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Importing Contacts from Top
Producer Iinto Instanet Forms
and TransactionDesk

This document provides an overview 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. Click Continue in the My Preferences box and
select User Information from the list on the left side. At the bottom of the page there is a section for “Top Producer Data
Services Setup”. Check the box to enable your TransactionDesk account to access my Top Producer account, copy the long
alpha-numeric key to paste into Top Producer (in Step 4) and fill in your Top Producer user name. Click the Save Settings
button at the bottom when finished.
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Step 2 — Login to Top Producer, go to Setup and select “Data service setup”
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Step 3 - Click on “Add data service” on the left side and select InstanetForms/TransactionDesk from the third-party
application list.
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Step 4 — Paste in the code key you copied from your TransactionDesk account in Step 1 into the field that says “Enter your
user ID OR create a security key”. Click OK when finished.
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Using the Import Feature

Step 6 — Now, whenever you are adding Contacts/Participants to a transaction, simply select “I would like to: Add New
Transaction Contact from Top Producer”.
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Step 7 — Your Top Producer contacts will appear on the page. Select the desired contacts 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 and
then it will auto-populate into your forms!
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