relay® Training

Tips, tricks, and support for

agents just starting online real W A
estate v

www.ziplogix.com/relay
support.ziplogix.com

Welcome to agent training for relay®. Today we will cover many things, but we don't
expect you to remember every detail. Our goal today is to show you some of the
things you can do with your relay® account. Please take notes and ask questions
during the training to make it a better experience for you and your colleagues.

Feel free to use all or some of these tools as you become more familiar with relay®
and learn all of the different ways relay® will help you connect to current clients and
attract new buyers and sellers!




rt using relay®
and stop drowning in files.

S\

Today we’re going to cover how start using relay® to help you get...
-Organized

-Online

-Out of the office

With a few online tools, you can go to paperless transactions, but there are a lot of
factors involved in your transactions, so let’s take it one step at a time. We’re going
to start today by looking how you can have less paper, fewer photocopies, and
fewer faxes in your transactions today!




The New Real Estate File

Euim ewms 86/10/2089, 100 PDT  Cam lust medtes 08138/ 3608, 10:31 FOT
azaarar 11

relay

Your new real estate file is organized, professional, and online. It means taking the

pile of paperwork you work with every day, and moving it online, where you can
securely reach it 24/7.

Just as any other new filing system, there is an adjustment period as we grow

accustomed to a new process. Today we will take a look at some of the steps you
can take to improve that period.




Welcome e-malil

From: RELAY Online Real Estate [relay@rebt.com]

Ta: support@rebt.com
it
Subject:  wWelcome to RELAY
Thisis an automatically generatd .
relay® e-mails come from relay@rebt.com
www.rebt.com
Remember to add relay® to your
Welcome to RELAY contacts or safe senders list.

il T — Diear Andy Agent,

| Congratulations! You have
el Sign in for your real estate

Click on the orange SIGN IN button to

Click on or copy and paste | cregte your username and password
= hitps lirelay rebt.comitmsiu .
2FukiZre0 YUSPmI%30 within 30 days.

‘ Please sign in to your Agent account

s within 30 days to activate your account
Once you create your username and
password, visit this link to sign in.

Where do | signin? /

Sign in at hitps.frelay.rebi comssiter! 0015
ar hitpeirelay rebt.comitrmel

Frequently Asked Questions

Every relay® user creates their own username and password to sign in to relay®.
This helps keep your transaction information secure.

To create your own username and password, just click on the orange SIGN IN
button to create your username and password the first time. After you have a
username and password, remember to use the www.RELAYLogin.com link with
your site ID number!

A site ID number is a five-digit number which identifies your online office, the same
way that the street number on your address helps to identify your brokerage
building.

Remember, you have 30 days to SIGN IN, or this temporary account expires, and
you will need to have your password reset.

TIP: Not sure what your site ID number is? Scroll down on your e-mail to check the
Frequently Asked Questions section.




Sign in to your relay® brokerage site

Brokerage Banner
(Customize in Admin)

relay e

Switch from
Site Nama: relay Training Brokerage - Online Enghsh tO Spamsh * English | Spanish

= www.relayLogin.com

<= Signin

{Password is Case Sensitive)

Sign In

Click if you forget your
FurgulUsErNam:'
User Name or Password [™9> e

Agd relay® to your favortes

R [R—==

REATGR" watse  Confirm

relay

relag @Copyright 2002, zipLegix. All Rights Reserved Contact Us | Terms of Uss | Privacy Policy

Your relay® brokerage site allows you to use a username and password like a set
of keys to access your files. It personalizes your appearance to your clients, and it
allows you to sign in from any internet connection.




Start the Transaction in relay®

= A Transaction in relay® can store documents
(computer files), track tasks to be completed, and
record an event log as you work

» relay® allows you to access files from any internet
connection 24/7

= Working online reduces your risk and can
increase communication and service to clients

* Files on relay® can be downloaded to a CD

relay

Just like your paper files, transaction files are labeled according to the property or
the client. With today’s training, we will see how to construct a file that will improve
your business.




Home Page

= Current and past files
= Option to start new files

relay

Home | Transactions | Activities | Contacts | zipForm & Administration | Profile | Sign Out | Help

Transaction Search Customer Satisfaction |

Create a new Transaction for: relay Training Brokerage - Online H

[ Create Transaction ] [ Get from zipForm 6 ] [ Import from MLS ]
Search for an existing Trafkaction

Street Address Exsct () #Results parPage

2 | 100 v
Fuzzy (&) | [¥] Advanced Search

Start a new
flle [ Search for Transaction ] Clear
H
Showing results 1 through 73 out of 73 gl (11
Search for .
[] «Transid Property Address a file l\gent Escrow # {D:IE‘::'”Q

|:| 100955 123 Main Streat

The Home | Transactions page is the first page you see when you sign in. It is one
of the four primary navigation pages dealing with transactions.

The other three pages include:
Activities: where you can view, search, and update all of your transaction Activities

Contacts: your address book for all of your transactions. You can use Contacts in
relay® to fill out Transaction Contacts, or you can use them in zipForm® 6 to fill out
contact information in forms.

zipForm 6: This link is visible if you have updated your relay® Manager in
zipForm® 6. It will take you directly to your forms (CA users note: It will take you
directly to the C.A.R. sign in page if you are in California




Labeling the Transaction

tema | Transactions | Activities | Contacts | sigForm & Administration | Profis | Sign Out | el

Praperty Infermation 7]

<4 Property Address

Add a (small) picture

Select the transaction
type (Status) and
side you represent

These four dates control
many due dates on the
T e checklist

= relay

The Cover Sheet serves as a label for the transaction, and provides an easy-to-access reference
point for all files.

Fill in the property address (or leave it blank), add a property picture, and fill in property details.

It is important to select the appropriate side you are representing:

Listing Side: The Primary agent/team represents the seller

Buying Side: The Primary agent/team represents the buyer

Listing and Buying Side: A single primary agent/team represents both buyer and seller

Please note: when in an office, if different agents are representing different sides, select one side (for
instance, the listing side), then you can easily add the other side (for instance, the buyer’'s agent)
through the contacts later in the transaction.

The transaction type is important, and should be updated throughout the life of the transaction.
Listing: You have a listing contract

Purchase: You have an executed purchase agreement

Prospect: A prospective buyer or seller

Inactive: A transaction which has fallen through

Closed: A transaction that has closed

Unknown: A file that has just been synchronized from zipForm® 6. Select a new Transaction Type
to fully edit and use this file.




A Place for Everything

relay:

Home | Transactions | Activities | Contacts | zipForm 6 Administration | Profile | Sign Out | Help

| Cover sheet |

cdavis@ziplogix. com

Jane Doe Transaction ID 114639
relay Training Brokerage 123 Jones Ave
866-7368-7328 Closing Date:

Buyer: None

| Documents Checklist Hotes History
D4 A t [ De*e Transaction ]
Jane you have full accgks to Listing Side of fhis transaction. [ |
o Complete @ | =
Basic file Activities and record of the e
. . tasks | 04/14/ 2009, ) bdified: 04/14/ 2009, 10:18 PDT
information transaction b
|_Edit Trang . lorm 6 " Ti . ) reate Transaction CD I
I FOI’TT’IS, emails, Communicationf o
Droperty Tl plctures: ) Log: H
Addrass 1 anythlng you mlght City |mpor‘tant p Code County Township
o — have printed Highlights
Sale Informs out on paper H

Once you create your file, you can begin storing information online and receiving

instant updates on your files.




Uploading Documents

= A document is any item you would like to add to
your online file for this property sale

» relay® accepts most types of computer files as
documents

» Paper documents can be faxed in or scanned in
using the Fax Cover Sheet or Email to relay®

» “Paperclip” files together by adding a new version
of the document (through the Document Detail)

relay

Documents form the core of the transaction. There are many ways to add these

documents — uploading, email, fax - so that you can find the route that saves you
the most time.
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relay® Documents Tab
relay

Home | Transactions | Activities | Contacts | ZipForm®&0nline Administration | Profile | Sign Out | Help

r ‘rl Jans Dee " % = Transaction 1D 62399
| 5l RELAY Broksrage N N
W,. s o Caze Email or Fax in a

support@zipform.com
! new document

Work with any

Cover Sheet Documents Cwﬁsl Hotes History service prOVIder
| NewDocument | EmailorFaxtorclay® |  Public Documents | Provider Workspaces |
Document List for Transa& \ 7]
Add a new document Share documents
. . o
. _ to the list with anyone L=
With selected... |
[0 =Document “I' ® Date Activity By Groug Comments ller ., Detail
[] 122Columbus Drive V 1 % glf'z::é:f Unspecified Jane Doe  Unspecified 0 M6 @
D Blueprints of the Property W L 03/05/2009, Unspecified Jans Doe Listing Revised blueprints with 2001 & =3 C\“
2 \ 10:22 PST sddition.
Broker Document erage agreement A o @
{Flacenalder) ) . n RN
Click a document name to open it
listing sgreement adden @ @ ” [
o dum V 1 T — —— i
sddendum
[] MLSDocument v 1 E! ???f\i?rg Placs JaneDos  Unspecified Fill outthisdocumentforthe gn 6 @
43 Listing on MLS

You can think of the Documents tab as a quick way of seeing your documents
checklist.

Here you can see all of the documents that you have, and all of the ones you might
need, so that you can plan accordingly.

Once documents are added to relay®, they can be shared, emailed, faxed, or
viewed at any time, safely and securely.
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Document Detail
relay

Home | Transactions | Activities | Contacts | ZipForm®&0nline Administration | Profile | Sign Out | Help

Transaction ID 62399
123 Main Street
Closing Date:

Buyer: None

8B8-738-7328
support@zipform com

4 Jane Doe
=y RELAY Brokerage
Ii ‘ |

Cover Sheet Documents Checklist Hotes History
| MNewDocument | EmailorFaxtorelay® |  Public Documents | Provider Workspaces
Document List for Transaction Check the box next to documents, 7]

then use “With selected...” to send
documents or change status

| with selected...

D Document

Date Activity By Grou Comments sell

etail
123 Columbus Drive V 1 L= 11/18/2008, Unspecified Jane Doe  Unspecified i @
o 12:55 PST - i
D Blueprints of the Property W L 03/05/2009, Unspecified Jans Doe Listing Revised blueprints with 2001 s C_"“
2 10:33 PST
Broker Document 2 03/05/2008, H « e} H . @
Pl i Click to “paperclip” a new version @
D listing agreement adden T 03/05/2008, i - SUCh aS a Slgned Copy - O\
dum ¥ 1 W22ES] e on top of the original
D MLS Document V 1 G 03/05/2009, @ o C\%

2 o
10:13 PST Listing on MLS

Click on the magnifying glass next to a document to view the document detail and
add new versions of a document, create a fax cover sheet for the document, or
track signatures.

The document detail magnifying glass will help keep your transaction organized and
complete!

12




Keeping on Track

» The Checklist Tab contains an activity list for the
transaction

= An Activity is any task you want to keep track of
during the property sale

= Automatically Apply checklist templates to have
a pre-set list of activities for a transaction
(including required documents and contacts!)

= Daily Activity Reminders keep you on time

relay

Your checklist keeps track of more than just document deadlines. It is the first place
to go when you need to find out what needs to happen in a file.

Use the checklist tab to keep track of all of your “To Do” items. It organizes
everything you need to accomplish for this transaction in one easy-to-use, color-
coded list.

13




Checklist Tab

Home | Transactions | Activities | Contacts | ZipFormEOnline Administration | Profile | Sign Out | Help
Jane Dos 4 Transaction ID 105927
" relsy Training Brokerage 123 Pluto Drive, Orlando, FL 12345
: BER.TIETIZE Closing Date:
s cdavis@ziplogix. com Buyer: None
Cover Sheet Documents Checklist Hotes History
Add Activii A Checklist i
ity gpby, Checkls <_| Add items
Search for Activities H
Quidk filter Exact O # Results per Page
All Activities On All Sides b @ 280 A [ Advanced Search
Fuzzy

[ Search for Activities u 4
“ Search existing activities

2]
Showing results 1 through 10 out of 10 Legend: FaztDus Duein 2 days Fending Completed |9 | (&)
- . B

|:| Activity Hame Group Responsible Party Status “Due Date Seller Siudye
D Updated Resl Estate Resume General Listing Side Complsted | 11/04/2008 *K )
Bemind seller of listing scooi Listing Listing 5 H i @ s
O feme Who can see this activity ®
O Listing Presentation Listing Listing Side Completed | 11/08/2008 K K

You do not have to have a checklist to start a transaction, but it is helpful. You can
use the checklist tab to add activities one by one, or to apply a checklist template
which has many activities, documents, and contacts which you use on every
transaction.

If you are using a checklist template, it is usually easier to start your transaction on
the Checklist tab, rather than on the Documents tab, because your Checkilist
Template might have many of the documents you're about to add.

You can create your own checklist templates by using the main “Activities” link at
the top left of your relay® screen and clicking on the “checklist templates” button.
Please note that going to this link will take you out of this transaction.




Fram: RELAY Online Real Estate [relay@rebt. com]

Subject:  RELAY Activity Motification
A

www.rebt.com E-mail notifications sent every

ivi ificati day f I bt.
Activity Notification ay from relay@rebt.com

va) AUl T —— Dear Jane Agent,

The following transaction activities for RELAY™ site RELAY Demo {ID: 10004}, where you
hawe the role of Agent, are either overdue or due in 3 day(s) orless:

Property Address: 1234 Bay Dr. Transaction ID: 21186
Activity Name \J
FestInspection Disclosure Docd

Property Address: 12345 in View 4 Click the property address
Activity Name Group to open the file and

Present Escrow Package E. update aCtiVitieS.

Property Address: 555 Elim Street

Activity Name Group

Caomhbined Hazards Book - Form FLD Disclosure Documents Listing Side In Progress 021 32006
Matural Hazards Zones Report Disclosure Documents Listing Side Mot Started 021512006
Stroke Detectors Disclosure Docurmerts Listing Side Mot Started 0215i2006

Activities in red are overdue.
Activities in blue are due within 3 day(s).

Your automatic e-mails arrive every morning, with all of your activities for all of your
transactions that are coming due, due, or past due that day.

Click on the property address to open the file and update activities.

TIP: If your e-mails from relay® are hard to find, or are going to your spam filter,
add “relay@rebt.com” to your contacts list to make sure the e-mails always get
through!

15




Communicating with Clients

» Reduce your risk with a complete communication
log on the Notes Tab

= Share notes with clients, and allow them to
respond

» relay® keeps track of everything with an automatic
History

= And of course, share elements of the file
throughout using visibility

relay

Client communication is the number one source of client satisfaction.

At the same time, keeping a communication log is the number one thing you can do
to reduce your risk in a transaction file.

This is why relay® gives you many ways to increase your communication and
outreach to your client, from sharing documents and notes online, to keeping an
automatic history of all events.

16




Add a note
relay

Home | Transactions | Activities | Contacts | ZipForm@0nline

Jans Dos
" relay Training Broksrage
868-736-7328
¥ cdavis@ziplogix. com

Administration | Profile | Sign Out | Help

Transaction ID 105927

123 Pluto Drive, Orlando, FL 12345
Closing Date:

Buyer: None

Cover Sheet Documents Checklist [ Hotes History
L adinote === Cjick Add Note to enter a note on this file
Notes for Transaction H
i
| with selected... v | < — Notes can be sent or printed,
but cannot be edited or deleted
|:| Note Id whate added  Activity Date Type By Comments Seller E;jdye
253548 10/06/2003, 10/08/2008, 19:00 Phone Call Barb Agent Seller wants to renaw listing s
- 18:54 PDT LA
D 194807 02/17/2008, 02/17/2009, 10:30 Welcome to Jane Dos Plzass chedk here for regular updates on your trans o @
10:26 PST RELAY action.
| withizelected... " |

Notes can fit anything you need them to. Whether it's a note to welcome your client
to relay® and remind him/her that they can always contact you at any time, or the
subjects discussed on a conference call, notes can keep track of all those other bits

of information which you need to have in your transaction.

Remember! As part of your risk protection, notes cannot be edited or deleted once
they are added to relay®, but you can make them “invisible” to your client if there is

a typo. Confirm your notes before adding them to RELAY!

TIP: Type your notes in Word first to make sure that the spelling, grammar, and

punctuation is correct!

17




Inviting Others to Participate Online

= Control who has access to the file using the
Transaction Contacts

= Transaction Contacts are side-specific for each
agent

= Clients, transaction coordinators, assistants, team
members, and service providers can be invited to
your side of the transaction

» The other agent can be invited as a Guest Agent
using the contacts for the other side of the
transaction

relay

You are always in control of who can or cannot see the file, and which elements of
the file they can or cannot see (using visibility).

Remember to invite your team and clients to your side of the transaction, and to
invite the other agent to their side of the transaction. This will preserve the agency
relationship and visibility settings you have selected.

You should see two sets of contacts, unless the transaction is marked as a “Listing”.
You will need to update the transaction status on the cover sheet in order to add the
Buyer’'s agent. We will talk about how to update transaction status in the next step.

18




Transaction Contacts
relay

Administration | Profile | Sign Out | Help

Cover Sheet Documents Checklist Notes History

On the Cover Sheet, open Transaction
Contacts to control contact information and
who has access to this file

D
RELAY Brokerage

866-736-7328
E-Msil Address: support@zipform.com

< Add your client, delegates, and

Seller Contacts . .

Add seller I Add Agent I Add Delegate | Add Other service prOVIders (Add Other)
George Seller # [ __ Resct Password to your side of the file
cdavis@zipform.com
Jane Doe =

RELAY Brokerage

Scroll down for Buyer Contacts

866-736-7328
support@zipform.com

Transaction Coordinator 1 (3 (]

RELAY Brokerage

553 TC Street, LA, CA 90000 relag
(213) 739-8235

al

Track contact information and control access to your file through Transaction
Contacts.

You can create an account on this page for your client and for the agent on the
other side (as a guest agent). Click “Add Seller” or “Add Buyer” to add the client
under your contacts, or select “Add Agent” on the other side of the transaction in
order to create a Guest Account for the other side. Remember to check the “Create
Account” or “Create Guest Account” box to give that user access.

You may also share transaction information with others using relay®. Delegates
are people within your office (other agents or team members, assistants, and
transaction coordinators) who are already using relay®. Their accounts are
controlled by the Site Administrator under the User Manager. You can also
seamlessly work with other agents using relay®, in one shared file.

To add a service provider, click the Add Other button. Once added, you can invite
them into a transaction through the Provider Workspace on the Documents tab.
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Welcome e-malil

From; RELAY Online Real Estate [relay@rebt.com]
To: support@rebt.com
Ce:
Subject:  Welcome ko RELAY
This is an automatically generated e-mail from RELAY™. Flease do not reply to this message
www.rebt.com relay® e-mails come from relay@rebt.com
Remember to add relay® to your
Welcome to RELAY| contacts or safe senders list.
Ciear Bobby Seller,

Congratulations! You have been adde

Sign in for yaur real estate transaction Cl|ck on the orange S|GN IN button to
Click on UrW create your username and password
httos Krelay rEW comimsiivent.do’ Wlthln 30 days.

tid=cctFahUBwiclZLTOR[rOHIKa 1 i

Flease sign in to your Seller account
within 30 days to activate vour account.

Frequently Asked Questions ®
Where do | sign in?
Sign in at hitps:firelay.rebt comisiter! 0015 J
or hitpsufirelay.rebit.comitrmss

Call or e-mail clients to let them know they should sign in to create their secure
username and password.

Once your client has created a secure username and password, he or she can
always log in at your relay® site at: https://relay.rebt.com/site/ (fill in your
five-digit site I1d# at the end). Or link to your relay® site from your website! That is
an easy, quick way to advertise the extra benefit you offer all of your clients with
online real estate.

Remember, your client has 30 days to SIGN IN, or this temporary account expires,
and you will need to reset the password in order to reset this account. After your
client clicks the SIGN IN button, he or she creates their own Username and
Password, which do not expire.

20




Saving and Sharing

» Update the Transaction Type (status) as
you progress through the file

= Once finished, you can look up Closed
files easily at any time, but they do not
clutter your file list

» Use Edit Transaction Detail to keep the
Cover Sheet current

relay

As you progress through the file, you can ensure your information is accurate by
updating the Cover Sheet to follow the transaction progress.

Every time you reach a milestone with a new key signed contract (listing agreement,

purchase agreement, closing), you should update the transaction cover sheet. This
will ensure accurate due dates on your checklist, and it will also provide you with full
access to the features which best suit your current file stage.
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Following File Progress

relay:

Home | Transactions | Activities | Contacts | zipForm 6 Administration | Profile | Sign Out | Help
J Jzne Dos —— Transaction ID 128207
L relay Training Brokerage 123 Main Street, City, ST 12345
8887367228 Closing Date:
A odsvis@ziplogix com Buyer: None
| Cover Sheet Documents Checklist Hotes History
Delete Transaction

Jane Doe, you have full access to Listing Side of this transaction.

nad
Dats created: 06/30/2000, 10:10 PDT  Dats |sst modifizd: 06/30/2009, 10:21 PDT

Transaction Detail. Connected with zipForm 6 transaction: 123 Main Street - LN 3241237 B

Edit Transaction Detail | Sync from zipForm 6 | Transaction Contacts ]‘L Create Transaction CD |

Property Information

- Update the transaction type from

Address 1 Address 2 City
123 Main Strect city Prospect to
B e Listing to
I_za:_sam:_n Crested By Transaction Tyes. StatDster  Listing Purc h ase to
isting Side Prospect —
Closed
...as it applies

Legal Desaiption Listing Price Bala
$456,000.00 $: o

Assessor's Parcel Number Purchase Frice Balance of Second Trust Deed

$2,313.00 | g relag

The transaction type affects your access to features of relay®. For instance, if you

are in a listing, you will not see Buyer contacts, since the buyer is not present in a
listing.




Thank You

More information:
www.zipLogix.com/relay

Sign in at:
www.relayLogin.com

Support and training:
http://support.zipLogix.com

relay

Thank you for joining us in our training today! We hope it was educational.

Here are some helpful links for contacting relay® or your trainer today.
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