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Antitrust Reminder

Realtors are competitors, and healthy competition is what allows the market to survive. This
classroom should be a forum for the sharing of ideas, fostering open discussion among
participants. Florida Realtors and this board/association do not in any way encourage or
sanction any particular business practice.

Because of the nature of classroom discussions, all participants are asked to be mindful of
antitrust laws. Florida Realtors (along with this local association) does not tolerate any
discussion or activities of an anti-trust nature. Florida Realtors and this local association
support the policy of competition outlined in antitrust laws. Because of the severity of the
penalties involved, Florida Realtors will take all precautions necessary to ensure that
violations of antitrust laws do not occur.

WHAT IS A REALTOR®?

“A REALTOR® is a member of the National Association of REALTORS®. The term
REALTOR® is a trademarked term and lets people know that you are more than just a real
estate practitioner: you adhere to a strict Code of Ethics that protects clients, the public,
and other real estate agents. The term REALTOR® is not only a trademark owned by NAR
and protected by federal law, it's a valuable membership benefit that distinguishes
members from other real estate licensees. Non-members are never allowed to use the
REALTOR® trademarks in reference to or in connection with their businesses or
themselves. For more than 100 years, REALTORS® have subscribed to the NAR’s strict
Code of Ethics as a condition of membership. REALTORS® have the expertise and
experience to help sellers protect their investment and help buyers build theirs. Research
has determined that three out of four consumers would choose a REALTOR® to buy or sell
a home rather than a real estate professional who is not a REALTOR®.”
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Florida Realtors® Student Code of Conduct

All students enrolled in Florida Realtors sponsored courses, including but not limited to, Graduate

REALTOR® Institute (GRI) modules, Continuing Education (CE) courses, post licensing education
programs, webinars, online courses and convention programs will adhere to and follow the

REALTOR® Code of Ethics and the professional standards outlined in Florida State laws and rules.

Responsibilities of Students

All students will exemplify the REALTOR® reputation through their conduct at all times.

All students will document their participation appropriately, providing their full legal name,

license number, and time in and out times on the sign-in sheet in order to receive credit.

All students will comply with local sponsor policies and procedures.

All students will refrain from any discussion that is or may be construed as being anti-trust in

nature.

All students must be honest and forthright in their participation in any course. Students will be

receptive to the material and participate in all course activities, including but not limited to,

discussions, case studies, quizzes, tests or other evaluations for the duration of the course.

A student shall not impair, interfere with, or obstruct the orderly conduct and learning

environment provided by Florida Realtors, local board sponsor, the students, faculty members,

or invited guests. This includes, but is not limited to:

Committing or threatening to commit any act of violence

Threatening the health, safety or welfare of another

Acting recklessly

Invading the privacy of others

Interfering with a faculty or staff member in the performance of his or her duty

Making, exhibiting, or producing any inappropriate, loud or disruptive behavior

The use of portable computers, cellular telephones, portable personal music devices if such

use disrupts others in the course

8. The use of portable computers, cellular telephone, portable personal music devices is
prohibited during end of course examinations. These devices must be turned off and placed
inside a purse, briefcase, or backpack during the duration of the examination.

No student shall provide false or misleading information to the instructor,local board staff, or

on official course documents.

No student shall misuse any Florida Realtors or local board materials, service, property, or

resource.

N W
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What is Form Simplicity?

Form Simplicity is a paperless real estate forms management program to help you manage and send
contracts as well as collaborate with all parties involved in the transaction. Form Simplicity gives
you the tools to have your office “in the cloud.”

Form Simplicity Professional Edition is available for you to use right now, at no additional cost. It is
a member benefit available to all Florida Realtors® members. Log in at forms.floridarealtors.org.

Who owns Form Simplicity?

Form Simplicity is created and owned by Florida Realtors®. The Florida Realtors® Emerging
Technology Committee provides recommendations for Form Simplicity.

How will Form Simplicity help you work smarter in your real estate business?

e Works on all mobile devices, access anytime, anywhere via the internet.

e (Gives you quick access to the Form Library which is always current.

e Easy auto-fill tools reduce time spent typing data into the forms.

e Improve efficiency by creating form packages of your most frequently used forms.

e Store active and completed contracts and files online per state requirements (Up to 50MB of
additional storage for additional documents is included. Transaction storage is limited).

e Share transactions online and collaborate with third parties in real time.

e Tech Helpline (another included Florida Realtors® member benefit) gives you complimentary
training and support - Monday through Friday, 9:00 AM to 8:00 PM and Saturday and Sunday,
9:00 AM to 5:00 PM Eastern Time.

o e
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Registering for a Form Simplicity Login

Registering for Form Simplicity varies among Form Simplicity’s association, MLS and brokerage
clients. The registration process should have been communicated upon the start date.

Welcome to

%Form
Simp

licity

User ID

Password

I 1 would like to reset or register my password,l

I Log-in

< Back to Sign-in Page

Password
Registration / Reset

Name Search

Cisowski

Kazl

Florida v

Have questions? We can help!

CALLUS
407.587.1450
Questions or Support
CHAT NOW
EMAILUS
Click here

<Back to Name Search

Password Registration

/ Reset

Select Member Name

CALLUS
407.587.1450
Questions or Support

CHAT NOW

M EMAIL US

Click here

If you are having problems registering for Form Simplicity or have issues with your log in or
logging in, please contact the Florida Realtors® Tech Helpline for assistance.
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My Preferences: Introduction

My Preferences allows you to setup email notifications, build your email signature, set your time
zone, create a new login ID, enable 2-Factor Authentication, and manage your email address in Form
Simplicity.

1. Once you log into Form Simplicity, go to the upper right side of the Form Simplicity home page,
locate, and click on the “Preferences” link.

s Form - .
Welcome, Student User 2 Notifications Switch User Preferences Help Logout

Simplicity

Transactions ‘ Blank Forms My Files Contacts Templates

2. There are six sections in the My Preferences section:
a. Account Information
General Settings
Email Notifications
eSign Preferences & Templates (Appears only for Ultimate Edition Users)
Security Settings
Integrations

me a0 T

My Preferences

Account Information

General Settings

Email Notifications

eSign Preferences & Templates
Security Settings

Integrations

Notes:
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My Preferences: General Settings

In the General Settings section, select the proper time zone so that all times displayed in Form
Simplicity will match your respective time zone. Create a custom HTML email signature that will be
automatically included in your outgoing Form Simplicity emails, collaboration invitations and for
each eSign session that is created.

1.

2.

3.

Log in to Form Simplicity.

On the upper right side of the page, locate and click on the “Preferences” link.

s Form - )
Welcome, Student User 2 Notifications Switch User Preferences Help Logout

Simplicity

Transactions Blank Forms My Files Contacts Templates

In the My Preferences screen, click on the General Settings section to expand it.

4. Under Email Settings, enter your Email Signature in the field provided. Under Transaction

Email Address, you may elect to remove the Transaction Email Address footer from your
outgoing email messages from a transaction. Note: When this option is turned off, you will see an
option to add it on the fly in any email draft from a transaction. Under Location Settings, click on
the Time Zone drop-down menu and select the proper time zone in your Form Simplicity
account so that all times displayed within the application will match your selected time zone.

General Settings

Email Settings Location Settings

— Time Zone
Email Signature

I Eastern Time (Orlando, Atlanta, Boston) v I
& #  Tahoma >~ 12pt

A-B-

Kaz Cisowski

jer | FloridaRealtors®
ando, FL 32822

floridarealtors.org

(automatically included in all outgoing emails, collaboration invitations & eSign sessions)

Transaction Email Address

=X
Include the transaction email address in my outgoing transaction emails

To send me files, simply send them as attachments to
fs+{propertystreetaddressj@formsimplicity.com.

5. Once complete, click the “Save Changes” button. Then the Form Simplicity confirmation

message “We have successfully saved your settings.” will appear below the main navigation
menu.
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My Preferences: Email Notifications

You can make Form Simplicity work for you by activating push notifications to your email address
listed in the Account Information section when using Form Simplicity’s Email Notifications. Push

notifications are email reminders for events such as task reminders, collaboration comments or

broker file review notifications that arrive in your inbox. The notifications help to keep you on top
of the paperwork and tasks related to your deals, leaving you free to conduct business.

1. Once you log into Form Simplicity, go to the upper right side of the Form Simplicity home page,
locate, and click on the “Preferences” link.

% Form
Simplicity

Transactions

Welcome, Student User 2 Notifications Switch User

Blank Forms

My Files ‘ Contacts

Preferences Help Logout

Templates

2. Inthe My Preferences screen, click on the Email Notifications section header to expand it.

3. Select the email notifications that you would like to receive by using the slider next to the
various Notifications options in the Email Notifications section. For each slider set, Form
Simplicity confirmation message “We have successfully saved your settings.” will appear

below the main navigation menu.

Email Notifications

Notifications

Notification Settings

When a task is due

Send

Notifications for transactions shared with me

When an assigned task is marked as complete

Send

als

When | receive a fax

Receiving Notifications

Send ‘

When | receive an email message and/or attachment

Send ’

When a transaction is shared with me

By default, your email notifications are sent to the email address listed in the
Account Information section above. If you would instead like to send those
notifications to an Alternate Email you may enter it below. You may also CC an
additional email address on the notification emails. Please provide the email
address(es) below and click the Save Email button(s).

When a comment is made on a shared form or file

Send ’

When my transaction checklist is approved or returned
as incomplete

Send |

Alternative Email Address

Save Email

CC Notification Email Address

i

Save Email

Note: Email notifications are sent to the email address that is listed in the Account Information
section. If you would like to have your notifications sent to a different email address, type it in the
Alternate Notification Email Address field and click the “Save Email” button. Also, if you would
like to CC an additional email address on the notification emails, type it in the CC Notification
Email Address field and click the “Save Email” button.
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4. Youwill receive in your inbox, the professional looking HTML format email notifications that get
sent out when tasks are due, a fax is received, a file is emailed into the transaction, comments
are left on shared documents, and transactions are submitted for review and approved or
returned. Just click on the “Click here to go directly to this file” link to see what file was
received in the transaction.

% Form
Simplicity

Hi Student User 2,

You have a new file New Listing Checklist.pdf in Form Simplicity.

Transaction Name: 123 N SIMPLE STREET, PLEASANTVILLE FL
32933

Click here to go directly to this file

Sincerely,

Your Form Simplicity Team

Need assistance? Contact us: 407-587-1450 | support@formsimplicity.com
We are here Mon - Fri9 amto 8 pmET | Sat9amto5p.mET
Powered by Form Simplicity

My Preferences: Integrations

Form Simplicity will continue to partner with other technology companies to integrate with to
develop deep integrations through integration apps. The apps will provide users with exceptional
network context within the tools, and in the format, you're already using.

‘ Integrations A ’

Form Simplicity Integration Partners

Google Drive -
ON Google Contacts Google Calendar
Copy files to & from Google 31
L B E e Import your Google Contacts Sync Transaction Dates & Tasks
<

Drive
Sellers Shield ’
SHIELD

Dropbox ON “ L)\ | Earnnest

Copy files to & from Dropbox g Send earnest money requests Disclosure Forms Done Better

RentSpree
ON t RateMyAgent ON
(’ Simplify tenant screening - YR8 -

Never miss a client review

processes

8 revised 1/1/2024



Florida Realtors® Master the Paperless Real Estate Transaction (3CE) Copyright 2024

eSign Preferences: Email Notifications (Ultimate Edition)

You can make eSign work for you by having email notifications sent to the email address listed in
the Account Information section. You can activate push notifications to your email address when
using eSign’s Personal Preferences that will arrive in your inbox. The notifications will show you the
progress of an eSign session.

1.

To manage your eSign email notification and account preferences, log in to Form Simplicity and
click on the “Preferences” link in the upper right side of the Form Simplicity home page.

s Form - )
Welcome, Student User 2 Notifications Switch User Preferences Help Logout

Simplicity

Transactions ’ Blank Forms My Files Contacts Templates

Scroll down to the eSign Preferences & Templates section and click on the “Manage eSign
2.0 preferences” button.

eSign Preferences & Templates

Manage your eSign email notification and account preferences, draw and save
your eSign signature and create custom eSign templates.

I Manage eSign 2.0 preferences I [ Manage eSign 2.0 templates }

In the Home/Profile screen, you can select which emails are sent to you during the eSign session
process. By clicking the buttons listed below, you can select/unselect which email notifications
that you would like to receive during the eSign session process.

Home / Profile

Email Notifications

Session State

Session Started Session Viewed Session Signed
Session Delegate Notice Session Declined

Session Invites

Session Reminder

Summary

Session Expiration

Session Expiring Session Expired

Session Documents

Session Documents
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eSign Preferences: Attachments (Ultimate Edition)

Include Attachments - When a signing session is complete, the signed documents will
automatically be sent as an attachment to the sender.

Attachments

Include Attachments

eSign Preferences: Set Tag and Markup Settings
Default font sizes can be set up for the Signature, Initial, Date/Time, Form Field (Text), and the

Markup Text (Add Text) tags. The font size ranges from 6 to 28. Note: The larger the font, the more
likely the tag will be cut off.

Set Tag and Markup Settings

Signature default font size Initial default font size Date/Time default font size
16 v 16 v 16 W
Form Field default font size Markup Text default font size
16 v 16 v
Notes:
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eSign Preferences: Signatures (Ultimate Edition)

The Default Signature Style (Choose Style tab) or Draw Your Signature (Draw tab) can be set up and
saved in the Signatures section of the Home / Profile screen. Just click and sign!

1. In the Signatures section, you will be able to select your default signature style when eSigning.
Click on the “Choose Style” tab.

Signatures

- Draw

Kaz Cisowski

Select a signature and initials and click select

Koy Cisowski KO

2. In the Signatures section, you will be able to draw your signature when eSigning. Click on the
“Draw” tab.

Signatures

Choose Style -

Signature Initials

PANISIN D KO

Notes:
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3. If you did not set up your email signature in the General Settings section of My Preferences,
you can also set up and save your email signature that you will send during the signing process.

Email Signature

Kaz Cisowski

Technology Training Manager | FormSimplicity ™
7025 Augusta National Drive, Orlando, FL 32822
talk: 407.438.1400, ext. 2746

fax: 407 438.1411

visit: http://www.formsimplicity.com

4

Update Signature

4. Then click the “Update Preferences” button when done.

Notes:
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eSign Preferences & Templates: Templates (Ultimate Edition)

Create Templates for commonly used documents sent using eSign. Signer Tags and markups will be
saved on the document as a template. To create an eSign Template for each file you upload, make a
list of how many initials, signatures, and date locations each signing role need to complete.

1. To manage your eSign email notification and account preferences, log in to Form Simplicity and
click on the “Preferences” link in the upper right side of the Form Simplicity home page.

a Form
Simplicity

Welcome, Student User 2 Notifications Switch User Preferences Help Logout

Transactions ‘ Blank Forms My Files Contacts Templates

2. Scroll down to the eSign Preferences & Templates section and click on the “Manage eSign 2.0
templates” button.

eSign Preferences & Templates

Manage your eSign email notification and account preferences, draw and save
your eSign signature and create custom eSign templates.

Manage eSign 2.0 preferences I Manage eSign 2.0 templates I

3. At the top of the Home/Templates screen, click on the “Add+” button to create a new eSign
template. After creating eSign templates, you can search by Template name, description, group
or document link.

Home / Templates

I Search by Template name, description, froup or document link n Add +
Group Template Name Description TemplateType 7. Document Link Signers Pages Modified Actions

4. Under the Documents section on the top of the Home/Template/Template Draft page, enter
the eSign template in the Template draft field and enter the Description as needed.

Documents

I Template draft I I Description I

I Document Link I
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5. Upload your document. There are three options when adding a document to a template. The
available options are:
e DragFiles Here - Drag and drop your documents to your documents section.
¢ Upload from your computer or local drive, navigate to the document then select it.
e Get from Cloud to retrieve the files from OneDrive, Dropbox, or Box.com, navigate to the
documents and select them.

Note: The files must be PDF files and saved on your computer.

To delete the file, click on the ellipsis (...) button under the Actions column.

Drag Files Here,
I Upload, Get from Cloud I

Document name Pages Size Actions

New Listing Checklist.pdf 3 49 KB P

6. Under the Signer role(s) section in the Home/Template/Template draft screen, click on the
“+Add Role” button for each signer you will need for this particular file. To delete the signer
role, click on the ellipsis (...) button under the Actions column.

Signer role(s)

Actions

Roles

Seller -

Seller -

Seller's Agent -

Notes:
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7. The Signer Roles pop-up window appears allowing you to choose one or more signer roles as
well as the number of a specific signer role. You can add a signer role not on the list by entering
itin the “Type a custom role name” field and clicking on the plus (+) sign. That custom signer
role will appear at the top of the Signer Role list. To delete the custom signer role, click on the
“Remove” button. Once the signer role(s) have been chosen, click on the “Select” button. To
cancel the action, click on the “Cancel” button or click on the “X”.

Signer Roles

I Type a custom role name
~ a
Witness Remove

Agent

Borrower

Broker

Buyer

®©
o
)

Buyer's Agent
Buyer's Broker
Client
Cosigner
Employee
Employer
Landlord

Lender

8. When the signer roles have been added, the document will show in the section below. You will
then be able to assign the fields on your file. Select the first signer role, then click and drag the
appropriate Signer Tag to the correct location on the form. Repeat the process for each signer
role. To change signer roles, click on the drop-down menu on the top left. Be sure to add a signer
tag for every role included in the template. Once you have assigned all the fields to your template,
click on the “Save” button in the top right corner.

7CEHEG‘ Lm
1

S| setter OREEO) Q) 100% @

Signer Tags: — New Listi
Pages: un«

'?»w-; NEW LISTING CHECKLIST

ng.. ¥
defined

[SaHerZ ]
Time sELLER|Eoler T INiLs #

{0 g&

PROPERTY ADDRESS:

Ho

g

MAILING ADDRESS:

]
o

TELEPHONE #: WORK: HOME: 2

CELL: FAX:
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9. eSign will now know where to apply fields for that file in the eSign session.

a Form —
Simplicity L

Home / Templates

Search by Template name, description, group or document link n Add +

Group Template Name Description TemplateType Document Link Signers Pages Modified i Actions
New Listing Checklist Used for Reside... 3 3 01/10/2022 ooe
Template draft 0 0 01/08/2022 ooe

eSign Preferences & Templates: Default Recipient Ordering

1. You can set a default for the Recipient Ordering when you create eSign sessions. When
Recipient Ordering is enabled (Yes), the recipients will receive their signing session invite
emails in sequential order. If Recipient Ordering is disabled (No), all the recipients will receive
their session invite emails simultaneously.

2. Users can save a CC-Recipient that will always be added to their eSign sessions.

Default Recipient Ordering
Send session to signers in sequential order

Session CC - Recipient

First Name Last Name Email Address
Kaz Cisowski kaz@kazl.net
Save Changes
B _|

3. The name and email address saved above will appear in the eSign pop-up window when the user
creates an eSign session.

X
eSign
Select signers (optional)
Select from the people below to include in this eSign session and set the order in which they appear. You can manage your
default eSign session settings and custom templates in your Preferences page under eSign Preferences & Templates.
O Party Name Email Address
$ Seller Partyl Marshall Law kaz@yourparadisehome.com
$ Seller Party2 Marsha Mello kaz@yourparadisehome.com
$ Seller Agent Kaz Cisowski kazc@floridarealtors.org
= Seller Broker Kaz Cisowski kazc@floridarealtors.org
I CC - Recipient Kaz Cisowski kaz@kazl.net I
[ Create new session H Create new eSign 2.0 session ][ Use DocuSign ‘
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Contacts: Add a Contact

By adding contacts in Form Simplicity, you will have a reference as to who is involved in a
particular transaction, and to quickly populate your transaction forms, avoiding repeat data entry.
Anyone can be a contact: a buyer, seller, a service provider, a cooperating agent, or even you can be
a contact. You can add contacts as needed to your address book for use on any transaction.

1. To add a contact in Form Simplicity, click on the “Add a Contact” button in the Useful Tools
section on the bottom of the Form Simplicity home page.

Useful Tools

D ® ® (@

Create a Forms Build a Task Create a New Add a Contact Forms Programming

Package List Template Clause

2. Enter your contact’s information in the New Contact pop-up window. Add notes on a contact for
future reference in the Notes section. Click the “Create Contact” button in the lower right corner
of the contact information record. Then the Form Simplicity confirmation message “Contact
added!” will appear below the main navigation menu. Note: First Name and Last Name are
required entries. If you wish to cancel, click on the “X” button in the upper right corner.

[x]

New Contact

First Name * Last Name *

Anna Nimmity

Street Address

1234 Unknown Blvd

City State Zip

Unknown FL 33333

Home Email Work Email

kaz@yourparadisehome.com

Home Phone Work Phone Cell Phone

(321) 123-1234

Home Fax Work Fax Group

Lead Source Company Name

Notes

lery High Maintenance Buyer.

Y

Create Contact
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3.

After your contacts have been created, click on the “Contacts” button on the main navigation
menu at the top of the Form Simplicity home page. This will automatically open the People
screen where the created contacts are stored.

Contacts: Import Contacts

Import contacts into Form Simplicity so that you have a reference as to who is involved in a
particular transaction and to quickly populate your transaction forms.

1.

Log in and select “Contacts” from the main navigation menu at the top of the Form Simplicity
home page. This will automatically open the People screen.

Home ‘ Transactions Blank Forms My Files Templates

You can import your contacts from different email programs by clicking on the “Import
Contacts” button.

[ Add New Contact ] I Import Contacts ]

Delete ]

The Import Contacts from ... pop-up window appears showing the three sources are:
¢ Your Google Contacts (to import Google Contacts, see page 19)

¢ Your Outlook Contacts

¢ Your vCard Contacts

Import Contacts from ...

O (A=

Google Contacts Outlook CSV vCard(\VCF)

After importing the contacts from Outlook, select the Outlook CSV button, click on the “Browse”
button to locate the saved .csv file, then click on the “Import CSV file” button in the lower left
corner of the Import Contact from... pop-up window.

After importing the contacts from your portable devices, click on the “Browse” button to locate
the saved .vcf file, then click on the “Import vCard file” button in the lower left corner of the

Import Contact from... pop-up window.

If you wish to cancel, click on the “X” symbol in the upper right corner.
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Contacts: Import Contacts - Gmail

Import your Gmail account contacts into Form Simplicity that you intend to use on a transaction.

1. Login and select “Contacts” from the main navigation menu at the top of the Form Simplicity
home page. This will automatically open the People section.

Home ‘ Transactions Blank Forms

STiee

Mys fes s

2. Click on the “Import Contacts” button.

3.

Add New Contact Import Contacts

In the Import Contacts from... pop-up window, select the “Google Contacts” button. If you
enabled the Google Contacts integration in Preferences, the “List Contacts” button will
appear. Click on the “List Contacts” button.

Import Contacts from ...

O A ==

Google Contacts Outlook CSV vCard(VCF)

Click the List Contacts button to select your Google Contacts that you wish to
import into your Form Simplicity Contacts.

List Contacts

If the user did not enable the Google Contacts integration in Preferences, they will need to
authenticate each time they wanted to import contacts. In the Google Contacts pop-up window,
click on the “Sign in with Google” button.

Google Contacts
Import your Google Contacts

The Google Contacts integration connects your Google Contacts with Form Simplicity
enabling you to easily select and import your important contact records directly into
your Form Simplicity Contacts.

G  sign in with Google

Category: Productivity
Company website: https:/contacts.google.com/

Note: This is not a Data Sync.
This is a one-way import of the
Gmail contacts. If a change is
made in one location in the
future, it will not automatically
sync to the other.

19
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Groups: New Group

1. To create a New Group name, log in and select “Contacts” from the main navigation menu at
the top of the Form Simplicity home page. Then click on “Groups” in the Contacts sub-menu.

Groups

Transactions Blank Forms My Files Templates

2. Click on the “New Group” button in the Groups pop-up window.

Groups

New Group

[ Delete ]

3. Assign a name to your group and click the “Add Group” button or click on the “X” button to
cancel the action.

New Group

Group Name

Cash Buyers

Notes:

Add Group
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Groups: Add Contacts to Your Group

1. Switch from “Groups” to “People” in the Contacts sub-menu.

Transactions | Blank Forms | My Files Templates

People Groups

Lee Vista d—

lee@leevista.com 1234 Orlando Blvd, Orlando, FL, 32823 Buyers/Sellers

3. Once you locate the contact, click on their name to open their contact information. In the Edit
Contact pop-up window, go to the bottom right corner of the contact record and click on the
Group drop-down arrow and select a group. After you selected a group for your contact, click on
the “Update Contact” button on the lower right hand of the contact information window. Then
the Form Simplicity confirmation message “Contact updated!” will appear below the main
navigation menu.

Edit Contact

First Name Last Name

Anna Nimmity

Street Address

1234 Unknown Blvd

City

Unknown FL

Home Email Work Email

kaz@yourparadisehome.com

Home Phone Work Phone Cell Phone

(321) 123-1234

Home Fax Work Fax Group

Buyers

Lead Source Company Name

Notes

‘ery High Maintenance Buyer.

Vi

Update Contact
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Clauses: Create a New Clause

Creating clauses will allow you to save the phrases or wording you use for Form Simplicity
transactions. Standard clauses can be created in Form Simplicity to be use again in multiple forms.
Clauses can be created by the agent for their own personal use or by the broker for the other agents
in the office to use. Apply the clause when opening your form and adding it to a field with just a
couple of clicks.

1. To create a clause, click on the “Create a New Clause” button under the Useful Tools section on
the bottom of the Form Simplicity home page.

Useful Tools

2 8 (3) 8

Create a Forms Build a Task Create a New Add a Contact Forms Programming

Package List Template Clause

2. In the Add New Clause pop-up window, enter the name of the clause, the details of the clause,
and click the “Save New Clause” button. Then the Form Simplicity confirmation message
“Clause added!” will appear below the main navigation menu. Click on the “X” button to cancel.
Note: You may repeat the process and create as many clauses as you need.

Add New Clause

Clause Name *

Purchase Funds

New Clause Details *

Seller has the option to declare this contract null and void, if any earnest money deposits
are not made on time as required by the contract or if Buyer's earnest money check does
not clear.

Save New Clause
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3. After creating a clause, agents will find them stored under the Personal Clauses section and
brokers will find them under Brokerage Wide Clauses section to preview, edit, or delete by
clicking on “Clauses” from the Blank Forms sub-menu at the top of the page.

Sort: Created Date (Descending)

Search Clauses Q @

[ Create New Clause ] [ Delete

EXPAND ALL / COLLAPSE ALL

‘ Brokerage Wide Clauses

~

Name

Created By

Created Date

FS Webinar The Wishful Thinking Buyer Clause

Trainer Kaz Cisowski

04.26.2022

Purchase Funds

Trainer Kaz Cisowski

12.27.2021

Building Permits

Trainer Kaz Cisowski

08.05.2021

Specific Repairs to be Done by Seller

Trainer Kaz Cisowski

08.05.2021

SOILS CONDITION - EXAMPLE OF DISCLOSURE

Trainer Kaz Cisowski

05.29.2020

Personal Property Items

Trainer Kaz Cisowski

01.29.2018

‘ Personal Clauses

(m] Name

Created Date

I O Purchase Funds

04.26.2022 I

SELLER - Seller Disclosure

04.19.2022

ACCEPTANCE OF BACK-UP OFFER

08.13.2021

Approval of Buyers Attorney

Notes:

08.12.2021
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Clauses: Insert Clauses

1. Login and open the form in your transaction that you wish to insert the clause. Then click on
the line where you would like to insert your clause. Click on the “Insert Clause” button.

Insert Clause

2. From the Insert Clauses pop-up window, click on the either the “Insert” button to select
multiple clauses or the “Insert & Close” button to select a single clause. You may click on the
Clause Name to name of the clause you would like to insert.

B —
Insert Clauses
Search Clauses Q
ACCEPTANCE OF BACK- 2
Personal [ Insert H Insert & Close J
UP OFFER
Appraisal Contingency Personal [ Insert ]L Insert & Close }
Approval of Buyers
Personal [ Insert M Insert & Close J
Attorney
Escrow Address 1 Personal [ Insert ]{ Insert & Close J
Escrow Agent Company Personal [ Insert ][ Insert & Close ] -
B |

3. Asyou click on the “Insert” or “Insert & Close” buttons, the clause(s) will be quickly inserted
into the form.

14. Additional Terms: If Buyer's initial deposit and/or any additional deposits required under the contract are not

received by escrow by the time period specified in the contract, Buyer will be considered in default, and Seller may

exercise the Seller's remedies in the contract. Time is of the essence in the payment of these deposits.

Notes:
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Forms Library: Introduction

Forms represent legal contracts that are filled out interactively online. They are usually provided
by your board, association, or broker, which has been programmed by Form Simplicity to ensure
compliance. Learn how to navigate your Library of blank forms. Take a closer look at the unique
features of Form Simplicity’s smart forms.

1. Start by clicking on “Blank Forms” from the main navigation menu bar at the top of the Form
Simplicity home page. This will automatically direct you to the Forms Library.

Home ‘ Transactions Blank Forms My Files Contacts Templates
Forms Library Forms Packages Clauses
Sort by: Form Title (A-Z) v Search Forms Library Q
[ Add to Transaction ] [ Print } [ Email J [ Download J
‘ Florida A ’

2. In the Forms Library screen, click on the section header of the forms library you would like to
open. You can scroll up and down the screen and try to locate the form(s) that you are looking
for in a specific library.

Home Transactions Blank Forms My Files ‘ Contacts ‘ Templates
Forms Library Forms Packages Clauses
Sort by: Form Title (A-Z) v Search Forms Library Q
[ Add to Transaction ] [ Print ] [ Email ] Download ]
Florida ~
Last
Title Form Type Updated
g Q AS IS Residential Contract for Sale and FloridaRealtors-FloridaBar-ASIS- Florida Realtors Contract for 01 NOV
Purchase 6.xdp Residential Sale and Purchase 2021
Miscellaneous Contract Addenda 27 JUN
@) Q Addendum to Contract ACSP-4.xdp
and Supplements 2017
Addendum to Vacant Land Contract A. Back Up 09 MAR
() Q VLCA-la.xdp Addendum/Amendment
Addendum 2021
Addendum to Vacant Land Contract B. Kick 09 MAR
] Q VLCA-1b.xdp Addendum/Amendment
Out Clause 2021
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Forms Library: Search Forms

1. Tolocate a form in a library, type the keyword in the “Search Forms Library” search bar, then
click the “magnifying glass” to begin the search.

Note: Limit your search to one keyword (e.g. residential) for best results.

Forms Library Forms Packages Clauses

Sort by: Form Title (A-Z) v I residential Q I

[ Add to Transaction ] l Print

[ Email Download ]

2. Your search results will appear with all the forms that have the keyword you typed. Just click on
the name of the form to open it. Also, you can press the “CTRL” key + “F” key on your keyboard
and type the keyboard. This will highlight all the forms that use the keyboard you typed.

Florida

Title Form Type
Sellers Property Disclosure - Residential SPDR-2.xdp Real Property Disclosure Forms

Residential Lease for Apt. or Unit in Multi-Family Rental RLAUCC-1xxdp Leases and Contracts to Lease
Housing other than a Duplex

Residential Lease for Single Family Home and Duplex RLHD-3x.xdp Leases and Contracts to Lease

Residential Contract for Sale and Purchase FloridaRealtors-FloridaBar-5.xdp Florida Realtors Contract for
Residential Sale and Purchase

CRSP15 Contract for Residential Sale and Purchase CRSP15 Contract for Residential Sale Florida Realtors Contract for
and Purchase.xdp Residential Sale and Purchase

AS IS Residential Contract for Sale and Purchase FloridaRealtors-FloridaBar-ASIS- Florida Realtors Contract for
5xdp Residential Sale and Purchase

3. Or, scroll down the Forms Library until you find the form you are looking for.
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Forms Library: Preview a Form
Find the form you would like to preview before you open the form by clicking the “Preview” button

(magnifying glass symbol) to the left of it. An image of the form will open for you to preview it.
Click on anywhere on the screen to close the form preview.

Forms Library Forms Packages Clauses

Sort by: Form Title (A-Z) Ao & Gociaca 11§ FloridaRealtors

No 43 e Contract wen the [fectve Date of Tt

[ AddtOTransaCt_ion J ‘ Print J ‘ Email l Dd M;wr«-s-wmeu

(he "Corract’)  Sarler and Buyer Male the 80wy fenms and cordIens Dart of Phe Conyact

Florida I

Title

AS IS Residential

Addendum to Contract

Addendum to Vacant Land Contr.
Addendum 1

Addendum to Vacant Land Contral
Out Clause

Notes:
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Forms Library: Print

Print a blank form from the Forms Library when you need to work with a hard copy of the form.
If you are working with another broker that is not working in a paperless office, you can print the
required forms for them to sign and send back.

1. Start by clicking on “Blank Forms” from the main navigation menu bar at the top of the Form
Simplicity home page. This will automatically direct you to the Forms Library.

Home ‘ Transactions Blank Forms ! My Files Contacts Templates
Forms Library Forms Packages Clauses

2. Inthe Forms Library screen, click on the section header on the forms library you would like to
open. Select the form(s) you need by placing a check mark in the box to the left of the form’s
name. Then click on “Print”, which is located at the top of your first Forms Library section.
Note: You can also click on the “Printer” icon on the Floating Sidebar on the left side.

[ Add to Transaction l I Print I [ Email ] Download ‘
O £ -
= Last
Title Form Type Updated
% a Q AS IS Residential Contract for Sale and FloridaRealtors-FloridaBar-ASIS- Florida Realtors Contract for 01 NOV
[ &4
— Purchase 6.xdp Residential Sale and Purchase 2021
Hes)
— Miscellaneous Contract Addenda 27 JUN
(=] Q Addendum to Contract ACSP-4.xdp ' =
and Supplements 2017

3. In the Print window, you have the option of selecting how many copies you wish to print. Then
click the “Print Form” button to confirm or click the “X” to cancel the action.

Print

Please select the number of copies
you wish to print
—

1 ~

Each copy will have a unique serial number

Print Forms I
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Forms Packages: Create a Forms Package

A Forms Package defines a standard set of forms and files that simplify the process of creating a
transaction, e.g., you have certain forms and files required for a Residential Listing. You can create
the forms package called “Residential Listings” and attach the forms and files to it. Then, each time
you create a transaction for a residential listing, you only need to apply the Residential Listings
Forms Package: All the forms and files will be automatically added to the transaction.

1. Create a forms package by clicking on the “Create a Forms Package” button on the bottom of
the Form Simplicity home page.

Useful Tools "
Create a Forms Build a Task Create a New Add a Contact Forms Programming
Package List Template Clause

2. Inthe New Forms Package pop-up window, name the package (i.e. Residential Listing Package),
and click on the “Create Forms Package” button.

New Forms Package

Forms Package Name

I Residential Listing Package

Create Forms Package

Note: At this point, your folder will be empty. Add forms to your package next.
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3. In the Forms Package screen, you will need to click on the “Add Blank Forms” and “Upload
Files” buttons.

Forms Library Clauses
Residential Listing Package

[ Create Transaction from Package ] [ Print " Email ]

Download ] Copy to Package ” Delete ]

EXPAND ALL / COLLAPSE ALL

‘ Forms ~

Add Blank Forms

0 Title Form

‘ & Files A

Move to folder File Storage: = 0mb of 140 mb Unlimited

[ New File Folder ] I Upload Files I

G Name - Description Date Size

Forms Packages: Add Blank Forms to the Package

4. C(Click on the “Add Blank Forms” button located below the Forms section.

Residential Listing Package
[CreateTransactionfromPackageJ { Print { Email ] Download } Copy to Package M Delete ]
EXPAND ALL / COLLAPSE ALL
‘ Forms o~
0 Title Form

5. When the Blank Form Library pop-up window opens, click on the “Select a Library” drop-
down arrow to select a library of forms; e.g., Brokerage, State Association, or Local Association
form libraries. Place a check mark next to the form(s) that you want to add to your package, then
click the “Add To Package” button. If you wish to cancel, click on the “X” button in the upper
right corner.
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6. Then the Form Simplicity confirmation message “Forms added to the package.” will appear
below the main navigation menu. The forms you selected will now be available in your package
for use in a future transaction.

Note: You can search for forms in the Blank Form Library by entering one keyword of the form,

then clicking on the Search button (magnifying glass symbol). To preview the form(s) before
selecting them, click on the Preview button (magnifying glass symbol).

Blank Form Library

Select Library: Florida listing

< Return to Library

Title Form Type

Exclusive Right of Sale Listing Agreement for ERS- Listing Agreements and
Commercial Property Tcp.xdp Commission Forms

Exclusive Right Of Sale Listing Agreement, Single Agent ERS- Listing Agreements and
16sa.xdp Commission Forms

Vacant Land Listing Agreement WLLA- Listing Agreements and
3.xdp Commission Forms

Modification to Listing Agreement MLA- Listing Agreements and
Sx.xdp Commission Forms

Exclusive Brokerage Listing Agreement EBLA- Listing Brokerage Disclosures
9.xdp and Commission Forms

Exclusive Right of Sale Listing Agreement, Consent to ERS- Listing Agreements and
Transition to Transaction Broker 17tn.xdp Commission Forms

Short Sale Addendum to Exclusive Right of Sale Listing ERSA- Listing Agreements and
Agreement 1xdp Commission Forms

Limited Service Listing Agreement LSLA- Listing Agreements and
3.xdp Commission Forms

Exclusive Right of Sale Listing Agreement, Transaction ERS- Listing Agreements and
Broker 17th.xdp Commission Forms

Exclusive Right of Sale Listing Agreement, No ERS- Listing Agreements and
Brokerage l4anrxdp Commission Forms

Add To Package
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7. The form(s) you uploaded will now be listed under the Forms section of your package.

il Delete Forms Package

Residential Listing Package

[ Print ][ Email ][ Download ][ Copy to Package ][ Delete ]

EXPAND ALL / COLLAPSE ALL

=) Title Form

(m] Exclusive Right of Sale Listing Agreement, Transaction Broker ERS-18tb.xdp

MLA-5x.xdp

ik |k

(] Modification to Listing Agreement

File Storage: = 1mb of 140 mb Unlimited

Upload Files
0 Name Description Date Size
= 0 New Listing Checklist.pdf 10.14.22 / 11:02 AM .05mb

Forms Packages: Upload Files to the Forms Package

8. After adding your forms to the Forms section of the package, then go to the Files section, click
“Upload Files.”

Forms Library Forms Packages Clauses

Residential Listing Package

_ [ Print ][ Email " Download ][ Copy to Package ][ Delete ]
EXPAND ALL / COLLAPSE ALL

0 Title

- - File Storage: | 0mb of 140 mb Unlimited

Size

o Name - Description Date
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9. You can access your files from one of the locations (My local device, Dropbox or Google Drive)
to “Drag ‘n drop your files” in the File Upload pop-up window. Click on the “X” to remove a
specific file. If you want to remove all the files, then click on the “Clear Files” button. You can
give it a description if you wish and click the “Save Files” button. Then the Form Simplicity
confirmation message “Your file has been successfully uploaded.” will appear below the main
navigation menu.

File Upload

Drag 'n drop your files here.

New Listing Checklist.pdf Folder

Add a file description Select a folder

- or select files from one of the following locations -

My local device c Dropbox O Google Drive

Clear Files

10. The file(s) you uploaded will now be listed under the Files section of your package.

Residential Listing Package
[ Create Transaction from Package ] [ Print [ Email } Download Copy to Package ] Delete
EXPAND ALL / COLLAPSE ALL
l B Forms A ]
Add Blank Forms
@] Title Form

= (@] Exclusive Right of Sale Listing Agreement, Transaction Broker ERS-18tb.xdp

= 0 Modification to Listing Agreement MLA-5x.xdp
l & Files A~ ‘

Upload Files File Storage: | 1mb of 140 mb Unlimited

0 Name Description Date Size
I = =) New Listing Checklist.pdf 10.14.22 / 11:02 AM .05mb |

Note: Files that are uploaded are static: not editable and will not auto-populate data.
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Forms Packages: Form Display Side-Menu Panel

A collapsible side-menu panel on the forms display allows users to easily switch to another form in
their forms package or in their transaction from within an already opened forms.

Home ‘ Transactions ’ Blank Forms ‘ My Files ’ Contacts ‘ Templates

SE e

A
Exclusive Right of Sale Listing Agreement E FO rm L.
Simplicity
1 This Exclusive Right of Sale Listing Agreement ("Agreement") is between
z ("'seller")
3+ and SIMPLICITY REAL ESTATE SERVICES ("Broker").
4 1. Authority to Sell Property: Seller gives Broker the EXCLUSIVE RIGHT TO SELL the real and personal
5 property (collectively "Property") described below, at the price and terms described below, beginning
6. and terminating at.11:59 o.m..on (“Termination Date"). Uoon

1. Click on the FORMS tab to expand or collapse the Package Forms selection menu.

2. Clicking on any form within the Forms menu will close the currently opened form and open the
selected form.

3. If any changes were made to the currently opened form, users will be prompted to save those
changes before opening the selected form.

Home ’ Transactions ‘ Blank Forms | My Files | Contacts | Templates

SBe®

[2 Package Forms
. A = Sellers Property Disclosure - Residential
Exclusive Right of Sale Listing Agreement x
g CR-6_P. Lead Based Paint Disclosure
1 This Exclusive Right of Sale Listing Agreement ("Agreement”) is between R
M ] Lead Info Pamphlet
2% S
3+ and SIMPLICITY REAL ESTATE SERVICES CR-6_B Homeowners Association_HOA - Community

Disclosure
4 1. Authority to Sell Property: Seller gives Broker the EXCLUSIVE RIGHT TO SELL the real al

5 property (collectively "Property") described below, at the price and terms described below, beg
6 and terminating at 11:59 p.m. on ("Termina

Modification to Listing Agreement

Notes:
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Forms Packages: Create a Package File Folder

1. Navigate to the Files section within a package and click the “New File Folder” button.

Home

Forms Library

| Transactions Blank Forms

Forms Packages Clauses

Residential Listing Package

My Files ‘

[ Create Transaction from Package }

emal |

Download ” Copy to Package " Delete ]

Contacts | Templates

1 Delete Forms Package

EXPAND ALL / COLLAPSE ALL

[ B Forms

~

Add Blank Forms

@) Title Form

= ] Exclusive Right of Sale Listing Agreement, Transaction Broker ERS-18tb.xdp

$ (m) Modification to Listing Agreement MLA-5x.xdp
I Files ~

l New File Folder I [ Upload Files ] Move to folder File Storage: = 1mbof133mb Unlimited

0 Name Description Date Size
| = O ES signed Documents 11.22.22/02:23PM .00 MB |
= (m] New Listing Checklist.pdf 11.22.22 /02:20 PM .05 mb

2. When the New File Folder pop-up window appears, enter a name for the folder (required) and
provide a description for the folder (optional). Click the “Create File Folder” button. Then the
Form Simplicity confirmation message “Folder successfully created!” will appear below the

main navigation menu.

New File Folder

Folder Name *

Signed Documents

Folder Description

Create File Folder

3. The new file folder will appear at the top of the Files section.

2]

B signed Documents

| Files
’ Move to folder File Storage: = 1mbof133mb Unlimited
o Name Description Date size
11.22.22/02:38 PM .00 MB l

New Listing Checklist.pdf

11.22.22/02:20 PM

05 mb
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Transactions: Start a New Transaction

You can start a new transaction manually, where you manually provide all the transaction
information. You can also use an MLS listing or the tax data record to automatically populate many
of the fields in the transaction, decreasing the time it takes to add a transaction manually. This will
be shown under Import Property Data feature.

1. Login and click on the “Start A New Transaction” tile from the Form Simplicity home screen.
It will automatically take you directly to the New Transaction pop-up window as seen in Step 2

-
Transactions Blank Forms

Recent Transactions View All

/\EE E=t i |~ % t'h ) .

123 N SIMPLE STREET, PLEASA...
Start a New
Transaction 123 N SIMPLE STREET, PLEASA...
Last Updated: 10.14.22
Residential Purchase

Status: Active v

Notes:
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2. In the first part of the New Transaction pop-up window, enter the Street Address (required)
and assign a Transaction Name (required). Note: The check box will allow you to quickly name
the transaction to be the same as the street (property) address. Then, select a “Property Type”
(Residential, Commercial, Farm and Ranch, and Vacant Land) and “Transaction Type” (Listing,
Purchase, Listing & Purchase, Lease/Rental). Note: When users create a new transaction and set
the ‘Property Type’to “Residential” and the ‘Transaction Type’to “Lease/Rental”, the “Tenant
Application & Screening Options” button will appear below the photo in the transaction detail

page.

3. Under the Use Forms Package section of the New Transaction pop-up window, click on the
corresponding radio button of the forms package that you will be using to create your
transaction. Note: If there are no form packages created, you will have to manually add forms from
the Blank Forms Library once the transaction has been created.

4. Then, click the “Create Transaction” button. If you wish to cancel, click on the “X” button in
the upper right corner.

New Transaction

Street Address * Transaction Name * Same as address

123 SIMPLE ST, PLEASANTVILLE FL 32933 123 SIMPLE ST, PLEASANTVILLE FL 32933

Property Type Transaction Type

Residential Listing

Use Forms Package

Name Usage Created By
ABC Residential Sales Package Personal User 2, Student

Commercial Listing Package Personal User 2, Student

Residential Buyers Package Personal User 2, Student

Residential Listing Package Personal User 2, Student

Residential Sales Package Personal User 2, Student

Previous

Create Transaction
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5. Your new transaction will be created with a copy of the forms and files from the package you
selected. Note. You are not restricted to using only the forms and files that came with the package.
You may continue to add forms or files as needed.

6. To add more forms to your transaction, click on either the “Add Blank Forms” button to select
forms from the Forms Library or “Add Forms Package” button to select forms from the
Brokerage-wide or Personal Forms Packages. You can also click on the “Add Blank Forms”
or the “Add Forms Package” buttons from the Primary Action Sidebar Menu on the left side
of the transaction details page. Note: If you do not wish to see the Primary Action Sidebar Menu,

click on the “Hide” button. If you wish to unhide the Primary Action Sidebar Menu, click on the
“Show” button.

Note: After clicking on the “Add Blank Forms” button, the Form Simplicity confirmation message
“Forms added” will appear below the main navigation menu. After clicking on the “Add Forms
Package” button, the Form Simplicity confirmation message “NN Package Form(s) successfully
added to the transaction” will appear below the main navigation menu.

3 2 : T Archive Tt cti Delete Transaction
3 Transaction Email: fs+123nsimplestreet_11056265@formsimplicity.com E e
-
o collapie Full Address Property Type Transaction Type
123 N Simple Street Pleasantville FL 32757 Residential ~  Listing v
Add Blank
Forms Transaction Status MLS Listing ID Listing Price Purchase Price
B AddForms New v RE12345 $ o0 $ o
Ex Package
e - et < B & | Import Property Data H Save Data ]
& Folder 123 N Simple Street, Pleasantville, FL 32757
= Upload
I—ij Files [ Invite Sellers to Complete Disclosures H Request Earnest Money
EXPAND ALL / COLLAPSE ALL
Fax-back
Cover Page o
[ @ Broker Review Y ]
Forms and Files [ eSign ][ Print ][ Email ][ Merge H Copy to Transaction ][ Download ][ Delete ]
[ Forms ~ l
IAdd Blank Forms I I Add Forms Package I [ Copy toFiles ]
m] Title & Form & Date $
= (] Exclusive Right of Sale Listing Agreement, Transaction Broker ERS-18tb.xdp 10.14.22
$ (m] Sellers Property Disclosure - Residential SPDR-3.xdp 10.14.22
[ % Files A l
l New File Folder l I Upload Files I l Fax Back Cover Page ] Move to folder File Storage: | 1 mb of 120 mb used space Unlimited
(] Name & Description & Date & Size &
‘ ES ] 5 signed Documents 05.31.23/11:22 AM .00 MB ‘
$ & New Listing Checklist.pdf 11.22.22 /02:20 PM .05 MB
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7. To upload additional files, click the “Upload File” button in the Files section or click on the
“Upload Files” button from the Primary action sidebar menu on the left side of the transaction
details page. In the File Upload pop-up window, click from the following locations - the “My
local device” button to upload files from any of your devices, the “Dropbox” button to upload
files from your Dropbox account or the “Google Drive” button upload files from your Google
Drive. Then use the “Drag ‘n drop your files here” feature. Note: You can add a file description
below the file name and place the file in a folder. To delete the uploaded file, click on the “X".

To upload the additional files to the transaction, click on the “Save Files” button. Then the Form
Simplicity confirmation message “NN file(s) uploaded” will appear below the main navigation
menu. Note: To clear all the files in the File Upload screen, click on the “Clear Files” button.

File Upload

Drag 'n drop your files here.

New Listing Checklist.pdf

Add a file description

Folder

Select a folder

- or select files from one of the following locations -

My local device

35 Dropbox

£ Google Drive

Notes:

Clear Files Save Files
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Transactions: Form Display Side-Menu Panel

A collapsible side-menu panel on the forms display allows users to easily switch to another form in
their forms package or in their transaction from within an already opened forms.

Home ‘ Transactions ’ Blank Forms ’ My Files ’ Contacts ’ Templates

2B o®

h
Exclusive Right of Sale Listing Agreement E FO rm L.
Simplicity
1 This Exclusive Right of Sale Listing Agreement ("Agreement”) is between
2* ("Seller")
3+ and SIMPLICITY REAL ESTATE SERVICES ("Broker").
4 1. Authority to Sell Property: Seller gives Broker the EXCLUSIVE RIGHT TO SELL the real and personal
5 property (collectively "Property”) described below, at the price and terms described below, begmmng
& and.terminating.at.11:59 o.m..on (“Termination.Date"), Uoon

1. Click on the FORMS tab to expand or collapse the Transaction Forms selection menu.

2. Clicking on any form within the Forms menu will close the currently opened form and open the
selected form.

3. If any changes were made to the currently opened form, users will be prompted to save those
changes before opening the selected form.

Home ’ Transactions ‘ Blank Forms ‘ My Files ‘ Contacts l Templates

E2ebhEeBo®

[2 Transaction Forms

Sellers Property Disclosure - Residential

Exclusive Right of Sale Listing Agreement

c CR-6_P. Lead Based Paint Disclosure
1 This Exclusive Right of Sale Listing Agreement ("Agreement") is between

CR-6_B Homeowners Association_HOA - Community
Disclosure

3* and SIMPLICITY REAL ESTATE SERVICES

Flood Insurance Notice

4 1. Authority to Sell Property: Seller gives Broker the EXCLUSIVE RIGHT TO SELL the real al I T P
5 property (collectively "Property") described below, at the price and terms described below, beg| " e e e
a* 11-50 n.m_on o Tmn

Transactions: Form Display Command Toolbar

The Transaction Details Forms Display Toolbar contains commands to reduce steps and make it
easier to work with forms. The select command options allow the user to execute these commands
from within an open form.

Home ‘ Transactions ‘ Blank Forms My Files Contacts ‘ Templates

[lnsertClauseHAnnotate] E/ % [:Ja @ (O ®

h
Exclusive Right of Sale Listing Agreement E FO rm

Simplicity
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Transactions: Create a Transaction File Folder

1. Navigate to the Files section within a transaction and click the “New File Folder” button. You
can also click on the “New File Folder” button on the Primary Action Sidebar Menu.

HIDE
Files A
e Collapse [ %
Add Blank I New File Folder I [ Upload Files I [ Fax Back Cover Page ] I Noveisticiass | File Storage: = 1 mb of 93 mb used space Unlimited
Forms
B AddForms @] Name Description & Date & Size &
4] Package
456 S Formality Lane, Pleasantville FL
= $ m - Certificate of Authenticity 09.30.22 /11:40 AM .12 MB
e NewFile 32757_COA.pdf
Folder
ExclusiveRightofSaleListingAgreemen i 5 o o :
= i8] s Received from Digital Signing service. 09.30.22/11:40 AM 21 MB
=)  Upload == tTransactionBroker.pdf W gt Agning . /
1> Files
$ (0] New Listing Checklist.pdf Received from Digital Signing service. 09.30.22 /11:40 AM .15MB
@ Fax-back
Cover Page = m] New Listing Checklist.pdf 05.27.22/01:54 PM .05 MB

2. In the New File Folder pop-up window, enter a name for the folder (required) and provide a
description for the folder (optional). Click the “Create File Folder” button. Then the Form
Simplicity confirmation message “Folder successfully created!” will appear below the main
navigation menu.

New File Folder

Folder Name *

Purchase Offer - Drew A. Blanc

Folder Description

I Signed Buyer's Offer Documents

Create File Folder

3. The new file folder will appear at the top of the Files section.

Files

[ Upload Files ] [ Fax Back Cover Page ] [ Move to folder File Storage: = 2 mb of 104 mb used space Unlimited

O Title & Description ¥ Date & Size ¢

o Purchase Offer - Drew A. Blanc Signed Buyer's Offer Documents 12.27.21/08:40 PM .00 MB

4. To edit a File Folder title, an edit icon Z when the mouse is hovered over the table data cell
element that contains the folder icon and name, after and in line with the folder name. Clicking
on the icon will open the Edit Folder pop-up window.
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Transactions: Add Files to a Transaction Folder
I. Move to folder Button

1. Select the file(s) to be moved into the file folder. Click the “Move to folder” button.

@ Files A
[ New File Folder ] [ Upload Files ] [ Fax Back Cover Page J I Move to folder I File Storage: | 1mb of 121 mb used space Hniimited
O Title § Description & Date & Size ¥
‘ ] Purchase Offer - Drew A. Blanc Signed Buyer's Offer Documents 10.20.21/04:07 PM .00 MB
o ASIS Residential Contract for Sale an <
= ) Signed Contract 08.31.21 / 04:46 PM 29MB
d Purchase.pdf
Buyer Package - 1250 ARUBA CT, MAR ' .
== 4 SERt Certificate of Authenticity 08.31.21/ 04:46 PM 09 MB
CO ISLAND, FL 34145_COA.pdf
= RealtorClosingChecklist.pdf Received from Digital Signing service. 08.31.21/04:46 PM 35MB

2. When the Move to folder pop-up window appears, select the folder to move the files into.
Click the “Move to folder” button.

Move to Folder

Folder

Purchase Offer - Drew A. Blanc

Move files

3. Then the Form Simplicity confirmation message “The selected files have been moved into
your Purchase Offer - Drew A. Blanc folder” will appear below the main navigation menu.
The selected file(s) will appear within the selected folder.

42 revised 1/1/2024



Florida Realtors® Master the Paperless Real Estate Transaction (3CE) Copyright 2024

II. PDF File Viewer

With a file opened in the PDF viewer, choose the folder from the Folder drop-down. Click either
the “Save Changes” or “Save & Close” buttons.

= 4  Automatic Zoom : v x

File Name *

E Form ASIS Residential Contract for Sale and Purchase -pdf

"AS IS" Residential Contract For Sale And Purchase Simplicity

THIS FORM HAS BEEN APPROVED BY THE FLORIDA REALTORS AND THE FLORIDA BAR Certified Tm

File Description
PARTIES: Hy Price & Lois Price ('Seller, P

and Johnny Quest & Mary Ann Smith "Buyer"), 5
agree that Seller shall sell and Buyer shall buy the following described Real Property and PersonaI(Pro{)erty Signed Contract
(collectively "Property") pursuant to the terms and conditions of this AS IS Residential Contract For Sale And Purchase
and any riders and addenda ("Contract”):
1. PROPERTY DESCRIPTION:

(a) Street address, Cg’ zip: 1250 Aruba Coun Marco Island, FL 34145 Folder

(b) Located in ollier County. Florida. Property Tax 1D 57676080009

(c) Real Property: The legal description is MARCO BCH UNIT 7 BLK 2111L0T 5 I piifchiasa Offér-Dfew A BISAE I

= 2 v

together with all existing improvements and fixtures, including built-in appliances, built-in furnishings and
attached wall-to-wall carpeting and flooring ("Real Property") uniess specifically excluded in Paragraph 1(e) or
by other terms of this Contract
Personal Property: Unless excluded in Paragraph 1(e) or by other terms of this Contract. the following items - .
which are owned by seller and existing on the Property as of the date of the initial offer are included in the Replace File Download File
s), disposal, ceiling fan(s), intercom, light fixture(s),
drapery rods and ( blmds window moke . garage door opener(s), security gate
9
O O

and other access devices, and storm shutters/panels (" Personal Property”)
Other Personal Property items included in this purchase are:

4«3

Personal Property is included in the Purchase Price, has no contributory value, and shall be left for the Buyer. Rotate left Rotate right
(e) The following items are excluded from the purchase:

PURCHASE PRICE AND CLOSING Chan: Save & Close
Save ges Save & Close
2. PURCHASE PRICE (U.S. currency) i S5 2 i

III. Upload Files

Once the files have been selected to be uploaded in the File Upload pop-up window, select the
folder to upload the files into. Click the “Save Files” button.

File Upload

Drag 'n drop your files here.

Realtor Closing Checklist.pdf Folder

Completed and Signed Closing Checklist Purchase Offer - Drew A. Blanc

- or select files from one of the following locations -

[2) My local device ] [ 23 Dropbox ] [ £ Google Drive ]
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IV. Drag and Drop Function

This allows the agent to sort folders, and to drag files into, out of, and within folders.

Folder Description 07.26.22 / 04:21 PM 00 MB

Notice Of Intention To Impose Claim On
04.27.21/04:07 AM 06 MEB

Security Deposit,pdf

05.22.20/01:12 pm 07 mb

E3Folder Name 1 Folder Description 07.26.22 / 04:21 PM ooMB

test.pdl Merged file from Merge service 04.27.21 / 04:07 AM 07T MB

05.22.20 /01:12 PM 19MB

e Folders can only be sorted amongst themselves and will always appear on top.
e Dragging a file over a folder will add the file to the folder using the sort handler.

Notes:
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Transactions: Add a Property Photo

1. Login and select a transaction either from the home screen or by clicking on the “Transactions”
button on the main navigation menu and selecting from “My Transactions” sub-menu, click on
the transaction you wish to add a property photo.

Transactions | Blank Forms ‘ My Files Contacts Templates r
Recent Transactions View Al
0§
123 N Simple St, Pleasantville F...
Starta N_ew
Transaction 123 N Simple Street, Pleasantvi...
Last Updated: 10.14.22
Residential Listing
Status: New v
2. Click on the camera button in the left corner of the generic photo to update the property photo.
Transaction Email: fs+123nsimplestreet_11056265@formsimplicity.com ‘
Full Address Property Type Transaction Type
123 N Simple Street Pleasantville FL 32757 Residential v Listing v
Transaction Status MLS Listing ID Listing Price Purchase Price
; - New v RE12345 $ 350000 $ 0
AT _[ Import Property Data ][ SaveData»]
123 N Simple Street, Pleasantville, FL 32757
Invite Sellers to Complete Disclosures ] [ Request Earnest Money
Notes:
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3. Inthe Upload Property Photo pop-up window:

a.

Click on the “Click here to browse your device” link to locate your property photo on your
device. Select the photo and click on the “Open” button on the browser’s Open window. Note:
You can also Drag and Drop your photo into the photo frame.

Click on the “Zoom In/Zoom Out” slider to adjust your photo to fit within the confines of
the photo frame.

Click on either the Rotate Left or Rotate Right buttons until the photo is rotated to your
preference.

Click on the “Remove photo” button to either remove the photo from this window or
remove the wrong photo that was uploaded. A Remove Property Photo window will appear
with a question “Are you sure you want to remove this photo?” Click on either the
“Remove photo” button to accept or the “X” button to cancel the action.

Click on the “Add property photo” button to upload it to the transaction record.

Upload Property Photo Upload Property Photo

Add a .JPG, .PNG, or .BMP up to 4MB in size. Add a .JPG, .PNG, or .BMP up to 4MB in size.

a

Click here to browse your device

Click here to browse your device

m m |
[ A
U O O O
Rotate Left Rotate Right Rotate Left Rotate Right

4. Once you click on the “Add property photo” button, a Form Simplicity confirmation message
“Your property photo has been saved” will appear below the main navigation menu.

5. The property photo appears in the transaction.

! T
Transaction Email: fs+123nsimplestreet_11056265@formsimplicity.com E NS IR

Full Address Property Type Transaction Type

123 N Simple Street Pleasantville FL 32757 Residential v Listing v
Transaction Status MLS Listing ID Listing Price Purchase Price

New v RE12345 $ 350000 $ o0

Import Property Data J[ Save Data ]

123 N Simple Street, Pleasantville, FL 32757

[ Invite Sellers to Complete Disclosures ][ Request Earnest Money
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Transactions: Import Property Data - MLS Information

By using the Import Property Data feature, existing property data can be imported into a
transaction from the MLS. Doing so saves you time by filling in fields with data that is already
captured in the MLS listing, decreasing the time it takes to add a transaction manually.

1. Loginand either from the home screen or from “My Transactions” from the Transactions main
navigation menu, click on the transaction you wish to import MLS data.

Home Blank Forms l My Files | Contacts Templates
My Transactions (151) Shared Transactions Archived Transactions Tasks eSign Sessions
Sort: Last Updated (Descending) v Select Filters n View: ﬁ — Search My Transactions Q @
Start a New Transaction ] [ Create and Manage Teams ] ‘ Archive ‘ | Delete ‘

Last

Name Address Updated Type Status

123 N Simple Street Pleasantville 123 N Simple Street Pleasantville Residential : =
120523 New v

FL 32757 FL 32757 Purchase =

fii Delete Transaction

Full Address

Property Type Transaction Type

123 N Simple Street Pleasantville FL 32757 Residential v Listing v
Transaction Status MLS Listing ID Listing Price Purchase Price
New v RE12345 $ 350000 $ o

IV S _I Import Property Data I| Save Data ]

123 N Simple Street, Pleasantville, FL 32757

[ Invite Sellers to Complete Disclosures ] [ Request Earnest Money ]

3. Enter the “MLS Listing ID” into the field and click the “Import MLS Data” button.

® MLS Search

Enter MLS Listing ID

IRE12345

Properties

Florida Properties

Import MLS Data
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4,

5.

6.

If it has been listed in MLS, your search results will appear. Click on “Select” to display the MLS
information.

MLS Search results for RE12345

Action Listing ID Address City Price Beds

Select RE12345 123 N Simple Street Pleasantville 350000 4

The preview of the MLS Listing information will appear. Scroll to the bottom of the transaction
section and click the “Save information to transaction” button.

MLS Listing ID RE12345

Property Information

Address: 123 N Simple Street Pleasantville FL 32757

County Parcel: 111-123-321654 County Name: Lake

Year Built: 2009 Beds: 4 Baths: 3 Association Fees: $125.00
Legal Description: TRANQUIL TERRACE N 132 FT OF LOT 8 BLK 1 PB 11 PG 42

Listing Information
Listing Price: $350,000.00 Listing Start Date: 2010-04-01
Seller/Landlord Information

Seller/Landlord Name: Sam and Sally, a married couple

Full Address:

Brokerage Name:

Brokerage Address:

Brokerage Phone: Brokerage Fax:
Broker Name: Broker Email:

Agent Name: Agent ID: Agent Email:
Buyer/Tenant Information

Buyer/Tenant Name: &

Full Address:

Brokerage Name: Training Office

Brokerage Address: 7025 Augusta National Dr., Orlando, FL 32822

Brokerage Phone: (407) 438-1400 Brokerage Fax: (407) 438-1411
Broker Name: Trainer Kaz Cisowski Broker Email:

Agent Name: Student User 2 Agent ID: 23761 Agent Email: kaz@yourparadisehome.com

Include main listing photo

I Save information to transaction I

“This will replace your current photo

This will save the listing data and the listing photo (if the check box is checked) you imported
from the MLS to your transaction and will auto-populate all the forms in your transaction as
applicable.

48 revised 1/1/2024



Florida Realtors® Master the Paperless Real Estate Transaction (3CE) Copyright 2024

Transactions: Import Property Data - Tax Information

Existing property data can be imported into a transaction from the property tax data record. Doing
so saves you time by filling in fields with data that is already captured in the tax record.

1. Login and either from the Form Simplicity home screen or click on “My Transactions” from the
Transactions main navigation menu, click on the transaction you wish to import tax data.

Home Blank Forms ‘ My Files ‘ Contacts Templates
My Transactions (151) Shared Transactions Archived Transactions Tasks eSign Sessions
Sort: Last Updated (Descending) v Select Filters n View:@ == Search My Transactions Q @
Start a New Transaction ] [ Create and Manage Teams ] ‘ Archive ‘ Delete

Last

Name Address Updated Type Status

123 N Simple Street Pleasantville 123 N Simple Street Pleasantville Residential B
120523 News  [setngs |

FL 32757 FL32757 Purchase v °

n il Delete Transaction

Transaction Type

Full Address Property Type

123 N Simple Street Pleasantville FL 32757 Residential v Listing v
Transaction Status MLS Listing ID Listing Price Purchase Price
New v RE12345 $ 350000 $ o

_I Import Property Data I| Save Data ]

123 N Simple Street, Pleasantville, FL 32757

[ Invite Sellers to Complete Disclosures ] [ Request Earnest Money ]

3. Add your criteria in the tax fields, and then click the “Find Tax Data” button.
Hint: Enter only the House# and Street Name information for best results.
Hint: Remember to select the county where the property is located.

® Tax Search

House # Street Name Type Direction Unit
|23 | [sweie |

City State Zip

Florida ~
County *(Required) Parcel ID
Orange vI
Find Tax Data
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4,

5.

6.

If the property has tax data available, it will return a result. Click on “Select” to display the tax
information.

Tax Search results for 123 SIMPLE ST, FL

Action Parcel ID Address City

Select 23-35-13-02-28-21 123 N Simple Street Pleasantville

The preview of the Tax Record property information will appear. Scroll to the bottom of the
transaction section and click the “Save information to transaction” button.

Tax Search results for 123 N Simple Street

Property Information

Address: 123 N Simple Street, Pleasantville FL 32757

County Parcel: 09-21-28-0196-10-172 County Name: ORANGE

Year Built: 2016 Beds: 0 Baths: 0 Association Fees:

Legal Description: TOWN OF APOPKA A/109 THE S1/2 LOT 17 (LESS HIWAY) & (LESS BEG NE COR OF S1/2 OF
LOT17BLKARUNS90FTW6E8.9FTN37TDEGE70.4 FTN34FTE26FT TO POB) BLKA

Seller/Landlord Information

Seller/Landlord Name: Al GORITHEM AND OLGA RITHEM

Full Address: 123 N SIMPLE STREET, PLEASANTIVILLE, FL 32757

Brokerage Name:

Brokerage Address:

Brokerage Phone: Brokerage Fax:
Broker Name: Broker Email:

Agent Name: Agent ID: Agent Email:
Buyer/Tenant Information

Buyer/Tenant Name: &
Full Address:
Brokerage Name:

Brokerage Address:

Brokerage Phone: Brokerage Fax:

Broker Name: Broker Email:

Agent Name: Agent ID: Agent Email:

Save information to transaction

This will save the data you imported from the tax records to your transaction and will auto-
populate all the forms in your transaction as applicable.
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Transactions: Transaction Participants

In this section, if you are working with the Seller in the transaction, include the Seller(s) along with
Seller’s Agent, the Seller’s Broker and their Brokerage in your transaction by clicking on the “Add
Seller Parties” button. If you are working with the buyer in the transaction, include the Buyer(s),
the Buyer’s Agent, Buyer’s Broker and their Brokerage in the transaction by clicking on the “Add
Buyer Parties” button. If you have certain service providers involved in the transaction, click on
the “Add Service Providers” button.

1. Add a New Form Simplicity Contact by either clicking on the “Add a Contact” button in the
Useful Tools section or by clicking on “Contacts” on the main navigation menu which will
automatically go to the People section, then click on the “New Contact” button.

2. Click on the transaction to open it.

3. Scroll down and click on Transaction Participants section in your transaction.

Forms and Files . . ) .

eSign Print Email Fax Delete Copy to Transaction Download
Forms &7
Files v
o) T i e A~
~ [Transaction Participants

4. Once the Transaction Participants section is expanded, click on either “Add Seller Parties”,
“Add Buyer Parties”, or “Add Service Providers.”

8 Transaction Participants A

I Add Seller Parties I I Add Buyer Parties I I Add Service Providers I

Seller Names:

Include the selling agent, broker and their brokerage, along with the sellers, in your transaction by clicking Add Seller Parties.

Buyer Names:

Include the buying agent, broker and their brokerage, along with the buyers, in your transaction by clicking Add Buyer Parties.
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5. The Seller Information/Buyer Information pop-up window will appear. By clicking on the
“Add additional Seller Parties/Add additional Buyer Parties” button, you will add an
additional 6 parties for each side. Removing the additional signer fields when they contain
information will not clear out the information. The Populate from Party Names checkbox has
been added to the Seller and Buyer Full Names to allow better control over whether the field
will auto-populate from the Seller/Buyer Party 1 - 8 fields or if they will be independent. To add
Seller/Buyer Parties from Form Simplicity Contacts, click on “Add from Contacts.”

The users have the ability to add Service Providers to the Transaction Participants section of
the transaction details page, e.g. Escrow Company, Title Company, Lending Company, Closing
Company, Property Appraisal Company, Property Inspection Company.

|

Seller/Landlord Information

Seller Information

| Add from Contacts | [ Add additional Seller Parties |

Seller Names B Populate from Party Names

Enter the names of the sellers or landlords

Seller/Landlord Names ) Papulate from Party Rame

Seller Party 1 i

Property Appraisal Company

<

Property Inspection Company

v

Seller/Landlord Party 1
Seller Party 2 e Seller/Landlord Party 2
Seller Brokerage e Seller/Landlord Party 3
Seller Broker ¥ Seller/Landlord Party 4
Seller Agent o7 ‘Seller/Landlord Party 5
S Seller/Landlord Party 6
Save Seller Information
Seller/Landlord Party 7
Seller/Landlord Party 8
Seller/Landlord Brokerage
RE—
m Seller/Landlord Broker
Service Providers Information
Seller/Landlord Agent
EXPAND ALL / COLLAPSE ALL
Escrow Company v I
[ Title Company Vi ]
[ Title Company 2 b ]
Lending Company v ]
Closing Company v l

I Save Service Provider Information I
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6. After clicking on the “Add from Contacts” button, you will be directed to the Add From
Contacts pop-up window. In the Add From Contacts pop-up window under Step 1, search for
the contact(s) you would like to add. You can type in the name of the contact in the search area,
select the page number on the bottom, or click on “Next”. (Note: It will only display five contacts
at a time). Select the name of the contact you would like to add to the transaction. Once you've
clicked on the name, it will appear in Step 2. The transaction party table will be built as contacts
are added. The Email Address column allows the user to choose whether to use the contact’s
home or work email address. If additional seller and buyer parties 3 - 8 are enabled, they will
appear in the Transaction Role selection.

Add From Contacts

Step 1: Begin by typing a contact name in the Search field, and then click on a name to add it to the transaction party table.

Q

Name Home Email Work Email

Michael Bailey kaz@yourparadisehome.com

Alexander Ballard kaz@yourparadisehome.com

Max Beary kaz@yourparadisehome.com

Kay Biscane kaz@yourparadisehome.com

Drew A. Blanc kaz@yourparadisehome.com

B

Step 2: Use the drop-down menus to assign the selected contacts to their appropriate transaction roles, and to select the

contact's information that you wish to include.

Name Transaction Role Email Address Action

Drew A. Blanc Seller Party 1 ¥ kaz@yourparadisehome.com Rerhiove

Add Contacts

7. Select the Transaction Role from the Transaction Role drop-down menu to specify what
transaction role should be assigned to the selected contact. Select the Service Provider Type
from the Service Provider Type drop-down menu to specify what service provider type should
be assigned to the selected contact.

Transaction Role Service Provider Type
Seller Party 1 v Escrow Company_ Vv
[ Seller Party 1 1 Escrow Company
Seller Party 2 .
Seller Party 3 | TitleCompany 4
| Seller Party 4 M Title Company2

Seller Party 5
| Seller Party 6
Seller Party 7 Closing Company
Seller Party 8

|_Seller Broker L )
Seller Agent Inspection Company

| Lending Company -

—  Appraisal Company 1
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8. After selecting your contact(s) and assigning the correct transaction party role next to their
names, click on the “Add Contacts” button on the bottom right.

Step 2: Use the drop-down menus to assign the selected contacts to their appropriate transaction roles, and to select the

contact's information that you wish to include.

Name Transaction Role Email Address

Al Gorithem Seller Party 1 ¥ kaz@yourparadisehome.com Remove

Olga Rithem Seller Party 2 ¥ kaz@yourparadisehome.com Remove

Kaz Cisowski Seller Broker ¥ kazc@floridarealtors.org Remove

Kaz Cisowski Seller Agent ¥ kazc@floridarealtors.org Remove

9. You will then see a pop-up window with your contacts information. You can add additional
information here if needed. Once finished, click on the “Save Seller (or Buyer) Information”
button on the bottom right. Once you completed entering the required Service Providers, click
on the “Save Service Provider Information” button on the bottom right.

=

Seller Information Service Providers Information

Add from Contacts ] I Add additional Seller Parties Add from Contacts

Seller Names Populate from Party Names

EXPAND ALL / COLLAPSE ALL
Al Gorithem & Olga Rithem =
l Escrow Company »n

l Seller Party 1

Escrow Company Name

Party 1 Name SIMPLICITY TITLE

i Al Gorithem Escrow Company Address

Party 1 Full Address 1234 MAIN STREET, ORLANDO FL 32982
6986 Heartland Cir Tallahassee, FL 32312

Escrow Agent Escrow Email Address

Party 11D Party 1 Email i g myee e
JUSTIN CASE justin@justincase.com

XxXx-xx-0000 kaz@yourparadisehome.com

Phone Fax Escrow Company Represents
Party 1 Home Party 1 Work Party 1 Cell Party 1 Fax
407-234-1234 000-000-0000 the Seller

(305) 345-4357 000-000-0000 000-000-0000 000-000-0000

Seller Party 2 2 Title Company

Seller Brokerage v Title Company 2

I Save Service Provider Information I
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10. After clicking on the “Save Seller (or Buyer) Information” button on the bottom right, the Add
to Contacts pop-up window will appear with the option to save new transaction participants to
their Form Simplicity Contacts page, AND the option to update Contact records if the contact
information was updated in the transaction.

e Update Contact: If the participant already exists in the Contact record and a change or
update to the information is detected, the user will have the option to Update Contact
(default) or Add New Contact.

o Any field where a change has been detected will be displayed as a select drop-down that
displays the update from the transaction and the original information from the contact
record. This will show users what is being changed and allow them the option if they
want it updated or to remain the same.

e New Contact: If the participant is not detected in the user’s Contacts, then the user can
choose to save that participant as a new contact.

o Form Simplicity will check against the following Contact fields:
Home Email

Home Phone

Work Phone

Cell Phone

Fax

U1 Wi

e Addresses: The Transaction Participants section stores addresses as a full address while the
Contacts store addresses separated by each component (Street, City, State, Zip). To parse the
addresses so it properly saves to the contact record, the address is sent to USPS webservice
and parsed IF VALID. If it is not a valid address, the whole address will be place in the Street
Address field and the user can edit it manually.

Add to Contacts

We noticed that these transaction participants are not associated with people in your Contacts or they are being updated. If you
would like to create/update and save new contacts using these transaction participants, please verify the populated information
for each participant, include any additional details, and click the 'Save Contacts' button. Each record must contain a First Name,
Last Name and at least 1 email address or 1 phone or fax number.

I Update Contact J Add New Contact
First Name * Last Name * Home Email Work Email
Jerry v Manderin v kaz@yourparadisehome
Street Address City State Zip
v
Home Phone Work Phone Cell Phone Home Fax Work Fax Group
4075343452 ~/ (239) 561-2311\/ SelectGroup
I Update Contact [J Add New Contact I
First Name * Last Name * Home Email Work Email
Penny Larcenie kaz@yourparadisehome v

Save (2) Contacts
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11. All the Seller Parties or Buyer Parties as well as the Service Providers information will
appear in the Transaction Participants section of the Transaction Details Page.

‘ S Transaction Participants A

[ Add Seller Parties ] [ Add Buyer Parties ] [ Add Service Providers

Seller Names: Marshall Law & Marsha Mello

O Marshall Law

D Seller Partyl kaz@yourparadisehome.com
O Marsha Mello

D Seller Party2 520 Island Dr Palm Beach, FL 33480 kaz@yourparadisehome.com (305) 675-1234
O Kaz Cisowski

Q Seller Agent kazc@floridarealtors.org (407) 587-1356

Buyer Names: &

Include the buying agent, broker and their brokerage, along with the buyers, in your transaction by clicking Add Buyer Parties.

Service Providers

Blanc Bankers
Lending Company 1234 W Main St Orlando FL 32813 Drew A Blanc kaz@yourparadisehome.com

Otter Appraisals

Appraisal Company 999 W Orlando Blvd Orlando FL 32822 Barry Ott kaz@yourparadisehome.com

Notes:
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Transactions: Broker Review

1. Log in and click on “Transactions” on the main navigation menu at the top of the Form

Simplicity home page. This will automatically open the “My Transactions” screen. Click on the
transaction to open.

Transactions Blank Forms My Files Templates

My Transactions (188) Shared Transactions Archived Transactions Tasks eSign Sessions

Sort: Last Updated (Descending) Select Filters ) View: E HH Search My Transactions Q @

Start a New Transaction

Last
Address Updated Type Status

123 N Simple Street Pleasantville FL 123 N Simple Street Pleasantville FL Residential New i )
07.06.22 S Settings
32757 32757 Listing v 4

2. Then, click on the “Add Review Checklist” button in the Broker Review section. Note: If there
is no Broker Review section, then the broker has not created a transaction checklist.

[, Broker Review

Add Review Checklist

Checklist Name Checklist Type Status Date Created Date Submitted Last Updated

3. Inthe Add Review Checklist pop-up window, assign a “Review Name” for this review, select a
“Review Type” from the drop-down menu and click on the “Add Checklist” button.

Add Review Checklist

Review Name

Al Gorithem and Olga Rithem|

Review Type *

I Residential Listing Checklist

'

Add Checklist
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4. In the Broker Review section, click on the “Click to add file” button to the right of each
Required or If Applicable item listed in the Document Checklist section. Select the appropriate
checklist item below. You may only select one file per checklist item.

@ Broker Review

Name Type Status Date Created Date Submitted Last Updated
123N SIMPLE Residential Listing Unsubmitted 27-MAY-22 27-MAY-22
STREET Checklist

l Document Checklist

(]
Name Status File

Listing Agreement - Transaction Broker Required &7 Click to add file
Seller Property Disclosure Form Required [ Click to add file
MLS Printout Required [ Click to add file
Lead Based Paint Disclosure E Click to add file
HOA Disclosure ] Click to add file

Add additional Checklist Item Submit

5. The “Add additional Checklist Item” button below the list of checklist items allows multiple
files to be uploaded. This is for any additional transaction files that are not listed in the checklist.
Enter the “Checklist ltem Name” in the space below. If you want to have the Checklist item
name to be the same as the file name, click on the check box to the left of “Use file name.” You
can leave a note regarding this checklist item for your broker. After selecting the file(s), click the
“Add file to checklist item” button. Note: Additional checklist items can be retrieved from your
devices, from Dropbox or Google Drive.

Le

Checklist ltem Name * § @ Use file name File Search Q

Add Additional Checklist Item

Search Transaction Files

INew Listing Checklist

New Listing Checklist.pdf
- 101422

File not in your transaction? Add it directly from one of the following locations:

| Bwodadice | | 33propbox | I £ Google Drivel

Notes

Add checklist item

58 revised 1/1/2024


http://helpformsimp.wpengine.com/wp-content/uploads/2015/05/add-files-to-submittal.jpg
http://helpformsimp.wpengine.com/wp-content/uploads/2015/05/add-files-to-submittal.jpg

Florida Realtors®

Master the Paperless Real Estate Transaction (3CE)

Copyright 2024

6. After the files have been attached to the items in the Document Checklist section, those items
will show an “Added” status.

a. Each item will contain a list of options:

i. The “magnifying glass” opens the File Preview pop-up window allowing agents to
review a file or view all files from a PDF File module that displays the submitted files and
provides a space to leave notes. The review options will allow the broker to complete the
process without having to close the file preview module once it opened.

ii. The “note bubble” opens the Checklist Item Notes pop-up window allowing agents to
write a note to your broker.
iii. The “replace document” opens the Replace File pop-up window allowing agents to
replace incomplete checklist documents.
iv. The “x” opens the Delete File pop-up window allowing agents to remove a file from the
Document Checklist. You can only remove a file if the status is ADDED or INCOMPLETE.

When you are satisfied that your checklist is complete, simply click on the “Submit” button. Once
you submit a checklist, you can no longer remove the files or delete the checklist. You can, however,
add any additional files to the checklist.

‘ [ Document Checklist

] Send Email ] Download |

Name

Status IQ View All I File

Listing Agreement - Transaction Broker Added Q |68 ik} X [l Exclusive Right of Sale Listing Agreement, Transaction Broker.pdf
Seller Property Disclosure Form Added Q E3 B3 x| sellers Property Disclosure - Residential.pdf
MLS Printout Added Q @ 3 x| seF-Re1Data Input Form.pdf

Lead Based Paint Disclosure

If Applicable | [

Click to add file

HOA Disclosure

If Applicable | )

Click to add file

New Listing Checklist

Add additional Checklist Item

Notes:

Added "Q

X I New Listing Checklist.pdf
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Transactions: History

Track the History of your Form Simplicity Transaction showing the date and time stamp of the
activity taken by a team member in the brokerage.

1. Login and either from the Form Simplicity home screen or click on “My Transactions” from the
Transactions main navigation menu, click on the transaction you wish to see the history on.

Home

Shared Transactions

My Transactions (151)

Sort: Last Updated (Descending) v

Blank Forms ‘ My Files ‘

Archived Transactions Tasks

Select Filters n

eSign Sessions

View: @ —

Contacts Templates

Search My Transactions

@@

Start a New Transaction ] [ Create and Manage Teams ]

Archive ‘ ‘ Delete ‘
Last
Name Address Updated Type Status
123 N Simple Street Pleasantville 123 N Simple Street Pleasantville Residential - 7
12.05.23 New v
FL 32757 Purchase 2

2. Click the “History” section header at the bottom of the transaction record. This will open and
show you all the actions done within an active transaction.

9 History ~

Item Action Team Member Date/Time

Exclusive Right of Sale Listing Agreement, NEW FILE: Exclusive Right of Sale Listing Agreement, Trainer Kaz 02.25.19/09:17

Transaction Broker.pdf Transaction Broker.pdf Cisowski PM

Modification to Listing Agreement DELETED: Form deleted from transaction Trainer Kaz 02.25.19/07:30
Cisowski PM

New Listing Checklist.pdf Deleted from '123 SIMPLE ST, PLEASANTVILLE FL 32933' Trainer Kaz 02.25.19/09:17
Cisowski PM

New Listing Checklist.pdf NEW FILE: New Listing Checklist.pdf Trainer Kaz 02.25.19/09:11
Cisowski PM

New Listing Checklist.pdf NEW FILE: New Listing Checklist.pdf Trainer Kaz 02.25.19/07:28
Cisowski PM

Sellers Property Disclosure - Residential.pdf NEW FILE: Sellers Property Disclosure - Residential.pdf Trainer Kaz 02.25.19/09:17
Cisowski PM

Transaction Record DELETED: Form deleted from transaction Trainer Kaz 02.25.19/07:30
Cisowski PM
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Transactions: Print Form(s) and/or File(s)

Print a form(s) and/or file(s) from a transaction when you need to work with a hard copy of the
form(s) and/or file(s). For example: If you are working with a client who does not want to use eSign,
you can print the required form(s) and/or file(s)for them to sign.

1. Login and open the transaction.

2. Select the form(s) and file(s) that you would like to print by placing a check mark on the boxes
next to them. Click on “Print” located to the right of the Forms and Files header or click on the
“Print” button on the Primary Action Sidebar located on the left margin in the transaction

details page.
HIDE A —
‘ Forms and Files [ esign ]I Print || Email H Fax H Merge H Copy to Transaction || Download ‘[ Delete J
e Collapse
’ Forms ~ J
IZ'} eSign
— [ Add Blank Forms ] l Add Forms Package J Copy to Files ‘
Print B -
Title & Form & Date

@ Email

= Exclusive Right of Sale Listing Agreement, Transaction Broker ERS-18tb.xdp 10.14.22
=2
IIE Fox = Sellers Property Disclosure - Residential SPDR-3.xdp 10.14.22
Merge
- % Files ~
=G Download
[‘E Copy To { New File Folder ] [ Upload Files ] Fax Back Cover Page ] Move to folder File Storage: | 1mb of 93 mb used space Unlimited

Transaction

ol O Name & Description & Date % Size &

= . New Listing Checklist.pdf 11.22.22 /02:20 PM .05MB
Delete
. « ” 3 . “y”» .

3. Click “PRINT” to confirm the action, or “X” to cancel it.

Pri

nt

Each copy will have a unique serial number

4. A PDF viewer will open showing the form(s) and/or file(s) to print. The Print dialog pop-up
window automatically appear. Choose the Printer Destination, Pages to print, how many
Copies, and any additional settings. Click on the “Print” button to proceed. Click on the “Cancel”
button to discontinue.
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Transactions: Email Form(s) and/or File(s)

Email form(s) and/or file(s) from a transaction when you need to work with a hard copy of the
form(s) and/or file(s). For example: If you are working with an out-of-town client who does not
want to use eSign, you can email the required form(s) and/or file(s) for them to sign by hand.

1. Login and open the transaction.

2. Select the form(s) and/or file(s) that you would like to print by placing a check mark on the
boxes next to them. Click on “Email” located to the right of the Forms and Files header or click
on the “Email” button on the Primary Action Sidebar located on the left margin in the

transaction details page.

HIDE i ( S
[dDE) Forms and Files | esign J Print | Fax | Merge [ Copy to Transaction Download [ Delete ‘
Q@ oo —— —_———
] [ Forms A J
& s
= { Add Blank Forms ] [ Add Forms Package | | Copyto File
Title § Form & Date &
% Email
ES Exclusive Right of Sale Listing Agreement, Transaction Broker ERS-18tb.xdp 10.14.22
R
F
- = Sellers Property Disclosure - Residential SPDR-3.xdp 10.14.22
Merge
o & Files ~
S, Download
Copy To [ New File Folder ] [ Upload Files | | FaxBack Cover Page Move to folder File Storage: | 1mb of 93 mb used space Unlimited
Transaction
(B CopyT Name & Description & Date & size &
= New Listing Checklist.pdf 11.22.22/02:20 PM 05 MB
Delete

3. Enter the recipient’s email address is the “To” box, type your “Subject” and “Message”, and attach
an email template, if necessary, then click “EMAIL” to confirm the action or “X” to cancel it. A Form
Simplicity confirmation message “Email Sent!” will appear below the main navigation menu.

X

Email

Email Template
I VJ
Subject *

Message

& A  Ada - 12 - | B 7

Please find attached the forms for you to review.

c
|»
=

To send me files, simply send them as attachments to
5+1 11056265@

ormSimplicity ™

Send me a copy
Disable editing
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Email to Your Transaction
1. Open the transaction.

2. Above the transaction photo in the upper left-hand corner, you will see the Email address that
is unique to the transaction. Click on the Transaction Email address to compose a new email
message.

Note: You may also give your clients this Email address for them to send emails directly to the
transaction, or you may use it in the cc field if you are emailing your clients directly from your own
Email application.

Transaction Email fs+123simplest_9136@formsimplicity.com I

Full Address

123 SIMPLE ST, PLEASANTVILLE FL 32933

Transaction Status MLS Listing ID

Enter MLS 1D

- B -~ i

123 SIMPLE ST, PLEASANTVILLE FL 32933

3. Attach the file (located in your computer) that you want to email to the transaction. Note: File
must be 5MB or smaller. Continue composing your message and when ready, click “Send”
button to email the file to the transaction.

From™ | fltechtrainer@gmail.com

E To.. fs+20emanthavecocoafl 8175@formsimplicity.com

S
Bec...

Subject Additional ltems

‘ New Listing Checklistpdf _
Attached 121 KB

Attached is another item you need to review.
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4. The attached file that was emailed will appear under the Files section of the transaction. The
complete Email with attached file will appear in the Email History section of the transaction.

File Storage: = 1 mb of 75 mb used space Unlimited
m} Sort Title Description Date Size
I ] = New Listing Checklist.pdf New Listing Checklist 10.12.20/11:51 AM .06 mb I

From To Subject Date/Time View All

I Kaz Cisowski "fs+123nsimplest_555809 1@formsimplicity.com" No Subject 10.12.20/ 11:51 AM View I

5. To view the email message(s) in the Email History section, click on “View” or “View AllL”

6. Inthe Email Preview window, click “Print” to print the email message. Click on “Attachments”
to view, print, or download the attached file(s) or click on the “X” to cancel the action.

Email Preview

From: Kaz Cisowski
To: "fs+123nsimplest_5558091@formsimplicity.com”
Date / Time: 10.12.20 / 11:51 AM

Subject: No Subject
Sincerely,

Kaz Cisowski
Technology Training Manager | FloridaRealtors(r)
7025 Augusta National Drive, Orlando, FL 32822
talk: 407.438.1400, ext. 2746

fax: 407.438.1411
visit: http://www.floridarealtors.org

Click link to learn more about: Legal Hotline | Tech Helpline | Form Simplici
SunStats | Mews | Magazine | Advocacy | Online Ed

Facebook: http://floridarealtors.org/facebook
Twitter: http://floridarealtors.org/twitter

The Voice for Real Estate(r) in Florida

I
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Transactions: Fax Form(s) and/or File(s)

Use Form Simplicity to fax form(s) and/or file(s) from a transaction to a specific recipient. For
example: If you are working with a client who only receives paperwork via fax, you can fax them the
required form(s) and/or file(s) for them to sign and fax back.

1. Login and open the transaction.

2. Select the form(s) and/or file(s) that you would like to print by placing a check mark on the
boxes next to them. Click on “Fax” located to the right of the Forms and Files header or click on
the “Fax” button on the Primary Action Sidebar located on the left margin in the transaction
details page. This will allow you to fax directly to a fax machine.

HIDE . N ) r )
P , Forms and Files esign |[ print || Email | Merge |[ Copy toTransaction | Download | Delete
o Collapse
1 [ Forms A~ ]
[/_;‘}’ eSign
= | [ Add Blank Forms ] [ Add Forms Package ] Copy to Files
Title & Form Date &
@ Email
= Exclusive Right of Sale Listing Agreement, Transaction Broker ERS-18tb.xdp 10.14.22
B
(sl fax == Sellers Property Disclosure - Residential SPDR-3.xdp 10.14.22
Merge
- & Files ~
@3 Download
[‘Fj Copy To [ New File Folder ‘ i Upload Files ] { Fax Back Cover Page ] Move to folder File Storage: | 1mb of 93 mb used space Unlimited
Transaction
D‘“ Copy Te Name & Description & Date & Size &
$ New Listing Checklist.pdf 11.22.22 /02:20 PM .05 MB

3. Enter the Fax recipient name, Fax number, and enter a message (500 character limit) and click
on the “Send Fax” button to send or “X” to cancel.

Fax X

Fax recipient name

|

Drew A Blanc I

Fax numbel 407-999-9999 I

Message

v

Please find enclosed the Listing Agreement and the Sellers Property Disclosure Form for you
to review and sign]

(500 character limit)
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Faxing to a Transaction

Note: In order for you or your client to fax documents directly to the transaction, you (they) will need
a transaction-specific Cover Page. This cover page contains a bar code, which is what Form Simplicity
uses to recognize to which transaction the document files should be routed when the fax is received.

Follow these steps to obtain the Transaction-specific Cover Page:
1. Open the transaction.
2. Under the Files section of the transaction record, click on the “Fax Back Cover Page” button or

click on the “Fax Back Cover Page” button on the Primary Action Sidebar located on the left
margin in the transaction details page.

= T T ST yemramsy
o Collapse
E Add Blank { Files PN
Forms
[ Addroms l New File Folder ] [ Upload Files l l;,.mcm,p,wl ‘ Movato fotdar File Storage: | 1mbof 134 mbusedspace  Unlimited
Packages
B Newrie Name & Description & Date $ Size &
Folder
&= New Listing Checklist.pdf 05.27.22/01:54 PM 05M8
t Upload
@ Fax-back
Cover Page & Transaction Participants v

3. This will give you three options for obtaining the Fax-back Cover Page: Download, Send Fax,
Send Email. Select your preferred method and fill out the necessary information.

Faxing documents into a transaction requires the fax-back cover page included as
the first page of the fax. Choose a method below to obtain or send a copy of the fax

Fax-back Cover Page

back cover page for this transaction.

Download

Send via Fax

Fax Number *

Enter the fax number startin

Send via Email

Subject *

Enter subject line I
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4. The Cover Page should be the first page of the documents being faxed to the transaction.

Traini "ﬂO’ﬂco
Use this sheet as
Slnﬂlﬂaflx In lm)an-aw

5. After the documents have been faxed to the transaction along with the Cover Page, the faxed
documents will be stored in the Files section of the transaction.

Transactions: Delete Form(s) and/or File(s)

Delete form(s) and/or file(s) from a transaction when you no longer need the form(s) and/or
file(s) in the transaction.

1. Login and open the transaction.

2. Select the form(s) and/or file(s) that you would like to delete by placing a check mark on the
boxes next to them. Click on the red “Delete” located to the right of the Forms and Files title or
click on the “Delete” button on the Primary Action Sidebar located on the left margin in the
transaction details page.

" HIDE .
| Forms and Files c F ; Merge || Copy to Transact Downlo: I 1 |
‘ Forms ~ ‘
Add Blank Forms Add Forms Package ‘ ‘ pyto F
Title Form $ Date $
= Ex R Sa i ement, T ction Brok ERS-18tb.xdp 10.14.22
= ellers Prope c dent SPDR-3.xdp 10.14.22
‘ 3 Files ~

New File Folder Upload Files Fax Back Cover Page dove to folde File Storage: | 1mbof 93 mb used space

Name & Description ¥ Date & Size

3

3. A Delete pop-up window will appear with Are you sure you wish to delete the selected
forms?” Click on the “Delete Forms” button if you want to continue or click on the “X” to cancel.
A Form Simplicity confirmation message “(NN) record(s) deleted!” will appear below the main
navigation menu.

Are you sure you wish to delete the

Delete

Delete

selected forms?
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Transactions: Copy to Transaction

The Copy to Transaction command allows the user to copy the form(s) and/or file(s) to a new
transaction instead of creating a transaction from scratch.

1. Login and open the transaction.

2. Select the form(s) and file(s) that you would like to copy to a new transaction by placing a check
mark on the boxes next to them. Click on “Copy to Transaction” located to the right of the
Forms and Files title or click on the “Copy to Transaction” button on the Primary Action
Sidebar located on the left margin in the transaction details page.

Forms and Files

0 i
1 Forms ~
= [ Add Blank Forms ] [ AddFormsPackage | | Copy to Files
l%l Print
Title © Form & Date &
& e
= Exclusive Right of Sale Listing Agreement, Transaction Broke ERS-18tb.xdp 10.14.22
2
Fa
el = Sellers Property Disclosure - Residential SPDR-3.xdp 10.14.22
Merge
o 3 Files ~
S, Download
[E Copy To [ New File Folder Upload Files Fax Back Cover Page | ‘ Move to folde: File Storage: | 1mb of93 mb used space Unlimited
Transaction
A, O Name & Description ¢ Date & Size &
= New Listing Checklist.pdf 11.22.22/02:20 PM .05MB

3. In the Copy to Transaction screen, enter the “New Transaction”, “Street Address”, select the
“Property Type” and select the “Transaction Type.” Then click on the “Copy to Transaction”
button. A Form Simplicity confirmation message “Forms and Files successfully copied to the
transaction.” will appear below the main navigation menu.

Copy to Transaction

New Transaction *

I 123 Main St, Anywhere FL 34567 I
Street Address *

I 123 Main St, Anywhere FL 34567 I
Property Type

I Residential VI

Transaction Type

I Listing VI

Copy to Transaction

4. The new transaction contains the forms and files from the previous transaction.
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Transactions: Download

The Download command allows you to download certain form(s) and/or files. The entire

transaction can be exported to your computer.

1. Login and open the transaction.

2. Select the form(s) and/or file(s) that you would like to download by placing a check mark on the
boxes next to them. Click on “Download” located to the right of the Forms and Files title or click
on the “Download” button on the Primary Action Sidebar located on the left margin in the

transaction details page.

HIDE | (
‘ Forms and Files ‘ eSign ‘ print || Email l Fax || Merge H Copy to Transaction ‘I Download || Delete ]
e Collapse
[ Forms A ]
@ eSign
= [Add Blank Forms ] {Add Forms Package } Copy to Files
Print
Title Form & Date &
% Email
= Exclusive Right of Sale Listing Agreement, Transaction Broker ERS-18tb.xdp 10.14.22
B
||§ e = Sellers Property Disclosure - Residential SPDR-3.xdp 10.14.22
Merge
= & Files ~
Scpy Download
Copy To [ New File Folder I [ Upload Files ] l Fax Back Cover Page ] Move to folder 1mb of 93 mb used space Unlimited
Transaction
1 2, Copy Name & Description 5 Date & Size ¥
= O New Listing Checklist.pdf 11.22.22 /02:20 PM .05 MB
Delete

3. By clicking the “Download” button, Forms are downloaded (as a PDF) and Files will be added
to either their local device and/or to a custom Form Simplicity folder that is generated in the
user’s Dropbox account or Google Drive and further organized within sub-folders depending

on where the files were downloaded from. Click on “X” to cancel the action.

Hint: By default, the forms are downloaded and saved as a .ZIP file and are locked and cannot be

edited.

Download

Locations

(1 [2) My local device

U 32 Dropbox
U & Google Drive

Options

Download as a .ZIP file

Disable editing (Forms only)

69

revised 1/1/2024




Florida Realtors®

Master the Paperless Real Estate Transaction (3CE)

Copyright 2024

eSign - (Ultimate Edition feature)

Create an eSign session

Note: Although digital signatures are as valid as “wet” signatures, not all financial institutions choose
to accept them. You may wish to confirm that the parties involved in your transactions will accept

digitally signed documents before proceeding.

1. Log in and click on “Transactions” on the main navigation menu at the top of the Form
Simplicity home page. It will automatically take you directly to the New Transaction screen.
Click on the transaction folder that contains the forms or files you need signed.

eSign Sessions

Home Blank Forms ‘ My Files
My Transactions (151) Shared Transactions Archived Transactions Tasks
Sort: Last Updated (Descending) v Select Filters n View: @ o

‘ Contacts Templates

Search My Transactions

Start a New Transaction H Create and Manage Teams ] Archive ‘ Delete ‘

Last
Name Address Updated Type Status
123 N Simple Street Pleasantville 123 N Simple Street Pleasantville Residential B
120523 Neww [ et
FL 32757 FL 32757 Purchase LA

Note: eSign sessions may only be processed through an active transaction. If you have not created
an active transaction yet, please follow the instructions in the “Create a new Active Transaction”

article first.

2. Select the form(s) and/or files that you wish to have electronically signed by placing a check
mark in the box next to their names. Click on “eSign” located to the right of the Forms and Files
title or click on the “eSign” button on the Select-command action sidebar located on the left

margin in the transaction details page.

" HIDE . —
11— Forms and Files | Print H Email “ Fax J Merge l Copy to Transaction H Download H Delete ]
Q
[ B Forms ~ ]
Eg eSign
— I Add Blank Forms ] [ Add Forms Package ‘ { Copy to Files
Title & Form % Date %
% Email
S = Exclusive Right of Sale Listing Agreement, Transaction Broker ERS-18tb.xdp 10.14.22
]
= = Sellers Property Disclosure - Residential SPDR-3.xdp 10.14.22
Merge
= 2 Files ~
@‘b Download
CopyTo [ New File Folder I [ Upload Files ] [ FaxBack Cover Page ] ‘ ——— File Storage: | 1mbof93 mb used space Unlimited
Transaction
B ComvTo O Name & Description & Date $ Size &
= (m} New Listing Checklist.pdf 11.22.22 / 02:20 PM .05 MB
Delete
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3. In the eSign pop-up window, select signers who will be participating in the eSign session by
placing a check mark in the box next to their names. Click and drag the sort handlers next to
the signers to sort the signers. Then, click on the “Create new eSign 2.0 session” button.

eSign

Select signers (optional)

Select from the people below to include in this eSign session and set the order in which they appear. You can manage your

default eSign session settings and custom templates in your Preferences page under eSign Preferences & Templates.

O Party

Name

Email Address

Seller Partyl

Justin Case

kaz@yourparadisehome.com

Seller Party2

Vera Cruz

kaz@yourparadisehome.com

Ab | b | Ak

Seller Agent

Al Gorithem

fltechtrainer@gmail.com

CC - Recipient

Kaz Cisowski

kaz@kazl.net

Notes:

Create new eSign 2.0 session Use DocuSign
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Step 1 - Signing Session Configuration

Designate Signers

1. Because the forms from the Form Simplicity Library are programmed to preassign signers, the
Designate Signers window will appear. Here you will choose the correct signer participant for
the correct signer role. (i.e. Apply the Buyer’s name in the Buyer field, apply the Seller’s name in
the Seller’s field). You can also add a signer here. The click on the “Add Signer” button. Click on
the “Next” button when all the fields have been assigned.

Designate Signers E

& | First Name & Last Name Add Signer

Seller 1 Justin Case

Seller 2 Vera Cruz

Seller's Agent Al Gorithem

Seller's Broker Select a Signer

2. If a signer role has not been assigned, then the Assign Signer pop-up window will appear. By
clicking on the “Yes” button, all the signing locations where the unassigned signer role(s) should
sign will be removed.

Assign Signer E

There are signing locations that have not been assigned

to a signer. Would you like to continue and remove those

signing locations from the templates?
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Title & Message

The eSign session automatically includes a Transaction Name.

A Session Title is required. This can be the name of the documents you are signing or anything
specific that can help you organize your workflow.

Senders can include a personalized email message which will be included in the email invite.

Enable Reminders as needed. Email reminders can be sent to signers on a regular basis from once
a day to once every 30 days, until they complete their signing session.

Set an expiration date if needed. When a signing session expires the session will not be available to
signers. The session will show as cancelled.

Home / Sessions / Draft
Title and Message
123 N Simple Street, Pleasantville, FL 32757 Options
l Seller Package: 123 N Simple Street, Pleasantville, FL 32757 I Set Reminders
_____ R Frequency (Days) Day(s) e
Nomal - T A B/ UEE,EEEEZ S — <
Session Expiration
Kaz Cisowsk
er | FloridaRealtors®
talk X
fax 4 4
visit. hitp /iwww.floridarealtors.org
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Recipients

1. Senders have the option to set the order of who should sign first, second and so forth using the
Recipient Ordering toggle function.

* When Recipient Ordering is enabled, recipients will receive their signing session invite
emails in sequential order, only after the previous person has completed their signing
session. Use the numbers dropdown to the left of the recipient’s name to set the signing
order.

Note: Another method of setting the signing order is to take your mouse and hover over a signer
participant. The mouse pointer changes to a Four Headed Arrow Mouse Pointer allowing you
to change the signing order.

» If Recipient Ordering is disabled, all recipients will receive their session invite emails
simultaneously.

Reciplents

RecaientOrderos (QRIIAL)

Name Email

Rcard Nawton ASBASUDPOITENBalES T BBt El Con

Pratatar Mahalwgham prabakar BShows 259 com

Peggy Nowton 05 ENSUREOrTAeslestated kit sl com

John Senith alison garca@neaestatadgital com

2. Include Me as a Signer - The sender can also add themselves as a signer to the signing session.
When enabled, the sender will automatically be added as a signer to the session.

When the signing session is sent and depending on the signing order, the sender may be asked
if they would like to sign now or later.

Recipients

Recipient Ordering [ Include me as a Signer m]

Order Name Email Status Role

Prabakar Mahalingham prabakar@showease.com Pending Invite Signer
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3. Show Signing Groups - A Signing group consists of multiple individual signers. Once the first

5.

person within signing group has signed, it eliminates the need for the other individuals within
that signing group to sign as well. The session will complete if they were the last in the
sequence, or it may progress to the next signer (or signing group) in the order.

Signing groups allow any one person who is part of a group to sign on behalf of the group.
Enable this option to show the Signing Groups column.

In the signing groups column, enter the name of the group. The group name must be an exact
match for the system to include everyone on the group.

e 0. ...
Recipient Ordering Include me as a Signer I @ Show signing groups m I
Recipient Sequence  Name Email Status Signing Group Type Actions
v Justin Case kaz@yourparadisehome.com Pending Invite Signing Group Signer = soe
Vera Cruz kaz@yourparadisehome.com Pending Invite Signing Group Signer - eoe
Al Gorithem fltechtrainer@gmail.com Pending Invite Signing Group Signer = eoe
to add new recipient type 3 or more characters - .

The sender can add multiple recipients to the session. There are three recipient roles and can be
summarized as:

e Signer - A signer must sign, initial, date or add additional information to the document as
needed to complete their signing session

 Reviewer - A reviewer can view the session documents but does not have any signer tags.

e CCRecipient - A CC Recipient receives a copy of the completed documents once the session
has completed.

Add the information of all your signers - To add recipients, the sender can search for contacts
that have previously been added to the system. Entering a portion of the recipient’s name or
email address will display filtered results in the auto suggest box. Click on the person(s) who
should be included in the signing session. Senders can also use the Address Book button or click
on the “+Add New Recipient” text.

Recipients

Recipient Ordering Include me as a Signer

Email Status

No data a\-x

*SgnSupportgresiestatedigital com
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6. +Add New Recipient - New signers can be added when the signing session is created. Click the
“+Add New Recipient” text in the recipient search box. A pop-up screen will open.

Add Recipient

Contact Information

‘ First Name ‘ Last Name

‘ Email Authentication

Actions

Allow Delegation Signing in-person Disable Edit Name

Include Attachments Document Review

Notes

Address and Phone

At a minimum, enter the recipient’s First name, Last name, and Email address. Click the “Save”
button to add them to the session. They will also be saved as a contact and available for future
signing sessions.

7. Under the Actions column, click on the ellipsis to either “Edit” the recipient’s record while in the
eSign session or to “Delete” the recipient from the eSign session.

Actions

\
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8. Authentication - The sender can add additional authentication methods per signer. The
available authentication methods include:

e PIN - Assign a unique pin to access the signing ceremony.

e SMS - Sends signers a one-time unique password codes via text message. Standard text
message rates apply.

e KBA (Knowledge Base Authentication) - This type of authentication is an identity
validation method to authenticate a signer by asking random questions selected from public
and commercial information related exclusively to the signer. KBA is $1/signer.

Add Recipient

Justin Case

kaz@yourparadisehome.com lAuthentication ]

“ Minimum 4 numbers required n

SMS Enter Phone Number @

Allow Delegation Signing in-person KBA 1 agree to a $1.00/signer fee @

Include Attachments Document Review

Notes:
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9. Each recipient can also have personalized signer options. Signer options can be summarized
as:

Add Recipient

e Allow Delegation - Allows signers
to delegate to another person

e Signing in-person - Allows signers ek e
to sign their session in person with TR Authentication
the sender present

e Disable Edit Name - Doesn’t allow
the signer to edit their name during
the signing ceremony

¢ Include Attachments - Sends
completed documents as an email
attachment Subject

¢ Document Review - Requires the
signer to scroll through all
documents before prompted to sign

¢ Signer Notes - Personalize the
session subject and/or email
message which will be added to the
default subject and email message

Allow Delegation Signing in-person Disable Edit Name

Include Attachments Document Review

Message

Documents

1. To upload documents from your device, click on the “Upload” link. To upload documents from
your cloud storage such as OneDrive, Dropbox, or Box.com, click on the “Get from Cloud” link.
You can also Drag and Drop your files. The supported file types include PDF, Word, Excel, PNG
and HTML. Note: Once the Word, Excel, PNG and HTML file types are uploaded, the documents
will be immediately converted to PDF files. The uploaded documents must not exceed 25MB
and total session documents must not exceed the limit of 50MB.

In the Actions menu next to each document is an ellipsis.

Drgg Files Here,

I Upload, Get from Cloud I

Document Name Template Pages Size Actions

] §

<

SaleListingAgi T -pdf Exclusive Right of Sale Listing Agreement, Transaction Broker 4 112kb eoe

[

New Listing Checklist.pdf 3 eee

Delete

Clear Template

Apply Template
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2. Click on the ellipsis on the Actions column, to open the eSign template menu.

Rename

Delete

Actions

Clear Template

E Apply Template

e The Rename button give the document a different name.

Rename Document

New Name I

e The Delete button removes the document from the signing session.

Delete

Are you sure that you want to delete this document?

e The Clear Template removes any template that may exist on the document.

Notes:
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3. Templates can be assigned manually on this step by selecting the “Apply Template” option
under the Actions menu. Note: An eSign template needs to be created first in Templates located
in the eSign Preferences and Templates section under My Preferences. Select the appropriate
template to apply and on the “Next” button.

Apply Template

User Templates Search by Title or Description

System Templates Title

Description

Listing Checklist Transactions

@ I Form Simplicity New Used for Residential Listing

4. Then assign the signer’s role on the Apply Template pop-up window. Click on the “Next” button.

Apply Template

& | First Name & | Last Name Add Signer

Seller's Agent Al Gorithem v
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5. Once Step 1 is complete, the sender can click the “Next” button to proceed to the Step 2.

Home / Sessions / Draft

e[ - |

Step 2 - Add Signer Locations

Forms that have received the pre-assigned template in the Documents section, those forms will
auto-populate the name of the person responsible for filling out the fields right away. This step
allows the sender to tag the uploaded documents for signer tags and markup the document if
necessary.

Signer Tags

Signer tags are items where the signer may need to add their signature, initials or supply additional
information.

From the left rail, senders can select Signature, Initials, Date/Time, Form Field, Dropdowns,
Checkbox and Radio Buttons from the list of options to be added to the document. Select the
appropriate option and drag and drop to the areas on the document that need to be addressed by
the signer. The sender can toggle between signers by selecting the signer dropdown menu. All
signers must have at least one signer tag assigned to them.

Home / Sessions / Draft

Justin Case @ 7/7 @

Justin Case

Signer Tags: = Vara G e ﬁ’ﬂsﬂw Cast ] Date: "’"de/Uﬂ_&U
Work Telephone: Facsimile:
Z

Signature

Al Gorithem

I 183*  Email Address: kaz@yourparadisehome.com
Initials > - =
184*  Seller's Signature: [p VR ] Date: - W'de/UEBU

185©  Home Telephone: Work Telephone: Facsimile:
Date/Time

186*  Address:

= 187°  Email Address: kaz@yourparadisehome.com
188*  Authorized Sales Associate or Broker: |ﬁAL Gorithem | Date: (] /447y

189" Brokerage Firm Name: Simplicity Real Estate Services Telephone:

@ 190 Address:
Drop

Down

Copy returned to Seller on by []email [] facsimile [] mail [] personal delivery. |

Check

Florda REALTORS® makes noeprasenaion as o the lagal valiity or adequacy of any provisondf s formin any speciic transacton, Ths standardizad form

shouid not ba usad in complex transactions or with @xtensiva riders or addtians. This form is available for use by the entira real estate industry and is nol intended to

identdy the user as REALTOR'. REALTOR" s a regsiered collactve membarship mark which may ba used only by real estate icenseas who ara memibers of the

@ Radio NATIONAL ASSOCIATION OF REALTORS' and who subscriba o its Code of Etcs. The copyright laws of Uniled States {17 U.S. Code) forbid the unauthorzed
reproduction of #is form by any means including facsmie or computerized forms

Seller /Sales Associate ( ) receipt of a copy of this page. which is Page 4 of 4.
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Files that did not have the preassigned option, (e.g. files you uploaded) will give you the opportunity
to manually assign the fields. Simply select the name of the person who should fill out the field from
the signer drop-down menu, then click the action they should take and drag and drop it to the
necessary location.

Continue assigning all the actions needed. Note: You may re-size the boxes by clicking and dragging
the edges, the red “x” will allow you to delete that action, and the gray ring will allow you to determine
whether it is a required, optional, or conditional field.

Markups

Senders can use markups to modify the document using the same drag & drop function. Click on
“Markups” below the Signer Tags section in the left rail.

Markup fields can be summarized as:

Add Text: A text box can be placed were needed for the sender to add text to the document.
Strike thru: A red line can be placed over the document.

Underline: A blue line can be placed under the desired text.

Highlight: Yellow overlay can be placed over the selected text.

Checkmark: A blue checkmark allows the sender to select an item on the document.

Some markups are adjustable or editable.

Home / Sessions / Draft

"':" Back ‘ % Justin Case @ 217 @ Q

Signer Tags: + 162 Agreement is the entire agreement between Seller and Broker. No prior or present agreements or representations
163 will be binding on Seller or Broker unless included in this Agreement. Electronic signatures are acceptable and
164 will be binding. Signatures, initials, and modifications communicated by facsimile will be considered as originals.
165 The term "buyer" as used in this Agreement includes buyers. tenants. exchangors. optionees. and other categories
Markups: = 166 potental or aciual nansierees.

s7*  14. Additional Terms: B
> [Entertext ]

When the documents have all the necessary signer tags and markups, the sender can either
“Preview” (eye) the session and the documents or “Send” (paper airplane) the session to the
recipients.
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Step 3 - Preview and Start Signing Session

Clicking on the “Preview” button is optional, allowing the sender to preview their session under
one view. This gives you the opportunity to review your forms as the recipients see it and to click
on the “Back” button to go back to the previous step to make changes to the session if needed.
Otherwise, click on the “Send” button to send the eSign session to your clients.

This page is divided into four sections: Signing Session Information, Documents, Recipients, and
a preview of the Signer Tags and Markups. Once the session preview is completed for accuracy,
the sender can select to send the session.

Home / Sessions / Draft

o]

fa) Justin Case v @ 1/5 @ @\ 100% ®\

Transaction 123 N Simple Street, Pleasantville, FL Created Date: 3/28/2022 8:57:06 AM EDT Status: Draft
Name: 32757
Modified Date:  3/28/2022 9:27:41 PM EDT Reminders: Off
Session Title: 123 N Simple Street, Pleasantville, FL
32757 Expiration Date: N/A Certificate:

Email Message:  Click to view

Order Document Name Template Pages Size
ExclusiveRightofSaleListingAgreementTransactionBroker.pdf Exclusive Right of Sale Listing Agreement, Transaction Broker 4 112kb
New Listing Checklist.pdf New Listing Checklist 3 15kb

|

Order First Name Last Name Email Address Authentication Status
1v Justin Case kaz@yourparadisehome.com Pending Invite
2v Vera Cruz kaz@yourparadisehome.com Pending Invite
3v Al Gorithem fltechtrainer@gmail.com Pending Invite
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eSign From Your Client’s Perspective

1. When a signing session is sent, the recipients will receive an email inviting them to sign. The
email will contain a link to “Review & Sign”. By clicking on the “Review & Sign” button, it will
grant them access to their signing session.

Sender : Kaz Cisowski

i?i:\f FloridaRealtors® s KAZC@FLORIDAREALTORS.ORG

Kaz Cisowski has invited Justin
Case to sign:

123 N Simple Street, Pleasantville, FL 32757

Kaz Cisowski Technology Training Manager | Form Simplicity 7025 Augusta
National Drive, Orlando, FL 32822 talk: 407 438.1400, ext. 2746 fax:
407.438.1411 visit: http://www formsimplicity.com

Click on "Review & Sign” below to start the review and signature process.
You'll be provided with additional instructions. Please note that the signing
ceremony is not complete until you:

« Review and agree to the disclosure
« Sign all documents
« Click "Yes" to confirm that you have finished signing your documents

Review & Sign

Watch our video on how to use eSign

To contact the sender, please email: KAZC@FLORIDAREALTORS.ORG

Note: Your client can watch a 5 min. instructional video that will walk then step by step on and eSign
signing.
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2. In the signing session, the signer will have the following options: Decline and Contact Sender.
Signers will be prompted to accept the Consumer Disclosure by clicking the I Agree check box,
then click on the “Start Signing” button to enter the signing session.

Welcome to your eSign Ceremony

Student User 2 has sent you documents to review and sign in the session called Seller Package: 123 N Simple
Street, Pleasantville, FL 32757.

After reviewing the pages, click 'Start’ to begin signing. Select each of the required fields to apply your signature,

initials and/or the date.

Select 'Next' to navigate each location and 'Done’ once complete.

Decline gree to the Consumer Disclosure Start Signing £ Contact Sender

3. The document will include all Signed tags added by the session owner. To begin the signing
process, click on the “Start” button. In the signing session, the signer has the options to Upload
Documents, Edit their Signature, Decline Singing or Contact the Sender.

& Form =
E Slmpli(:lty I £, Upload Document 2 Edit Signature O Decline Signing £ Contact Sender |
Start > @ 14 © & Download
: 0y
F;iuf breRightaz: ¥ Exclusive Right of Sale Listing Agreement E F(_) m
) e e Simplicity
——

4

4. Then use the “Next” button to navigate through the tags within the document. Select “Done’
when all tags have been completed. An email will be sent to the session owner notifying them
that the signature session has been completed. The signer can download a copy of their signed
document once they have completed their session.

L @ e

166 OF potenual OF aCwar ransIErees

ExclusiveRighto... ¥ 167 14. Additional Terms: If Buyer's initial deposit and/or any additional deposits required under the contract are not

Pages: 4
b 168 received by escrow by the ime period specified in the contract, Buyer will be considered in default. and Seller may
169 exercise the Seller's remedies in the contract.

171 Time s of the essence in the payment of these deposits

173 Seller has the option to declare this contract null and void, if any earnest money deposits are not made on time as

174 required by the contract or if Buyer's eamest money check does not clear

Next G} [F Ry Marshall Law Date: 05/11/2023

181" Home Telephone: Work Telephone Facsimile.
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5. When all tags have been completed, click on the “Done” button in the top left corner to
complete the signing session. The following message will appear confirming that all the
required fields have been completed. Click on the “Yes” button to complete the signing
ceremony.

All required fields have been completed B

Would you like to complete your signing ceremony?

[ %
Congratulations!
Your signing session is complete

Note: You will be notified when the session has been completed by all parties.
You will be emailed a signed copy of the document(s).

6. An email will be sent to the agent notifying them that the signature session has been
completed. The signer can then download a copy of their signed document.
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Transactions - Archive Transaction

When a transaction is completed, and you no longer require access to it in Form Simplicity, you can
archive it to a long-term storage location.

1. Log in and click on “Transactions” from the main navigation menu at the top of the Form
Simplicity home page which will automatically take you directly to the My Transactions screen.
Then locate the transaction that you wish to archive and open it.

Transactions Blank Forms My Files Contacts Templates

My Transactions (188) Shared Transactions Archived Transactions Tasks eSign Sessions

Sort: Last Updated (Descending) Select Filters n View: Q [ Search My Transactions Q @

Start a New Transaction

Last
Address Updated Type Status

123 N Simple Street Pleasantville FL Residential New )
07.06.22 Shae Settings
32757 Listing v

2. In the upper right-hand corner of the transaction, click on the “Archive Transaction” button.

. . . R o i i i Delete Tre ti
Transaction Email: fs+123nsimplestreet_3286@formsimplicity.com -@ Archive Transaction | RIERECCRICIEE ]

Full Address Property Type Transaction Type

123 N Simple Street Pleasantville FL 32757 Residential ~  Listing v

Transaction Status MLS Listing ID Listing Price Purchase Price
RE12345 $ 350000 $ 0

- B
123 N SIMPLE STREET, PLEASANTVILLE FL 32933

[ Save Data }

3. The Archive Transaction pop-up window will open asking “Are you sure you want to Archive
this transaction?”. Click on the “Yes, Archive Transaction” button to archive the transaction
or click on the “X” button to cancel the action.

Archive Transaction

Are you sure you would like to Archive

this transaction?

Yes, Archive Transaction “
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4. This will move the transaction to the Archived Transactions for long-term storage.

5. Also, depending on what type of transaction is being archived, change the status in the

Transaction Status drop-down menu to the appropriate status for the transaction being
archived.

Transaction Status
Active v

Set Status

New

Active

Pending

Closed

Leased/Rented
Expired

Withdrawn

Notes:
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Transactions - Unarchived Transaction

If additional files must be added to an archived transaction, that transaction needs to be restored
by unarchiving it.

1. Log in and click “Archived Transactions” from the Transactions sub-menu at the top of the
Form Simplicity home page. Then locate the transaction that you want to make Active again.

Home Transactions Blank Forms ‘ My Files | Contacts
My Transactions Shared Transactions Archived Transactions (1) Tasks Task List Templates
Start a New Transaction Search My Archived Transactions Q @
=
Sort: Last Updated (Descending) v Select Filters (E) View: H
Last
Name Address Updated Type Status
123 N SIMPLE STREET, 123 N Simple Street Pleasantville Residential Active . )
L 12.17.21 — Settings
PLEASANTVILLE FL 32933 FL 32757 Listing v =
Display 1 Transaction u 24 48 perpage

2. In the top right corner of the transaction record, click on the “Unarchive Transaction” button.

&5} Unarchive Transaction METRLEEGNCIEEY

Transaction Email: fs+123simplest_9136@formsimplicity.com

[o] Full Address Property Type Transaction Type
123 SIMPLE ST, PLEASANTVILLE FL 32933 Set Property Type Set Transaction Type
W : Transaction Status MLS Listing ID Listing Price Purchase Price
T Enter MLS ID $ 0 $ o

123 SIMPLE ST, PLEASANTVILLE FL 32933

St | v | |

3. A new window will open asking “Are you sure you want to Unarchive this transaction?”.
Click on the “Yes, Unarchive Transaction” button to archive the transaction, click on the “No”
to not archive the transaction or click on the “X” to cancel the action.

Unarchive Transaction

Are you sure you would like to
Unarchive this transaction?

Yes, Unarchive Transaction
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4. Click on the Transaction Status drop down menu to Set Status to “Active.”

Set Status

New

Active

Pending

Closed
Leased/Rented
Expired
Withdrawn
Terminated

Rejected

5. This will move the transaction and all its contents back to “Active.”

Notes:
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Order Forms Programming

Brokerages, Associations/Boards, and MLSs who would like to add their own forms to their Form
Simplicity Library, may order forms programming.

This is particularly beneficial when you

o have proprietary forms that your agents or members need to access and use regularly

e want to ensure the most up-to-date versions of your forms are accessible

o have forms that require accurate calculations and want to eliminate possible human error
e want to reduce paper and printing costs

e want to reduce the need for paper file storage space

To place an order for Forms Programming, click on this

URL: http://www.formsimplicity.com/forms-ordering/. There is no limit (Maximum or
Minimum) to the number of forms we can program for you, and you can request revisions to your
forms at any time. Additionally, you will always have the opportunity to review and approve your
finished forms before they are available to your members or agents in your Library. Price for
programming varies according to the number of pages, fill-able fields, calculations, and
customization that the form requires.

Your online-accessible forms will reduce printing and storage costs and help your agents or
members manage real estate transactions electronically from start to finish.

Useful Tools

Create a Forms Create a New Add a Contact Upgrade Your Forms Programming

Package Clause Account
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