MRMLS
SIMIART TRAC HOW to FaX d Document

Quick Reference Guide

For predefined documents complete Steps 1 - 6 only.

Step 1: Step 2:

Go to www.imrmls.com then log into Click the File name to Fax any type of
MRMLS Matrix and click on Smart Trac. document.

Home | My Files | Search Property | Search Office/User | Farming | Contacts | Seftings | Help | Log Off

Create a New File v Close files » To Do List

Welcome to Matrix on Wednesday, January 03, 2007, Quick Seareh: [Enter 1S Hurfl Welcome Jane Robinson
News Hot Sheets My Files Things To Do Taday

. o stz Rasidantisl Hirlie File Name Tracking D~ Due  Description File Name
How to Correctly List @ Condo or Multi-Unit Property Customize | Reset L BUSHYTAILTAL s MBI

Wednesday, Decernber 27, 2006 1/2/200% Add Listing Angnt

When adding a listing with a multi-unit Em:ﬂmm 4885 Snow Street TAILTRL
address to MRMLS Matrix, always Letomize 1294 BUSHY

enter alphabetic characters (4, B, C, 225 W MAIN 5T
ete,) or fractions {1, %, etc.) in the

unit # field and not in the Street £ o Yo Hot Sea |‘che

Street Name field,

14202006 8dd icting Trancactinn Conrdinatar ST T

Click the File
Click on Name to fax a
Smart Trac. document

Step 3: Step 4:

Click Add in the Documents section to fax or Select the document name from the drop-down
upload your document, or click the window. If the document name you are looking
“document name” in the Things to Do for does not exist, select User Defined and skip

section. to Step 7.

File Summary: 1294 BUSHY TAIL TRL
&1 http:/istage. fastrealty.com - Smart Trac - Add New Document - Microsoft Internet Explorer X
Documents 4; LW Property Address: 1 E]@‘!
pate Name Role 7Ngme Ernperty Type: e Add a Document to 1294 BUSHY TAIL TRL F
1/2/2007 Disclosurs Reqardi.. Buyer - Alva, Tony. JETIRel Besale
Status: Active
/242007 Water Hester Discl... Phone: (626) 555-5555 Phase: Listing Document Names* | Select Docurnent Name, v
12/26/2006 ¥ood Destroying Pe... Buver s Agent - Robinson, Jane Emlll Silec\ DDuf:urgem Hame. £
Ph : (909) 554-1212 <User Defined. .
21472006 Listing Aqreeernent 2 5 . Comments: (1093.5 Forms
e, Buyer's Agert - Brown, Stewart E-mlfil Documents adiustments Forms
Fils Admin - Agent, Tony ate Na CCaR
/2/2007 Dig Check
22007 we Closing Statement
Closing Statements - System Docs 3
1202000 Yel 1 would like to: |Copy of Plotted Casements
: . /14/2006 s @ plodCoRY of Plotted Easements
Things To Do (16) -/de Services % orde ore... P4 Dieposit List - Doc Prep
To loca|Deposit List - System Docs owse button. Select the document, and
Name Comments DueDate  Service Type / Company Name olizk Ofn o Cit Receipt
Hore: 21 cctiviy
) add Listing Agent 22005 fnspaction: Termite, Toms Termits - Dposit Recsipt Summarias
) add Listing Transaction el
Add Listing Transaction 7
s 1/2/2006 Things To Do (16) ©  creafDeposit Receipts
e Disbursement Summariss
E Digbursement Surnmary
Keysafe/lockbox Addendum: O Defin|
Ol Kewsafe/lockbox dddendur 57 Add Listing Agent Do Uty Report
10701 (KLA-L1 Add Listing Transacti Doc Utility Reports
| Seller Instruction to Exclude Loordinator Eﬂdmwgw A fomit =
By (evsafe/Lockbox adlE Escrow Closing Statement
Listing from the Multiple Listing 1/3/200 a %n‘v_;li:::n?c o 44 & pone [ e ® Internet
Service-10/04 (SELY IC or t e = Escrow Closing Statement - Seller Orily
LIl seller Instruction to Exclude Escrow File Balance Refi
more..
e isting from the Multiple Listin Escrow File Balance Sheet

“Document Name” i) o e
{ to fax a document

Select
Document Name

Last updated 01/04/07 © 2007 MRMLS If you need support please call (909)859-2040 or go to http://www.imrmls.com/SupportRequest
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SIVIART TRAC

How to Fax a Document

Step 5:

[File Documents: 1294 BUSHY TAIL TRL

Docume @"r;: stage fastrealty.com - Smart Trac - Add New Document - rosoft Internet Explorer [l <
Name
Add a Document to 1294 BUSHY TAIL TRL
Disclosure
Document Name:* Natural Hazard Disclosure
W ater Hea
1 Comments:
Wood Dest \)
Listing Aar 2 ' Dacument Details
Residentia 1 would like to:
@ Upload my document now
Docume To locate the document on your computer, click the Browse button. Select the document, and
click Open
Namel cli fNote: Large dbcuments map take seversl minutes dapanding o your INTERSE CORDECEIVILY .
1099-5 Foy File:
- ( 3) C@ Creats s covaTEest Tor SN & docureRE Nt Hhe Sy atemm )
Lnspection Email the Document Upload Request Notification
Brokers Ac ~
Closing St.
Done ® Internet
[CCRRSs

\seller Instruction to Exclude Listing

Step 6:

Click Print to print the Fax Cover sheet, place it
on top of the document, and fax it to the number
on the fax coversheet. Smart Trac will associate
the document to the right file with a date and time
stamp. Click Close Window.

Close YWindow

T

ek 2 0O 1 0 9

Click Print [

: MRMLS Real Estate
r: (626) ST4-3830
: 1294 BUSHY TAaIL TRL
¢ Matural Hazard Disclosure

ccumen

1) Use the Comments window to add notes
to the document.

2) To modify the security levels for a
document, click the Document Details
button and see Step 7.

3) Check Create a coversheet to fax a
document into the system.

4) Click the Submit button.

Step 7: (Only for User Defined Documents.)

If no other document types fit, create your own
User Defined document. Smart Trac will
prompt you to select Document Details.

File Summary: 1294 BUSHY TAIL TRL

L]

&] http://stage fastrealty.com - Smart Trac - Add New Document - Micresoft Internet Explorer

Property Address: 1

PropertyType: Reg Add a Document to 1294 BUSHY TAIL TRL

Document Name: | <User Defined > [v]
Youmust complete the Decument Details. Please select the "Decument Details..." button belovr.

File Type: Resale
Status: Active
Phase: Listing

Documents

Comments:
Date Na
L/z/2007 Dig
12/28/2006 inig
2/14/2006 Lis] 1 would like to:

nore....

) Upload my document now

To locate the document on your cdmputer, click the Browse button. Select the document, and
click Open

Hore: Largs ducvments may take seversl finutes dypendig on your internet connsctivity.

File:

lick Document

Things To Do (16)
Name

& Add Listing Agent

& Create a coversheet for faxing 4 docum

@ Add Listing Transacti
Zoordinstor
) Kevsate/Logkbox adf &) pone
L0/01 (kLA-11)

| seller Instruction to Exclude
isting from the Multiple Listing

& Internst

1/3/2006

Congratulations! Your fax will be uploaded
to the system within 30 minutes.

Note: This coversheet can only be used with this
ocument. A copy of this coversheet will be emailed to
ou, if your notifications are turned on.

Zervice-10/04 (SEL

Last updated 01/04/07 © 2007 MRMLS

If you need support please call (909)859-2040 or go to http://www.imrmls.com/SupportRequest
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SIVIART TRAC

Step 8:

Document Details

Document Information

Coammercial

Document ID: To Be Assigned
Document Name:* Térm;‘te‘cumpieti‘un Repnrt. ‘»_E t D t
s e 5 nter bocumen
Appraisals/Valuations
- ‘ Name and select
Descri ption: ggmmlgseslloc‘n;
Document Type

sssssssss

Dncument
Add Escrow/Settlement/Title
[ Financing
Inspections/Repair:
istings/Maps
Other

TESTING - MOT USED <"Dac type testing’>

Document Ser_urlty
Select the appropriate permissian level for each role by checking the appropriate box below,

T momfy e loto havalote perrmssmns st permission must be unchecked first,
Warning - If a role has Documnent Owner security, then all participants with that rals will be able to
change Docurnent Security,

Role View Upload Document

Step 9:

How to Fax a Document

A Document Name is required.

Select a Document Type. The Document
Type is the category of document you will be
uploading. For this example, I've chosen
Inspection/Repairs.

Document Information
Document ID: To Be Assigned

Document Name:* |Termite Completion

Document Type: Inspections/Repairs [Vi

[antirnite (.S.ompletion Rapnrt.
(1 ) Description:

(2 i add
Comments:

Document Security
Select the appropriate permission level for each role by checking the appropriate box below,
To modify a Role to have less permissions, the current permission must be unchecked first,
Warning - If a role has Document Qwner security, then all participants with that role will be able to
change Document Security.

Role Yiew upload Du;:r::rnt

Select All Select All Select Al
Deselect All Deselect All Deselect All

Appraisal - Fl il il ]
Buyer @ C D)=
Buyer®s Agent ] =
Buyer®s Agent Assistant | 4| F] i’
Buyer®s Attorney F
Buyer's Broker [¥] F
Title Sales Rep Ll =
Title,Escrow Ll ‘[:,

|Ducument Options

| Check to make the document available via the Property Information Site,

4 Check to notify participant{s) with "Upload™ permission that the document needs to be
uploaded.

| Check to notify participant{s) with "¥iew" permission when the document has been

uploaded.
ICance\I ‘ I Save Changes ] )

1) Enter a Description of the document.

2) Add Comments to the document.

3) Select the appropriate permission level for
each role by checking the box.

View - allows the Participant to view
the document only.
Upload - allows the Participant to view
and upload documents.
Document Owner - allows the
Participant to view, upload and change
docment security.

In this example, the Buyer has Upload and

View privileges only.

4) Document Options
Check to notify participant(s) a
document needs to be uploaded.

Check to notify participant(s) a
document has been uploaded.

Click Save Changes. Complete Steps 5 & 6 to Upload your Document.

Note: Faxed or Uploaded Documents may not be deleted from the system or file. You may only submit
revisions. Make sure you are faxing or uploading the correct document.

Last updated 01/04/07 © 2007 MRMLS If you need support please call (909)859-2040 or go to http://www.imrmls.com/SupportRequest
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