stewart

Real partners. Real possibilities.™

Uploading Documents to SureClose Advantage Quick Reference Card

Purpose

Use the instructions in this document to upload documents to SureClose Advantage in one of multiple ways:
e Method I: Use the Attach button from the Documents page to upload a document to a placeholder.
or
e Method II: Use the Click here to add an attachment button from within a placeholder to upload a document.

Method I: Accessing SureClose Advantage to Upload Documents

Log into SureClose Advantage to upload your document to a placeholder. Click the Attach button to locate and upload
a document to a placeholder.

Steps

Complete these steps to log into SureClose Advantage and upload a document to a placeholder.

1. Goto SureClose Advantage and enter your username and password.
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2. Upon successful log in, the SureClose Advantage screen displays.
3. From the Navigation pane, enter the property address to locate the placeholder you wish to upload a document
to, and click Quick Search.
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Select the property address from the Quick Search results.

Click the Docs link to access the Documents page. The Documents page can be accessed from the Docs link
on the left side of the screen, or the Documents link on the right side of the screen.

Correra P 14 B Bwat, fessnem, T 11008 121
620 Elm |

RETEMPLATE ARCHIVE  HISTORY

DELETE FRLE

Fie Tyow w Fuguts [Open v Seond e | S i FRa
i | T w620 Elm S .
1€ A7 Tust Soms | bt Prosany Proparty Aderess Line! [FZ0 Eim Sirest ]
. . Fropsty Address Line 2 4
0 Cose [TT080 Hemain e [TX
e 4 00 oty e
Fin Start Date: G007 | 5 * Contract Ssart Date [E3072017 |0)  Estmated Closing Dees: (5302017 |8
Lt Price Solle Price
Tt Dopnse ABsRensl Depost

ATTACH | DISTRIBUTE  DELETE

ADD  COMPLETE MOVE ¥

{C) 620 Elm Street, buyes (B, seller (5)

NOTIFY ¥ BARCODES HISTORY

6. From the Documents page, select the placeholder to be attached, the click Attach.
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7. The Document Attach screen displays. Click Browse to locate the document from your computer.

8. Select the document to upload from your computer, then click Open.
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9. The document file path and document name display in the Browse text box. Click Save.
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10. The Documents page displays with a message confirming The document has been successfully attached. A
Paperclip icon will display to the left of the placeholder, indicating a document is now attached to that
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11. Click the Paperclip icon to open the document.
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Method II: Upload Documents to a Placeholder within SureClose Advantage

Complete these steps for another option to uploading documents to a placeholder.

Steps

1. From SureClose Advantage, navigate to a placeholder on a file, and double-click the placeholder name. The
placeholder opens and displays.

2. Click the icon that reads, Click here to add an attachment.
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The Document Attach screen displays. Click Browse to locate the document on your computer.

4. Select the document to, then click Open.
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6. The Documents page displays with a message confirming The document has been successfully attached. A
Paperclip icon will display to the left of the placeholder, indicating a document is now attached to that
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7. Click the Paperclip icon to open the document.
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