Downloading Transactions from Transaction Desk

As we prepare to transition the online forms program from Transaction Desk to Docs+, you will want to
download any transactions that you need to save and transfer them to another storage location. This
will make sure you have access to those transactions when you no longer have access to Transaction
Desk.

1. Loginto Transaction Desk through RCO3 or the dashboard.

2. Access your transactions by clicking the house icon on the left-side menu on your Transaction
Desk homepage.
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3. Click the name of the desired transaction. This will take you to the dashboard specific to that
transaction.
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4. Onthe Transaction Dashboard, click the three-dot menu in the upper right and select Archive
from the menu.
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5. Click Generate New Archive.

Archive

This transaction has never been archived

Note: The archive file will also be created in the archive menu, once the archive is
finished please hit the action menu and archive again to get the file.

6. When you get the message that the archive has been created, go back to the three-dot menu in

the upper right and select Archive again. This time you will have the option to Download
Archive.
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Note: The archive file will also be created in the archive menu, once the archive is
finished please hit the action menu and archive again to get the file.

This will put a pdf of the transaction in your downloads folder on your computer.

7. Go to your Downloads folder and right click on the file that starts with “Archived File” and
rename it using the address of the property or the customer’s name, whichever will make it
easier of you need to access the information again.
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8. Create afolder on your desktop for your saved transactions. You can then drag and drop the
downloaded file into the folder or cut it from the Downloads folder and paste it into the new folder
on your desktop.

MName Date modified Type ®
1~ » Saved Transactions v O D Search Saved Transactions
Today (1) N
. . - Name Status Date modified
TH 2409 Lom M Adol || # Quickaccess
) ) Open with Adobe Reader XI
Earlier thid B & GoogleDrive  # This folder is empty.
T ReMax H Print M Adol W skop  #
E webinar- @ Share with Skype iCale B Documents ~ # N
View
Last week | [ Scan with Microsoft Defender... ¥ Oownoats ¢ Sorthy )
& Pict
i Addenduf 1 Share M Com || EPe X Groupby 5
i REALCON  Openwith >h Corr || = SoodleDrve(G Rersh
- ; Bittinger Team -
El webinar Give access to b M iCale -_ Customize this folder...
- . vingston e
Earlier this Restore previous versions NOCiORfmmS
@ 210200~ Send to > el Weichert Excel e
'@ 2513899} Tt Adol Undo Rename Ctrl+Z
£3] 171000-R, I_“Q_I 1 Micr || @ Onebie —_—
@ 171000-R Copy ’ Iy Give access to >
| (=R e T N
i Addendu Create shortcut Comr e
ﬁ] Cloud C Delete Adol ¥ | | g Network Properties
K >
Rename
229 KB = a
Properti I
LEEEE= items ﬂ &

9. You will now see the file in your desktop folder.
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10. Repeat steps 2-8 for each transaction you want to save to your computer.
11. Once the files are all downloaded, you may want to move that folder to a CD, thumb-drive or online
storage location to move them off of your computer.

If you have additional questions, please contact Realcomp’s Customer Care at (866) 553-3430.



