SMmart Fax Document Features

Learn how to quickly digitize and mange your documents prior to a transaction

Step 1: From Smart Trac’s home page, click on the My Inbox link. @% Er“p—‘(
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Step 2: Each document contains its own set of My Files
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My Document Inbox

Tha following are the contents of your Docurnent Inbox. Your Personal Document Inbox a-mail address is

My Coversheet Settings
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I men Click to view 7/31/2009 B4KB .pdf

Step 3: To email the document, hover over the document and select the Email Document link. The
Email document page will display. Enter the email address, choose from the other options and click
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Learn how to quickly digitize and mange your documents prior to a transaction

Step 4: 1o edit document information,
hover over the document and click the Edit e e e
Document Information link. This allows you | messed= e o s
o edit the same name of the document = My Tnbox A=
is from and also allows you 1o replace the Edit Document Information

, <Usar Defined...» 7
document with a new one. When you are R B
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finished click save. T — Mame: .

My Document [nbox

Faxs

Comment: Real Estale Addendism
From: Real esiate addendum
Upload file: | Bigwsa., |
Note: This will replsce the sxisting docurment

S’reg 5: To move a document, hover over the document and
click the Move Document link. In the Move Inbox Document Cancel
page select where you are moving the document. The
document can be moved to another personal inbox, an office
inbox, or a transaction/file. Select your option and choose if you
want the document to be removed from the inbox or if you want
a copy to remain in your inbox. Click the Move button.

Move Inbox Document

My Document Inbox
The folicving are the contents of your Document Inboo. Your Personal Document Inbox e-mad address is [P
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Faxed Mnrumens T Clecke B vigw 7 7/3L/2009 B4KE .pdf
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Cance Mt

S’reg 6: To delete a document, hover over the document and click the Delete Document link. A window will
display asking you to confirm. Click Yes and the document will be deleted. Please note you cannot undo a
document deletion

My Document Inbox
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