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Go to agent.kw.com

Enter username/password and then click Sign In
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Click on Contacts
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If contactis notin Command yet, click on Add Contact in the top right corner
of screen

If your client is already in Command you can jump to step 5.

‘ dy Import [ ® Add Contact ]’ |

1ize Columns °o— Show 1-4 of 4

|
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STEP 4

Input all of their information

Also, if there are two people purchasing the home add the relationship. BOTH people will

need to be contacts in your Command for this to work.

Quick Tip - Have their name match the pre approval letter as this will auto fill into

DocusSign.

Add to Contacts

Full Name*

(® Add Relationship
Primary Email

Personal v

Lead Source Type
(®) Select From List Select From Contacts

Lead Source

@ Add More Information |

Made with Tango
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Once the client is created, or if the client is already in Command, double
click on the name of the contact.

Test Test

Test Two

@40 R & B

Made with Tango.us
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If you are using a client previously entered double check their information

on the left hand side.

Quick Tip - Make sure their name matches the preapproval letter, that their email address

looks correct, etc as this is what will be transferred over to DocuSign.

If you need to edit anything you can click on the pencil icon to adjust their information.

Test Three

Last contact on 7 days ago

Contact's Health Score

Mark as Lead

First Time Home Buyer

+1 260 555 5559

Lead Source

Account

testthree@gmail.com

Cass Lake Open House

Brian Sheikh

Owner: Brian Sheikh

Made with Tango

Made with

Timeline

Date Ran

FEB I
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STEP 7

Click on Opportunities...

Contact Next Contact p Search Contacts
Les Timeline | Opportunities SmartPlans Tasks o Nc
Date Range W All Activity W () View !
FEB 20, 2023

Made with Tango.us
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Click on Create Opportunity

Quick Tip - Once you have an in depth conversation with your clients you should create the
Opportunity at that point. If you do this - you can edit the Opportunity and then connect
to DocusSign.

This helps you have a better feel for what is in your pipeline

SmartPlans Toskso Notes Saved Searches

ortunities W @(Creote Opportunity]

ress
Made with Tango.us
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STEP 9
Click on Opportunity Type as Buyer

Opportunity Type* Owner*

Select Type B Brian Sheikh

Listing

e |

Landlord

Tenant

Made with Tango.us

STEP 10

Verify the Client name is correct. Select Co-Buyer if there is one.

Quick tip - If you created a relationship above in Command that person will be recom-
mended here

Create Opportunity
Market Center* Team
Fort Wayne Select a team
Opportunity Type* Owner*

Buyer Brian Sheikh

Client’
Test Three
testthree@gmail.com e +12605555559

Co-Buyer

cccccc

Opportunity Name*

Test Three - Buyer

Custom tags
Select tags
Estimated Closed Date Time Frame
] Select

Made with Tango.us
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STEP 11
Input the Opportunity Name

Quick Tip - the best practice is to have the clients name AND the address here.

vuysr - L S

Client*
Test Three

testthree@gmail.com e +12605555559
Co-Buyer

Search...

Opportunity Name*
I Test Three - Address|

Custom tags

Select tags

Estimated Closed Date Time Frame

@ Select... v

Made with Tango.us
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STEP 12

Fill in the information in the Orange Box. Then hit Create

For Opportunity Phase & Stage what you see below are the recommended selections.

The others are based on the actual listing/offer information

" Estimated Closed Date Time Frame )
3/18/2023 3 months
Budget Commission Rate*
$200,000.00 3 %
Opportunity Phase* Opportunity Stage*
Active Negotiations
\ J

Made with Tango.us
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Click on the Opportunity Name to open the Opportunity.

Quick Tip - Again, once you have an in depth conversation with your clients you should
create the Opportunity at that point. If you do this - you can edit the Opportunity and
then connect to DocusSign.

This helps you have a better feel for what is in your pipeline

N
Most Recent W All Opportunities W
FEB 27,2023
@(Test Three - Address)
Stage Phase B
Negotiations Active $

Made with Tango.us
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STEP 14

Add the address for your offer into the Opportunity by clicking on the pencil
icon

Lost opportunity .

Property

Country -
Address Line 1 --

Address Line 2 .

City --
Made with Tango.us

G

STEP 15
Type in the address, city, state & zip code.

Edit Property Information

ountry*

United States of America

 Address Line 1*

5339 North Brookwood Drive

Address Line 2

City/Town*
Fort Wayne
State/Province* Zip/Postal Code*

Indiana len 46835

Made with Tango.us
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STEP 16
Then hit Save.

County Zip/Postal Code*

Allen 46835

(=

Made with Tango.us

STEP 17

Click on Documents

Buyer Profile Documents Offers & Commissions
Property
) Buyer Country --
Test Three - Address Address Line 1 --
01099-7630645 Address. Made with Tango.us
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STEP 18

Click on Start a Transaction

Notes Timeline

&° Start a Transaction -

1se select checklist tvne first Made with Tango.us
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Click on DocusSign

Quick Tip - If you see multiple options make sure you select DocuSign. If you select
incorrectly, you will have to create a new Opportunity.

***|f nothing pops up when you select DocuSign you may have pop up blockers turned on.
Unfortunately, each computer is different so we cannot provide how to get around your
pop up blocker.

¢° Start a Transaction

DocuSign DocuSign,
ase select checklist type fil potioop ook

Made with Tango.us
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Log into DocuSign

DocuSign

Log In

brian@briansheikh.com

(== 3 ]

LOG IN 1

Forgot password or Sign in as a different user

LOG IN WITHOUT PASSWORD

ey Setup a faster login
@;ﬁ Skip your password by adding biometrics
P or a security key. How do | set this up?

6. Made with Tango.us

Open a new tab and log into your local MLS/Paragon.

.
IRIILS

INDIANA REGIONAL MLS

B sssesseeres ‘

Forgot Password

Please Wait

© Copyright 2023 Powered by Made with Tango.us
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Click on Paragon

CJ Home () Logout

© o/
4 s

Paragon ShowingTime rdesk Supra

& | a)’\ @ -
= IRWILS ® D
/ R
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Click on SEARCH then RESIDENTIAL

POWER SEARCH

H‘ﬁl@’

SEARCH LISTINGS CONTACTS

SPECIALTY
Mapping

LOTS AND LAND
COMMERCIAL
RESIDENTIAL FOR LEASE
FARM/RANCH

it DU LAY Made with Tango.us
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Search for the listing that you want to write the offer for.

Search for the address - include city, state, etc if needed.

MLS Documents | Compose Email | (3) Help

e B

usTinGs CONTACTS ~ FINANCIALS

b Load Search | / Last Search @ Customize e Save Search () Open All ) Close Al [ [ count |[ Search
[ primary Criteria - RESIDENTIAL (MLS Defa o | CTERIA SUMMJ
Mapping |Click to @ Qear Al
Property SubType B equas -y v
MLS # & Equas - Open All | Glose A
Area & Equas -
‘et Searcn et Repert
Auction Y/N & Equais -
‘Agent Full Detail 1
Closing Date ~ Begin @ e (6] Date Range - B
Price  Low 000 High 000 ConnectView
Age  Min — Comparables Report
Subdvision ol Eome = Al Fields Detail
Address-Number i Max | Addr Num Single  ~ Google Map
Pre Dir/Street Name | Dir v| [$ Contains - > Spreadsheets
Street Type |Street Type £ Equals - > Details
aty B Equais - > MultiUps
Zip Code & Equais - > Specialty Views
School District B equas - > oA
Elementary td  Equals > > Reports
Middle School B equas -~ 5 Recydle Bin
43 gh School & Equas -

Made with Tango.us

Click on Search

MEMBERSHIP RESOURCES PREFERENCES

[ 8 II Count [H Search ]l

l;I | CRITERIASUMMARY
(5e Clear All

B B status ALL ACTIVE
_ T

Made with Tango.us
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Double click on the listing you'd like to open

MLS Documents | Compose Email | () Help

~m
Paragon I ‘

search CONTACTS  FINANCIALS MEMBERSHIP RESOURCES PREFERENCES
Home RESIDENTIAL

CIERMICETRE  Comparables Report (8) F New Saarch

Print+ (i Export » @) Customize » € W Actions | # More + <« 4 Paget ot » » | m

Email o7 Share + bef Save +

HIGH LOW  AVERAGE MEDIAN TOTAL PRICE
ToTAL HIGH LOW AVG MED
LISTPRICE: | $599,900 | $178,000  $310,300  $282,450  $2,482,400
LISTING COUNT: 8 DAYSONMARKET: 245 6 70 47 .
SOLD PRICE: $0 0 $0 $0 50
3 () [status close Date | DOM | ListPrice | Sold Price |Original Pr| SPLP Address City Zip | Beds FBths HBths AGFinSI BGFin BGUnSI Approx. Style  Year E Price Per S
1 Cont-A¢ 6 $178,000 $178,000 7408 Kem Valley Drive | Fort Weyne 1 0 1191 0 0 02080 OneStory 1973 |$149.45
2 Active 8 $194,900 $207,900 4808 Desoto Drive Fort Weyne 2 o 200 0 |0 02400 | TwoStory 1969 |$97.45
3 Cont-A¢ 17 219,900 $219,900 9855 Stellhorn Road Fort Weyne 2 o 1472 (184 736 (08800 Oneand Hol1956 |$149.39
4 Active 47 $285,000 4030 Etood Drive Fort Weyne 2 o 1784 461 462 04600 TwoStory 1955 $148.54
s Active 4 $309,900 2521 Kingston Point Fort Weyne 40 2560 1400 56 Two Story 1984 |$117.15
6 Active 80 $374,900 7130 Antebelum Drive  [FortWeyne 46815 'S 3 (0 2700 (0 0 03100 TwoStory 2022 |$138.85
7 Active 48 $399,900 4105 Fieldbrook Pass FotWeyne |46815-14 2 1 404 0 0 One Story 2006 $97.92
8 Active 245 $549,900 8960 Trier Road FotWeyne 4681514 2 1 2438 0 0 16500 Detached 1970 |$225.55

Made with Tango.us

Hotsheet | Saved Property Searches

Now you have access to all the information for the listing you need access to

From here - we go back to DocuSign tab.

MLS Documents | Compose Email | (3) Help

Paragon (R o= B E
Home RESIDENTIAL

s | opss [CETRTCIIOND s

Export » @) Customize + € Correction W Actions [ More v

& Checked €7 All [ Email o% Shares bf Saves = Printy

«000O00S008 Residential Agent Full Detail Report ®
Ustings as of 02/27/2023 Shaduted Shevio Page 10f 1
Property Type  RESIDENTIAL Status Actva COOM 83 DOM &3 Auction No

S¥ 207748595 4808 Desoto Drive Fort Wayne N 48815 LP $194,300

Area ABlan Counly Parcel 1D 02.08-33-104-001000.072  Type Sito-Bul Fome Waterfront %o
Sub New Glanwood Park Crons Strant  Roed Rood BedrmsS5  FBaths?  HBaths0
Township  Stoo Style Two Story REO No  ShortSale No

School District FWC Elom Glonwood Park JeH Lano ek Soidar

Logal Description  Glarmwood Park Extanded Section 1 Lot 4

Directions North o Stato o Roed Road. Right on Descto to st hous on Right

City Limis ¥ ciy Zoni...RY County Zoning Zoning Description

chooks and churchos. 4 Bodrocms up. Exia room downstars could bo S8 bedroom or ofice. 2 batha. Formal dning room. Walk n pariry. Kiicher
‘9ara0 anc large shed foryous sl Abundant windows in suneoom les the outdoaes in. Geeat for indoaor planss. Nea Cy bus Ine. Glen Agus
iy Inchidos snow plowing. Peoplo who ivo it New Giereood tond fo stay permanensly. Home 1 vacant 5o quick

‘Agent Remarks Setup 83 go and show trough Showing Time. Cormbo lock box. Neads TLC.

Sec  Loi4  LotAdSHDm 02400 [ 10800 [ 100k105  LotDesc Comer
Above Gd Fin SaFt 2000 Above GdUnfinSqFt O BalowGAFinSaFt 0 TuBelowGdSqFt O Tl Fin SaFt 2000
Age 5t NewConst No  Dats Compiote Ext Auminum, Bk Barmt Sab
Bathe Rl et Water  CITY Sasementiisarhl
RMDIM WL BMan 1 O Sews  Ciy e i .
LR 15x13 M BUper 1 O  Fusll  Electic.Colimg OrperHoskup Eloe Yos anite
DR 11x10 M  BOWG O O Hesting Dryer Hookup GEE o SpiFipin Mo
FRo2ixts w Cosling  Nono Diaposal You CaitngFan o
KT 19x11 M LeundyRm Mon ox3 cSohOwnsd No S Mo
8K x AMENITIES Atsc Pull Down Stairs, But I Bookcare, Vator SoftRonted N oAkt it
o x o Smoko, Do, 0y Hook e aenae o aon e
M8 %2 O Garage Door Openee, Rangs/Oven Al Bys-8el .
x . Main Lovel Bodroom Sute, Washer  Alarm Sys-Rent  No GolfCourse  No
B uxn v Garden Tub o NeWikg Tralla Mo
s o0 U 20 fAtached | 2x21 [4200  suman e Garage ¥ Yos
0 v
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0 Time Remaining: 1:59:44
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Once back to the DocuSign tab, click on DETAILS

DOCUSign' Rooms Dashboard Rooms

Test Three - Address
ID: #8169065 Exp Closing: 3/18/2023

l DETAILS I DOCUMENTS PEOPLE ENVELOPES MESSAGES

‘ Q_ Document Finde ‘ ‘ Name (A-2) ¥ H Active Documents v

v [l roOM DOCS (0)
Made with Tango.us

On the right hand side - scroll down to Buyer 1 and verify the information
looks right

Check name spelling, email address, etc (check Buyer 2 also, if there is one)

Test Three - Address

DETAILS ~ DOCUMENTS  PEOPLE ENVELOPES ~ MESSAGES  HISTORY LM / eoiT 2 ACTIONS

Postal code

Name
Test Three

Home phone

Cell phone
+12605555559
Business phone
Email
testthree@gmail.com

Company

Address 1

Address 2

Made with Tango.us
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Scroll back to top and click on EDIT...

a o kw  (Bs

KELLERVVI

- (I

Created by
Keller Williams Fort Service Account on 02/27/2023 at1 Made with Tango.us

Enter the MLS ID (you can copy and paste from Paragon or get from
information sheet if you have it printed)

e Created by
' Side Keller Williams Fort Service Account on 02/27/202:
v SELLER 1
MLS ID Name
| IR
Home phone
status v l
Cell phone
City Made with Tango.us
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Input the complete address

Test Three - Address

DETAILS DOCUMENTS PEOPLE ENVELOPES MESSAGES HISTORY

Test Three - Address Buy Side

Keller Williams Fort Service Account on 02/27/2023 at 12:35 PM

Local currency Under contract MLS ID Name
Select local currency v J 202248895
Origin of lead Company room status Home phone
Select origin of lead v | | select company room status
Cell phone
CATION  Required to Close*
Business phone
Address 1 Address 2 City
4808 Desoto Fort Wayne
Email
County Country* State
Allen United States Indiana v
Company
Postal code Property type Year built
468185| Select property type Select year built v
Address 1
Special circumstances Zoning classification School District
Select special circumstances v
Address 2

R/ G ROOM DETAILS

Made with Tango.us

Input the Legal Description (you can copy and paste from Paragon or get from
informations sheet if you have it printed)

Test Three - Address

DETAILS DOCUMENTS PEOPLE ENVELOPES MESSAGES HISTORY
Postal code Property type
46815 Select property type

Year built
Select year built

wunpany

EDIT : ACTION:

Address 1

Special circumstances Zoning classification School District

Select special circumstances v
Address 2
v LISTING DETAI

City

Legal Description

Glenwood Park Extended Section 1 Lot 4
Country
Select country

State

OFFER DETAK: Select state
Postal code

Offer date Contract amount Earnest money amount

M (] 200000
Contract date Entity holding earnest money Binding date
LEF
] ]

Name

Contingency removal date Appraisal contingency date Loan contingency date

] ]

Home phone

Inspection contingency date Expected closing date

(9| | 03/18/2023

G ROOM DETAILS

Made with Tango

Actual close date

Made with Tango.us
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Input offer details
Quick Tip - Offer Date & Contract Date are the date you are writing up the offer.

Earnest money rule of thumb is 1% of purchase price.

Contract Amount is the amount the clients would like to offer.

State

Select state
Postal code
Offer date Contract amount Earnest money amount
02/27/2023 (] 200000 2000
Contract date Entity holding earnest money Binding date
Contingency removal date Appraisal contingency date Loan contingency date M d O t h T
= o o ade wi ango.us

Click on SAVE

Email

Combnanv

CANCEL

Made with Tango.us
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Click on DOCUMENTS

Test Three - Address

DETAILS [DOCUMENTSJ PEOPLE ENVELOPES MESS,

Made with Tango.us

Click on ADD in the top right corner
DETAILS DOCUMENTS PEOPLE ENVELOPES MESSAGES HISTORY .Y |

Q F Name (A-Z) ¥ || Active Documents v Select All M ‘ =

v [ ROOM

There are no documents here.

Add Documents to Your Room

Add your documents to store and manage them in this room. You can then instantly share them with other members within this room or email them to
individuals who do not yet have an account.

UPLOAD DOCUMENTS

02023 DacuSin, . | Powme By Docuskn | Prvacy Pecy | TemacotUss | Savices rsassd | 39 | I | @ | oons o oot Ett (iaions Made with Tango.us
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STEP 38

Click on DocuSign Forms

LB -+ ADD ¢ ACTIONS

] Computer

[ = PocuSign Forms]

% zipForm®

box Box
g Dropbox

" Made with Tango.us

STEP 39
Click on Buyer - Residential

Select rorms

BROWSE SELECTED (0)

GROUPS Q_ Search
[. Buyer - Residential ]
N
B FSBO Compensation D ame
B Listing - Commercial D IAR -/
B Listing - Land & Farm -
[] =] 1AR-«

B Listing - Residential For
Made with Tango.us
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STEP 40
Check IAR 02 - Purchase Agreement (Improved Property)

Select forms

BROWSE SELECTED (1)

GROUPS [ Q search
B8 Buyer - Residential (
N T te
B FSBO Compensation E] ame -
e : = IAR 02 - Purchase Agreement (Improved
B Listing - Commercial =
’ Property) [l
BB Listing - Land & Farm
[:] = |AR 19C - Addendum to Purchase Agreement
BB Listing - Residential
Show more E] = AR 20B - Amendment to Purchase Agreement
r': v
[:] = AR 26 - Mutual Release Fr .
LIBRARIES Agreement Made with Tango.us

STEP 41

Check KW 1099 - Licensed Home Inspectors (version 1)

Select forms

BROWSE SELECTED (2)

GROUPS

[ 2]

8 Buyer - Residential

B FSBO Compensation ] AR 208 - Amendment to Purchase Agresment -3
B Listing - Commercial
= |AR26 - Mutual Release From Purchase o
@B Listing - Land & Farm (] Em Agreement
8 Listing - Residential (] g 1AR38 - Reforal Foo Agreoment °
Show more
[] == 1R 55 - Escalation Clause
=
LIBRARIES O - IAR 61 - Covid-19 Related Delay Addendum
[ 1AR - Indiana Association o...
[ [E) 14R63- Disclosure and Waiver Priorto o
) Kw 1099 - IN =T Physical Showing or Inspection
= KW 1099 - Licensed Home Inspectors (version
v o
=3 )
@ - KW 1099 - Office Policy Disclosure for Buyers {o]
0O KW 1099 - Protecting Your Family From Lead o
=T Based Paint - Pamplet (version 1)
O = KW 1089 - Utility Quick Reference (version 1) (o]

ADD SELECTED CANCEL

Made with Tango.us
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STEP 42
Check KW 1099 - Office Policy Disclosure for Buyers

Select forms

BROWSE

SELECTED (3)

GROUPS l Q search

B8 Buyer - Residential

[}

B8 FSBO Compensation O 1AR 208 - Amendment to Purchase Agreement

M Listing - Commercial

= |AR 26 - Mutual Release From Purchase
Em Agreement

O
o]

@B Listing - Land & Farm

B Listing - Residential

]

== AR 38 - Referral Fee Agreement
=3

Show more

IAR 55 - Escalation Clause

O 0O

LIBRARIES

— |AR 61 - Covid-19 Related Delay Addendum
[ 1AR - Indiana Association o...
1AR 63 - Disclosure and Waiver Prior to

T Physical Showing or Inspection

]

B KW 1099 - IN

KW 1099 - Licensed Home Inspectors (version
=3 )

K O O

<

KW 1099 - Office Policy Disclosure for Buyers

KW 1099 - Protecting Your Family From Lead
=T Based Paint - Pamplet (version 1)

© 06 o6 o

O 0O

KW 1089 - Utility Quick Reference (version 1
=1 ity { )

Made with Tango.us

STEP 43
Click on ADD SELECTED

IAH DS
Physice

B Kw 1099 - IN

KW 10¢
1)

k] O

B B B B @

KW 10¢

<]

KW 10¢
Based |

O O

KW 10¢

[ ADD SELECTED ] CANCEL

Made with Tango.us
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Go back to Paragon/MLS

Click on Associated Docs

Quick Tip - not all listings will have documents or they could have documents uploaded in
different arrangements.

HOME SEARCH LISTINGS

Home RESIDENTIAL

Criteria | P T W Agent Full Detall 1 (8)

& Checked 47 All [ Email #™ Share~ |rd Save v = Print+ (% Export~ ) Customize v &
DL =)0 Residential Agent Full Detail Repoi
as-af 0]

Status Aclive

Fort Wayne
Parcel ID 02-08-33-104-001.000
Sub New Glenwood Park Reed Road
| Township StJoe Style Two Story
School District FWC Elem Glenwood Park
Legal Description  Glenwood |
Directions North from State on Re

Area Allen County

Made with Tango.us
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Highlight the documents you would like to download

”~

Paragon

<~ Checked < » All Email »

MLS #202248895 Address
O Document

“i:ﬁ; Alt dispute addm

V] Lead paint

‘ Seller disclosure

s

If you are having trouble openin
eFax viewer which you can dow
e T

Click on Export...

SEARCH LISTINGS CONTACTS FINANCIA

—

Email > Share~ |rd Save v = Print &) Customize » ¥ Actions
Address: 4808 Desoto _ Address2: N/A
File Type File Size File Date Public (Emailable)
te addm pdf 168 KB 12/09/2022 09:4¢ Made with Tango.us

Tango


https://irmls.paragonrels.com/ParagonLS/Reports/Report.mvc?listingIDs=202248895&screenWidth=1440&uniqueIDs=&viewID=26&classID=1&usePDF=false&ShowAds=true&searchID=tab1_1_2&listingMode=0
https://irmls.paragonrels.com/ParagonLS/Search/Results.mvc/Index/tab1_1_2?ViewSelected=%7B%22viewID%22%3A%221%22%2C%22name%22%3A%22Comparables%20Report%22%2C%22perPage%22%3A%2250%22%2C%22type%22%3A%22Spreadsheet%22%7D&savedSearchID=0&templateID=7&recordCount=8&toExcel=False&isAddingNewForContact=False
https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

Click on Download Documents

You can also open each individual document and download individually.

***NOTE*** Each computer is set up differently and will save in different spots so make
sure you know how your computer operates***

@ 1 W B & =2

HOME SEARCH LISTINGS CMA CONTACTS FINANCIALS

v

Email » Share v |rd Save v = Print vm &) Customize » u W Actions | # More »
Address: 4808 Desoto (%, Export to CSV N/A Listing Price: !

Favorite Custom Exports

File Type File Size Public (Emailable)
“ Manage Custom Exports
te addm pdf 168 KB Yes
it pdf 147 KB Ye

Made with Tango.us
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Click on ADD...

1099 - Office Policy Disclo...
2023

Click on Computer...

- | N

[ ] selectAl

¢ ACTIONS

Made with Tango.us

L) + ADD ¢ ACTIONS

] (Com puter )

= DocuSign Forms

% zipForm®
box Box

g Made with Tango.us
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https://rooms.docusign.com/
https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

Select files you downloaded from the MLS in the step above from upload
menu and click Upload

Quick Tip - This is a great spot for you to upload your clients Pre Approval/Proof of Funds
letter as well

***Again, each computer is different so make sure you know how to find downloaded
documents on your computer***

On a normal offer you will have the following documents in your DocuSign
Room now:

Purchase Agreement
- Improved Property if it is a property with a home on it
- Unimproved Property if it is just a piece of land with no home on it.
Residential Sellers Disclosure (if applicable, from the MLS)
Lead Based Paint Disclosure (if applicable, from the MLS)
Alternative Dispute Resolution (if applicable, from the MLS)
Office Policy for Buyers(KW Form)
Licensed Home Inspectors Form (KW Form)
Clients Pre Approval Letter or Proof of Funds (for cash offer)

***Different offers may have more or less forms - but this is the list for typical deals***
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STEP 53
Click on KW 1099 - Office Policy Disclosure for Buyers

Brian Sheikh Brian Sheikh
Keller Williams Realty, Inc. Keller Williams Rez

KW 1099 - Office Policy Disclo... Lead based paint disclos
3/19/2023 3/19/2023
. Brian Sheikh Made with Tango.us

STEP 54

Insert your Transaction Fee amount

$500 is a good amount to use here.

KW 1099 - Office Policy Disclosure for Buyers

G thional - Pr9cessing Fee Amount Cc

of §(8500___J jvhich is due and payable
Williams Realty Group. This cost includes addi

storing of documents to ensure that your tran
limited to the following:

e [ntroductory call/email to all parties fron

e Coordinate allinr—-—*-—- - -t --t-—-
Made with Tango.us
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https://na3.docusign.net/Signing/?insession=1&ti=971f78dc3cbf4841bea947291a545584
https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

Check proper option for Buyer Agency Question

Quick Tip - Hopefully you have already asked this question of your buyer. And hopefully
they are under a Buyer Agency Agreement with you.

KW 1099 - Office Policy Disclosure for Buyers .pdf

Attention! Click the SAVE & CLOSE button to save your changes m

E 24 X

Q Q [
Once your offer is i and accepted, Keller Williams Realty

Group will submit your file toa C to handle the g of the file. A fee
of ${§500 | which is due and payable at closing, will be included in the total commission paid to Keller
Williams Realty Group. This cost includes additional expenses incurred for printing, distributing, handling, and
storing of documents to ensure that your goes smoothly. Thy ices covered include, but are not
limited to the following:

© Introductory call/emalil to all parties from the Coordinator.

e Coordinate all inspections such as home, radon, mold, etc.

® Order and review title work.

® Order home warranty.

® Order survey if applicable

® Contact the lender to start the purchase process. Obtain final approval from the lender.

® Order mortgage payoffs.

Coot itility transfer dates, fi 13 —

¢ lerdlna!llu Ity transfer t:s' nal walk through, Optional - Buyer Signed with Another

® Review settloment statement for accuracy and closing | £y jusive Buyer Agency Contract - No
As a Buyer, are you under an active Buyer Agency Contract with another Agent?  Yes () No

that the you are entering into Is a:

() Buyer's Agency Transaction  or _(O)_Limited Agency Transaction
Buyer(s) acknowledge receipt of a copy of this disclosure
Buyer Signature Date Buyer Signature M 8 d e w | t h Ta n go us

Made with Tango
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STEP 56

For this question:

If you are representing just the Buyer you will select Buyer's Agency Transaction

If you are representing both sides of the transaction you will select Limited Agency

Transaction

WUV UR QLTS GLLTTIDVTWAIAID DULIT G TRNITIS, TaUuVT |, 1TV, L.

Order and review title work.
Order home warranty.
Order survey if applicable

Order mortgage payoffs.

As a Buyer, are you under an active Buyer Agency Contract with another Agent?

You hereby acknowledge that the transaction you are entering into is a:

,@_ Buyer's Agency Transaction or _( ) Limited Agency Transaction

Buyer(s) acknowledge receipt of a copy of this disclosure

Coordinate utility transfer dates, final walk through, closing dates and times.
Review settlement statement for accuracy and closing figures and provide final clc

Contact the lender to start the purchase process. Obtain final approval from the le

Ye

Buyer Signature Date Ruver Signatura

Made with Tango

Made with Tango.us
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STEP 57
Click on SAVE & CLOSE

i negotiated and accepted, Keller Williams Realty
0 handle the administrative processing of the file. A fee

fill be included in the total commission paid to Kellar
nses incurred for orinting. distributing. handlin; M29¢ With Tango.us

;Wp' Made with Tango
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Check Select All (or you can select documents individually by hovering over
each document with your cursor and selecting the small box in the corner of

the document)

You will NOT need to select the preapproval letter

. + ADD ¢ ACTIONS
C@] Select All aai

¢ ACTIONS

M= s v v o n s smemsrwey— Made with Tango.us

B - a— * 0
ek
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STEP 59

Click on Create Envelope

iSSAGES HISTORY

GCEE- R AR LIV 4 R - B

ey m

——— NEaisen —— L rriad Home Ma@ecTn
oty i - Made with Tango.us

— o —— ] ] b g -

STEP 60

Check Buyer One (and Buyer Two if necessary)

Who are you sending this to?

Select recipient roles to automatically add their corresponding field:

=] Recipients 4
<o
Buyer One
D Buyer Two
D Seller One
(] sellerTwo

CONTINVE

Made with Tango.us
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STEP 61
Click on CONTINUE

Buyer One
Buyer Two

Seller One

000K

Seller Two

CONTINUE

Made with Tango.us

STEP 62

Here is the perfect spot to make sure you have all the documents you need
signed.

Quick Tip - If you need to add additional documents you can click on Upload Documents

Please DocuSign: KWFW Office Policies for Buyers - Signed ® ACTIONS v

Add documents “

EelE—

KWFW Office Policies for Bu... : Lead Based Paint (Sales) - 1... : Seller's Residential R.E. Dis... :
1page ° 2 pages : 2 pages N

»

Drop your files here or

UUUUUU - —

8 pages

@ Made with Tango.us
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Verify the recipients name and information is correct
Quick Tip - if there is a lead based paint disclosure - keep in mind that you will need to

sign as well. In this case, you would add yourself as a recipient so you could sign the lead
based paint disclosure.

You can add additional recipients if necessary as well.

IAR 02 - Purchase Agreement (Improved Property)

® ACTIONS v ADVANCED

Add recipients e
[ ] setsigning order  View Import Bulk List
Buyer One #/ NEEDS TO SIGN v CUSTOMIZE v ]
Name *
Test Three a ‘

Email *

testthree@gmail.com ‘

*& ADD RECIPIENT v

Add message »
Made with Tango.us
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If you'd like to send the documents to people in a certain order to sign you
can click on Set Signing Order

Typically this is not used but know that it is there if needed

2lease DocuSign: IAR 02 - Purchase Agreement (Improved Property) ® ACTIONS v ADVANCED OPTIONS

Add recipients -

( Set signing order  View |  Import Bulk List )

Buyer One # NEEDS TO SIGN v CUSTOMIZE v

Name *

Test Three a8

Email

testthree@gmail.com

& ADD RECIPIENT

Add message -

Custom email and language for each recipient

Email Subject *

Made with Tango.us
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At the bottom of this page you can type an email message.
For the email signature a good option would be "(Insert Address" Offer Documents")

For the email body this is a great spot to put a summary of your clients offer for them to
review

Create Email Subject Line ® ACTIONS v ADVANCED OPTIONS

testthree@gmail.com

2 ADD RECIPIENT | ¥ + A

Add message

Custom email and language for each recipient

Email Subject *
Create Email Subject Line

LS
C

rs remaining: 75

Email Message

Type email message here
This is a great spot to put a summary of your clients offer for them to review

Frequency of reminders: o)

(A Made with Tango.us
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Click on

Next

NEXT ]

Made with Tango.us

Before we move to the next step, note the toolbar on the left.

To use ANY of these, all you need to do is click and hold then drag the box where you need
***Note: for a checkbox, once you drag into place just double click to check the box***

Search Fields X
Q

z

[i2

Standard Fields

# Signature
DS Initial

[ Date Signed

= Name
=4 Email
B Company
o Title
T Text
Checkbox
[Z) Dropdown

® Radio

I© Payment Item

‘2 Drawing
Jx Formula

-

W

Listing Broker (Co.)(Tex t J(Text ) By[Text J((Text )
individual code
Selling Broker (Co.)(Keller Williams Realty Group | ext By[Brian Sheikh J((Text ]
- e code
PURCHASE AGREEMENT
(IMPROVED PROPERTY)

w

Date:[02/27/2023

A

. PROPERTY: The property ("Property”) is known as|4808 Desoto Trext
in[Text Township, [Allen [County.[Fort wayne

For use only by s of the Indiana Association of REALTORS®

BUYER:(Test Three Jrext | ("Buyer”)
agrees to buy the following property from the owner ("Seller”) for the consideration and subject to the following terms,
provisions, and conditions:

as: [Glenwood Park Extended Section 1 Lot 4

Indiana, [46815 [(zip code) legally

ogether with any existing permanent improvements and fixiures attached {unless leased or excluded), including, bu!
not limited to, electrical and/or gas fixtures, heating and central air-conditioning equipment and all attachments thereto,
built-in kitchen equipment, sump pumps, water softener, water purifier, fireplace inserts, gas logs and grates, central
vacuum equipment, window shades/blinds, curtain rods, drapery poles and fixtures, ceiling fans and light fixtures, towel
racks and bars, storm doors, windows, awnings, TV antennas, wall mounts, satellite dishes, storage bams, all
landscaping, mailbox, garage door ) with control(s) AND THE FOLLOWING: (If applicable, any smart home
devices should be addressed in this paragraph.) |1c.t

IV["

nclude leased items): | ..

[Text

ext

e terms of this Agreement will determine what items are included/excluded, not the Seller's Disclosure Form,
multiple listing service or other promotional materials. All items sold shall be fully paid for by Seller at time of
closing the transaction. Buyer should verify total square footage, land, room dimensions or community
amenities if material.
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Slowly scroll through each document. This is the perfect time to review each
document to make sure they read properly. Also verify that all signatures,
names and date boxes are in the correct places.

***|f any changes are needed, you can edit right in that spot***

Once you have verified all documents are correct, signatures, names and
date boxes are in the right spot and hit SEND

Quick Tip - Highly recommend that you call or text your client(s) that you have sent the
documents their way to make sure they receive your email. If they do not have them check
their spam folder.

m i B S8 Raroeleen, et
time of - =% |
imunity '

— Jr o ———

BACK SEND v
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Once you are ready to send documents to the listing agent, select each
document you want to send to the listing agent.

Quick Tip - reminder, to do this, hover over each document with your cursor and select
the box in the top left corner of each document you want to send.

Documents to send:

Completed Purchase Agreement

Signed Residential Sellers Disclosure (if applicable)

Signed Alternative Dispute Resolution (if applicable)

Signed Lead Based Paint Disclosure (if applicable)

Buyer(s) Pre Approval Letter

Any other Amendments or Addendums the buyer has signed.
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Click on Email icon in toolbar

je Blvd
20 Created: 7/20/2020

INVELOPES MESSAGES H

Email

H Active Documents v ’ ITj b

‘ ‘_‘ o LD AT P CE IR A TN A RO O
_— | . d— P — . B3 —"

wenws Made with Tango.us

In the Email box you will input the listing agent's email address

Email Document(s)

To share the selected document(s) via email as a secure link, fill in the required
information below. The link will expire after 30 days.

Email -

Input listing agents email here

Email Message*

Great place to build rapport with listing agent & provide summary of offer here.

Listing Contract Improved - 1 20 - Signed
= g P g

1 Document Selected
SEND EMAIL CANCEL
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For the Email Message this is a great place to build rapport with listing agent
along with providing a summary of your clients' offer.

Email Document(s)

To share the selected document(s) via email as a secure link, fill in the required
information below. The link will expire after 30 days.

Email -
Input listing agents email here

id

Email Message*

Great place to build rapport with listing agent & provide summary of offer here.

Listing Contract Improved - 1 20 - Signed

1 Document Selected
SEND EMAIL CANCEL

Made with Tango.us

Once the email is complete click on SEND EMAIL
place to build rapport with listing agent & provide summary of offer here.

Listing Contract Improved - 1 20 - Signed

wument Selected
SEND EMAIL CANCEL
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STEP 75

If you need to download any documents you would select the proper
documents by checking the box in the top left corner of each document you
want to download.
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STEP 76

Then hit the download button on the toolbar.

d: 7/20/2020

S MESSAGES HISTORY
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