How to Create a Digital Signing in

Remine Docs+

REALCOM

Data-driven, Results-focused MLS

First, there are a few different
work flows for creating an
electronic signing in Docs+. A
couple are highlighted in this
document, along with important
tips to keep in mind.

Instructions: Login to
Realcomp and choose the
general Remine product.

From this module, select the
“Contacts” menu item.

Your contact information will
then be available to you
through the other Remine
modules (i.e., Docs+ and
Add-Edit).
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Francine Green
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Once in the Contacts portion of the program, click “Add Contact”.
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Enter your contact’s information and click “Save”. You will then receive a
confirmation message that your contact has been added.

Important Notes:

1) Before beginning to use Remine Docs+ or sending documents to your
clients through it, be sure both YOU and YOUR CLIENTS whitelist the
following Remine email address in your email software: docs-no-
reply@remine.com. This will help to ensure both you and they receive the
documents and notifications being sent/shared.

2) Before submitting an offer to a listing agent, call them or their office first
to make sure they know an offer is being sent through Docs+. If they
haven’t whitelisted the above email address, the notification email may
end up in their Junk/Spam mail folder. So, this way, they will know to look
for it.

EALCOM

Data-driven, Results-focused MLS

FIFsST NQme

Steven + Add to Group

Last Name

Green

Email 4 Default

fgreen@yahoo.com ®

Phone Number (4 Default

099-999-9999 ®

Address () Default

30021 Rosslyn ®
City
Garden City

State

il
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o ¢ Daily
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@ Dashboard

There are then 2 choices for B

faC|||tat|ng an electrorﬂc ® Create a Transaction Upload a File Impersonate User
. . N Create, fill out and sign forms with Upload to your documents folder for Directly access any team member
Slgn | ng. YOLI can e |th er dO = your clients and co-operating agents. storage or to mark up, share & sign. Docs+ account in your office.
H ({4
this through “Create a =
PDF

Transaction” or “Upload a

i Create a Transaction Upload a File Switch Account
Fas

3\

Edits Submissions Announcements
I——I/ Name Creator Assignes Status
@ 20237 Washtenaw Street, Harper Woods, Michigan 48225 Mauricio Salazar r:@ Assign Submitted
@ 23411 AVON Road, Oak Park, Michigan 48237 Cynthia Mull r:@ Assign Submitted
Note: Impersonate User is an
Optlon that Only d/splays for @ 20237 Washtenaw Street, Harper Woods, Michigan 48225 Mauricio Salazar Sk Assign Submitted
Brokers and administrative w
personnel E/@EI @  Tommy and Jessica buy Nancy Duncanson % Assign Submitted

~
=



New Transaction
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Remine Docs+ Please Select which Side(s) you will be representing

() BuyingSide (®) Listing Side () Both Sides

Transaction Name

30021 ROSSLYN AVE, GARDEN CITY, M| 48135

Through Create a Transaction:

You will be prompted to enter information regarding the transaction and
the side(s) you are representing.

Type an ML5# or any Address here to search

30021 ROSSLYN AVE, GARDEN CITY, MI 48135

Full Legal Name of All Buyers
A transaction folder will be created and given the transaction name you

enter here. If any fields don’t apply to the side you selected, simply leave
those fields blank.

Select

Full Legal Name of All Sellers

FRAMCIMNE GREEM ® STEVEM GREEM X

Note: You will see that the legal name(s) of the seller(s) auto-populate(s)

. . . Buying Agent(s)
from public records (a great time-saving feature)!

Select

Click “Next”.

Buying Brokerage
Mot selected



At this point, you can add any checklists, packages (i.e., groups of favorite or
required forms), or individual forms you wish to have included in your
transaction for the signing.

In this example, to keep things simple, we’re selecting and adding a
Realcomp Residential/Condo Listing form for the Listing Side which still
needs to be filled out and signed by the seller. When done, click “Next”.

Notes:

1) The forms found under the “All Forms” tab are Smart Forms. This means
they have been pre-programmed to auto-populate fields of data from
Public Records. These should already contain signature blocks for the
signing.

2) Not sure which forms you should be using for your transaction? This is a
guestion that should be directed to your Broker/Designated REALTOR®.

Data-driven, Results-focused MLS

QEALCOMP

Clone from

Checklists Packa
skt ackages forms Existing

C'\ Search

Filter Forms: All Forms Buying Side . Listing Side

E] Neorth Oakland Board of Realtors 27 Items
D E] Realcomp Forms 9 Itams
Commercial/Industrial/Business Listing Form
Elactronic Lockbox (ELB) Order Raquast
Electronic Lockbox (ELE) Transfer Requast

Listing Change Sheat

(g [m) (W) () )

Multi-Family Listing Form

=

Rasidential/Condo Listing Form

ChrswrimATirma Chauina Inctroistinne

My Selections (1) Jr

I . @- Residantial/Condo Listing Form I -

@ Remine savas you tima when filling out forms.

Show me how

Cancal

~
05-17-2021

05-26-2021
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@ My Transactions > 30021 ROSSLYN AVE, GARDEN CITY, MI 458135

{a Documents  Checklists  E-signs

! o A
i i 2 = Fiter Sort Salect Al O
Falder Form Upload Checklist

B o
g
a

|:| Copy Transaction Email docs+n932g7uljy3d@uploads.remine.corn

Name

B MLS Owner Date Modified Status
@ Residential/Condo Listing Form Ma 1501 10-05-202 I Draft I von
/
After adding the Residential Profile Form to our transaction folder, the status Draft 1 /
of “Draft” displays. Sant p

@ For Raview

Note: In the status drop-down window (at right), you can also see other statuses
that can or will be assigned to the document throughout the stages of the signing. ® Read

In Progress
Additional forms can also be added at this stage through the Form (+)

and Upload icons (upper left). If uploading your own forms to the transaction, you Completed

will need to manually add the signature blocks. Submitted y
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@ My Transactions 30021 ROSSLYN AVE, GARDEN CITY, M1 48135 Q
{a Documents  Checklists  E-signs
£ ) i =
(2 i i 2 o— Filter Sort Salect All O
Falder Form Upload Checklist Legocy
[]¢ Copr Transaction Email docs+n932g7uljy3d@uploads.remine.corn
Hame 1 MLS Owner Date Modified Status
B
B | Residential/Condo Listing Form | Ma 15:0110-05-202 Draft
e

Click on the name of the form to fill it out in full.
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To proceed with the signing, click the
“Sign” button. Then, click “Continue”

| Document {, People
=

VIRTUAL TOUR(S)

UNBRANDED VIRTUAL TOUR URL #1

Fields ¥t) History

Select Documents

UNBRANDED VIRTUAL TOUR URL #2

ERANDED VIRTUAL TOUR URL #1

BRANDED VIRTUAL TOUR URL #2

“THE PROFILE SHEET IS AN INTEGRAL PART OF A LEGAL CONTRACT. BY
SUBJECT PROPERTY AUTHORIZING DISSE

[ | *SIGNATURES ON FILE

LISTING OFFICE NAME

Realcomp II Ltd

% FRAN GREEN !

CAGENT'S SIGNATURE DATE

v 0.1 COPYRIGHT® 2021 by REALCOMP II LTD

RESIDENTIAL/CONDO

ADDRESS REQUIREDS343 HEW

EMAIL: SUPPORT@ REAI

REALCOM

Data-driven, Results-focused MLS

Select Documents

What documents do you need fo sign?

H Rasidential/Condo Listing Form

GREEM ENERGY GREEN ENERGY GENERATION GREEN SUS
EFFICIENT
Mo Maximum Mo Maximum No Maximum
[C] APPLIANCES [ GRID-TIED [[] CONSERY|
[] CONSTRUCTION [ MET-METERING RENEWAEBLE [JONSITE RI
[]DOORS __ENERGY GREDITS [[1RECYCLE
[]EXPOSURE/SHADE [ OFF-GRID [ REGIONA
HVAC [ PRE-WIRED FOR. PV SOLAR MATERIAL
[ INCENTIVES [ PRE-WIRED FOR WIND TURBINE(S)  [] RENEWAI
[ INSULATION [PV SOLAR ARRAY(S) 3RD PARTY [] SALVAGE]]
— . OWNED
LILIGHTING [] PV SOLAR ARRAY(S) DIRECT
[PV S
C1ROOF OWNERSHIP
[ THERMOSTAT ["] WIND TURBINE(S)
(] WATER HEATER [ SOLAR
WINDOWS
B sclectan

Use the Verification options below to complete up)|

VERIFICATION TYPE VERIFICATIO

= CERTIFIED PASSIVE HOUSE

ENERGY STAR® CERTIFIED HOME

w ENVIRONMENTAL PROTECTION AGENCY (EPA)
(OME INNOVATION RESEARCH LABS

DMINISTRATOR
SSESSOR

10-14-2021

Continue
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the “Sign Now” button.

Your Party Members

Click the “Send to Sign” hyperlink next
to client name(s) to send the

i FRAN GREEN . _
document (S) tO them. (L fgreen{@lcorp.reclcomp.com -

SELLER 0/2 Signatures

LISTING AGENT 0/2 Signatures

Important Note: You also have the

option to “Sign Now” for your client(s). ) steven Green ﬂ Send To Sign | [

You would only choose this if you have
been given the authority to do this by

your clients. 0 oo Mo [T

SELLER 0/2 Signatures
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Documents ‘@
Residential/Conde Listing Form 10/14/,2021
Note: If you did not add the contact information for your seller(s) into Seller/Landlord Side Recipients
Remine at the beginning of this process, you will need to add it through B e e oo 1o  spaciod ordor

the “People” option in the program.

Recipient Order: [l

STEVEN GREEN See Permissions
H . " ) Email Address 1 Document
If the seller names auto-populated from PRD, you will need to enter their B () o poncon =

email addresses here. After completing the email address info for each
signer, select each one and click “Send”.

Recipient Order: [

FRANCINE GREEN Sea Permissions
(_:ﬁ Email Address 1 Document
Note: Your clients will receive the document for signing in the same order s e

you selected these recipients (i.e., after seller #1 signs, seller #2 receives
document for signing).

Add a recipient to view only

Message

All recipients will receive the same message.

Subject Line

FRAN GREEN has shared Residential/Condo Listing Form with you

Meszage
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After sending the document, you will see a confirmation screen showing _
. . “« ” Document(s) Sent 5 :
it has been shared/sent. Click “Ok”.

Document has been shared.

Note: The recipients of the email will be able to electronically sign
and return the document(s) by following the online prompts. Feel free to
forward this consumer tip sheet to them if they need any assistance.

The following recipient will receive immediately:

« STEVEMN GREEN francinegreen@yahoo.com

The remaining people will receive this sequence:

You will be notified of the document being opened. You will also receive a 2. FRANCINE GREEN francinegreen@yahoo.com

summary of the activity that occurred (Sample messages shown below). MNote: remember to send any applicable document(s) to recipients on

%) remine the other side of the transaction once completed.

&%) remine
o Here is a summary of STEVEN GREEN's activity in the document

below.
Your document below was opened by STEVEN GREEN on Oct 6th, eon “
2021 8:13am EDT.

Completion Date:  10-06-2021

Completion Time:  &:16am EDT

Document Requested Action

Document it Requested Action Result
Residential/Condo Listing Form Fill & Sign Residential/Condo Listing Form Fill & Sign v
Keeping you informed, m
% Remine Team
N . - . N Regards,
‘Warning: Do not forward this email, these links were generated specifically for your account. V3 The Remine Team

Remine Docs is an alkinclusive, cloud-based platform that provides real estate agents with a faster, easier and i )
- X e . Warning: Do not forward this email, these links ware generated specifically for your account

smarter way of doing business. Visit remine.com to learn more.

Remine Docs is an alkinclusive, cloud-based platform that provides real estate agenis with a faster, easier and

Problems accessing any content in this email? Go here to learn more. smarter way of doing business. Visit remine.com to learn more.
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I.,.----\__ E =1 L__|
o| & + + +

Salect All @

T
L)

MLS Owner Date Maodified Stafus

B
\E
ﬂ‘
5
2

5 ‘ 5 30021 ROSSLYN AVE, GARDEN CITY, Ml 48135 Ma 15:54 10-06-2021 @ Active
My Transactions > 30021 ROSSLYN AVE, GARDEN CITY, Ml 48135
Documents Checklists E-signs
T Ll LT“ = Filtar Sort Salect All ©
Folder Form Uplood Checklist Legacy
|:| Copy Tranzaction Email docs+n932g7uljy3d@uploads.remine.con
Name MLS Owner Date Maodified Status
Residential/Condo Listing Form Me 15:58 10-1-2021 Sant

Tip: You can access the transaction later from the “My Transactions” menu item (shown above). After clicking on the
transaction, you can see the status of the documents within it.
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Document 5, People h Fields (ﬁ/ History

&3

Audit Report Download

RESIDENTIAL / CONDO LISTING FORM R

REALCOMP
@ L K Data-driven, Results-focused MLS B —
e )
= *Required Fields arrariuhty  REALTOR 1Share
c. 2 - - - = -
o SUPPORT@REALCOMP.COM » FAX: (248)699-0331 » PHONE: (866) 553-34.30 MLS #
- ‘OACTIVE DPARTIAL SAVE *LIST AGENTID # *CONTACT NAME *CONTACT PHONE L 10-14-2021 0812 a.m. EDT
z DCOMING SOON & Created
3 ACTIVATION DATE ! I *LIST OFFICE ID #REaICGmE CO-LISTER I1D#
W
*OSINGLE FAMILY RESIDENTIAL CICOMDOMINIUM *CFOR SALE (Use the RS/Condo Lease form for lease listings)
*ACCESS LOCKBOX LOCATION *POSSESSION g
Maximum 1 choice Maximum 1 choice Maximum 1 choice LISTPRICE $
[1APPOINTMENT []CALLLISTING AGENT  []AT CLOSE
[] APPOINTMENTIKEY (] cALLLISTING OFFIcE  []CLOSE PLUS 1 DAY *IS THIS A SHORT SALE? YES NO
| [ APPOINTMENTILOCKBOX [ FRONT DOOR []CLOSE PLUS 2 DAYS
&| Fkev [ FRONT GATE [] CLOSE PLUS 3-5 DAYS *IS A HOME WARRANTY OFFERED? YES NO
Z| MLockeox [ GARAGE DOOR [[JCLOSE PLUS 6-15 DAYS
£ | []1SEE REMARKS [ GAS METER [ CLOSE PLUS 16-20 DAYS *EXISTING LEASE? YES NO
e - v SAF [ CLOSE PLUS 30 DAYS
.| *OWNERSHIP KBRS =t e

Tip: To pull up the detailed activity on a document, select it from the transaction and choose the “History” function.
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My Transactions > 30021 ROSSLYN AVE, GARDEN CITY, Ml 48135

Documents Checklists
Filter Salact All Q
Resend

Subject

Stafus Alerts Last Change

. FRAN GREEN has shared Residential/Condo Listing Form with you S et e ‘. i © conce
. To: FRANCINE GREEN, STEVEN GREEN rograss 58 10-11-202 ¥ Downloa ancel

CAUTION: it ever you need to RESEND A FORM o your client(s) (i.e., they say they never received it), from the appropriate
transaction, choose the E-signs menu item (shown at top) and select RESEND (shown at far right).

DO NOT choose the regular “Send” option after sending the document out initially. This will cause document version issues and
signatures to be cleared out.
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File Upload

Through Upload a File:

After selecting “Upload a File”, you will be prompted to upload a file from
your computer or network. Once you have selected the file and it has
|Oaded, CI'Ck "COHtiI‘IUE". Sample Form Example.pdf




Select Destination

How to Create a Digital Signing s
In Remine Docs+ B Reakompine

[ 30021 ROSSLYN AVE, GARDEN CITY, MI 48135

You will be prompted to select a transaction as the
destination for the form you just uploaded. Note: The
document must “live” in a folder.

If you don’t have a transaction folder setup already for
the document, simply create one using the “Create New

Folder” hyperlink (lower left corner of screen).

Follow the prompts on the screen.

Create New Folder I Cancel
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@ My Transactions > 30021 ROSSLYN AVE, GARDEN CITY, Ml 48135

fa} Documents Checklists E-signs
. " L o A § -
) x i LT“ o= Filtar Sort Select All @ = [F + @ I—i—l '_’E ﬁ @ O @
Folder Form Upload Checklizt Submit Renamsa Copy Move Delate Download Sign Sznd LS Visibility Info Legacy
=i
[} Cepy Transaction Email docs+n932g7uljy3d@uploads.remine.con
(el
|: Nama MLS Owner Date Modified Status
g
B Residentifil ondo Listing Form Ma 08:16 10-06-2021 ® For Review
st
I Sample Form Example pdf I Me 1319 10-06-2021 Draft

You will then see the form you uploaded listed in your transaction folder. Click the name of the form to open it.
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Fill out the form by adding the appropriate
signature, initials, date blocks to the form.
Other options for completing the form are
also present. Then click “Send” and
“Continue”.

Note: The recipients of the email will be
able to electronically sign and return the
document(s) by following the online
prompts. You will be notified of the
document being opened. You will also
receive a summary of the activity that
occurred. Feel free to forward this
consumer tip sheet to them if they
need any assistance.

Document Nl People #1) History

2 a2 =
Signature Initial Diraw Taxtbox Diate

| am representing: Seller/Landlord for Sample Form Example 2.pdf Edit People

Seller or Landlord Buying Agent Listing Agent
STE'O'E" G EEE H | am representing” Seller/Landlord for Sample Form Example 2.pdf Edit People

Buyer or Tenant Seller or Landlord Buying Agent Listing Agent

STEVEN GREEN FRAN GREEN

(C]
z
2
§

Sample Form Example

S|gn Here: sreven creen ‘ |



https://realcomp.moveinmichigan.com/Portals/0/Products_Services/Remine/Docs/Electronic%20Signing%20Guide%20for%20Consumers%20using%20Docs.pdf
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To learn more about facilitating electronic signings through Docs+, be sure to attend a Remine Docs+ 101 Training Class or
Webinar. Register through the “Class Scheduler” module, which appears on your Realcomp Dashboard.

REALCOMP APPLICATIONS @
E \
N
AP
Eoo CWEBSITE ADMN
Realcomp MLS System Realcomp Resources Charges Admin Realcomp CRM
;
MMSI
ST BILLING
Mortgage Amortizations SafeMLS Admin Pay Invoices

Additionally, more tip sheets and videos on Docs+ can be found on Realcomp’s corporate website HERE, under the Help
section on RCO3®, and on Realcomp’s YouTube channel.

REALCOMP

& Data-driven, Results-focused MLS

f


https://realcomp.moveinmichigan.com/Products-Services/Services-Products/Remine-Add-Edit-and-Docs/Docs-Training-Materials

	How to Create a Digital Signing in Remine Docs+
	How to Create a Digital Signing in Remine Docs+
	How to Create a Digital Signing in Remine Docs+
	How to Create a Digital Signing in Remine Docs+
	How to Create a Digital Signing in Remine Docs+
	How to Create a Digital Signing in Remine Docs+
	How to Create a Digital Signing in Remine Docs+
	How to Create a Digital Signing in Remine Docs+
	How to Create a Digital Signing in Remine Docs+
	How to Create a Digital Signing in Remine Docs+
	How to Create a Digital Signing in Remine Docs+
	How to Create a Digital Signing in Remine Docs+
	How to Create a Digital Signing in Remine Docs+
	How to Create a Digital Signing in Remine Docs+
	How to Create a Digital Signing in Remine Docs+
	How to Create a Digital Signing in Remine Docs+
	How to Create a Digital Signing in Remine Docs+
	How to Create a Digital Signing in Remine Docs+
	How to Create a Digital Signing�in Remine Docs+
	How to Create a Digital Signing in Remine Docs+
	How to Create a Digital Signing in Remine Docs+
	How to Create a Digital Signing in Remine Docs+

