Getting Started with TransactionDesk for ’
—
Brokers and Admins REsides

UNIVERSITY

This Getting Started guide is designed to provide self-paced resources to help you understand the role of a
broker or administrator with Transactions (TransactionDesk Edition) and highlight the numerous benefits of
using this platform. These resources, including videos, articles, and webinars, will equip you with the
necessary knowledge to effectively use TransactionDesk Edition. At the end of this guide, you'll find additional
resources to continue your learning journey and expand your knowledge further.

Account Setup
Setup the Broker Dashboard — Watch the Video

Broker Dashboard Widgets

Create Ashortcut to create a transaction.

Transaction

Open Reports A shortcut to select a report to view.

Start Signing Ashortcut to create a newsigning.
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Document
Upload

Ashortcut to upload documents to a transaction or an inbox folder.

Create Contact . Ashortcut to create a new contact.
M
pload

Email Documents A shortcut to email one or more documents to a recipient email address.

Fax Documents Ashortcut to fax documents or forms.



https://share.vidyard.com/watch/H6osHv9ZQBxxxvB27yBpfg?

Impersonate Agent

Provides a summary list of agents you can select to quickly impersonate. Click on an agent name to impersonate that agent. The
widget also provides a shortcut to the list of agents.

Transactions Last 7
Days

Provides a summary list of transactions created in the last seven days. Click on a transaction name to go to the transaction
dashboard. The widget also provides a shortcut to the list of all transactions.

Transactions Last
30 Days

Provides a summary list of transactions created in the last 30 days. Click on a transaction name to go to the transaction dashboard.
The widget also provides a shortcut to the list of all transactions.

Transactions Past
Closing Date
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Provides a summary list of transactions that are past their closing dates. Click on a transaction name to go to the transaction
dashboard. The widget also provides a shortcut to the list of all transactions.

Transactions Past
Expiration Date

Provides a summary list of transactions that are past their expiration dates. Click on a transaction name to go to the transaction
dashboard. The widget also provides a shortcut to the list of all transactions.

Transactions By
Office

Provides a surmnmary list of transactions for the office. Click on a transaction name to go to the transaction dashboard, The widget also
provides a shortcut to the list of all transactions.

Transactions
Closing Next 7
Days

Provides a summary list of transactions that are closing in the next seven days. Click on a transaction name to go to the transaction
dashboard. The widzet also provides a shortcut to the list of all transactions.

Transaction
Templates

Provides a summary list of transaction templates. Click on a template name to view the template. The widget also provides a shortcut
to the list of all templates.

Documents
Whaiting for Review
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Provides a summary list of documents awaiting review. Click on a document name to view the document. You can review a document,
and accept or reject it directly from the widzet. The widzet also provides a shortcut to Document Review to see the full broker
review list.

Incomplete
Checklist Items

Provides a summary list of checklist items that are not vet completed. The transaction each item is associated with, the name of the
user, and the items that are incomplete are displayved. Click on a transaction name to go to the transaction dashboard. By default,
checklist items are listed by last modified date, with the most recently modified items at the top of the list.

Owerdue Tasks Provides a summary list of tasks that are overdue. The due date for each task is listed. Click an a task name to view the task. Click on
ﬁ the hourglass to mark the task complete. You can also delete the task directly from the widget. The widget also provides a shortcut to
b | thelist of all tasks.

Office Tasks Provides a summary list of incomplete tasks for the entire office. The due date for each task is listed. Click on a task name to view the

task. Click on the hourglass to mark the task complete. You can also delete the task directly from the widget. The widget also
provides a shortcut to the list of all tasks,

Systermn Messages

Provides a summary list of system messages. These messages include updates about TransactionDesk including new features and any
announcements about the application. Messages remain in this list until yvou open them and mark thern to not show again.

Notes
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Provides a surnmary list of notes added to all documents by all users. The name of the user who created the note is displayed,
followed by a preview of the note, followed by the name of the transaction the note applies to, and the date and time the note was
modified. Click on the transaction name to view the transaction.

Transaction Tools




View all transactions and their statuses

As a broker, it's crucial to have a comprehensive view of all the transactions in progress in your brokerage and
to be able to monitor their status.

Steps

1. Navigate to Broker Tools.

Broker Tools

2. Select Office Transactions. The list of all office transactions is displayed.

Transactions

Apply Filter  Creato Filter

For each transaction, the number of checklist items in each status is listed, and a progress bar shows the
checklist completion percentage.

If you are set up as a document reviewer, you can click Review to launch a quick review of a transaction.
You can click on the transaction name to open the transaction dashboard for a transaction. You can also click
More Options green more options menu ellipsis icon to select any aspect of the transaction to view or edit,

including the details, contacts, forms, documents, checklists, tasks, or signings, or to view the history of the

transaction.



Impersonate an Agent

As a broker or staff member, you can create or modify transactions on behalf of an agent by impersonating
the agent. You must have super-user privileges to impersonate an agent.

Steps
1. Navigate to Broker Tools broker tools =:3 and select Agents.

2. Inthe list, locate the agent you want to impersonate.

3. To the right of the agent names, click more options and select Impersonate.

m Confirm Yes

Are you sure you wish to impersonate this Agent?

4. Click Yes. Your view in TransactionDesk changes to include a pink banner across the top whenever you
are impersonating another user.

Broker Dashboard

When impersonating another user, you are logged into the system as that user. Anything you do in the system
appears to be done by the other user.

5. To stop impersonating the user, click the blue hand in the upper left corner.



Transfer a Transaction to Another Agent

When an agent leaves your office, and your brokerage has enabled the Transaction Transfer feature, all of the
files created under that agent are transferred to the office they just left. You may want to transfer the
transactions you received to another agent, yourself, or the previous agent in TransactionDesk Edition.

You must have Super-User access to transfer transactions.
In this article:

Transfer a transaction that has defaulted to you
Transfer a transaction from someone else

Agents whose transactions have been transferred
Transfer a transaction that has defaulted to you

Transfer a transaction that has defaulted to you.

1. Navigate to Broker Tools

2. Select Transaction Transfer—the list of transactions transferred to your displays. The name of the
agent from which the transaction was transferred is displayed.

3. Select (check) the transaction and click the basket icon. You can select multiple transactions, provided
they will be transferred to the same person.
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Transaction Transfer i )

23 Market Rd
Agent: Bonita L Powell

Status: Oper
Mod fied: 4/11/17 1:1
Created: 11/30/16 7:00 PM

4. Select who you want to transfer the transactions to.

Transfer Transactions Transfer
@Transfer to me

OTransfer to previous agent

QTransfer to another agent

If you select Transfer to the previous agent, the transaction is transferred to the last agent, regardless of their
current brokerage.

If you select Transfer to another agent, additional fields are displayed. You choose the office first and then the
agent.



Close Transfer Transactions Transfer
OTransfer to me

OTransfer to previous agent

@Tran<fpr tn annther agent

Select office and agent to transfer the 1 selected transactions to

Office * M
Agent * ﬂ

5. Click Transfer. The transactions are transferred and no longer appear in your list of transactions.
6. Confirm the transfer by clicking Yes.

The agent receiving the transaction is sent an email confirming the transfer, and you should see a confirmation
message at the top right of your page.

Transfer a transaction from someone else.

1. Navigate to Broker Tools.
2. Select Office Transactions
3. Select (check) the transactions you want to transfer and click the basket icon. You can select multiple

transactions, provided they will be transferred to the same person.
4. Select the transfer icon.

Close Transactions
Transfer Transactions
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5. Select who you want to transfer the transactions to.



Close Transfer Transactions Transfer
OTransfer to me

OTransfer to previous agent

@Trarmhar tn annther agent

Select office and agent to transfer the 1 selected transactions to

<

Office *

Agent * :]

If you select Transfer to me, the transaction is transferred to you.

If you select Transfer to another agent, choose the office first and then the agent.
6. Click Transfer.

Agents whose transactions have been transferred

Agents whose transactions have been transferred to another office receive an email from TransactionDesk
Edition with a link to their transactions. They can access the transactions and download the document from
the transaction.

1. When your transaction is transferred to another office, you automatically receive an email from
TransactionDesk Edition. The email includes a list of the transferred transactions and a link to each
transaction.

Transactions Transferred

HORACE D'ATRI-GUIRAN, you have been transferred into a new office and the transactions listed below have been
reassigned to the following user in your previous office

Name: FRANCIS D'ATRI-GUIRAN
Company: ADVISORS REALTY
Phone: (416) 259-1147

Email: dfortin@Iwolf.com

Transactions

test




2. To access the transaction, click the link in the email. The transaction name is tested in the above
example.

Transaction Summary )

. Title:  test 1
Type: - None-
Status:  Open

{ Address:
; MLS® Number: )
¢ List Price: Purchase Price:

Contract Date: Acceptance Date: 1
b Expiry Date: Closing Date:

This transaction was created by:
L} Name: HORACE D'ATRI-GUIRAN 1
( Company: ADVISORS REALTY )
s Phone:  (416)259-1147 2
¢ Fax: (416)259-4134
b Email:  dfortin@lwolf.com |
Website: 4

3. The link downloads a PDF of the transaction. Any documents attached to the transaction are also
connected to the PDF. Save the PDF and its attachments to a location you can access in the future. The
PDF file name is the same as the transaction name in TransactionDesk Edition.

4. Repeat steps 2 and 3 for each transaction in the list.

Notes:

Suppose your office has the Enable Transaction Transfer setting set to Yes. In that case, when the agent leaves
an office to go to another office, the transactions created at the current office are automatically transferred to
the Super User for that office location.

Broker Tools — Watch the Video

Templates — Watch the Video

Checklists — Watch the Video



https://share.vidyard.com/watch/1fNMWSx8KHfChnaDZGtSAc?
https://share.vidyard.com/watch/eKMJYHwKrvnxsUvDyXwTo8?
https://share.vidyard.com/watch/TgBajvgm4d8JV4yS7cKBHz?

Broker File Review

The Broker File Review process is designed to provide brokers and their staff oversight of the transaction
management workflow within TransactionDesk Edition.

The process uses transaction checklists to outline the tasks and documents expected to be completed at
various workflow stages. For example, a checklist might require several documents to be attached to the
transaction before approval. When the agent attaches a required document to a checklist item, they specify
that it is ready for review, and the appropriate reviewer receives a notification.

When a checklist is created, the type of review required is selected.

m Create Checklist Item E

?

Review Options

Staff Review
Listing Review
Closing Review

Broker Review

Types of reviewers
The following types of reviewers can be set up:

Broker reviewer
Staff reviewer

Listing reviewer
Closing reviewer

The number of reviewers set up depends mainly on the amount of oversight required by the brokerage and
the size of the brokerage. For example, a small brokerage may set up a broker reviewer, and when the
checklists are complete, the broker is notified and reviews the entire transaction. A larger brokerage may set
up a staff reviewer to perform the initial review when the checklists are complete, with a final review by the
broker before closing. A large brokerage may choose to have listing reviewers review transactions when a
listing checklist is completed, separate closing reviewers responsible for reviewing all documents when a
closing checklist is completed, an end-to-end review by a staff reviewer, and the final stamp of approval by the
broker reviewer.

A broker reviewer is the only type of reviewer that can fully approve a document. All other reviewer types can
only partially approve a document. For example, if a checklist item requires both a listing review and a broker
review after the listing reviewer approves a document, it is partially approved. After the broker reviewer
approves the document, it is fully approved. If the broker reviewer reviews it first, it becomes fully approved.



Choose the options that work best for your brokerage.
Notifications about reviews that are ready

When super-users set themselves up as a specific type of reviewer, they select the option to be notified via
email when the checklist item is marked ready for that type of review.

Ways to review
There are two ways to access the documents that are ready for review:

1. Broker Tools > Broker File Review > Quick Review shows you only the documents ready for review.
When you use the Quick Review option, you are presented with each transaction with one or more
documents requiring review. You can review and approve or reject the documents in a transaction,
then click Next to see the next transaction with documents to be reviewed. Use this method if you rely
on reviewer roles and want to see only documents awaiting your review.

2. Broker Tools > Office Transactions shows all the office transactions. You can filter transactions with a
specific status from the list and review the documents by transaction. Click the Review button to the
right of the transaction to see the documents for review. Use this method if you do not rely on
reviewer roles and prefer to work from a single page in TransactionDesk Edition.

Review multiple documents in bulk.

You can review multiple documents in bulk to save you time. You can review all documents awaiting review
for all transactions or individual transactions.

You can review documents from Broker Tools > Broker File Review or from Broker Tools > Office Transactions,
depending on how you want to work. If you want to see only those documents waiting for your review, you
may find working from the Broker File Review page easier. If you want to be able to filter the list of
transactions for a particular status first, then you may find it most straightforward to work from the Office
Transactions page.

You must be logged in as a super user and set up as a document reviewer in Settings > Program Settings >
Broker File Review.

Review all documents awaiting review.

1. Navigate to Broker Tools.
2. Do one of the following:
Click Review Documents. You see the list of transactions with documents awaiting review.
Note: If you do not see the Review Documents option, you are not set up as a document reviewer.

Broker File Review L e B
(%) 123 sunniside 5t, Waterloo | Mike Wilson @
( 935 Water St, Cambridge, ON | 40 1on Test @
(V) 1722 Magnolia Bivd, Galt, ON | iy witsan @
32 Lucas Lane, Guelph, ON | Cady New €
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= Click Quick Review. This option lets you navigate from one document to the next quickly.

= Click Office Transactions. You will see the list of all the transactions in the office.

Transactions
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42698 Results

106 Richardsaon Dr | 2 - Fully Approved
106 Richardson Dr 10 - Not Requested
Residential Sale | Active

By: Kyle GreyBro
Modified: 9/2/21 4:01 PM
Closing Date: 09/09/21

180 Hill 5t
by

|1 - Submitted
180 Hill 5t |1 - Rejected
- None - |Open | 2 - Fully Approved

By: Kyle GreyBroker
Modified: 9/7/21 12:26 PM

2 - Not Requested

/\ 12 Greenoch Rd |1 - Fully Approved
A \ - None - |Dpen
| | | By: Kyle GreyBroker

Modified: 9/7/21 12:25 PM
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You can filter the list of transactions to show only those transactions with a specific status by clicking the filter
icon filter with no items selected. See Filter the List of Office Transactions (TransactionDesk Edition) for more

details about filtering the list of transactions.

Click Review to the right of the transaction name to review all documents for a transaction.

Note: You are not set up as a document reviewer if you do not see the Review button next to the transaction.
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The list of documents appears in the left-hand pane. The document preview for the selected document
appears in the central pane. Click the Details tab in the left-hand pane to see the transaction details. Click the
Notes tab in the left-hand pane to access the transaction notes.

Note: you can update specific transaction details in the Details panel, such as the property type, and update a
contact's details by clicking a contact name.

3. Click on a document to review it in the central pane.

Scroll to review the document. When ready, click thumbs up to approve it or thumbs down to reject it.
On the left, select the next document to review and repeat the approval or rejection process.

If applicable, click Update Agent to email the agent with the status of the checklist.

If you are reviewing from the Broker File Review page when reviewing the documents for one
transaction, click Next to move on to the next transaction in the list. If you are reviewing from the
Office Transactions page, scroll down to the next transaction you want to review.

N o u bk

Review documents for a single transaction.

1. Navigate to Broker Tools
2. Click Review Documents. You see the list of transactions with documents awaiting review.

Broker File Review 0 el ?
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3. Expand the document list for the transaction you want to review by clicking the down arrow to the left
of the transaction name.
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The list of documents appears in the left-hand pane. The document preview for the selected document

appears in the central pane. Click the Details tab in the left-hand pane to see the transaction details. Click the
Notes tab in the left-hand pane to access the transaction notes.

Note: you can update specific transaction details in the Details panel, such as the property type, and update a
contact's details by clicking a contact name.

4. Click on a document to review it in the central pane.

5. Click on the more options menu of the first document and select Review Document.

6. While reviewing the document, you can do one of the following:
To approve the document, click the thumbs-up icon. The Notes page will appear, where you can
add any notes to the document and click Save.
To reject the document, click the thumbs-down icon. If you reject the document, you may also
want to reset the review process so it must be submitted again. Click the reset icon. The Notes
page appears, where you can add notes to the document. Click Save.

To add a note to the document, click the notes, click Add, select the canned note text, type the
note text, and click Save. The note is added to the list of notes for the document.
7. Continue to work through each transaction document, approving or rejecting them as appropriate.

8. To lock the transaction, preventing further changes to the transaction status or the closing details, do
the following:

Click the flag icon to the right of the transaction name. The Transaction Status window appears.

m Transaction Status m

Select Status

Pending v a

Click the lock icon. The Lock Transaction window appears.

Close Lock Transaction m

| Lock Transaction Status
| Lock Closing Details
g

j Lock Transaction Contacts
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To lock the transaction status, select (check) Lock Transaction Status. This prevents changes to the
transaction status by anyone who is not a super user. Note: If you need to change the transaction
status after it is locked, you need to unlock the transaction status again to make the change.

To lock the closing details, select (check) Lock Closing Details. This prevents anyone other than a
super user from changing the closing details (list and purchase price, offer and closing dates,
address and legal description, and, for Lone Wolf Link integration transactions, property type, and
classification).

Click Save.
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