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SureClose — Add a Document Placeholder

Add a Document Placeholder L Display onily latast varsion on Basit View

Mast of your document placeholders will be added to your file T s this gocument complede’
hased on the template selected to create the file. Howsver, you Auta-Complate when 3 document 12 atlached of rangfarmed to this placeh oldar

|=

can manually add document placeholders as needed. Use Tor Barcoding
ch?r:ﬁe:le?edmtg camsﬁnmuz R *  Record this document on the Activity Log—By
P : default, this check box is selected. When checked, the
Staps document will be recorded on the Activity Log.
. . =  Convert to PDF?—By selecting thiz check box, the
1. With the file open, click Documents. The Documents pags document will automatically be converted to PDF when it
displays. gets attached to a placeholder.

2. From the menu bar, click Add. Additional fields display.

3. Under Hew Document Placeholder Entry, complete these [/ Record this docurnant on the Activily Log

fields: [ Convert Ta PDF?
New Decument Flaceholder Entry 4. Under Document Permissions, assign Document
Folder <Selact a Folder= E| " Permissions for each party on the file using the selection
; list.
DocumentFlacencloer 5. When finished, click Save
Import Coge:
Ad2 mefare, <Selact & Folders 3 Notes:
@ afer

*  Folder * —Determine which folder you want to place the
docunment in using the selection list.

*  [Document Placeholder * —Type the name of the
docunent placeholder. This may or may not be the
actual document name.

»  Add Before or After * —Select whers the new
document or folder should appear on the Documents
page.

+ Linked Task to complete when document is— You
can link a placeholder to a task so that the task is
automatically completed when a document is Attached to
the placeholder or when the placeholder is Completed.
To link a task, use the selection list provided. To remove
alink, select <Select a Tazk> option from the selection
list, rather than an actual task.

Linked Task to complete when dacumentis:
Attached: | =Selact a Task:> |z|
Completed: | =Select & Task= |E|

*  Augto-Complete when a document is attached or
transferred to this placeholder—By default, this check
baox is selected and the placeholder will be automatically
completed when a document is attached or fransferred
toit.
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