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File >> New

Clicking on “New” opens pop-up box.
User may search & select new forms to add to the transaction

Fle Send Format View Transaction Insert Help
] New n % Exit Form Editor
Open
e € | New Form -- Webpage alog
Save to Hard Drive £ transactiondesk. com
=i Print
= Search: ||

3 Exit Form Editor
B4 Individual Forms
--[L'] Addenda
--[L'_] Contracts
--[L'] Other Forms
--[L'] Profile Sheets

[ Open Selected Form ] [ Cancel ]

http: fibestboy, transactiondesk, comfinetS_binfhsrun,exe/INSTANETFC @ Inkernet
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File >> New

Clicking on “New” icon opens pop-up box.

Fle Send Format WView Transaction Insert Help

O & &l 4 Zoom

¥ Exit Form Editar

User may search & select new forms to add to the transaction.

-

- £ New Form -- Webpage Dialog

E| transactiondesk, com

Search: ||

El-4" Individual Farms
F-] Addenda
- Contracts
-] Cther Farms
=[] Profile Sheets

[ Open Selected Form

] [ Cancel ]

http:jbestboy.transactiondesk, comfinets_binfhsrun, exef/INSTANETFC @ Internet
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File >> Save

« There are 3 ways to save your form.

1. Save from the menu.
2. ‘Save’ is also available from the icon toolbar.

Note: The 'Save' selection is only activated if a change has been made
to the selected form. The user must move the cursor to another field.

File Send Format View
1 New T Fle Send Format View
Open T | (3 New T
1 Open o
Save to Hard Drive H save
=i Print Save to Hard Drive
% Exit Form Editor h =i Print
% Exit Form Editor \
File Send Format View Transaction In:
gl = al .
File Send Format Wiew Transaction In:

Ol H & al Zoom ¥ Exit Form
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File >> Save

3. Pop-up window: Save changes?

. If the user forgets to click “Save” a pop-up window appears when the
user goes to another screen.

Note: This window only appears if a change has been made to the form.

£ ModalConfirm -- Webpage Dhalog

e | transactiondesk. com

Save changes?

| | Mo

htkp:fbestboy, transactiondesk, com/inet @ Inkernet
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File >> Save To Hard Drive

'Save to Hard Drive' downloads the form to the user’s hard drive.

« A pop-up appears asking the user whether to Open, Save or Cancel

the file.

o Click the ‘Save’ button.

Fle Send Format
[T Mew

Open
0|

View

T

Transaction

9 Exit Form Editor

Insert  Help

Save to Hard Drive

=i Print

% Exit Form Editor
|

\

.

File Download

Do you want to open or zave thiz file?

[ Poe B Mame: Property Inspection (03-04), pdf
ﬁ Type: Adobe Acrobat Document, 107KE

Frorm: bestboy.transactiondesk.com

Open

]

[

Save

l

Cancel

harrn your computer. If pow do nat tust the zource, do not open or

= z | Wwihile filez from the Internet can be uzeful, zome files can potentially
L,
= zave this file. “what's the rigk?

Copyright © 2009 Instanet Solutions. All rights reserved
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File >> Save To Hard Drive

'Save to Hard Drive' downloads the form to the user’s hard drive.

« Another popup then asks where to save the file.
. Browse to the location you wish to save and click 'Save'.

e = |

Save As
Sawve in | [E Desklop [ ¢ I i B
e DM\,.-' Docurnenks
| i} j My Compuker
My Recent ‘-j My Mebwork Places
Documents
7'__%
Desktop

by Documents

-
N
by Computer o
‘m-'] File name: Froperty |nspection [08-04] ™
- —
ky M etwork Save as lupe: Adobe Acrobat Document Il
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File >> Save To Hard Drive

'Save to Hard Drive' downloads the form to the user’s hard drive.

« When the download is complete click the ‘Close' button.
« The file is now saved to your computer.

= =,

Download complete E]
—i_% Dovenload Complete

v 20Inspeckion%:20008-04), pdf Fram bestboy, bransactiondesk, caom
[ 1

Downloaded: 107KE in 1 sec
Diovenload ko C:ADocume, . \Property Inspection (05-04), pdF
Transfer rake: 107KE S

[] Cloze thiz dialog box when download completes

[ Open ] [ Open Falder ] l Cloze

= SmartScreen Filter checked thiz download and did not report any
— threats. Beport an unzafe download.
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File >> Print

'Print’ prints the selected form.

« Available from the menu or the icon toolbar.

Fle Send Format View Transaction Insert Help
LT Hew n % Exit Form Editor
Open
d Print
Save to Hard Drive Printer _
Mame:  |Brother MFC-8460N Printer j Properties
i=i Print \ 1 = Status:  Ready Comments and Forms:
i Exit Form Editor i b Type:  Brother MFC-S460M Printer |D0cument and Markups j

Fle Send Format View

O Hl & |a

Zoom

Print Range

= al
Trans
(™ Current view

Al -

Preview: Composite

" Pages |
Subset: | J

-
Page Handling

8 r

Copies:

Page Scaling: |Fit to Printable Area

v Auto-Rotate and Center

[~ Choose paper source by PDF page size
~

[~ Print ta file

PrintingTips| Advanced |

[

i

Urits: Inches Zoom @ 94%

11 I—
o]

Cancel |

10

Copyright © 2009 Instanet Solutions. All rights reserved




golutionsé

FORMS ON-LINE GOLD

File >> Exit Form Editor

New Toolbar Use

r Guide

'Exit Form Editor' is available in both the toolbar and the icon tool-

bar.

« Clicking on it returns the user to the previous page.

File Send Format
L] New

Open
=

Save to Hard Drive

& Print

View

T

Transaction Insert Help

%y Exit Form Editor

% Exit Form Editor

ames, Welcome back to your DocBox account.

Broker Tools Home

Calculz

Settings

Contacts ® DocBox ® InstanetFax ® InstanetForms ® Reports ® Transac

o Click here to show Forms Grouped by Transaction

SortBy: | Form Name
I would like to: | Create a New Form

Search:

View other periods: | Within the past 90 days

Bl Individual Farms
[ Addenda

ﬂ'] Profile Sheets

11

rms modified within th

B
5
[v]
(]
e past 90 days,
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m Easy i

How Do I:
Create a new Forn
Print & blank Form:
View the history of
Update the Form C
Attach a Form to &
Detach a Form froi
Edit Forms?

Copy Forms?

_‘_)) Click Here Fi

The Easy 1-2-1

\LJ’ InstanetForms

InstanetForms al
form library. You
forms provided b

& For more infe
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Send >> Via Email

'Via Email' emails the form in the editing screen.

Note: There are different emailing options.

Fle Send Format

View Transaction Insert Help

Via Ernail

om % Exit Form Editor

Via Fax

—_ To DocBox

€ | Email Form -- Webpage Dialog

il transactiondesk. com

=

Form Email Options

(O send Email as Link

Allow recipient to make changes

Email Details
*Recipient: ==
* Email: CC BCC Message
Message:
Cover Sheet Options
Send Fax-Back Cover sheet? ‘Yes, send caver sheet Show Hide Advance Cptions
D Click Here for Help Send Email

http:/{bestboy transactiondesk, comyinetS_binfhstun. exe/INSTANETFORMS/INSTANETF @ Internet
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Send >> Via Email

'Via Email' emails the form in the editing screen.

'Send Email as Attachment'.

Includes the form as a PDF attachment

« Enter the recipient’'s name and email address.
e Add a message.

o Default is to include a Fax-Back Cover Sheet.

e Click “Send Email”.

e A pop-up screen appears confirming the email.
e Click the “OK” button.

Email Form -- Webpage Dialog

] fu

transactiondesk,com

Form Email Options

(O send Email as Link

Allow recipient to make changes

Email Details
* Redpient: 'S
* Email: CC BCC Message
Megaane:
¥ o
Message from webpage

'T The Form has been queued for email to Lance (lance@instanetsolutions, com).,

Fax-Back Cover sheet included,

= Click Here for Help Send Email

http:/{bestboy. bransactiondesk. comfinetS_binfhsrun.exe/INSTANETFORMS/INSTANETE @ Internet
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Send >> Via Email

'Via Email' emails the form in the editing screen.

. Sample Email.

? Fax-Back Coversheet.pdf (83 KB} j [8] - Property Inspection {03-04}.pdf (103 KE}

DocBox( Documents )

Attention: Lance Campbell

You have been sent Documents from:

Name: Nicholas Adams

Company: Greater Rochester Association of REALTORS
Phone: 519-432-9115

Fax: 519-432-6515

Email: nick@instanstsolutions. com

Nicholas Adams
Greater Rochester Association of

AOENCE oEnl TORS

Instructions:

Tao print a copy of the Documents:

1. Double click on the attached document.
2. Select Print from the menu.

To save the file to your computer:

1. Right click on attached document,

2. Click Save As on the popup menu,

3. Select the location and click the Save buttan.
Mote: See Fax-Back Cover Sheet for additional details.

Additional Details:

This email has 2 attachments - a Fax-Back Cover Sheet and 1 document files,

14

Address: 930 East Avenue

Rochester, NY 14607
Phons:  519-432-8115
Fax: 519-432-6515
Email:  nick@instanetsolutions.com
Webaite:

Copyright © 2009 Instanet Solutions. All rights reserved
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Send >> Via Email

'Via Email' emails the form in the editing screen.

'Send Email as Link'.
Note: A Fax-Back Cover Sheet cannot be included.

Includes a link that will let the recipient view the form.
« Enter the recipient’'s name and email address.

e Add a message.

e Click “Send Email”.

e A pop-up screen appears confirming the email.

e Click the “OK” button.

€| Email Form -- Webpage Dialog

E| transactiondesk.com
Form Email Options
(0 Send Email as Attachment

| () send Email as Link

[ allow recipient to make changes

Email Details

Message from webpage -

'E The Farm has been queued For email to Lance (lance@instanetsolutions.com),
L

@ Click Here for Help Send Email

http://bestboy. transactiondesk, com/inets_binthsrun, exe/INSTANETFORMS/INSTANETR @ Internet
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Send >> Via Email

'Via Email' emails the form in the editing screen.

. Sample Email.

DocBox Form Invitation Sent from Nicholas Adams

DocBox - (Form Invitation)

Attention: Lance Campbell

You have been sent an invitation to view a form from:
Sender: Nicholas &dams

Company: Greater Rochester Association of REALTORS
Phone: 518-432-9115

Fax: 518-432-6515

Ernail: nick@instanstsalutions.com

Instructions:
1. Click a form link below.
2. & new window will open containing the form.

Additional Details:
Click on a farm link below to open the form in your browser.
1. [8] - [9] - Praperty Inspection (08-04).pdf

16

Agency:

I
vAN/NE
IN/ TN

I!‘.‘.'IIM!I
N
| N
Nicholas Adams

Greater Rochester Association of
REALTORS

Address: 930 East Avenue

Rochester, NY 14607
Fhone:  519-432-811%
Faw: 519-432-6515
Email:  nick@instanstsalutions.com
Website:

Copyright © 2009 Instanet Solutions. All rights reserved
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Send >> Via Email

Recipient opens link to review the form.

Note: No changes can be made to the form.

Fle Wiew Help Having troubl
= 4 Zoom Exit Formn Editor Click here to ¢

ADDENDUM FORM
To Purchase and Sale Contract ~ Property Inspection

17
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Send >> Via Email

'Via Email' emails the form in the editing screen.

'‘Send Email as Link' & 'Allow recipient to make changes'.
Note: A Fax-Back Cover Sheet cannot be included.

Includes a link that will let the recipient make changes on the screen
and return.

o Enter the recipient’s name and email address.

e Add a message.

e Click “Send Email”.

e A pop-up screen appears confirming the email.

e Click the “OK” button.

€ Email Form -- Webpage Dialog

€] transactiondssk, com
Form Email Options
() Send Email s Attachment

(%) Send Email as Link

Allowy recipient to make changes

Email Details

* Recipient: s

Message from webpage CC BCC Message

"j The farm has been quaued For email ko Lance (lance@instanetsolutions. com),
L3

< Click Here for Help Send Email

http:/fbestboy, transactiondesk, com/inetS_binfhsrun,exe/INSTANETFORMS/ INSTAMETE @ Internet
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Send >> Via Email

'Via Email' emails the form in the editing screen.

. Sample Email.

DocBox Form Invitation Sent from Nicholas Adams

DocBox - (Form Invitation)

Attention: Lance Campbell

You have been sent an invitation to view a form from:
Sender: Nicholas &dams

Company: Greater Rochester Association of REALTORS
Phone: 518-432-9115

Fax: 518-432-6515

Ernail: nick@instanstsalutions.com

Instructions:
1. Click a form link below.
2. & new window will open containing the form.

Additional Details:
Click on a farm link below to open the form in your browser.
1. [8] - [9] - Praperty Inspection (08-04).pdf

19

Agency:

I
vAN/NE
IN/ TN

I!‘.‘.'IIM!I
N
| N
Nicholas Adams

Greater Rochester Association of
REALTORS

Address: 930 East Avenue

Rochester, NY 14607
Fhone:  519-432-811%
Faw: 519-432-6515
Email:  nick@instanstsalutions.com
Website:
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Send >> Via Email

Recipient opens link to review the form and makes changes.

« And then clicks the 'Save' button.

File Format View Help Having 1
H & gl “L Zoom  Exit Form Editor ] Click her

ADDENDUM FORM
To Purchase and Sale Contract ~ Property Inspecti

20
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Send >=> Via Email
When the user opens the form the changes are seen.

File Send Format View Transaction Insert Help * Having trouble loading forms? We recommend Acrobat 8 or newer.

L1 H =i a\ Zoom % Exit Form Editor Click here to download the latest version of Acrobat Reader.

ADDENDUM FORM
To lPlll'chﬂse and Sale Contract ~ Property Inspection

Published by and only for use by the Greater Rochester Association of REALTORSE®, Inc.
and the Monroe County Bar Association

SELLER Huckleberry Fin BUYER Mobby Dick
PROPERTY 123 By The Sea Drive.
PROPERTY INSPECTION
21
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Send >> Via Fax

'Via Fax' faxes the form in the editing screen.

A pop-up window opens

« Enter the appropriate information.

o Default is to include a Fax-Back Cover Sheet.
e Click “Send Fax”.

e A pop-up screen appears confirming the fax.
e Click the “OK” button.

Fle Send Format View Transactinon  Tneart  Haln

Via Erail a7 i € Fax Form -- Webpage Dialog
: F transactiondesk, com
Via Fax
To DocBox Fax Details
* Recipient: s=
* Fax Mumber: (]
Cover Sheet Options
Send Fax-Back Cover sheet? ‘es, send cover sheet
Message from webpage

] The Form has been quewed For Faxing to (S194326515)
L] Fax-Back Cover sheet inchuded,

¥ Please notity me when this fax is returned.

® Email
Please include returned documents in Motification Email.
@ Click Here for Help

http: fibestboy. transactiondesk. com/inetS_bin/hstun. exe/INSTAMETFORMS/INSTANETR @ Inkermet
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Send >> Via Fax

Sample Fax-Back Cover Sheet.

Fax-Back Cover Sheet

This fax must be sent to 1-888-895-6524 1o be processed.
o o i Paving frove cotsioe of the US, plasse sse 1-TTS-634 0825,

leteaaas |

To werify John Smith haa recelved your fax plasse vislt
mmmmmm’vm
Entter the following barcods number: 3254121120 A5-4545-A2F3-29150FF22604

This TransactionDesk Cowver Sheet was sent to you by:

Haame o Johin Smith
Company - Jemsmy'c Oiflos
Phone '

Fam

Emall

Instructions | Message:

Instrections:

1. Piace i page s e Sra? page of your fax message.

2 This Cover Shesl b wed Io netum e document wla fan i Sa parsos sbove

3 Oece S faz b recelved the person abowe il be sierted immsdistely Bt you hove senl B fa

& A copy of e Tas may alsc be smalied & Bis panos sbove,

5 I your faz maching ks notclsan the Covar Sheet mary not be resd comecty and Ba rekimed S may not b received.
& Tha fmx machine stould notuss phoic node when seding.

This fax must be sent ro 1-888-895-6524 1o be processed.
This cower shast was generatad by the TransacticnDesk service - wanw._transactiondask.com

23
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Send >> DocBox

'To DocBox' converts the selected form to a document and places it
in your DocBox.

Note: Transaction Forms will be placed in the corresponding Transaction
Folder.

Fle Send Format View Transaction Insert Help

Via Email wom % Exit Form Editor

Via Fax

Press and hold the CTRL key to select multiple documents,
- To DocBox |

- TS
LT (Mew) Property Inspection {(08-04)
_:-ll TI [= |} -]= L :.iUI a

H Shared Documents

H Packages

-2 My Folders

L o

Message from webpage

Y E The Form has been copied ko wour DocBozx,
-

24
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Format >> Font

Allows the user to change the font in the fields.
« Available from the menu or the icon toolbar.

The font style, size and color can be changed for either every field on the
form or just the current field.

Fle Send Format WView Transaction Insert Help

= al Font Exit Form Editor

To Upper Case

@ Tao Lower Case

Title Case

Watermark L i,
_—

E3LAL NG
OFPORTNITY

File Send Format WView Transaction Insert Help

O H .;1 4 Zoom  f% Exit Form Editor

E

& | Font Style Selection -- Webpage Dialog

e transactiondesk. com

@ Entire Document Current Form Field

Style: Size: Color:
Helvetica-Oblique r S black [ |
Helvetica-BoldObliqgue 11 | | blus 1
Courier B | 1z cyan
Courier-Bold 14 dark gray —
Courier-Obligue —_ 13 gray ]
Courier-BoldOblique | Auto | areen ]
Samo S e Fimer s
) Click Here for Hel [ Set Font Style ] [ Cancel ]

btk fibestboy . transactiondesk. com/finetS_binfhsrun, exe/IMNSTARNE @ Internet
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Format >> Font

Example 1:

» Changed style, size and color for entire document, click “Set Font Style”.
» Pop-up window confirms selections.
* Click the “OK” button.

& | Font Style Selection -- Webpage Dialog
| £ | transactiondesk. camn |
(¥} Entire Document Current Form Fisld
Style: Size: Color:
Helvetica-Oblique ~ 10 [A] black ~
Helvetica-BoldOblique 11 blue E
Courier 12 =

Courier-Bold
Courier-Obligue
Courier-BoldOblique

dark gray
gray

cyan
] green [V]

e X W T

MESSﬂgE _— wehpage [ Set Font Style ] [ Cancel ]

® 4 The selected changes will be applied ko all input fields, | -amE €D Internet
\‘C/ Are you sure vou wank Eo continue?

[ (0] 4 ] ’ Cancel
SELLER Huckleberry Fin BUYER Mobby Dick
PROPERTY 123 By The Sea Drive.
SELLER Huckleberry Fin BUYER Mobby Dick
PROPERTY 123 By The Sea Drive.

26
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Format >> Font

Example 2:

» Changes style, size and color for a single field only.

&  Font Style Selection -- Webpage Dialog
| £ | transactiondesk. com |
() Entire Document (*) Current Form Field

Style: Size: Colar:

Helvetica-Oblique [A 10 [A] black ~

Helvetica-BoldObligue 11 blue E

Courier 12 cyan =

Courier-Bold = 14 = dark gray

Courier-Oblique 18 aray

Courier-BoldObliqgue [ Auto | green [V]

o F o

@) Click Here for Help [ setFontstyle ][ Cancel |
http: ffbestboy transactiondesk, comfinets _binfhsrun. exe/INSTARME @ Internet

SELLER Huckleberry Fin BUYER Mobby Dick
PROPERTY 123 By The Sea Drive.
SELLER Huckleberry Fin BUYER Mobby Dick
PROPERTY 123 By The Sea Drive.

27
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Format >> To Upper Case

Changes the font in the selected field to all upper case.

. Changes only the selected field.

Fle Send Format View Transaction Insert Help
O H = 8.1* Font Exit Form Editor
“I To Upper Case

To Lower Case

Title Case

Waterrnark J
SELLER Huckleberry Fin BUYER Mobby Dick
PROPERTY 123 By The Sea Drive.
SELLER HUCKLEBERRY FIN BUYER Mobby Dick
PROPERTY 123 By The Sea Drive.

28
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Format >> To Lower Case

Changes the font in the selected field to all lower case.

. Changes only the selected field.

Fle Send Format View Transaction Insert Help

5 Bl £ &l Font Exit Form Editor

% ToUpper Case ]

| To Lawer Case

Title Case

Watermark r
SELLER Huckleberry Fin BUYER Mobby Dick
PROPERTY 123 By The Sea Drive.
SELLER huckleberry fin BUYER Mobby Dick
PROPERTY 123 By The Sea Drive.

29
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Format >> To Title Case

Changes the font in the selected field to title case.

. Changes only the selected field.

Fle Send Format View Transaction Insert Help

O H £ al Font Exit Form Editor
- To Upper Case —

PORTURITY

To Lower Caze

Title Case

Waterrnark J
SELLER huckleberry fin BUYER Mobby Dick
PROPERTY 123 By The Sea Drive.
SELLER Huckleberry Fin BUYER Mobby Dick
PROPERTY 123 By The Sea Drive.

30
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Format >=> Watermark

Adds a watermark to the form in the editing screen :

Fila
L1

Draft
Confidential
Remove Watermark

Send Format View Transaction Insert Help

] &£ al Font Exit Form Editor

- To Upper Case —
LS PORTUNITY
To Lower Case
Title Case
Watermark » Draft
Confidential L
s€
Remove Watermark
ADDENDUM FORM

To Parchase and Sale Coatract ~ Property lnjpecion

Pebizibod by and caly for use by e Greater Rochestar Associazion of REALTORSE, Inc.

and o Manres Cousty Bar Aswociaion

Bucklchorry Fin BUYER Mobty Dick

123 By The Sea Drive.

PROPERTY INSPECTION

This conact thall b ceatingeat upea (hack 2l tat gl
O emgisser's, conmactoe's, or bom inspection Sarvies; T mdox: [ chimngy, o pest infistation;
1 ot impoctioa(s) o bo made within _ calemdar

days of the acceprance of the contmact, at Bayer's expense, Sellar agsees to bave all wilities in service at
tho time of the inspectina(y). If Burer i mot satisBed with tho impection mpostls), witkin ___ caladar
days after compltica of all of the inspection(s), Buyes shall deliver o the Seller 2 written notice listiag
tha specific dafciancis and comections needed, togathes wilh 2 copy of my rlevaat writa upection
repartls). Upea rocedpt of such motice, the Sellar and Buysrslall bave _ calendar days to st st a
written agrescauat addressing the Bayer's cbjections. |If a writtan agreesmeat is ot reached withia e
tizsa paricd s¢ated, sifher Buyer o Saller muy cencal fhis conact by writin motice to e our mad way
dsposit shall b rermed fo i Beyer Any wosk t0 be pectirmed dhall be comsplated 48 hrus prior o
o closingdats.

I i contingancy ds not satifed or waived i writing within the fme pariod stated, hea sifher pary
may cancal his contract by writteR aofice to the ohar.

SELLER BUYER
SELLER BUYER
CATE DATE
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ADDENDUM FORM
To Parchase and Sale Coatract ~ Property luspectisn

Pebiisbod by and oaly for use by the Greaer Rochestar Association of REALTORSE, Ic.

and £ Moams Cowfy Bar Associaion.

Rucklehorry Fin BUYER Mobby Dick

PROPERTY 173 By The Sea Drive.

PROPERTY INSPECTION

This conmact thall b comtingent upea (check all rat apgly)

O eagisear's, comtactar’s,
3 othar ipocticals) to be mads wittin ___ caleadar
éxys of the acoeptance of (e contmact, at BEyer's sxpenw Sellar agees to have all wiliies in service at

x boms inspecticn wivics, ) mdom | chimmay, ) pest infustaticn;

tho tima of the inspactions). 1f Buyes i not satisSod with the impection mponi(s), witkn __ calandar
éays after completion of all of the inspectien(s), Buyer shal deliver to the Seller 2 writhm motice Litiag
the specific deficisncier and comections needed, tegerhir with 2 copy of mny relvamt writiea ispection
sopert(s). Upen receipt of sach astics, e Saller and Buysr skallbam calandr days to wnter isto
writea, agresanunt addsning tha Bayar's dbjections. IF a written ageesmiat is oot reached wittia e
iz paricd stvied, aither Bayar or Seller may cauce] this contact by writien nofics 9 e other and sy
dapanit shall be rbermed o the Bayer. Aay wosk to be performed siall bs complated 48 houns prior 10
s closing dats.

T s gomtingsacy i nct safsed or waived i writing within the e pariod stated, fhem sither paryy
‘may camcel thi ontact by it astice e ofr.

SELLER. BUYER
SELLER. BUYER
DATE DATE
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Instanct
FORMS ON-LINE GOLD

New Toolbar User Guide

View >> Zoom

Adjusts the size of the form in the editing screen.

« Available from the menu or the icon toolbar.

Fie Send Format View Transaction Insert Help Fle Send Format View Transaction Insert Help
O H & & 25% J & al| “ Zoom [ Exit Form Editor

50% o Soor
@ 75% -_ 50%

100% ~ 75%

1259% 100%

150% 125% @

150%

200% 200% S e

Fit Width Fit Width

Fit Height Fit Height

Fit Page Purcl Fit Page
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Instanct
FORMS ON-LINE GOLD

New Toolbar User Guide

View >> Go To Page

Moves to another page in the form.

« Available from the menu or the icon toolbar.
« This is helpful for multi-page forms.

Fle Send Format View Transaction Insert Help Fle Send Format View Transaction Insert Help

OH& A Zoom v Page (%) Exit Form Editor O H & al < zoom |0y GotoPage |y Exit Form Editor
L Go to Page ¢ Page 1 @ Page 1

Page 2
@ Page 2 Page 3
Page 3 Page:
@ Page 4 ]Pa?[
s wou Page 5 PURCH/ bt PURCHA
FOR R FOR RE
33
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Instanct
FORMS ON-LINE GOLD

New Toolbar User Guide

Transaction >> New

Creates a new Transaction and attaches the form.

Enter the new transaction’s name.
« Select a transaction type.

« Click the “Create Transaction” button.

The transaction will now be created and the form will reload in the new
transaction.

Note: This option is only available to forms not already in a Transaction

File Send Format Wiew Transaction Insert Help

0 H & a_'t Zoan Add this Form to Mew Transaction

Add this Form to Existing Transaction

-- Webpage Dialog
transactiondesk.com

Create a Transaction

] i

* Transaction Mame:

Transaction Type: | Commerdal Lease ||

Iam the:
@ Listing Agent

() seling Agent
) Meither

) Both

[ Create Transaction ] [ Cancel ]

http:f{bestboy. transactiondesk, com/finets_binfhsrun, exef/INSTANETFORMS/IMNSTAL @ Internet
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Instanct
FORMS ON-LINE GOLD

New Toolbar User Guide

Transaction >> EXxisting

Attaches the form to an existing Transaction.

« Select the transaction from the list.
« Click the “Attach form” button.

The form will reload in the selected transaction.
Note: This option is only available to forms not already in a Transaction.

File Send Format View Transaction Insert Help

O H & a‘{ Zoorr Add this Forrm to New Transaction

i Add this Form to Existing Transaction |

£ -- Webpage Dialog
el

transactiondesk, com

Select Transaction to attach form to:
Attach Form

Transactions: | New Transaction w

Attach Farm ] [ Cancel ]

http: ) {besthoy. transactiondesk. comfinets_hinfhsrun, exe/IMSTAMETFORM:S @ Internet
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Instanct
FORMS ON-LINE GOLD

New Toolbar User Guide

Insert >> Clauses

This feature allows the user to insert frequently used clauses.

. Clauses can be created at the office or individual level.
« Clauses are created in the Settings >> Clauses screen.

Fle Send Format Wiew Transaction Insert Help

4 = a\ 4 Zoom L Go td Clauses Form Editor

@ £ -- Webpage halog

£ | transactiondesk.com
O personal Clauses (&) System Clauses
Available Clauses Selected Clauses
ACCESS TO PROPERTY, EUYER [ Select the clause vou
ACCESS TO PUBLIC RIDAD = want then dick the
AGENT ACTING AS PRINCIPAL b | 'Add' button,
AGENT'S INTENT T RESELL PROPERT -
AGRICULTURAL LEASE Add ==
AMENDMENT TO ADDRESS CONCERM!
AMENITY PACKAGE RELEASE SClemays
APPLIANCES AND SYSTEMS IN GOOD
APPRAISAL DETERMINES PRICE/RIGH —
ASSESSMENTS OR LIENS ] Copy To Form
Highlighted Clause Contents Y Click Here for Help

i Sy

Warning: JavaScript Window -

9 Insert the Selected Clause(s) at the top of the input area?

<

IRMSITNSTAMETF @ Internet

=
(=]

[ Yes
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Instanct
FORMS ON-LINE GOLD

New Toolbar User Guide

Insert >> Clauses

Step by Step

1. Select the field for the clause.

2. Select Insert >> Clauses.

3. A pop-up screen will appear with available clauses, choose either.
Personal or Office clauses.

4. Select your clause by highlighting it.

5. Click the “Add >>" button.

6. The clause now shows in the selected clauses window.
7. Click the “Copy To Form” button.

8. Click “Yes” to the confirmation window.

9. The new clause is inserted in the field.

THE UNDERSIGNED BUYER AND SELLER HEREBY AGREE TO THE FOLLOWING:

Notwithstanding any other provision in this Agreement to the contrary,
Buyer and Buyer's representatives shall enter the Property for the purpose
of inspecting, examining, testing, and surveying as follows:
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Instanct
FORMS ON-LINE GOLD

New Toolbar User Guide

Help >> Online Help

Selecting On-line Help opens Instanet’s on-line instructions web
site.

Fle Send Format View Transaction Insert Help

O H & al 4 zoom [y Gotorage on-ine Help

Live Support

e B index [ search - Search -

@ Activity Plan Forms

@ Appointments Calendar Form Overview
@ Agsistant

¢ making them easier than ever to use.
DocBox

FAQ , ,
gHo.&. To Cuide Note: InstanetForms is also known as Forms On-Line Gold, E-Forms.
(: InstanetForms For a complete Tutorial click here

@ Preferences

@ Quick Start Graup
@ Reparts

@ Service Providers
@ Service Orders
@ sharing

@ Signing

@ Task

@Transacﬁun

@ Welome
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gga”di”g Form Documents are data-enabled PDF Forms which are hosted on our remote servers t
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FORMS ON-LINE GOLD

New Toolbar User Guide

Help >=> Live Support

Clicking on the ‘Live Support’ link will connect you to interactive online
support chat.

e Monday — Friday: 9 am to 7 pm est.

Fle Send Format Wiew Transaction Insert Help

O H & gl 9 zoom [ Go to Page on-line Help

OX LIVE INTERACTIVE ONLINE SUPPORT

Welcome to DocBox Live Interactive Online Support Chat, This is a text-based chat system which alows you to tak online in real-time to our technical suppart team, Online Live Support Chat is
avalzble Monday to Friday between the hours of 3 am - 7 pm ET,

Live Suppart

Befare You Log In:

* Have you read the Heln Documents? Almost AL questions we get asked are answered there,
# This room is for technical support anly. Administration inquiries need to be directed to the Forms representative handling your request,

# Inorder to help us help you best, we wil need as much specific information relating to yaur inquiry as possible, Please have al relevant details handy. This includes your request code, full and
exact error messages, software detalls, or an exact description of the problem you are experiendng.

Please remember that we are happy to help with your DocBox problems, however, many problems are directly related to the hardware you are using, and in those cases it is best to contact your
hardware vendar for assistance,

Just connect to the chat server by using the web-based server interface. You do not need any IRC software, just your browser, The chat session will take place in a new window,

; Live Support!
,m

»#} CLICK HERE
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