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The full suite of Instanet Solutions products is being licensed for all NTREIS Participants and is included in your MLS fees.
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Documents

All of your documents and transaction files from the NTREIS Transaction/Doc Manager program have been imported
into your Transaction Desk. Matrix supplements will also now be stored in Transaction Desk. This provides a single
repository for all of your important documents.

Uploading a Document to my Matrix Listing

From the Modify Listing page, Listing Agents can click on the “Manage Documents via Transaction Desk’ link. This opens
the ‘Upload Documents’ screen in Transaction Desk.

1 Modify Listing

~__0ld Brdg (150) [ ] $569,000

ML= Rms: 8 Dine: Y Stat: A/RES

SE: Beds: 4 Bsmt: Y / FULL Taxes: $10,032/2015
ocC: FBath: 2 Garg: 2/ ATTACH Assocs:

Type: 2STORY HBath: 1 Pool: Heat: FORCAIR
LotSz: 70 x 216 YrBit: 1999  Firepl: 0 Fuel: GAS

Cool: ACCENT

cL: OOM: 0

OLP $569,000

LOCA“ON! I.OCAYION‘ LOCATION! One of a kind at Oxford Estates. Spectacular, umbs!md«’ bxltyard view malw n worth! This
25b with 2 storey foyer & living room. + ull b t & 6 cars d y. Most
[ i ‘loNVC‘— portat Make It your own! Don’t miss out!

o

Cco:

Select Form

Rezidential Lsting lnput

Change to Active « Atty Revy
Shange to Under Contract

Change to Under Contract Cont 1o Show

Shanas to Temporanhy Qff Market
Change to Withdrawn

Shange to Closed
Extend Listing
Cpan Houses

Other Options

Manage Photog
Mansge Documents via Transsction Dask
Property Panorama

¥ Cancel

The ‘Upload Documents’ screen in Transaction Desk will open, allowing the Listing Agent to upload documents to the
listing, as well as the corresponding transaction file in Transaction Desk:

Upload Documents

This dialog is used to upload document{s) to your listing. Listing
documents can be viewed by other agents from your listing

Drag & Drop files here or click to upload
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Once uploaded, the documents will be attached to the listing, allowing them to be visible via the
Full Display when clicking on the “Documents” icon:

Email queshions and comments o matrix @glvar.org

Home OS] Stats My Matrix Tax Links Fnance Market Reports Help & Mobile

Hello, Knsten

Home > Market Wateh: New Listing

Market Watch: New Listing ¥ 3 3§ Map R
Previous - Next + 173 of 300 Checked 0 Page Motsheet dsplay Display  Agent Full viat 3 Y perpag
2F@Ho o AP‘EO%BDU i ¥
Recent: 0572472016 : New Listing
[GLVAR Residential Rental 05/25/2016 9:45 AM 1

[ publ0 I stres  AER Ares 504 RentUMo $1,495
Address Vet 0 StatusUpd Zoning SINGLE
County Buiding = 0 Parcels _ Zip 69148
Communa: City. T:n-.n_

Twnshp 22 Range 60 Sect 8 YrBwit 2004

Tower Name Subdrv RMODES RANCH-PARCEL 11-PHASE 1 Res MLS= State NV
Assoc/Comm Feat Desc COMGOLF, COMPOOL, EXERCRM, GRDGATD, JOGGIFets ¥ Add Pet Rent N Gated Y

Elem ¥2 Elem 3.5 FORB YrRound N Junier FAIS Highsch SIER MetroMap 72-C4 Age Restr Comm N
L GENERAL INFORMATION 2 Baths e 3/a Ho Tot
Style SINGLE Bidg Desc 2STORY StudioN #Beds 3 2 0 1 3
Roof TILE Unt Desc 2LEVEL 20en/Oth 0 =loft 1
Type DETACHD Prop Desc

Garage 2 Convy N Carport o Prikng Desc

AppalivArea 1,829  ApprxAddlvAres Lot Sgft 3,049 Lot Desc

AppxTotbivares 1,829 PvSpa No PvPool N FAcres 0.07
Do

Public Beautiful, well kept, Rhodes Ranch Golf Community home~Living room w/ fan~Island Kitchen w/ Granite

Remarks counters, walk in pantry, breakfast bar, microwave & refrig.~Master w/ fan, walk in closet, dble. sink, sep. bath &

shower~Easy care desert landscaping~Community golf, pool, exercise, dub house, convenient to 215 & New Tkea
Store!

Agl/Ag Apply ONLY online at http:/ /Iv-pm.com/ (Paper applications not accepted )~ Please make sure to designate which
Remarks property applying for~$50 per adult~ TENANT DUE DILIGENCE PRIOR TO APPLICATION~Please provide your client
bR T R R ANTh BT Do o 24 Sy o<l dober e sion

i e e B e el et o e et i 44 B it el it ] e

Viewing Documents in Matrix

A click on the “Documents” icon on the Full Display in Matrix will open the “Listing Documents” screen in Transaction
Desk and list all the documents that are available for MLS view for that listing.

Users can view and download the document from this screen. Just click the setting menu on the far right hand side of
the document name and select download or view:

k. InStunet Listing Documents

WLS Humriber _

Note: Only documents marked for “MLS view” can be viewed by other agents from the documents link.
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Viewing and Managing Documents in Transaction Desk and Matrix:
From Transaction Desk, look for the transaction file on your Dashboard:

Agent DASHBOARD
Transactions Transactions J:
Create 4837 Cedar Springs RD
Transaction Modified:8/26/16 8:36 AM

Email
Documents

Go to Transactions

To be able to mark a document available on the MLS, we first need to make sure the MLS listing is linked into
Transaction Desk. When you select the Transaction, you should see a “Star” next to the transaction name indicated
that it is linked to the MLS:

Transactionbesk es S? I Afd
ERY  coroSumner street *|o ¢

Modified: 8/25/16 11:55 AM

--When you see a solid blue start next to
your transaction it means it is actively
linked to a listing in Matrix.

--If you click this, it will break that link.
-To re-link you need to import that MLS
number into a transaction again.

NOTE: you can only link a listing you own to one transaction file at a time. If you import your MLS number and you do
not get a star, it means you have a duplicate file in Transaction Desk that is already linked.

To unlink a file from the MLS, just click the star. To re-link a transaction you will have to import the MLS number back
into a transaction. While you can upload documents to an “unlinked” transaction file, only “linked” files will allow you
to link documents for display on the MLS displays.

Adding Documents

To add a document, simply open the transaction and go to the documents section and add your document(s). You can

upload from a file on your computer or a file from Dropbox, Google Drive,, or One Drive. You can also submit files via
NTREIS 08-25-2016



email. To mark a document active for the MLS Listing, just click the star and mark it private, MLS, or public:

[}
o
o

1 6919 Sumner Street
@©  \Listing e
6919 Sumner Street, _
Documents o
Search e O s
Docs will always default
Creating Tasks As An Agent..pdf ‘lﬁ? % O 3 ::u?sv:retgr:;lfehictkn:l}l:
ey °
or Public.

Fax-Back Cover Sheet.pdf

ooo

Select the appropriate MLS access option below for this document

. Private Document

O MLS Only

O Public Document

When the “MLS” is marked, the document icon appears on the MLS Full display. Any MLS participant can select the
Transaction Desk document icon to view any documents marked for MLS display for that listing:

Proviows + Nest - § of 4 Checind 0 A+ Nevw - Page Ouplay Agemt Segletme Vi st 25 wigerzage Ul O
s e N~ 2 Mam Unts Price Bdges BA SqmYetd 8BS G MSpe mE AsOse DOM Docs
01 E?O.m-« R | $120000 15TORY s w2 22w owkennn: 7 @ e QEQieccce@@e v @
B refee See Cams [8] = Poevens « Hest
T = - \ | can now hit the TD
IS Namber :
Feaoety Toe & icon and see any

documents attached to
the listing.

Then use the action menu in Transaction Desk to view or download the document:

“? inSfGnef Listing Documents

Addeess 37
No
MLS Number 13
View
Download
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*Important Tips

--Remember you can only link one MLS number to one transaction file at a time. If your transaction is

not linked it could be because of three things

1) First make sure you do not have a duplicate. Go to your main transaction page and do a search by the

address. If you see one that comes up with a start next to it use that file.

2) If you do not have a duplicate it most likely means the original transaction doesn’t have a MLS

number on it and therefore not linked to the listing.

3) You do not own the transaction file. You can only link your transaction to listings on the
MLS that you own. You cannot link other people’s listings to your transaction and make your docs
available publicly on that listing. (You can create a transaction file on a listing as the selling agent and load private

documents).

If you need to import an MLS number back to a transaction file:

Open the transaction and hit the ellipses menu next to the transaction name and select import data.

Now import the MLS number in again. Your transaction should be linked now.

‘ 6919 Sumner Street
AV} 6919 Sumner Street,_

TransactionpAsHBOARD

Close

‘ NTREIS

Forms

000

Share
Notes
Duplicate
Apply template

Create template

uuuuuuuuuu

Import data

Import

| MLS Number

D Automatically populate forms?

Delete Transaction
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InstanetForms
InstanetForms” makes your documents accessible wherever you are. The software integrates with AuthentiSign®,
DocBox” and the rest of the Instanet suite of applications to provide a truly seamless experience.

Forms libraries include all promulgated TREC forms, TAR licensed forms (for REALTOR members) and NTREIS input forms
and available local Association property related forms. Broker specific forms can also be made available.

Instanet is a web-based application available from your PC, Mac, tablet and Smartphone.

MLS and Tax Integration
Easily start a listing agreement or a sales contract by importing property information from Realist Tax or from the MLS.

Create a transaction file from the MLS or from Transaction Desk. If creating from Transaction Desk, you can choose to
import information with an MLS # or from Realist parcel number or address to autofill property information into your
forms:

Close Create Transaction

MName * Sample Transaction

Type Residential Listing

Impaort Data ‘ - Select Source - ‘

(optional)

Add me as the * Listing Agent

Use Wizard

To continue, you must enter part of either: the Tax Number, or the
Street Address.

County Dallas
Street Number Street

Street Name Street

City/Township Ci

Zip Code ‘ Zip
Tax Number ‘

NTREIS 08-25-2016
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Use the “Forms” widget on your Dashboard to Add forms to your file:

TransactionpasHeoArD o

o
o
-3

Forms + lT

~ Empty - None Found

v

Forms can be added individually, or you can create Transaction Templates from “Settings” in the left hand navigation
bar so each time you do a Residential Listing, all appropriate forms are added:

by
-

D WE

c o @ 5

Brokers and Admins can add Templates at
the office level!

Ownership: | Personal

Name ~ ‘

Type | - None -

Description Description

Forms are auto-filled with information imported from MLS or Realist and any information you added to the Property
Detail page when creating your transaction.

NTREIS 08-25-2016



AuthentiSIGN

Complete with tamper proof security technology to prevent document modification, Authentisign® is 100% ESIGN
compliant and FHA and Fannie Mae approved. And, to make things even easier, the software integrates seamlessly with
the popular cloud services Dropbox’, Google drive and OneDrive.

e Editable design templates make signature and initial placement quick and easy.
e No app installation required — 100% browser based.
e Simple signature wizard used for a streamlined signing process.
No additional fees! AuthentiSign is fully integrated with InstaNet forms and is included in as part of your MLS fees.

Easily add contacts to sign the transaction from your Instanet contacts or from your Google contacts.

< Step 4: Design >
Agency Disclosure - Selling Agent to Buyer (XAD) -

1€) A GULY 10 GISCIOSE Al FACTS KROWR (O 1€ 3ZENT MALETIAUTY ATECUNE e VLS OF GESIFADIIY OF (e Proper— =

or within the diligent attention and observation of. the parties. INI'IA
An agent is not obligated to reveal to either party any confidential information obtained from the other party NERE OPT NE
affirmative duties set forth above.

BUYER'S AGENT
A selling agent can, with a Buyer's consent, agree to act as agent for the Buyer only. In these situations, the
agent, even if by agreement the agent may receive compensation for services rendered, cither in full or in part from th et
only for a Buyer has the following affirmative obligations: 8 x DATE A
To the Buyer: &
A fiduciary duty of utmost care, integrity. honesty, and loyalty in dealings with the Buyer.
Q_zoom

To the Buyer and the Seller: GIGNER)  (INITIA
(@ Diligent exercise of reasonable skill and care in performance of the agent's duties. NAME| [PAGES
(®) A duty of honest and fair dealing and good faith. 3 4
(©) A duty to disclose all facts known to the agent materially affecting the value or desirability of the propes
or within the diligent attention and observation of, the parties. An agent is not obligated to reveal to cither party any confidential information
obtained from the other party that does not involve the affirmative duties set forth above.
AGENT REPRESENTING BOTH SELLER AND BUYER [{] Page (1/18)
A real estate agent, either acting dircctly or through one or more associate licensecs, can legally be the agent of both the Seller and the
Buyer in a transaction, but only with the knowledge and consent of both the Seller and the Buyer. -
In a dual agency situation, the agent has the following affirmative obligations to both the Seller and the Buyer: \ Lavout
(a) A fiduciary duty of utmost care, integrity. honesty and loyalty in the dealings with cither the Seller or the Buyer. b Layouts
(b) Other datics to the Seller and the Buyer as stated above in their respective sections.

In representing both Seller and Buyer, the agent may not, without the express permission of the respective party, disclose to the other
party that the Seller will accept a price less than the listing price or that the Buyer will pay a price greater than the price offered. &1 Options

Markup

The above duties of the agent in a real estate transaction do not relieve a Seller or Buyer from the respoasibility to protect his or her
own interests. You should carefully read all agreements to assure that they y express your of the Areal
estate agent is 3 person qualified to advise sbout real estate. If legal or tax advice is desired, consult a competent professional.

‘ Throughout your real property transaction you may receive more than one disclosure form, depending upon the number of agents
assisting in the transaction. The law requires each agent with whom ve more than a casual relationship to present you with this
discl You should read its contents cach time it is p'ucnlé . considering the relationship between you and the real estate
agent ific transaction. u RE

disclosure form includes the provisions of Sections 20797 2079.24, inclusive, of the Civil Code set forth on the reverse

hereof, ra it carefully.
Zephyr Real Estate

Aeto Date (date)

MM/DD/YYYY
natrc) Betty Buyer Betty Buyer (date)

ITu comply with §2079.14 (b), Buyer s agents may present this signed form to the Scller for signature, prior o presenting an offer.

SeFecSignanrel Sam_ Coriare— (date)  Seller (Signature) Cindy Cellare Cindy Cellare (dalc)

Note: Text in italics on this form. including the reverse side, is additional 1o the stanutory requirement of Section 2079 of the Civil Code.

(Rev. 10/09) Copyright ©2009 San Francisco Association of REALTORS® Page 1 of2
This form presented by Joe Francisco | Zephyr Real Estate | | tddemofgmail.com W'

CALIFORNIA CIVIL CODE SECTIONS 2079.13 TO 2079.24 INCLUSIVE - AGENCY LAW
2079.13. As used in Scctions 207914 10 207924, inclusive, he following terms have the following mesnings: (a) “Agent” means 3 persoa actieg under peovisioas of Title 9
(commencing with Scction 2295) in a real property ransaction, and includss a persca who is Bioenscd s  real estaic broker under Chapicr 3 (comecncinng with Section 10130) of
Part 1 of Division 4 of e Busiacss and Professioas Code, and under whose liccnse a listing is exccsiod of an offer 1o parchasc is obainod. (b) "Associake liceasec™ means a
Person who is Boemsed as 3 real estate broker or salesperson under Chapter 3 (commencing with Section|0130) of Part 1 of Division 4 of the Business and Professicas Code and
Who in cither Hccnsed under a Broker of has catered iat0 8 writicn coatract with a Broker 10 3¢t as the broked's agent i conncction with acts Fequiring a feal estate licease and 10
function uadcr the broker's supcrvision in the capacity of an associate licomsce. The agent in the real property transaction bears responsibility for his of her associase ficonsees who
perform as agents of the agent. When an associate Bocnsee owes a duty 0 any principal, or 10 any buyer or seller who is not a principal, in a real property transaction, that duty s
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