page Scaling: Shrink.to Prinkable Area v

[] fusto-Rotate and Center

[] Chonse paper source by FOF page size

Units: Inches Zoam : 100%

[ Prink ko File
154

[anrn; Tp;] l Advanced ] ok Carcol

Figure 25
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3. Click the OK button. The SureClose® Print Driver window displays (Figure 26).
2 SureClose Print Driver (=)
File Tools Help
Decurment Description: Save loomat . |
e e SureClose® | | [p
nmanoed|
€ ﬁg Decument to Inbax C E&% Decument to Placeholder
SuwreClose semama: SuraClose Usamame:
[ [
[~ Save File & Import Code: Permizzion Key:
[ [ [
I~ Save
L Wielcome bo tl;ei.lpac:g'nH:;I Dirivvar witiity.
Taims and Conctions FErivace Siziement Upload Cancal
I|Erte( & desciiplion o the documeril
Figure 26
4,

Type the username for the administrative inbox in the SureClose Username field.

Ask

your System Administrator for the correct user name to use.

Click the Save check box to save the user name in the field.

Click the Upload button to upload the document to the inbox. You receive a
message stating that your document has been uploaded to the inbox (Figure 27).

2 Upload successful

Your document haz been uploaded to the
Inba,

Figure 27
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Uploading Using the Advanced Tab

You can use 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 28).

Print
Printer
Mame:  SureClose Upload *"‘:”‘_:- Properties
Staktus:  Ready Comments and Foims!
Trpe:  Black Tes TIFF Driver Dacument and Marups =

Print Range Prewiew: Composite
ok

() Current view

() Currant page

CiPages | 1-4

Subset; | M pages in range w

[Ireverse pages
Page Handling
Copies! (-

Page Scaing: Shiink b Printable Area w

[¥] Austo-Ruatabe and Center

[ Choose paper source by FOF page size

[l Prink to File Units: Inches Zoom ; 100%
14
Figure 28
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3. Click the OK button. The SureClose® Print Driver window displays (Figure 29).

Note: Use the procedure in Splitting Documents into Separate
Placeholders on page 30 if you have multiple documents in

one file.
4 SureClose Print Driver i_ ]
Flle Tools Help

Document Descrplion Save fonmat .

[Listing Diocs pet [FoF =] SureC|QSG ’ ’

c ILEV/(;_?,E Document to Inbox ' Eq Document to Placeholder

Surelloge Uzemame: Surallose Usemame:

| [

[~ Save File B: Import Code: Pemizsion Key:
| [ [
I -

Welcame ko the SutelClass Prist Drivar utiity.
Prezz F1 for Help.

Taims and Conadtion: Privace Sizherment Upinad Canesl

Figure 29

4. Select the Advanced tab on the SureClose® Print Driver window as shown in
Figure 29.

5. Type your SureClose® ID and password in the Login Details screen (Figure 30) and
click the OK button.

i

=

SureClose Usemame:

SureClose Password:

|
Ok | Cancel |

Figure 30

NOTE: Once you have logged in, the SureClose® print driver leaves you
logged in for two hours after your last upload.
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6. Click the Search button to display a list of your files in the Files window (Figure 31).
You can narrow the search by entering specific criteria in any of the search fields.
"= SureClose Print Driver D
File Tools Help
Document Descrplian: Save lormat . i
[FIOR Gude - Basic View for Agents docx. [FOF_w] SI.II,‘eCI‘OS_ ’ | |>
PRINT DRIVER
Basic  Advanced |
Cument Lzer: 50 Agant
Lﬁ- Auto-file Settings
Fils yps: [ <AB = msw Escrow #- | Fie ft: | Tithe #: |
File st | <Al j Address: | iy | Slax,_ 2
Party infomaion: | Fre! [<Last niame |
Filez:
Addhess | ML # | Escom | Fis# | Typs | Status |
Company Documeants and Forms Actrve
E0 SiemaVista, Phoaniy, &2 85012 123 ED Singhe Famip Reside..  OnHold
B0 Siera Vista, Phosrin, A7 650012 123 WIZEVA B Single Famiy Aeside .  Open
Dirviders and placehalders:
Teums and Condions: PBrivace Siztement Fress F1 for Advarced Help Upload Cancal
Figure 31
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 32). You see the dividers for the file in the
Dividers and placeholders field.

21 SureClose Print Driver

e
Flle Tools Help

Document Descrigtion: Save format

e — sureCloseh | | )

T DRIVER
Basic  Advanced |

E Curment Llzes: 60 Agant
B Auto-file Settings

Fils ype: | <Al = s w| Tithe #: |
Fils status: [ <Al | Address: |

city: | swxl_ =2
Party infomatiors | <Firs! [<Laet rame

Ezcrow # | File: 2 |

Search | H=;='|IF15| Clear |
Files:

Addvess [ MLs # | Escomi [ Fiest | Typa | Status ]
Company Documerts and Forms fcive
B0 SiemaVista, Phoenix, 42 85012 123

2] Singhe Family Reside..  OnHold
B0 SieraVista, Phose - A2 65012 123 WEEs B Single Famiy eside.,  Open

Deviders and placahaokders:

+ Documents Requiring Broker Review
Dizclosure Documents

Inzpections and Reports

Title and Escrow Documents

Agent Communication

o EE

Laims and Conadlion:  Privace Sisterment

Frazz F1 for Advanced Help Upload Cancal

Figure 32
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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 33).

2 SureClose Print Driver B =
File Tools Help
Drocument Descrption: Save lormal c} |
[irabemend o o] SureClose» || P
PRINT DRIVER |
Basic Advanced ]
Curment Lizes: 60 Agant
L?.‘ Auto-file Settings
File ype:  [<AD = mswf Escrow - | Fie #: | Tithe #: |
File satus: [ <AD | Address: | city: | State: Zi:
Party infoumatione [ Firsl ¢ | [<Company name
Search | Reecent Fie | Clear |
Files:
Addess [ MLs 8 | Escomte | Filstt | Typs | Status |
Compery Documents snd Fooms Actve
B0 Siema Vista, Phoarix, A7 85012 123 =] Single Family Reside . OnHold
Bl Siera Vista, Phosrs, AZ 85012 13 101235V B0 Single Famiy Aeside . Open
Divvaders and placehoiders:
+  f Inzpectionz and Reports -
4 Title and Etcrow Documents
Agent Communication
-
Taims and Congtions Brivacy Siaiament Prazs F1 fos Advanced Help Upload Cancal
Figure 33
9. Highlight the placeholder to which you want to upload the document (Figure 34).
= SureClose Print Driver =
File Tods Help
Docurment Deserplion: Save lonmal q' |
T For o] SureClose» | | P
PRINT DRIVER |
Basic Advanced ]
Curent Llzer: 60 Agant
\ﬁ' Auto-file Settings
Fila ypa: [ <AB = s Escrow #: Fieft: | Tiths #: |
Fila stabus: | <4l | s | City: | State: 2
Party mfomation: < First - [ [Company name
Search | Recent Fie | Clea |
Filez:
Addhess [ ML # | Escom | Fis# | Typs | Status |
Company Documents snd Foems At
B0 Sigma Vista, Phosrix, 42 B5012 123 =0 Single Famiy Reside_.  OnHold
B0 Siera Vista, Phoenix, AZ B5012 13 1123594 =] Single Famiy Feside . Open
Dirviders and placehobders:
] Ingpactions and Reports .
+ Title and Escrow Docements
#Agent Communication
25 m:r.a_x-nllml
-
Toms sodCondiion;  Prvace Statanens Proes I fr Advanced Help Cancel
Figure 34
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10. Click the Upload button to upload your document. You receive a message stating
that your document has been uploaded and auto-filed (Figure 35).

‘21 Upload successful

Your document has been uploaded and
auta-filed.

Figure 35

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 placeholder (Figure 36).

Documents (click on a document to view | edit) =

Ll Mame Complated

] '3 Documents Requiring Braker Review
Final Saflament Shaat

Eamest Money Receipt

By Buyers Agency Disclosure and Election

r Residential Contract

] % Residential Contract (Importad an 11872010 9:50:22 AM l

Counter Offers

Addendum

Figure 36
Splitting Documents into Separate Placeholders

You can use the printer driver to split a large file that contains multiple documents into
separate placeholders in a transaction file. For example, a file contains the following
documents:

Document Page Range
Real Estate Agency Disclosure and Election 1
Residential Purchase Contract, including the cover page 2-11

HOA Addendum 13

Earnest Money Receipt 14

You would use the following steps to split this file into its separate placeholders:
Open the file.

Click the Printer icon to see your printer screen.

Choose SureClose Upload from your list of printers.

Select to print page 1 and click the OK button.

uiAs W=

Follow the steps in Uploading Using the Advanced Tab on page 26 to upload the
document.

6. Click the printer icon to see your printer screen.
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15.

Uploading Documents

Select to print pages 2 - 11 and click the OK button.

Follow the steps in Uploading Using the Advanced Tab on page 26 to upload the
document.

Click the printer icon to see your printer screen.
Select to print page 13 and click the OK button.

Follow the steps in Uploading Using the Advanced Tab on page 26 to upload the
document.

Click the printer icon to see your printer screen.
Select to print page 14 and click the OK button.

Follow the steps in Uploading Using the Advanced Tab on page 26 to upload the
document.

Close the file.

Using the Printer Driver on a Shared Computer

The SureClose® Printer Driver remembers who has been using the printer driver for the last
two hours. Use the following steps to log out the previous user and log in as yourself once
you see the Advanced tab of the printer driver:

1.

Click on the Tools drop-down menu and choose the Login option (Figure 37).

= SyseClese-Lyint Driver {- ]
Flef Tacls | Help | e
i} Lo i -1
tiart ave loomal s
[ OR Guide - Basic View for agents docx [FOF v SureClqse ’ >
Basic Advanced
F Cument Lzer: 50 Agant
|E - Au_m—me Settings
Fils typa: [ AR v msw Escrow It Fieft: | Tithe #:
File st | <Al +| Addess: | iy | Siae: 2
Party informiation: | F | | r
Search Recent Fie Clear |
Filez:
Addhess | ML # | Escoow# | File#t | Typs | Status |
Dirviders and placehobders:
Teums and Condtions Frivacy Siatement Frass F1 o Advanced Help Uplnad Cancal
Figure 37
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2. Type your SureClose® ID and password in the Login Details screen (Figure 38) and
click the OK button.

S

SureCloge Usernarne:

SureClose Password:

Ok | Cancel |
Figure 38

3. Proceed with uploading your document.
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