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TEMPO with Document Manager:  Introduction
Introduction

Welcome to TEMPO/Document Manager integration training.

In this session you will gain a high-level knowledge of  Document Manager by 
learning specific tasks involved with using the integrated Document Man-
ager/TEMPO systems.

This training workbook is a supplement to what your instructor will present 
during the session.  It is not intended to be a complete user’s guide for Docu-
ment Manager.  When working in the Document Manager system, you can 
access online help by pressing F1 on your keyboard.

Some features described in Document Manager online help may not be 
available to all users of the system.

Document Manager Overview

Document Manager is a web-based application that enables you to organize 
and share documentation involved with real estate transactions.

Document Manager features include:

• Document lists:  keep all your transaction-related documents in one con-
venient location.

• Things To Do lists:  stay organized and on track.
• Participants lists:  add participants who can view and upload documents.
• Contact list:  store contact information which can be imported from, or 

exported to, TEMPO.

Accessing Document Manager

You can open Document Manager from the following areas of TEMPO:

• The main navigation bar:  select Document Storage from the Trans-
actions menu.

• The Add/Edit property list:  select the radio button next to a listing, and 
click Add/Edit Document Storage in the floating menu bar.  If the 
listing does not have a document folder associated with it, Document 
Manager will create one and open the folder summary page.

• My Page:  click the Add/Edit Document Storage link to open the edit 
documents page.  Then enter the MLS number of the listing whose doc-
uments you want to edit, and click Edit Documents.  If the listing does 
not have a document folder associated with it, Document Manager will 
prompt you to create one.
1



TEMPO with Document Manager:  Document Folders
Document Manager will open in a new browser window. 

Document Folders

A document folder contains the document, participant, and task lists associ-
ated with a listing.

Opening Document Folders

When you open a document folder, the Document Folder Summary screen 
displays summary listing information, the folder’s document list, and links 
that enable you to complete tasks and view other areas of Document Man-
ager.

X To open a document folder:

From the Document Manager home page, click the folder name link.
2



TEMPO with Document Manager:  Document Folders
Listing Photos

You can upload a listing photo to a document folder.  This photo will be visi-
ble to all transaction participants as well as anyone who views the folder’s 
public document screen. 

You can only upload one photo for a document folder.  Uploaded photos can 
be a maximum of 600 pixels high by 800 pixels wide, and must have a .gif, 
.jpeg, or .jpg file extension.

When you use the Import Listing Data feature, Document Manager will auto-
matically import the listing photo as well.

X To upload a listing photo:

 1. From the Document Folder Summary screen, click the current photo 

(or the photo placeholder [  ]).  The upload file dialog 

opens in a new browser window.
 2. Click the Browse button and use the Choose file dialog to locate the 

photo on your computer.
 3. Click the Upload button to upload the photo.

Creating a New Document Folder

X To create a new document folder:
3



TEMPO with Document Manager:  Document Folders
 1. From the Document Manager home page, click Create a New Docu-
ment to open the New Document Folder form:  

 2. Import listing data and photo (optional):
 2.1. Type the MLS number in the MLS Number text box.
 2.2. Select your MLS from the MLS menu.
 2.3. Click the Import button.

 3. Complete the required information section of the form.
 4. Complete the optional information section of the form, if desired.
 5. Create the folder:
4



TEMPO with Document Manager:  Documents
• Click Save and Add To Dos to create the folder and automatically 
add Things To Do items (based on the folder’s phase).

• Click Save to create the folder without adding Things To Do items.
The new folder’s summary screen opens, and you are prompted to add a doc-
ument.

Folder Administration

From a document folder’s admin page, you can

• Change the folder’s status
• Change the folder’s phase
• Change the folder’s name
• Transfer admin rights for the folder
• View the folder’s history report

You can access a folder’s admin page only if you created the folder.

X To open a folder’s admin page:

From the folder’s summary screen, click the Admin link.

Data Forms

Data forms contain folder-related information, such as

• MLS information
• Purchase and sale information
• Property information

X To add or edit folder data:

 1. From the folder summary screen, click Data Forms.  The Data Forms 
screen opens.

 2. Click the link of the data form you want to edit.
 3. Make changes to the form.

• Click the Additional Fields link to add data fields to the form.
 4. Click Save.

Documents

Viewing Documents
5



TEMPO with Document Manager:  Documents
X To view a document:

From the Document Manager Folder Summary screen, click the document’s 
Name link.

The document opens in a new browser window.

Public Documents

Documents can be either public or private:  participants in a transaction can 
view all documents in a document folder.  Non-participants can only view 
documents that have been marked as public.

When you e-mail a detail report for a listing, the recipient will see only public 
documents when he or she clicks the Documents link. 

X To mark a document as public:

From the Document Manager Folder Summary screen, select the Public 
check box for the document you want to make public.  To make the docu-
ment private, clear the check box.

MLS Documents

MLS documents are viewable by other members of your MLS system.

When a TEMPO user clicks the Documents link on a listing detail report, he 
or she will see MLS Documents.

X To mark a document as an MLS document:

From the Document Manager Folder Summary Screen, select the MLS check 
box for the document you want to make viewable by other  users of your 
MLS.

Pending Documents List

Pending documents appear in the Documents Pending Upload section of 
the Document Manager Folder Summary screen.  Pending document contain-
ers are created and added to the list when you create a document-related 
Things To Do item, or when you select the placeholder option during the 
document upload process.

X To remove an item from the pending documents list:

Click the item’s Remove link.
6



TEMPO with Document Manager:  Documents
Uploading Documents

Document Manager provides three methods to upload documents to the sys-
tem:

• Direct upload:  use direct upload when you have an electronic version 
of the document on your computer.  The maximum file size of a direct 
upload document is 10 MB.

• Fax-in:  use  fax-in when you have a printed version of the document 
you want to upload.  When you select the fax-in option, Document 
Manager creates a cover sheet for  your documents.  You can use a doc-
ument's cover sheet to fax in updated versions later (be sure that you use 
the correct cover sheet for the document)  A faxed-in document must 
not exceed 100 pages.

• Upload request:  use upload request when another participant has a 
copy of the document, but you do not.  This method enables you to 
send an e-mail to one or more participants, requesting that they upload 
the document.

X To upload a document:

 1. Open the Add a New Document form by clicking
• The Add New Doc link on the Document Manager Folder Sum-

mary screen
• The name link on the Document Manager Folder Summary screen 

(Documents Pending Upload section)
 2. Select a document name from the Name menu.

• This step is not necessary if the document is in the pending upload 
list.

 3. Set the public and MLS document flags if necessary.
 4. Select an upload method.  If you are adding a new document to the 

documents list (rather than uploading a document from the pending 
uploads list), the upload request option will be replaced by a create 
placeholder option.

 5. Complete any necessary fields on the form (these may vary, depending 
on the upload method).

 6. Click Next and follow the onscreen directions to complete the upload 
process.

E-Mailing Documents

X To e-mail a document:
7



TEMPO with Document Manager:  Documents
 1. From the Document Manager Folder Summary screen, click the docu-
ment’s Details link to open the document details screen.

 2. From the document details screen, click the E-mail link.  The E-mail 
document screen opens in a new browser window.

 3. Select an e-mail option:
• The System Default E-mail Program:  use the Document Man-

ager e-mail system.
• Your Personal E-mail Program:  use the default e-mail application 

on your computer.
 4. Click Submit.
 5. Select recipients and set the subject and body text.
 6. Click Send.

You can only e-mail one document at a time using this method.  If you 
want to send more than one document in a single e-mail message, con-
sider creating a document package.

Document Packages

A document package is a .pdf file that combines one or more documents.

X To create a document package:
8



TEMPO with Document Manager:  Documents
 1. From the Document Manager Folder Summary screen, click the Cre-
ate Doc Package link.  The Document Package screen opens in a 
new browser window.

 2. Select the documents to include in the package.
 3. Specify  the order in which the selected documents should appear.
 4. Select a delivery option.
 5. Select an upload option
 6. Click the Generate Report button.

Document Settings
9



TEMPO with Document Manager:  Things To Do
Document settings determine who can view and/or upload new versions of a 
document.  You can view and change document settings from the Document 
Settings screen.

X To open the Document Settings screen:

 1. From the Document Manager Folder Summary page, click a docu-
ment’s Details link to open the Document Details screen.

 2. From the Document Details screen, click the Document Settings link 
to open the Document Settings screen.

Things To Do

The Things To Do List
10



TEMPO with Document Manager:  Things To Do
The Things To Do List helps you organize and track the tasks associated with 
a transaction.  When you create a folder or change its phase, Document Man-
ager automatically populates the Things To Do List.  You can add or remove 
items from the list at any time.

X To open the Things To Do List:

From the Document Manager Folder Summary screen, click the Things To 
Do link (beneath the main navigation bar).

Adding Things To Do Items

X To add a new Things To Do Item:
11



TEMPO with Document Manager:  Things To Do
 1. From the Things To Do List, click the Add New To Do link to open 
the Add New To Do screen in a new browser window.

 2. Type a description for the item in the Description text box.
 3. Select a task type from the Type menu.
 4. Select a task category from the Category menu.
 5. Specify a due date.
 6. Specify the security settings for the task.
 7. Click the Save button.

X To add Things To Do Items from a template:

To Do Templates are groups of predefined, commonly used Things To Do 
items 

 1. From the Things To Do List, click the Add From Template link to 
open the Add To Dos screen in a new browser window.

 2. Select a template from the Template menu.
12



TEMPO with Document Manager:  Participants
 3. Complete any required fields on the form.
 4. Click Next.
 5. Verify the To Do items; you can remove or edit the items as you wish.
 6. Click the Finish button.

Completing To Do Items

X To complete a To Do Item:

Click the item’s name link and follow the onscreen instructions.  Completion 
screens vary, depending on the task type.

Editing To Do Items

X To edit a To Do Item:

 1. From the Things To Do List, click an item’s Details link to open the 
Edit To Do screen.

 2. Make your changes and click the Save button.

Deleting To Do Items

X To delete a To Do Item:

 1. From the Things To Do List, click an item’s Details link to open its 
Edit To Do screen.

 2. Click the Delete button at the bottom of the screen. 

You cannot delete a Things To Do Item if another item is dependent on 
it.

Participants

About Participants

Many people can be involved in a single real estate transaction:  buyers, sellers, 
brokers, appraisers and inspectors, just to name a few.  The Participants fea-
ture enables you to manage the contact information of the people working on 
a transaction.  You can also share documents and task lists with other partici-
pants, enabling them to view and upload documents, and complete Things To 
Do items.
13



TEMPO with Document Manager:  Participants
The Participants List

The Participants List displays the participants in a transaction.

X To access the Participants List:

From the Document Manager Folder Summary screen, click the Participants 
link.

Adding Participants

X To add a participant:

 1. From the Participants List, click the Add Participant link. The Select 
Participant Type screen opens in a  new browser window.
14



TEMPO with Document Manager:  Contacts
 2. Select the type of participant you want to add.  The Search Participant 
screen opens.  You can search by office or user.

 3. Enter your search criteria and click the Search button.
 4. From the search results screen, click the Select link of the person you 

want to add.
• If you searched by office, click the Show Office Roster link to view 

the members of that office.

Contacts

Document Manager enables you to keep a list of contacts.  You can import 
contacts from, and export contacts to, other applications.
15



TEMPO with Document Manager:  Contacts
X To access your contacts list:

Click the Contacts link in the main navigation bar. 

Viewing Contact Information

To view contact information, click one of the underlined items in the Contact 
Selection bar.  All contacts whose last name begins with the selected letter will 
be displayed (if you click All, all of your contacts will be displayed).

Adding Contact Information

X To add a new contact:

 1. From the Contacts screen, click the Add New Contact to open the 
Add New Contact screen.

 2. Enter the contact information.  Fields marked with an asterisk are 
required.

 3. Click the Submit button to save the contact information.

Importing Contacts

Many applications, such as Microsoft Outlook, allow you to save contact 
information as comma-separated values (.csv) or tab-delimited text files.  You 
can use these files to import a contact list into Document Manager.

X Before you begin:

You must have a contact list in .csv or tab-delimited format saved on your 
computer.  This file must contain first and last name information for each 
contact.  Document Manager will ignore any contact without both first and 
last name data during the import process.

X To import contacts into Document Manager:

 1. From the Contacts screen, click Import Contacts. The Import Con-
tacts page opens in a new browser window.

 2. Click the Browse button and use the Choose File dialog to locate the 
contact list you want to import.

 3. In the Select Your Options panel, indicate how you would like dupli-
cate contacts to be handled. 

 4. Click Import.
16



TEMPO with Document Manager:  Settings
Exporting Contacts

Document Manager enables you to export your contact list in comma-sepa-
rated values (.csv) format.

X To export your contact list:

 1. From the Contacts screen, click Export Contacts.
 2. To view the .csv file, click Open.
 3. To save the file to your computer

 3.1. Click Save.
 3.2. When the Save File dialog opens, select the location on your 

computer to save the file.
 3.3. Click Save.

Settings

The Settings page enables you to change your system preferences and run 
reports.  To access the Settings page, click Settings in the top navigation bar.

From the Settings page, you can

• Edit your personal information
• Edit your notification settings
17



TEMPO with Document Manager:  Settings
• Change your display settings
• Manage your favorite providers
• Manage your external system accounts
• Manage your To Do Templates
• Manage your personal service providers
• Share your folder access
• Edit your profile page
• Run Folder Activity reports

X To change your system settings:

 1. From the Settings page, click a link in the My Settings panel to open 
the appropriate settings screen.

 2. Make the desired changes and click Save.

For a detailed description of system settings, see the online Document 
Manager help files (press the F1 key while in Document Manager).
18
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