
 
  
Office Administration- Office File Manager 
Brokers and Office Administrators learn how to search for files via the File Manager function   
        

1. Go to the logon page in TM/DM and enter you user name 
and password then click Logon.  
 

3.  You can choose the office you want to search if you have 
more than one or leave the default set to All Offices. You can 
pick a specific user to search for in the User drop down list and 
select a file Status. Finally, you can enter additional search 
criteria such as File Name, MLS number, etc. or leave it blank 
to display all files for the above criteria.  Click Search.  

4.  The results will display.  If you want to sort your results, 
click on any of the underlined headers.   If you hover over any 
of the names on the right side of the screen you will see the 
user’s office and their role in the file.  

5.   To edit a file, hover over the file name and you will see a 
list of options.  Every participant in the file who belongs to 
your office(s) will display in the drop down list. You can 
choose to edit the file as any of those participants.  Any 
changes you make to that file will be made on their behalf 
and your name will be displayed in the history and audit logs. 

Note: When editing a file as a participant in your office 
you will inherit their permissions on the file and see all 
that  they are able to see in the file including participants, 
documents, to do items, etc. 

 

2.  From the My Files screen in Doc Manager click on the 
Office Files or Office Document Files link (name of the link 
may vary depending on your system) 
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