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Click  to display a list of files you have created or to 
access files shared with you.  
 

Click  for a quick glimpse of recently modified 
transactions and to view system notifications.  
 

Click  to update your personal information,  
change your password and upload a photo. 
 

Click  to exit the system. 

DOCUMENTS 
 Click Add Documents  to 

upload a document by browser or fax. 

 Click Work with Documents  to Email, Move, 
Print, Remove or Rename a document  

 Click  to view the document access history 
 Click  to view/modify document privileges 

 Click  for document description 

 Click the ‘checkbox’   to select a document before choosing a 
Work with Documents action 

Click  to make changes to 
property details and add contacts to the file. 

CONTACTS 

 
 Enter First Name 
 Enter Last Name 
 Enter Email Address (Required) 
 Select Contact Type  
 (Buyer, Seller, Buyer Side, Seller Side) 
 Click   

Click  for each property.  Each property folder allows you to store and manage your documents. 

 
 

Complete ‘PROPERTY INFO’, Click 


