MPRMLS
SMART TRAC Ioad a Document

Quick Reference Guide
For predefined documents complete Steps 1 - 6 only.

Step 1: Step 2:

Go to www.imrmls.com and Login to Click the File Name to upload any type of
MRMLS Matrix and click on Smart Trac. document.

Hame | My Files | Search Property | Search OfficeUser | Farming | Contacts | Settings | Help | Log OFf

Create & New File  Close Files v To Do List

; Welcome Jang Robinson
Welcome to Matrix on Wednesday, January 03, 2007, Quick Search: [Enter MLS HurfPERp
News Hot Sheets My Files Things To Do Taday
. o T —m File Name TrackingID  Due  Description File Name
How to Correctly List a Condo or Multi-Unit Property Custarmize | Reset 12 BUSHY TAILTAL RS 1234 BUSHY

Wednesday, December 27, 2006 1/2/2006 Add Listing Agent

then adding a listing with & multi-unit Cross Property Hotsheet 4695 Snow Street LIk
address to MRMLS Matrix, always STz 1794 BUSHY
enter alphabetic characters (4, B, C, w 10202006 add icting Transartinn Coardinatar ko —
etc,) ar fractions (12, %, etc.) in the N’

Unit ¢ feldand notinthe Strest # o Y1 Hot Sea |‘che

Street tame field,

Click on 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
&] http:/lstage.fastrealty.com - Smart Trac - Add Mew Document - Mictosoft Internet Explorer |~ [0/
Property Address: 1 Ta
Documents 1y s EropartyType: Ros Add a Document to 1294 BUSHY TAIL TRL
File Type: Resale
Date Name Role me Status: Active
1/2/2007 Disclocure Reqardi.. Buyer - Alva, Tony Phiase:Listing Document Name:* |§9‘“‘ DocumentName i
; C D i -
1/2/2007 Water Heater Discl... i o e Detned
12/28/2006 Wood Destroving Pe.., Buver's Agent - Robinson, Jane E-mfil Comments: |1099-5 Forms
Phone: (909) 554-1212 [Adjustments Forms
211472006 Listing Aoresernent o | ate N ot
- Burer's dgent - Brown, Stenart Emfil e 7 s
File adran - Agent, Ton 22007 Wl Closing Statement
Closing Statements - System Docs 3
20 <08 g 1 would like to: |Capy of Plotted Casements
/14/2006 Lig &  plodCoRY of Plotted Easements
ore.. P4 Deposit List - Doc Prep
To locelDepostt List - System Docs owse button, Select the document, and
Things To Do (16) ¥ add  Services % ordl click Ol Dposit Recsipt
. Deposit Recsipt Summariss
Name Comments DueDate  Service Type / Company Name L R b ety
i 2dd uisting agent Y2200 1npetion- Termite, Toms Termite things To Do (16) O roafDeposit feceiple
i A isting Transacton e T, © Defin|Disbursement Summary
Add Listing Agent Do Utility Report
2| Keysafe/Lockbox Addendum- Add Listing Transacti| Doc Utility Reports
< Kevsafe/Lockbox fddendum 1/3/200 Attt Endorsement ot =l
L0/01 (KLA-1L ) kevsotefockbor a4 7 Escrow Clssing Statement T ae
| Seler Instruction to Exclude TR o Escrow Clasing Statemen - Buyer Only e
5 Escrow Clasing Staternen - Seiler Only
Listing fram the Multipls Listing 1/3/200 . Ll seller Instruction to Exclude Eccrow File Balance Refi
Service-10/04 (SEL Cl |Ck Add or the isting from the Muttisle Listin Escrow File Balance Shest
fibias pervice-10/04 (SEL) Escrow Instruction
T “"Document Name” to A
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Step 5:

1) Use the Comments window to add notes to

Add a Document to 1294 Bushy Tail Trl
the document.

Document Name:* |Natura| Hazard Disclosure |\d

%mm: ) 2) Check Upload my document now and
click Browse to locate the document on
[ Document Details.. your C0m puter.

I would like to:

f load d ) 1
@) (Q_uoasmy mament o | 3) Note: You can Define a Document
qu Locaate the document on vour computer, click the Browse button, Select the
en.
:foltc':e.iae Jacuments il tike severd minutes depending on our#:nménecconnecn'w'ty for Upload |ater.

File: C:\Documents and Settings\eannette’\Desktop]

O cCreate a coversheet for faxing a document into the system

@ @ Define a Document for Upload IateD 4) Cllck the Submit button.
QD

Step 6: Step 7: (Only for User Defined Documents.)

Congratulations! The document is now If no other document types fit, create your own
uploaded and ready to View, Submit a User Defined document. Smart Trac will

Revision or Email. See Quick Reference Guide  prompt you to select Document Details.
How to Email a Document in Smart Trac.

%;\:;;. Hstage fastrealty.com - Smart Trac - Add Mew Document - Microsoft Internet Explorer B[l < |

s 4
— Add a Document to 1294 BUSHY TAIL TRL
. . = U —
MIMLS o il IE ‘

SMART TRAC ,‘e.,—’ o I Hne | Document Name:* | <User Defined. > 1~'I ‘ -
L= iNal : You must complete the Document Details, Please select the "Document Details...” button belovr, | =

Horne | My Files | Search Office/User | Farming | Contacts | Settings | Help | Log Off
. " " Log off
Summary = Things To Do = Participants = Services » Messages = Documents = Data Forms = Activity Log Comments: g LiLog or]
Activity Logl

Document Detail: Disclosure Regarding Real Estate Relationships (2)-10i04 (AD-2)
PREVIOUS VERSIONS AUDIT LOG 285 0 new
I would like to:

Document Information:
- @ Upload my document now
-J Disclosure Regarding Real Comments To Incate the document an your cdmputer, click the Browse button. Select the dacurnent, and
jonshi z no comments click Open
E:Bat; Relationships (2)-10/04 { : Nowe: Large documants may taie several finutes depending oa pour internet conmectivity.
= Enter comment text below. File: | Browse.
( Yiew Document O —
) Creats a coversheet for faxing 4 docume I k D t
added: 1/2/2007 5:44:12 PM (CT) IC ocumen &
By: Raobinson, Jane ©  Define a Document for Upload later 0 Add
Size: 30 (K} D t I
Type: PDF (Adobe Acrobat) e al S
Add C [ ]
{note: comments will be vi byalluserswho | | = |p—lranaa (i
Submit a revision can view this document) 2] Done ® internet E-rnail
Emall dm:ument. uuuuu Hemmmm— Phone: (909) 554-1212
Document Details... 2
~ Buyer's fgent - Brown, Stewart E-maill
File Adrnin - Agent, Tony
mere...
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Step 8:

Document Details

Document Information

e Enter Document
Name and select |Select a Document Type. The Document

Document 10: o B hsined ' A Document Name is required.
o - 4—
Comacis Document Type | Type is the category of document you will be

Dacuments

. e uploading. For this example, I've chosen
U ' Inspection/Repairs.

TESTING - MOT USED <"Dac type testing’>

Document Security
Select the appropriate permissian 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 Documnent Owner security, then all participants with that rals will be able to
change Docurnent Security,

Role View Upload Document

Document Information
Document ID: To Be Assigned
Document Name:* [Termite Completion 1) Enter a Description of the document.
Document Type: Inspections/Repairs |vi
[antirnite (.S.ompletion Rapnrt.
(D) oescrpton 2) Add Comments to the document.
@ 2. 3) Select the appropriate permission level for
| : each role by checking the box.
Document Security View - allows the Participant to view
B the document only.
Warning - If a role has Document Owner security, then all participants with that role will be able ta .. .
efisligs Doeu et ety Upload - allows the Participant to view
il view: | lwplna | PIEET and upload documents.
Select All Select All Select all Document 0wner - a”ows the
Deselect All Deselect All Deselect All . . .
r—" @ — — 0| Participant to view, upload and change
Buyer C EID)= .docment security.
DURFramgenE 0 & In this example, the Buyer has Upload and
Buyer®s Agent Assistant I:‘ |:| |:| - P
Buyer s Attorney 0 View privileges only.
Buyer's Broker [¥] F
Title Sales Rep Ll - .
E— o .| |4) Document Options
| Check to notify participant(s) a
D t Opti
| — N - document needs to be uploaded.
Check to make the document available via the Property Information Site,
@ Check to notify participant{s) with "Upload™ permission that the document needs to be . L.
P |uploaded, Check to notify participant(s) a
| Check to notify participant{s) with "¥iew" permission when the document has been
= | uploaded. document has been uploaded.
I Cancel ] ‘ I Save Changes ] ’

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.
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