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Importing Contacts from Top
Producer 8i into
InstanetForms and
TransactionDesk
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This document provides an over view of the set-up and use of the integration for Importing contacts from Top
Producer into Instanet Forms/TransactionDesk



Setup

Step 1- Login to InstanetForms/TransactionDesk, click on the ‘Settings’ tab (near top of the
screen) and click on the ‘My Preferences’ Box.
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Step 2- Under ‘My Preferences’ click on ‘User Settings’ on the left side of the screen and scroll
down to the bottom of the page to the ‘Top Producer Services Set-up’ section. Enter your Top
Producer User Name and then copy the code key shown so you can paste it into your Top
Producer Account.
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Step 3 — Login to Top producer, Click on ‘Preferences’ (top right of screen), then select ‘3™

Party Services’
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Step 5 - Select InstanetForms/TransactionDesk from the application list and paste in the key
code you copied from your TransactionDesk account.
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Your InstanetForms/TransactionDesk and Top Producer Accounts are now set-up for the import. The
following pages will show you how to import contacts from Top Producer into your InstanetForms or

TransactionDesk Account.



Using the Import Feature

Step 6 — To add Contacts/Participants to a transaction file, simply select —
I would like to: ‘Add New Transaction Contact from Top Producer. This can also be done at
the add Contacts/Participants step in the Transaction Wizard.
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Step 7 — When this page appears, only 50 of your contacts will be returned. If you do not see
the one you want, simply enter some search parameters and click ‘Search Contact List’. Once
the contacts you want are returned, select the one(s) you want and click on the Import
Selected Contacts at the bottom of the page. Those contacts are now part of the transaction
file. Be sure to select their contact type so they will auto-populate your forms!

{2 TransactionDesk - Windows Internet Explorer E@@

= T
b tiondesk, com|INETS_BINhsrun.h T TRORMS| StatelDyRIFMQoLXOE1ZZD2FtZ4m L 5E Leniv-4S5Y/HAHTPage/HS_MainPageDefault D |éc | Cad b

Fle Edt Vew Fovortes Tools  Help

S Links 9 Welcome to Transaction Desk @ | Stats 2 | Administrator Login 2 | Top Producer

W& |55~ | v TramsacionDeskc x| [ Top PRODUCER 61 Cantacti, | | - B - ® - B - ok - @ P
joe, VWelcome back o your TransactionDesk account.
Eroker Tooks Homs D Calculstor izsrds el Chat Logout
Contacts ® DocBox * InstaneiForms ® Reports ® Transactions ® Signings ® FaxLog * Shop rt
Transaction Cptions Select Contact Type
@ Transaction Overview Transaction Contact Type: | Buyer || Add Transaction Contact Type
@ Transaction Dates
@ Transaction History R ] =

@ General Information

@ Property Information Frsthame: | | Last Name: [Smin

@ Calllog company: [ |

@ ContactsPartichants

@ Documents John Smith g
Seth Smith Colorada Rockies &

Sharing

@ sharing Import Selected Contacts




Tip: next time you edit the contact(s) in InstanetForms/TransactionDesk, click the checkbox at the
bottom of the contact detail screen and they will be added to your permanent contact database in
your TransactionDesk account.
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