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Transaction Management is to be used from listing to contract to closing. It is your “to
do” list and how you may keep in touch with all parties to the transaction.

@

Home

My Page | Search | Reports | Prospects | Tax | Transactions | Financial | Member Info [] [

~ Welcome Screen | E-Mail | Help | Matketline

Use the black menu to successfully get to transactions. You will cross a secure page to

get into the feature.

You may access the settings and the To Do lists from the top meny.

NIRCIOD 1 I'arnsactions

Home | My Files | Search Office/User | Contacts | Settings | Help | Log Off

User Settings
My Settings

Personal Information
Change Password
MNotifications

Display Settings

Favorite Service Praviders

External Systerns Accounts

/ To Do Temnplates

Personal Service Providers

Share File Access
Profile Page Contents

My Reports

File Activity
Service Orders

Additional Functions

Office Administration

My Settings
Personal Information
Change Password

Motifications

Display Settings

Fawvorite Service
Providers

External Accounts
To Do Templates

Personal Service
Providers

Share File Access

Profile Page Contents

My Reports

File Activity

Service Orders

Edit personal information such as your phone numbers or e-rmail
address,

Change your NTREIS Transactions password,

Select how you will be notified when you are added to a new file,
when file changes are made, or when services are ordered.

Select the number of file-related iterms to display on vour Home and
File Surmmary pages.

Displays a list of your favorite service providers, including their
contact information,

Specify the External Systerm(s) of which you are a mermber. File
information can be autopopulated directly from property listings,

Customize the To Do Lists that you will use to manage your files,

Manage the list of Service Providers you use who are not formal
participants in the NTREIS Transactions system (Personal Service
Providers),

allow anaother person in your office to access and ranage your
files,

Supply text, upload your photo, and view your personal NTREIS
Transactions Profile Page.

Generate time-frame specific reports of files in which vou have
participated,

Run reports on service arders that you have either placed ar
received.

Here is where you will find the to do lists which you may edit.
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User To Do Template Maintenance

| X

Mew Template
Select To do Template Name (Chick #o edi?)

r $ Change to do list

Buyer Pending to do

Contract Pending Personal

Hud Pending to do

Personal Contract Pending to do

O 0 a0 g

Personal Pre-Sale

Select All Clear All Delete Selacted |

Cancel | Close |
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Template Editor: $ Change to do list

add Mew To Do Item
Assign to Counties
Assign to Roles
Assign to Deal Types
Assign to Phase

Description

r |5__| Armendrent to Listing

r |ﬂ Copy to Office Admin

T [ MLs Print out

r |5__| Update Contact Manager

- |ﬂ Update Listing Board

- |5__| Update Marketing Material
™ [ update mLs

™ < update PDA

r |5__| Update Wwebsites

- |ﬂ Contact Previous Showing Agents

SeledAIIl Clear All Delete Selected

Cancel |

Close

Price Change
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Sort by IDue Date Rule vI

Due

0 days before Listing
0 days before Listing
0 days before Listing
0 days before Listing
0 days before Listing
0 days before Listing
0 days before Listing
0 days before Listing

0 days before Listing

Date

Drate

Date

Date

Date

Date

Drate

Date

Date

30 days after Listing Date



Template Editor: Buyer Pending to do

add Mew To Do Item
Assign to Counties
Assign to Roles
Assign to Deal Types
Assign to Phase

Description

r |5__| Confirm Buver's Insurance With Title Cormpany

r |ﬂ Closing Instructions to Buyer

- |-':__| Set Closing Time
r |5__| Utility Transfer
- |ﬂ Mew Survey Order

r |5__| Confirm Repairs Cormpleted

r |ﬂ Confirmn Cornmission Disburserment

- |-':__| Confirm Lenders Closing Papers At Title

r |5__| Confirm Walkthru / Reinspection With Buyer / Seller

- |ﬂ Give Buyer Total From HUD for Cashiers Check

r |5__| Prepare Client Appreciation Materials

r |ﬂ Review HUD Final Murmnbers

- |-':__| Acguire Buyer Updated Information

%UE

15 days before Closing Date Target
14 days before Closing Date Target
14 days before Closing Date Target
14 days before Closing Date Target
10 days before Closing Date Target
7 davs before Closing Date Target
3 days before Closing Date Target
3 days before Closing Date Target
3 days before Closing Date Target
3 days before Closing Date Target
3 davs before Closing Date Target
3 days before Closing Date Target

0 davys before Closing Date Target

il 'ﬁi Add Buvyer 0 days before Effective Date of Contract

- |ﬂ Add Listing Agent 0 daws before Effective Date of Contract

r |5__| Add Selling Agent 0 davs before Effective Date of Contract LI
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- 'ﬁJ Add Buver
™ [ add Listing Agent
™ <] add selling Agent

r |5__| Add Selling Personal Assistant

- |ﬂ Delivery Of Executed Contract

- |5__| Delivery of Seller Disclosure Reports

r |ﬂ Input into Contact Management Program

- |ﬂ Option Money Received, Copy in File

- |5__| Option Money to Listing Agent W/ Copy of Contract

r |ﬂ Drder Closing Gift

- |-':__| Receive Key after Closing / Funding

r |5__| Receive Security Swstern Information

- |ﬂ Remind Buyer to Secure Insurance

- |5__| Remaove Frorm Board

r |ﬂ Seller / Buyer Ternporary Lease

- |-':__| Update Agent Calendar

r |5__| Update Contact Managernent

- |ﬂ Write on Pending Board

- |5__| Additional Earnest Money

r |ﬂ Arnendrnent of Contract

- |-':__| Close File

r |5__| Confirm Inspections Time with Buyer

T o macfivea Tnenantinne with Lickina faont

6

0 davs before Effective Date
0 days before Effective Date
0 days before Effective Date
0 days before Effective Date
0 days before Effective Date
0 davs before Effective Date
0 days before Effective Date
0 days before Effective Date

0 davs before Effective Date

of Contract

of Contract

of Contract

of Contract

of Contract

of Contract

of Contract

of Contract

of Contract

0 days before Closing Date Target

0 davys before Closing Date Target

0 days before Closing Date Target

0 days before Effective Date

of Contract

0 davs before Closing Date Target

0 days before Effective Date

0 days before Effective Date

of Contract

of Contract

0 days before Closing Date Target

0 days before Effective Date

of Contract

Z davys after Effective Date of Contract

Z days after Effective Date of Contract

z days after Closing Date Target

7 davys after Effective Date of Contract

2 dawe aftear Fffartive Date af mantract
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[ |.'3__| iConfirm Inspections with Listing Agent

r |5__| Contract and Earnest Money To Title, Receipted Page in File

- |ﬂ Copies of Contract to Office Admin

- |5__| Deliver Armmendrment to Title Cormpany

™ [ cet cBS Code

- |-':__| Lender Contact Information to Title Company

r |5__| Order Termite Inspection

- |ﬂ Received Inspection Report

- |-':__| Termite Certificate to Lender & Title

(S]] Survey From Seller

- |ﬂ Deliver Survey To Buver

r |5__| Deliver Survey To Mortgage

r |ﬂ Deliver Survey To Title

- |-':__| Last Day Of Option Period

r |5__| Confirm Appraisal Has Been Ordered

- |ﬂ Amendment of Contract for Lender Repairs

- |5__| Appraisal Cormplete

il |ﬂ fAppraiser Reinspection

- |-':__| Confirm Loan Approwal

r |5__| Deliver Armendment to Title / Lender

- |ﬂ Lender Required Repairs

- |5__| Objections to Title / Survey

r |ﬂ Title Cormmitrnent Received

7

2 days after Effective Date

? davys after Effective Date

2 days after Effective Date

Z davys after Effective Date

Z days after Effective Date

2 days after Effective Date

? davys after Effective Date

2 days after Effective Date

2 days after Effective Date

5 davys after Effective Date

6 days after Effective Date

& davys after Effective Date

6 days after Effective Date

of Contract

of Contract

of Contract

of Contract

of Contract

of Contract

of Contract

of Contract

of Contract

of Contract

of Contract

of Contract

of Contract

7 days after Effective Date of Contract

10 days after Effective Date of Contract

15 days
15 days
15 days
15 days
15 days
15 days
20 days

20 days

after Effective Date of Contract

after Effective Date of Contract

after Effective Date of Contract

after Effective Date of Contract

after Effective Date of Contract

after Effective Date of Contract

after Effective Date of Contract

after Effective Date of Contract
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[ |.'3__| iConfirm Inspections with Listing Agent

r |5__| Contract and Earnest Money To Title, Receipted Page in File

- |ﬂ Copies of Contract to Office Admin

- |5__| Deliver Armmendrment to Title Cormpany

™ [ cet cBS Code

- |-':__| Lender Contact Information to Title Company

r |5__| Order Termite Inspection

- |ﬂ Received Inspection Report

- |-':__| Termite Certificate to Lender & Title

(S]] Survey From Seller

- |ﬂ Deliver Survey To Buver

r |5__| Deliver Survey To Mortgage

r |ﬂ Deliver Survey To Title

- |-':__| Last Day Of Option Period

r |5__| Confirm Appraisal Has Been Ordered

- |ﬂ Amendment of Contract for Lender Repairs

- |5__| Appraisal Cormplete

il |ﬂ fAppraiser Reinspection

- |-':__| Confirm Loan Approwal

r |5__| Deliver Armendment to Title / Lender

- |ﬂ Lender Required Repairs

- |5__| Objections to Title / Survey

r |ﬂ Title Cormmitrnent Received

2 days after Effective Date

? davys after Effective Date

2 days after Effective Date

Z davys after Effective Date

Z days after Effective Date

2 days after Effective Date

? davys after Effective Date

2 days after Effective Date

2 days after Effective Date

5 davys after Effective Date

6 days after Effective Date

& davys after Effective Date

6 days after Effective Date

of Contract

of Contract

of Contract

of Contract

of Contract

of Contract

of Contract

of Contract

of Contract

of Contract

of Contract

of Contract

of Contract

7 days after Effective Date of Contract

10 days after Effective Date of Contract

15 days
15 days
15 days
15 days
15 days
15 days
20 days

20 days

after Effective Date of Contract

after Effective Date of Contract

after Effective Date of Contract

after Effective Date of Contract

after Effective Date of Contract

after Effective Date of Contract

after Effective Date of Contract

after Effective Date of Contract
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- |-':__| Add Selling Personal Assistant

r |5__| Delivery Of Executed Contract

- |ﬂ Delivery of Seller Disclosure Reports

- |5__| Input into Contact Managernent Prograr

r |ﬂ Dption Money Received, Copy in File

- |-':__| Option Money to Listing Agent W/Copy of Contract

r |5__| order Closing Gift

r |ﬂ Receive Key After Closing / Funding

- |-':__| Receive Security Syster Information

r |5__| Rermind Buyer to Secure Insurance

- |ﬂ Remove From Board

- |5__| Seller / Buyer Temporary Lease

r |ﬂ Update Agent Calendar

- |-':__| Update Contact Managerment

r |5__| Write on Pending Board

- |ﬂ additional Earnest Money

r |5__| Amendrment of Contract

r |ﬂ Close File

- |-':__| Confirm Inspections Time with Buver

r |5__| Confirm Inspections with Listing Agent

0 days before Effective Date
0 days before Effective Date
0 days before Effective Date
[}3 0 davs before Effective Date
0 days before Effective Date

0 days before Effective Date

of Contract

of Contract

of Contract

of Contract

of Contract

of Contract

0 days before Closing Date Target

0 days before Closing Date Target

0 davys before Closing Date Target

0 days before Effective Date

of Contract

0 days before Closing Date Target

0 davs before Effective Date

0 days before Effective Date

of Contract

of Contract

0 davys before Closing Date Target

0 days before Effective Date

of Contract

2 days after Effective Date of Contract

Z davys after Effective Date of Contract

Z days after Closing Date Target

2 days after Effective Date of Contract

7 davys after Effective Date of Contract

- |5__| Copies of Contract to Office Admin

| i IS . ' e

Il |ﬂ Contract and Earnest Money To Title, Receipted Page in File 2 davs after Effective Date of Contract

Z davys after Effective Date of Contract

P SR R -t S O N SO - S W
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r |ﬂ Deliver amrendrnent to Title Company

[T <) Get cBS Code

r |5__| Lender Contact Information to Title Cormpany

- |ﬂ Order Termite Inspection

- |5__| Received Inspection Repaort

r |ﬂ Termite Certificate to Lender & Title

- —Jl Survey From Seller

r |§__| Deliver Survey To Buver

r |ﬂ Deliver Survey To Mortgage

- |-':__| Deliver Survey To Title

r |5__| Last Day Of Option Period

- |ﬂ Confirm Appraisal Has Been Ordered

r |5__| Amendrent of Contract for Lender Repairs

r |ﬂ Appraisal Cormplete

- |-':__| Appraiser Reinspection

r |5__| Confirm Loan Approval

- |ﬂ Deliver Amendment to Title / Lender

r |5__| Lender Reguired Repairs

il |ﬂ Obijections to Title / Survey

- |-':__| Title Commitment Received

SelectAll | Clear Al Delete Selected |

Cancel | Close

Z days after Effective Date of Contract

2 days after Effective Date of Contract

7 davys after Effective Date of Contract

2 days after Effective Date of Contract

Z davys after Effective Date of Contract

Z days after Effective Date of Contract

5 days after Effective Date of Contract

& days after Effective Date of Contract

6 days after Effective Date of Contract

6 ddys after Effective Date of Contract

7 davys after Effective Date of Contract

10 days after Effective Date of Contract

15 days
15 days
15 days
15 days
15 days
15 days
20 days

20 days

after Effective Date

after Effective Date

after Effective Date

after Effective Date

after Effective Date

after Effective Date

after Effective Date

after Effective Date

of Contract

of Contract

of Contract

of Contract

of Contract

of Contract

of Contract

of Contract
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Template Editor: Personal Pre-Sale

add Mew To Do Item
Assign to Counties
Assign to Roles
Assign to Deal Types
Assign to Phase

Description

r |5__| Additional Websites (Pictures & Text)

r —Jl Agency Disclosure Form

- |-':__| Cormpany Website (Pictures & Text

r |5__| Copies To Office Admin

- |ﬂ Corporate Franchise (Pictures & Text)

r |5__| Deliver Marketing Packet to Property

r |ﬂ Duplicate Key

- |-':__| Email to Agents

™ Zh Environmental Form
- —Jl Exclusion Clause

™ [ et key

r —Jl HO&A Docurnents

- |-':__| Input into Contact Manager

r |5__| Just Listed Marketing to Meighborhood

- |ﬂ Just Listed Marketing to Office

7 2l Lead Base Paint Disclasure

Sort by IDue Date Rule vI

Due

0 days before
0 days before
0 days before
0 days before
0 days before
0 days before
0 days before
0 days before
0 days before
0 days before
0 days before
0 days before
0 days before
0 days before
0 days before

0 days before

Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing

Listing

Date

Drate

Date

Date

Date

Date

Drate

Date

Date

Date

Date

Drate

Date

Date

Date

Date
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- —Jl Listing Agreement Form

™ [ Listing Checklist
- |ﬂ Mail Letter 1

- |5__| Mail Letter 2

r |ﬂ Mail Letter 3

- |-':__| Measure House
™ [ MLs Input

™ [ MLS Input Form
T [ MLs Print out

r |5__| MLE Tour Confirmned with Homeowner

- |ﬂ MLS Tour Schedule

(S| Mortgage Information Letter

r |ﬂ NTREIS Listing (Pictures & Disclosure)

- |-':__| Open House Confirmed with Homeowner

r |5__| Open House Ordered

- |ﬂ Order Marketing 1
- |5__| Order Marketing 2
r |ﬂ Drder Marketing 3
™ 2l pool addendum
™ 2l Radon Form

- —Jl Referral Agreement Form

I 2l seller Disclasure

= = — - R - PR

I |ﬂ Share Showing Instructions and Keybox Info with Showing Service

-

I |ﬂ Showing Instructions

I |ﬂ Sign on Property

- |ﬂ Sign Ordered
- |ﬂ Take Photos

- —Jl Transfer of keybox Form

r |ﬂ Update Calendar / PDA

r |ﬂ Virtual Tour Confirmmed with Homeowner

r |ﬂ Mirtual Tour Scheduled

r |ﬂ Write on Listing Board

SelectAll | ClearAl

Delete Selected

Cancel |

Close

0 days before
0 days before
0 days before
0 days before
0 days before
0 days before
0 days before
0 days before
0 days before
0 days before
0 days before
0 days before
0 days before
0 days before
0 days before
0 days before
0 days before
0 days before
0 days before
0 days before
0 days before

0 days before
[ TP [ S

0 days before
0 days before
0 days befare
0 days befare
0 days befare
0 days befare
0 days befare
0 days befare
0 days befare

0 days befare

Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing
Listing

Listing

Date

Date

Date

Date

Drate

Date

Date

Drate

Date

Date

Date

Date

Drate

Date

Date

Date

Date

Drate

Date

Date

Date

Date

Drate

Drate

Drate

Drate

Drate

Drate

Drate

Date

Date

Date
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Template Editor: Hud Pending to do

add Mew To Do Item
Assign to Counties
Assign to Roles
Assign to Deal Types
Assign to Phase

Description

r |5__| Confirm Buver's Insurance With Title Cormpany

r |ﬂ Closing Instructions to Buyer

- |-':__| Set Closing Time
r |5__| Utility Transfer
- |ﬂ Mew Survey Order

r |5__| Confirm Repairs Cormpleted

r |ﬂ Confirmn Cornmission Disburserment

- |-':__| Confirm Lenders Closing Papers At Title

r |5__| Confirm Walkthru / Reinspection With Buyer / Seller

- |ﬂ Give Buyer Total From HUD for Cashiers Check

r |5__| Prepare Client Appreciation Materials

r |ﬂ Review HUD Final Murmnbers

- |-':__| Acguire Buyer Updated Information

Sort by IDue Date Rule vI

Due

15 days before Closing Date Target
14 days before Closing Date Target
%1 days before Clasing Date Target
14 days before Closing Date Target
10 days before Closing Date Target
7 davs before Closing Date Target
3 days before Closing Date Target
3 days before Closing Date Target
3 days before Closing Date Target
3 days before Closing Date Target
3 davs before Closing Date Target
3 days before Closing Date Target

0 davys before Closing Date Target

il 'ﬁi Add Buvyer 0 days before Effective Date of Contract

- |ﬂ Add Selling Agent 0 daws before Effective Date of Contract

r |5__| Add Selling Personal Assistant 0 davs before Effective Date of Contract LI
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oy

:_-J Delivery of Executed Contract

=

Input into Contact Management Program

e

:_-] Order Closing Gift

S

::J Remind Buver to Secure Insurance

-

Update Agent Calendar %

::J Update Contact Managerment

%

::J Additional Earnest Maoney

Y

;:] Close File

%

oy

:_-J Confirm Inspections Time with Buver

Y

::J Contract and Earnest Money To Title, Receipted Page in File

::] Copies of Contract to Office Admin

T

:__J Lender Contact Inforration to Title Cormpany

;:] Drder Termite Inspection

%

%

::J Received Inspection Report

::J Termite Certificate to Lender & Title

Y

::] Deliver Survey To Buver

%

“_J Deliver Survey To Mortgage

S

e

;_'] Confirmn Appraisal Has Been Qrdered

oy

:_-J Confirm Loan Approwval

::J Objections to Title / Survey

Y

R A A (A (R RN

:i] Title Commitment Received

Select All ‘ Clear All Delete Selected

Notes:

0 days before Effective Date of Contract
0 days before Effective Date of Contract
0 days before Closing Date Target

0 davs before Effective Date of Contract
0 days before Effective Date of Contract
0 davys before Closing Date Target

7 davys after Effective Date of Contract
Z days after Closing Date Target

2 days after Effective Date of Contract
7 davys after Effective Date of Contract
2 days after Effective Date of Contract
Z davys after Effective Date of Contract
Z days after Effective Date of Contract
2 days after Effective Date of Contract
7 davys after Effective Date of Contract
6 days after Effective Date of Contract
& davys after Effective Date of Contract
10 days after Effective Date of Contract
15 days after Effective Date of Contract
20 days after Effective Date of Contract

20 days after Effective Date of Contract

Use this link for how to in TM: http://www.ntreis.net/Viewlets/transactionsviewlets.htm
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