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Getting Started and Setting your password

e You will need to login to your DocBox/TransactionDesk account to set your DocBox Printer
password.
e Login, click on the ‘Settings’ tab, ‘My Preferences’ and Print Driver Settings
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og, Welcome back to your TransactionDesk account.
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Preference Options
General Settings @® DocBox Print Driver

User Information @ Enable your PC to print directly to your TransactionDesk transaction files and your DocBox Inbox. You can
Password Management also email and fax documents at the same time without having to go to the TransactionDesk website.

Transaction Settings In order to use this service you'll need to download and install the print driver. Link for each are immediately
Task Settings below. You'll also need to use the User Key below. Please download both the printer driver and the user
guide to get started. Make sure to read the user guide before you start!

= Click here to download the print driver.
@ Click here for the user guide.

B
B
B
B
B
[ Appointment Settings
[ Email Signature
B
B
B
B
B
B

Form Settings
Document Settings
Faving Settings DocBox Printer Driver
Contact Settings
Account Activity
Provider [Order Settings

B+ Motification Settings
MR RN
.

Yes, 1 want to enable the DocBox Printer Driver.
User Key: 0027C484-BFE3-4146-A9B6-B061F0CI5EDS
Use the same password I'm already using to access my TransactionDesk account.

L . . .
b“P-”_”t-D_”:E_ffftfi . To manage your account password, click here and you will be taken to the Password Management section of
[ DocBox2Go Settings My Preferences.

[ TopProducer Settings

For future reference you can navigate to your Password Management by dicking in the Settings tab at the top
of the page, click on My Preferences on the left and again on Password Management, also on the left.

For more information on DocBox Print Driver, here.
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Getting Started and Setting your password

e First, make sure the box labeled, “Yes, | want to enable the DocBox Printer Driver” is checked.

e Most of you will want to use one password when logging into DocBox2Go and other remotely
accessed DocBox/TransactionDesk features (e.g.—the DocBox print driver). If that is the case,
make sure ‘Use the same password I'm already using to access my TransactionDesk account.”
is checked and then click on the ‘click here’ link in the sentence that says, “to manage your
account password, click here...”

e Otherwise, uncheck the second checkbox and enter in a password.

Preference Options
[ General Settings ? DocBox Print Driver
B User Information @ Enable your PC to print directly to your TransactionDesk transaction files and your DocBox Inbox. You can
B Password Management also email and fax documents at the same time without having to go to the TransactionDesk website.
I Transaction Settings In order to use this service you'll need to download and install the print driver. Link for each are immediately
> Task Settings below. You'llalso need to use the User Key below. Please download both the printer driver and the user
. guide to get started. Make sure to read the user guide before you start!
Appointment Settings
e g =l Click here to download the print driver.
[ Email Signature
B Form Settings ,__-)) Click here for the user guide.
[ Document Settings
B Faxing Settings DocBox Printer Driver
[ Contact Settings
B Account Activity Yes, I want to enable the DocBox Printer Driver.
B Provider/Order Settings User Key: 0027C484-BFE3-4146-A9B6-B061F0COSEDS
7 , . ) )
B Notification Settings Use the same password I'm already using to access my TransactionDesk account.
B Print Driver Settings To manage your account password, click here and you will be taken to the Password Management section of
[ DocBox2Go Settings My Preferences.
B TopProducer Settings For future reference you can navigate to your Password Management by clicking in the Settings tab at the top
of the page, click on My Preferences on the left and again on Password Management, also on the left.
For more information on DocBox Print Driver, click here.
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Getting Started and Setting your password

e If you clicked on the link that says, “To manage your account password, click here...” you will
be taken to the Password Management section of My Preferences, shown below.

e Note: Many of you login via your MLS, Association or brokerage website and do not know your
password in our system. However, everyone has a password on our system.

e In order to get that password, click on the link outlined in red to have it emailed to you.

e Your password will be emailed to the email account on record in our system. You can double-
check that email address by clicking on the ‘User Information’ link on the left side of the My
Preferences screen, shown below.

e Once you have your password, enter it and then enter your new password.

e Note: Your DocBox/TransactionDesk password is not related to any other password. It can be
the same or different than passwords you use for other systems such as your MLS, association
site, brokerage site, etc.

Preference Options

- Change Password
General Settings

User Information Yes, I want to change my password.
Password Management Current Password:
Transaction Settings MNew Passwoard:

Task Settings Confirm New
Appointment Settings Passward:

Email Signature If you do not know your password for TransactionDesk, pleasd click here tp have us send the password to your

Form Settings ermail address on record. Famssnmunm

Please note: If you normally login to TransactionDesk through your MLS, association or brokerage site, changing
Faxing Settings your TransactionDesk password will not affect your login for those other sites.

Contact Settings

Account Activity

Provider/Crder Settings

Motification Settings

Print Driver Settings

DocBox2Go Settings

>
e
3
b
=
3
>
e
I Document Settings
b
=
3
>
e
3
b
B+ TopProducer Settings
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Your User Key

e You will need to have your user key to enable the DocBox Print Driver when you first use it.

e Copy the User Key from the page shown below, which you can access by navigating to by
clicking ‘Settings’ tab > ‘My Preferences’ > Print Driver Settings.

e Paste the key somewhere you can access it after you install the software. Alternately, leave the
Print driver settings page open and copy and paste the key into the print driver software when
prompted after installation. You will only have to do this once.

1. Broker Took Home )l/ Seftings Calculator Wizards Help Chat Legout

anetFax ® Forms Ondine Gold = Providers/Orders ® Reports ® Transactions ® Signings ® Authentisigns ® Fax Log ® Online Store

2 loe, Welcome back to your TransactionDesk account. |
Broker Tools Home Seftings Calculator Wizards Help. Chat Logout
Calendar /Appointments ® Tasks ® Contacts ® DocBox ® InstanetFax ® Forms Ondine Gold ® Providers/Orders ® Reports ® Transactions ® Signings ® Authentisigns ®* FaxLog ® Online Store
H H -
B My Preferences H Start Groups Clauses
: E Use to select personal options to : Quick start groups allow you to Use to create personal dauses
M customize the site. L kd group contract forms together to which can be easily inserted into
L : save you time, contracts and forms.
. »
- M
- Continue : Continue Continue
FEEEEEEEEEEEESN L
3 Preference Options
B General Settings * DocBox Print Driver
B User Information @ Enable your PC to print directly to your TransactionDesk transaction files and your DocBox Inbox. You can
W Password Management also email and fax documents at the same time without having to go to the TransactionDesk website.
B Transaction Settings In order to use this service you'll need to download and install the print driver. Link for each are immediately
B Task Settings below. You'll also need to use the User Key below. Please download both the printer driver and the user
guide to get started. Make sure to read the user guide before you start!
[ Appointment Settings i X
=l Click here to download the print driver.
B+ Email Signature )
B Form Settings Q) Click here for the user guide.
[ Document Settings
B Fasing Settings DocBox Printer Driver
[ Contact Settings
B Account Activity Yes, 1 want to enzble the DocBox Printer Driver.
B Provider [Order Settings User Key: DD2?C4S‘i—BFE34146—A9?678061FDC05ED5
7 . : )
B Nothoation Settings Use trEE LA AFAAS T AR USAd SR aE Frfy%!ictlonDesk account.
NEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
P Print Driver Settings To manage your account password, click here and you wil be taken to the Password Management section of
i BEBSSLES SR g My Preferences.
- L
B FopPradueer Setimgs For future reference you can navigate to your Password Management by dicking in the Settings tab at the top
of the page, click on My Preferences on the left and again on Password Management, also on the left.
For more information on DocBox Print Driver, click here.
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Getting Started — Downloading the software

e Download the software, which you can access by navigating to by clicking ‘Settings’ tab > ‘My
Preferences’ > Print Driver Settings.

Preference Options

General Settings

User Information
Password Management
Transaction Settings
Task Settings
Appointment Settings
Email Signature

Form Settings
Document Settings
Faxing Settings
Contact Settings
Account Activity
Provider fOrder Settings
Motification Settings
Print Driver Settings
DocBox2Go Settings

VVVVVVVVVVVVVVVVY

TopProducer Settings

@® DocBox Print Driver

@ Enable your PC to print directly to your TransactionDesk transaction files and your DocBox Inbox. You can
also email and fax documents at the same time without having to go to the TransactionDesk website.

In order to use this service you'll need to download and install the print driver. Link for each are immediately
below. You'll also need to use the User Key below. Please download both the printer driver and the user
#o =+ 84192 [0 gt sfarted. Make sure to read the user guide before you start
: = Click here to download the print driver. =

Q) Click here for the user guide.

DocBox Printer Driver

Yes, I want to enable the DocBox Printer Driver.
User Key: 0027C484-BFE3-4146-A0B6-BO61FOCOSEDS
Use the same password I'm already using to access my TransactionDesk account.

To manage your account password, click here and you will be taken to the Password Management section of
My Preferences.

For future reference you can navigate to your Password Management by clicking in the Settings tab at the top
of the page, click on My Preferences on the left and again on Password Management, also on the left.

For more information on DocBox Print Driver, click here.
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Installing the Software

e When prompted, click the ‘Run’ button.
e Click the ‘Run’ button again when prompted.

-~

File Download - Security Warning

Do you want to run or save this file?

Mame: DocBox Prinker by Instanet Solutions.exe
Type: Application, 7.77MEB

From: hesthoy.transactiondesk.com

Rur ] [

Save ] [ Cancel

I--' ‘~| Wohile files from the Intermet can be useful, thiz file wpe can
\ L'j. potentially harm your computer. |f yow do not trust the source, do not
= fun ar zave this safbware, what's the sk
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Installing the Software

e Please read the License Agreement carefully.
e Click the ‘Yes' button to continue.

InstallShield Wizard

License Agreement
Fleaze read the following license agreement carefully.

Prezs the PAGE DOWHM key to zee the rest of the agreement.

fl. MEMBER ACCOUNT, PASSWORD, AND SECURITY P

To open an account, you muzst complete the registration

process by providing us with current, complete and accurate

infarmation az prompted by the Registration Form or via

phone to a COM |nc. customer support reprezentative. rou

then will recerve a pazzword and an account first and last

name. rou are entirely rezponzible for maintaining the

confidentiality of waur passwaord and account. Furthermore,

wau are entirely rezponsible for any and all activities ot

Cro pou accept all the terms of the preceding License Agreement? |f pyou chooze Mo, the
zetup will cloze. To install DocBox Printer by [nztanet Solutions, you must accept thiz

agreemetk,

< Back Tes Mo
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Installing the Software

e Click the ‘Next >‘ button.

-~

InstallShield Wizard

Choose Deztination Location

Select falder where Setup waill install files.

Setup will inztall DocBox Printer by Instanet Saolutions in the following folder.

To inztall to thiz folder, click Mext. To install to a different folder, click Browsze and zelect
arnather folder.

Deztination Falder

C: . sDocBox Printer by Inztanet Saolutions Browse. ..
< Back | Mext = | Cancel |
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Installing the Software

e Once the installation process has completed the window will close.
e The software is now ready to use.

Setup Status

DocE ox Printer by Instanet Solutionz Setup is perffarming the requested operations.

L =y

Setup Printer

-
"J" . . . .
% Inztalling *irtual Printer. [t take zeveral zeconds, please wait &

rormnenk.

Cancel |
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Configuring the Software

e To begin using the software, simply open a document to print, email and/or fax.

e Select the ‘DocBox Printer by Instanet Solutions’ option from the ‘Printer name’ list.

e Click the ‘Print’ button.

-~

Print

-,

Publication and Paper Settings | Prinker Details

Printer name: ‘DacBax Printer by Instanet solutions M [ Properties. .. ]

Preview

Ptinting options [ Prirk ko file

P

One page per shest

M =

e Pri o by
vt s

" Pages:

Enter numbers of ranges separated  £-sided printing options
by commas, For example 1,3,5-12,
¥ ! PIE L |Single-sided Vl

Paper Orienkakion yriallation k!
Size: |Letter M (%) Portrait
. Landscape
Sgurce: |.ﬁ.utumatically Select M O Langscap
Page range Copies
{(®) all pages Mumber of copies: |4 = (© shoy paper after printing
() Current page ) Show how to insert paper

I Prink l [ Cancel
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Configuring the Software

When using the software for the first time you will need to enter your ‘User Key'. The software will
remember your key for future use.

Please see pages 2-6 of this document for more information on setting you password and obtaining
your User Key.

-,

Instanet Solutions Authentication Required

Please enter your password to continue.

User key:

If this is not your name click has

Passward:

Continue ] I Cancel

Print Driver Settings

Before you are able to use the ‘DocBox Printer by Instanet Solutions’ you must first enable it within
your account, as described on pages 2-6 of this document.
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Uploads the document to your account.
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I would like to upload this document to DocBox.

e Enter the document's name.

e Click "Send Document".

-

Instanet Soelutions Document Action

-

Doc@h Select the actions you would like to take.

Twould like to upload this document to DocBox
Document Mame:

® Upload to Inbox

) ... to Transaction:

[ Iwauld like to fax this document.
Recipient:
Fax:

Send Fax-Back Cover Sheet?

[] I would like to email this document.
Recipient:

Email:

cC
BCC:

Message:

Send Fax-Back Cover Sheet?

Send Document l ’

Cancel ]

By default the document is placed in your Inbox.
You can select a Transaction folder instead.

14
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I would like to fax this document.

Sends the document via fax.
Enter the recipient's name and fax number.
Including a Fax-Back Cover Sheet is optional.

Click "Send Document".

Instanet Solutions Document Action

Doc@h Select the actions you would like to take.

[ Twould like ta upload this document to DocBax
Document Mame:

Upload to Inbax

... ta Transaction:

I'would like to faxthis document. Q)
Recipient:

Fax:

[ Send Fax-Back Cover Sheet?

[] Iwould like to email this document. é)
Recipient:

Email:

cC

BCC:

Message:

Send Fax-Back Cover Sheet?

Send Dacument ] ’ Cancel
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I would like to email this document.

Sends the document via email.
Enter the recipient's name and email address.

Add a message.

Including a Fax-Back Cover Sheet is optional.
Click "Send Document".

Instanet Selutions Document Action

Doc@‘ Select the actions you would like to take.

[[] Twould like to upload this dacument to DacBox
Dacument Marme:

Upload to Inbox

.. to Transaction:

] ITwauld like to fax this document, g’
Recipient:
Fax

Send Fax-Back Cover Sheet?

Twaould like to email this document. g’
Recipient:
Ermnail:
(Eict
BCC

IMessage:

[] Send Fax-Back Caver Sheet?

Send Document ] ’ Cancel
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