
Quick Reference Guide

Document FeaturesSmart Fax
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.

Step 2: Each document contains its own set of 
options.  To view the document, hover over the document you 
want to view and click the VIEW Document Link.

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 

Last update on 08/04/09                    If you need support please call (909)859-2040 or go to http://www.imrmls.com/SupportRequest



Quick Reference Guide

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

Step 4: To edit document information, 
hover over the document and click the Edit 
Document Information link.  This allows you 
to edit the same name of the document 
is from and also allows you to replace the 
document with a new one.  When you are 
finished click save.

Step 5: To move a document, hover over the document and 
click the Move Document link.  In the Move Inbox Document 
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.

Step 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
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