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Introduction

This guide is designed for Brokers and Office Managers who are responsible for the
maintenance and creation of forms used by the firm in FormsPro.

Before you can perform any of the steps outlined in this guide, you must have the correct
access level to do so.

Designation Access Level
oM Office Manager: permissions for office only
BR Broker: permissions for office only
HB Head Broker: permissions for entire firm
CcOo Corporate Officer: permissions for entire firm

Mar 2014 1
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Uploading a Logo to FormsPro

It is easy to add your company logo to FormsPro. The logo appears at the top of each form
as shown in example below:

Homepage (List of Clients) > Client: Mary Veal Boyer > Folder: Buyer > Form: F4 Exclusive Buyer Brokerage Agreement (20,

Print Watermark Email Add Mew Form(s) More Options  Go To Page Zoom Out

- §® EXCLUSIVE BUYER BROKERAGE AGREEMENT
FIRST MULTIPLE LISTING SERVICE

State law prohibits Broker from representing Buyer as a client without first entering into a written
with Buyer under O.C_.G.A. § 10-6A-1 et. seq.

in consideration of the mutual promises conlained herein and olher good and wald

For and
[Mary Veal Boyer | | as buyer (hereinafter referred
[CipeT sl TINI C 1 IcTIMS cEDAIC T 1 Lo ime = i - - s I 1]

To add your logo to FormsPro forms:
1. Hover over Preferences on the main menu bar.

2. Click Office Preferences.

Help Quick Start f 5 Sign Out

neen at FIRST MULTIPLE LISTING SERVICE {Acting as Myself)

Homepage (List of lienls] O s !
m |
a S (/)

Add New Client Add New Form(s)  Filter Results Refresh

3. Click Upload Logo link.
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E Office Preferences

Select an Option: Change Office:

+ Upload Logo < My Default Office >

Impersonators/Act-As
Office Forms

Office Form Packages
Append Forms

Special Stipulations
Hide/Show RE Forms

4. Click the Browse button to locate the logo on your computer.

| — -
B 0Office Preferences

You may only upload .JPG, GIF and .PNG files.

Maximum files size is 4,096 KB.

| || Browse

Upload

To upload your company logo:

. Note that only .JPG, .GIF, or .PNG files may be uploaded.
. Maximum file size for logos is 4,096 KB

. Click on the Browse button to locate the logo on your computer.
. Click on the Upload button.

. Your logo will appear at the top of the window.

. Click on the Done button.

Mar 2014 3



FAULS

— INSTITUTE OF REAL ESTATE — FormsPro Broker/Office Admin

5. Browse to and select your image file.

6. Click the Upload button. The logo appears in the upper left corner of the window.

= -
BE 0Office Preferences

Current Logo: Delete

LS -

FIRST MULTIPLE LISTING SERVICE
You may only upload JPG, GIF and .PNG files.

Maximum files size is 4,096 KB.

| GreenFMLS._wo_tag11-29-10.qif | Browse

Upload

To upload your company logo:

. Note that only .JPG, .GIF, or .PNG files may be uploaded.

. Maximum file size for logos is 4,096 KB

. Click on the Browse button to locate the logo on your computer.
. Click on the Upload button.

. Your logo will appear at the top of the window.

. Click on the Done button.

Delete

7. Click the Done button to complete.

The logo may be uploaded for the entire firm (instead of for a single office) by
checking the box in the window; if you have OM, CO, HB or BR permissions.
FormsPro accepts JPG, GIF or PNG files. Maximum file size is 4,096KB.

4 Mar 2014



ULS

FormsPro Broker/Office Admin — INSTITUTE OF REAL ESTATE —

Creating Impersonators (Act-As)

FormsPro provides the ability to allow one person to impersonate — or act as — another
FormsPro user. The “impersonator” will be able to manage forms for the designated agent.
This can be important for agents who are on vacation and need a co-worker to cover their
business, or for team members who work on the same transaction.

To create an Impersonator:
1. Hover over Preferences on the main menu bar.

2. Click Office Preferences.

Help Quick Start Preferences Sign Out

Add New Client Add New Form(s)  Filter Resulis Refre<h

Client Last Name Client First Name Folders | Created
1 Abdi Zia 0 Mon Ano 12 2013 Tue Febh 4 2014

B Office Preferences

Select an Option: Change Office:

: Upload Logo < My Default Office =
» Impersonators/Act-As
Office Forms

Office Form Packages
Append Forms

Special Stipulations
Hide/Show RE Forms

Mar 2014 5
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4. Locate the individual on the left side of the screen that will be able to act-as another
agent and click once to highlight.

E Office Preferences

Impersonator: Can Impersonate:
ABBAS, HUSSEIN

Access, DPR

ACCESS, GREC

Alaei, Mehrdad

BASS, PAM

BOARD OF REALTORS, ATLANTA
BURKE, DAN

Cruise, Jerene

DAVIS, PACE

DUNN, GREG

GOGGANS, VANESSA

GRYDER, MATTHEW

Gryder, Michelle

HAMILTON, BOB

HAMLTON, ROBERT

ID FOR MARKETLINX, TEST AG AGENT
Mahalingam, Prabakar
PETROWSKI, WEBTOOLSET
STAFF, TEMP 13

TEMPORARY, Listingbook

5. Locate the individual(s) in the list on the right of the screen who will be
“impersonated” and click to select.

- — ol
E Office Preferences

Impersonator: Can Impersonate:

DUNN, GREG [TBURKE, DAN

GOGGANS, VANESSA ~ . ~
GRYDER, MATTHEW [ cruise, Jerene

Gryder, Michelle DAVIS, PACE €€

HAMILTON, BOB

HAMLTON, ROBERT LIDUNN, GREG

ID FOR MARKETLINX, TEST AG AGENT [ GOGGANS, VANESSA

Mahalingam, Prabakar

PETROWSKI, WEBTQOLSET LI GRYDER, MATTHEW

STAFF, TEMP 13 O Gryder, Michelle

TEMPORARY, Listingbook

TEST, GO PAPERLESS LIHAMILTON, BOB

Test ID, FormsPro [THAMLTON, ROBERT

User 10, GAMLS

User 11, GAMLS 11D FOR MARKETLINX, TEST AG AGENT
User 12, GAMLS 1 Mahalingam, Prabakar

User 13, GAMLS

VALINE. JAKE [ PETROWSKI, WEBTOOLSET

Wieland, Lou (V] [ITEMPORARY, Listingbook

ZIGLER, SANDY [ITEST, GO PAPERLESS i

Done

6 Mar 2014
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6. Click the Done button to finish.

Until the impersonation is removed the “Impersonator” will be able to act-as the
individual(s) designated in the 2nd column.

To remove the impersonation, follow steps 1-4 above. Then, simply uncheck the box for
the designated agent on the right side of the screen. The impersonator will no longer to be
able to manage forms for that individual.

How the Impersonator Uses FormsPro

When the Impersonator logs in to FormsPro, he will use the following steps to manage
forms for the designated user(s):

1. Click Myself on the menu bar.

imeout in 26 min

LSS
4 Pat Deneen at FIRST MULTIPLE LISTING SERVICE {Acting as Myseif)

omepage (List of fients]

Act on bahal of {mansege lorms fod
[ Mysaif >

SMOHS, JAMES

WIGGINS, SALLY W

3. Click OK. The screen changes to reflect the designated user and the Impersonator
will have access to that user’s transactions.

Ls®Form Pro Timeout in 120 min Help  Give Feedback
g .:: PAULA A LARSON at HARRY NORMAN REALTORS (Acting as JAMES SIMONS)
age (List of Clients)

%

" Add New Form (s)  Filter Results

Mar 2014 7
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When the Impersonator has completed work for a designated agent, he should repeat the
steps above, choosing Myself and clicking on OK. The Impersonator will not be able to

view his own transactions until he is acting as “myself”!

Mar 2014
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Uploading Office Forms

Use Office Forms to upload non-fillable PDF forms that are specific to your office. Once
these forms are in place, office agents will have quick access to them!

Forms uploaded to FormsPro may be no more than 4 MB in size.
To upload Office Forms:
1. Hover over Preferences on the main menu bar.

2. Click Office Preferences.

Timeout in 60 min Help  Quick Start ~ Preferences  Sign Out
Pat Deneen at FIRST MULTIPLE LISTING SERVICE {Acting as Myself) My Preferences
Homepage (List of Clients) ( f

Add New Client Add New Form(s)  Filter Resulis Refresh

Client Last Name Client First Name Folders | Created Modified
1 Ahdi Zia 0 Mon Auno 12 2013 Tue Feb 4 2014

3. Click the Office Forms link.

E Office Preferences

Select an Option: Change Office:

+ Upload Logo < My Default Office >
= Impersonators/Act-As

= Office Forms

= Office Form Packages

+ Append Forms
+ Special Stipulations
Hide/Show RE Forms

4. Click the Browse button to locate the pdf file to be uploaded.

5. Type a name for the form in the box provided.
6. Click the Upload button.

Mar 2014 9
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7. The form appears in the list. Click Done to finish.

| — -
B 0Office Preferences

Current Office Forms

ABC Realtors Required Form 3 (ready)
ABC Realtors Required Form 2 (ready)
1st Transaction Cover Sheet (ready)
ABC Realtors Required Form 1 (ready)
Above Atl Checklist (ready)

Agency Disclosure Exhibit (ready)

Upload a New Office Form
PDF to Upload:

Form Name: | Upload

i

Your file may not upload properly if it is larger than 4 megabytes.
Forms must be created using Adobe Acrobat forms, not Adobe LifeCycle Designer.

Please note that it may take up to two (2) business days before your new form becomes available.

[IMake available to entire firm/all offices.
Once an office form is created, each branch will need to manage it individually.

Done

Delete an Office Form

To remove a form from the Office Forms list, simply click on the name of the form to
highlight it, and then click the Delete button.

10 Mar 2014
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Creating/Modifying Office Forms Packages

The Forms Packages feature of FormsPro provides added flexibility for Brokers, and Office
Staff by allowing them to collect a set of forms (GAR, FMLS and/or Office) as a template
and save them together for fast and easy addition to clients’ folders in FormsPro. Using
this feature saves time! Brokers and Office Managers may make the Forms Packages
available to an office or the entire firm.

You can use an existing folder for a client (which already contains the forms to be included
in the template) as the basis for the template, or a bogus folder may be created and used for
the template, then deactivated when the template has been saved. Once saved, the template
can be used repeatedly to quickly fill the folder of a new client with the contracts needed.

To create a Forms Package from an existing folder:

1. Inthe FormsPro client list, locate the client whose folder contents reflect what you
wish the package to contain.

2. Double click on the client’s name. The list of folders opens.

3. Click once to highlight the folder you want to serve as the base for a Forms
Package.

Homepage (List of Clients) = Client: Barry Buyer
A ———
Client Folders ient Information

Add New Folder Add Mew Form(s)  Filter Results

Name Forms | Created Modified
D 115 Pearson Chapel Road Buyer 3 Mon, Dec2, 2013 Mon, Dec 2, 2013
D 67 Interlochen Drive NE Buyer 1 Tue, Jul2, 2013 Tue, Jul 2, 2013

4. Click the Forms Package icon on the menu bar.

§Farm SR .. Timec 8 min Help  QuickStart  Preferences  Sign Out
Wl i i Pat Deneen at FIRST MULTIPLE LISTING SERVICE {Acting as Myself)
Home, List of ents = Client: Barry Buyer
=T - ()
Add New Folder View/Edit Deactivate Change Client Merge Folders Add New Form(s)  Filter R.ESLIH‘S Refresh
n 115 Pearson Chapel Road Buyer 3  Mon, Dec 2, 2013 Mon, Dec 2, 2013
{72 67 Interlochen Drive NE Buyer 1 Tue, Jul2, 2013 Tue, Jul 2, 2013

Mar 2014 11
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5. The New Forms Package window opens. Type a name for the Forms Package in the
Forms Package Name field.

B New Forms Package

Save | Cancel

Forms Package Name: | |

Save for ®) Just myself ) The entire office ) Make available to entire firm/all offices.
If you choose the Make available to entire firm/all offices option, please note that 1) any office
specific forms are excluded from the package and 2) once a package is created, each branch will
need to manage it individually.

Included Forms: RE-100 Contract for the Purchase and Sale of Residential Real Property

Save Cancel

6. In the Save For field, click the appropriate button:
e Just Myself — only you will have access to this package

e The Entire Office — everyone in your office will have access; must have OM or
BR access level

o Entire Firm/All offices — everyone in the form will have access; only the HB or
the CO can assign to the whole firm.

7. Click Save. A confirmation window appears.

s
B Success

Iﬁ The Forms Package has been created.

oK

8. Click OK to continue.

12 Mar 2014
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Modify Office Forms Package
1. Hover over Preferences on the main menu bar.

2. Click Office Preferences.

mlgFom Pro” Time 60 min Help  Quick Start ~ Preferences  Sign Out

Pat Deneen at FIRST MULTIPLE LISTING SERVICE {Acting as Myself}

Homepage (List of Iients]

Add New Client Add New Form(s)  Filter Resulis Refresh

Client Last Name Client First Name Folders | Created Modified
1 Ahdi Zia 0 Mon Auno 12 2013 Tue Feb 4 2014

= -
B 0Office Preferences

Select an Option: Change Office:

= Upload Logo < My Default Office =

Impersonators/Act-As
Office Forms

Office Form Packages
Append Forms

Special Stipulations

Hide/Show RE Forms

4. Click to highlight the forms package to modify.
5. Click the Manage Forms button.

Mar 2014 13
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FormsPro Broker/Office Admin

% Office Preferences

Rename

e :
—-—

Delete

Name
Office Buyer Package
Sample Forms Package

Modified
Fri, Jan 17, 2014
Tue, Mar 25, 2014

Add/remove package forms.

011
1 Tue, Mar 25, 2014

6. The FMLS Forms window opens. To add forms to the package, click to select the

form in the bottom box and click on the Add button.

B FMLS Forms

In Use:

RE-100-2012-R5 : RE-100 Contract for the Purchase and Sale of Residential Real Property

Remove | Add |

Available:

2014_GAR_FORMS_CHANGES : GAR Forms Changes
2014_GAR_FORMS_INDEX : GAR FORMS INDEX
2014_SPECIAL_STIPULATIONS : SPECIAL STIPULATIONS
2014_SPECIAL_STIPULATIONS_INDEX : SPECIAL STIPULATIONS Index
2014_TABLE_OF_CONTENTS : Table of Contents

FMLS-110-2012-R1 : FMLS-110 Seller Notification

FMLS-111-2012-R1 : FMLS-111 Notification Of New Seller Listing Agreement
FMLS-112-2012-R1 : FMLS-112 Change In Ownership Of Property
FMLS5-115-2012-R1 : FMLS-115 Request For Shadow Listing

7. To remove forms from the package, locate the form in the top box and click the

Remove button.
8. Click Done to finish.

14
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Append Forms

You can append (or join) two forms together, so that they always appear together. An
example would be appending an Office or Broker Form to the Exclusive Seller Listing
Agreement.

1. Hover over Preferences on the main menu bar.

2. Click Office Preferences.

Help  Quick Start Preferences Sign Out
Pat Deneen at FIRST MULTIPLE LISTING SERVICE {Acting as Myself) My Preferences

Homepage (List of Iients]

Add New Client Add New Form(s)  Filter Resulis Refresh

Client Last Name Client First Name Folders | Created Modified
1 Ahdi Zia 0 Mon Auno 12 2013 Tue Feb 4 2014

= -
B 0Office Preferences

Select an Option: Change Office:

= Upload Logo < My Default Office =
Impersonators/Act-As
Office Forms
Office Form Packages
Append Forms

Special Stipulations
Hide/Show RE Forms

Click Append Forms link. The Append Forms window opens.

Mar 2014 15
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FormsPro Broker/Office Admin

B FMLS Forms

Appended Form
FMLS-11g | “¥Ppend aform- ABC Realtors Required Form 1 (2011)

4. Click New. The Append Forms window appears with two columns: Append from
and Append To

B FMLS Forms

Append To Form: Appended Form:

=~ Form Source(s) =i Form Source(s)
i car 5 AR
.’.f_r R.E. FORMS :f_t R.E. FORMS
ir FMLS ﬂ OFFICE/BROKER FORMS
ﬂ FMLS

[ Make available to entire firm/all offices.
Once a form append is created, each office will need fo manage it individually.

Cancel

16
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5. Select the forms by clicking the + sign and scrolling to view the form.
6. Click to select.

Bl FMLS Forms

Append To Form: Appended Form: Save
- Eorm Sourcels) A 3 Form Source(s)
=i GAR + GAR

:fJ LICENSE AGREEMENT ﬂ R.E. FORMS

-J BROKERAGE ENGAGEMENTS, AUTHORIZATION T -J OFFICE/BROKER FORMS
""" F1 Exclusive Seller Listing Agreement (2014) - 1st Transaction Cover Sheet (2011)
""" F2 Mon-Exclusive Seller Listing Agreement (2C ~ ABC Realtors Required Form 1 {2011]]|
""" F3 Authorization to Show Unlisted Property (: ~ ABC Realtors Required Form 2 (2011)
""" F4 Exclusive Buyer Brokerage Agreement (201 - ABC Realtors Required Form 3 (2011)
""" F5 Mon-Exclusive Buyer Brokerage Agreemen - Abowe Atl Checklist (2013)
""" F& Agreement to Work with Buyer as Custonm - Agency Disclosure Exhibit (2014)
""" F7 Exclusive Leasing Listing Agreement [Eﬂld:v 4 FMLS

< >

Save Cancel

7. When you are done, click Save. The appended forms appear in the list.

B FMLS Forms

Append TO Form Appended Form
F1 Exclusive Seller Listing Agreement (2014) ABC Realtors Required Form 1 (2011)

Mar 2014 17
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Adding Office Special Stipulations

Your office or firm may have a set of special stipulations written specifically for
circumstances that arise regularly. You can store these stipulations in FormsPro for your
agents to use as needed.

To create Special Stipulations:
1. Hover over Preferences on the main menu bar.

2. Click Office Preferences.

Time min Help  Quick Start ~ Preferences  Sign Out

Pat Deneen at FIRST MULTIPLE LISTING SERVICE {Acting as Myself) My Preferences

. (/)
Add New Client Add New Form(s)  Filter Results Refresh

Client Last Name Client First Name Folders | Created
1 Abhdi Zia 0 Mon Ang 12 2013 Tue Feb 4 2014

3. Click the Special Stipulations link.

= -
B 0Office Preferences

Select an Option: Change Office:

Upload Logo < My Default Office =
Impersonators/Act-As
Office Forms

Office Form Packages

- pend Forms
- Special Stipulations
= Hide/Show RE Forms

4. The Special Stipulations window opens. Click the New button to add a special stip.

18 Mar 2014
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B Office Preferences

Create a new stipulation.
Flood Zone P

Repairs Paid By Seller
Right To Sell
test 20

Created
Wed, Apr 13, 2011
Fri, Apr 8, 2011
Wed, Apr 13, 2011
Tue, Feb 4, 2014

Wed, Apr 13, 2011
Wed, Feb 20, 2013
Wed, Feb 20, 2013
Tue, Feb 4, 2014

5. Type a name for the Stipulation in Title box.

6. Type the stipulation in the Display Text box. Special Stipulations may be copied
from a text document and pasted directly into the Display Text box.

— -
B Office Preferences

Title: [Repairs Paid by Seller

Display Text: [Seller should not be obligated to pay more than $ for
the following repairs and replacements:

at or prior to closing,

hereunder.|

Buyer shall be obligated to pay any costs in excess of said amount.
Seller shall provide Buyer with copies of
paid invoices to verify that Seller has fulfilled its obligations

individually.

] Make available to entire firm/all offices. (New stipulations only.)
Before saving, you may designate this NEW stipulafion to automatically appear on a specific form(s) by
completing the Auto-Pop fab. Once a special stipulation is created, each branch will need fo manage i

Cancel

Mar 2014
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7. Indicate in the Make Available field, if you want this stipulation available to the
entire firm.

8. If you would like this stipulation to appear in a specific form, click the Auto-Pop
tab.

E Office Preferences

- Y T Save

Awvailable Forms w/ Special Stips: Auto-Pop Into:

2014: 5 Exclusive Leasing/Management Agre 2014: F21 Special Stipulations #1
2014: F9 Exclusive Tenant Brokerage Agreem A
2014: F10 Non-Exclusive Tenant Brokerage A
2014: F17 Non-Exclusive Leasing Listing Agre
2014: F20 Purchase and Sale Agreement

2014: F21 Special Stipulations #2

2014: F21 Special Stipulations #3 —
2014: F21 Special Stipulations #4 et
2014: F21 Special Stipulations #5

2014: F21 Special Stipulations #6

2014: F22 Counteroffer and Amendment of Un
2014: F22 Counteroffer and Amendment of Un
2014: F22 Counteroffer and Amendment of Un
2014: F22 Counteroffer and Amendment of Un
2014: F22 Counteroffer and Amendment of Un
2014: F22 Counteroffer and Amendment of Un
2014: F27 Lot Purchase and Sale Agreement
2014: F29 Lease/Purchase Agreement

Save Cancel

9. Find the form you want to insert the Special stipulation into, and click to place it in
the Auto-Pop into column.

10. Click Save to finish. Your new text will be available in the form as shown below:

Edit Form Quick Vie Forms: |F21 Special Stipulations #1

Page 1 v i

Print Print Watermark Email Add New Form(s) More Options Go To Page Zoom Out Zoom In

\

SPECIAL STIPULATIONS T
7 A
FIRST MULTIPLE LISTING SERVICE ://f _//\' I\ ’-lr Lj F“ l_ﬁ_

8 .ﬁ-ﬁ’}fftl REALTORS

2014 Printing

Property Address:

| |, Georgia | |

[NOTE: The fanguage sel forth in this special stipufation(s) is furnished by (he pariies and is particwlar o this transaciion.}

Addﬂ Seller shall not be obligated to pay morethan $___________________ for the following repairs and

I_ replacements: . Buyer shall be obligated to pay any costs in excess of said amount.
At or prior to closing, Seller shall provide Buyer with copies of paid invoices to verify that Seller has fulfilled
its obligations hereunder.

20 Mar 2014
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Hide/Show RE Forms

This option gives you the ability to hide the RE Forms for REALTOR offices. This option
has no effect on any agent that is not a REALTOR and has not purchased the GAR forms
(they will always see the RE Forms).

1. Hover over Preferences on the main menu bar.

2. Click on Office Preferences.

60 min Help  Quick Start ~ Preferences  Sign Out

Pat Deneen at FIRST MULTIPLE LISTING SERVICE {Acting as Myself)

Homepage (List of Iients]

Add New Client Add New Form(s)  Filter Resulis Refresh

Client Last Name Client First Name Folders | Created Modified
1 Ahdi Zia 0 Mon Auno 12 2013 Tue Feb 4 2014

= -
B 0Office Preferences

Select an Option: Change Office:

= Upload Logo < My Default Office =
Impersonators/Act-As
Office Forms
Office Form Packages
Append Forms

Special Stipulations
= Hide/Show RE Forms

Mar 2014 21
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The Hide/Show RE Forms window opens.

B FMLS Forms

This page gives you the option to hide the RE Forms for REALTOR offices. This option has no affect on any agent that is
not a REALTOR and has not purchased the GAR forms (they will always see the RE Forms).

Show RE Forms?

] Apply to the entire firm/all offices. (Individual offices can override this selection)

Mote: This value is cached and will not change for any current users until the next time they login.

4. Check or uncheck the box next to Show RE Forms.

5. Check or uncheck the box next to Apply to the entire firm.
6. Click Done.
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Three Locations to Serve You:

FMLS Main Center

5457 Roswell Road

Atlanta, GA 30342
1800-505-FMLS

FMLS NE Center
2250 Satellite Blvd., Ste. 215
Duluth, GA 30097
678-475-0544

FMLS NW Center
166 Barrett Parkway, Ste. D
Marietta, GA 30066
678-290-9493
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