Training

Instanet Online Signing Instructions

AuthentisignLE

AuthentisignLE is a light version of the Instanet Authentisign product, which makes it possible for you and your clients to
complete a paperless real estate transaction, including electronically signing and accepting contracts. Contracts created in
InstanetForms or PDF documents that have been uploaded to your DocBox can be set up for electronic signing.

Prepare Transaction Documents for Signing
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Create Online Signing with Selected Forms

3. The Edit/Markup tool can also be used by you to sign
documents electronically.

Select forms to be signed
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Email Documents for Online Signing

() select the particpants to 5on the document(s).

1. From the Documents or InstanetForms section of a
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2. Select all of the contacts that need to sign the Select participants to sign a document

document (You may add additional contacts at this w
point using the drop-down menu). Click Click Here
to Include Selected Participants in Singing.

3. Enter a custom message to be included with the
document and arrange the order in which the
contacts will sign the document.

Cherokee TRL

Type in any message you would like to send with the documents to be
| §)sioned, set the order in which the partepants should sign and then click
the "Send Email To Partiipants” button to email the participants the

signing email.

@ Transaction History

@ General Information

Custom message to be induded on all email invitations
Message: A

@ Property Information
@

Forms/Documents
@ InstanetForms

4. Click Click Here to Send Email to Participants. @ seamens e N o
= Mary Smith Buyer *
@ Sharing

Assign signing order and email the documents
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Instanet Online Signing Instructions

Signing Documents

The first signee will receive an email with your custom
message and Instanet instructions about signing the
documents using the Customer Service Portal and
AuthentisignLE.

When the signee logs into the Customer Service Portal,
they will see a notification of documents available for
signing.
1. Click Click Here to continue.
2. Click an available document to open the
AuthentisignLE module.
3. Read and accept the Terms of Service, then click OK.
. Choose the Signing Tool.
5. Use the Signing Tool to sign in the appropriate places,
then click Save & Accept Signed Document or reject
the document by clicking Reject Document.

After the first signee signs and saves the document, it will
be emailed to the next signee. Once the document has
been signed by all signees, it will have the “Signed” label
added to it in your transaction documents.

You may check the signing status of a document at
anytime by viewing the details of the document from the
Documents section of your transaction. The Transaction
History for your transaction catalogs all changes to
documents and includes a date and time stamp on all
activity for the transaction, including online signings.
Documents that have been signed will have the text
(signed) added to the document name.

The [/ icon indicates an Active Signing Document.

TRAINING

You have document(s) ready to be signed, Click Here to continue.

Transaction Information Details
Address: 34250 Cherokee TRL
ELIZABETH, CO 80107
MLS Number: 630836
List Price: £1,195,000.00 Purchase Price: $1,000,000.00
List Date: March 13th, 2008 Acceptance Date:
Expiration Date: Closing Date:
[ Documents Details " InstanetForms Details
] Brokerage Disdosure to Buyer 4" Contract To Buy And Sell Real Estate
[2] Fax-Back Cover Sheet
[E] Prequal Letter.doc
Singing notification
o
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based paint and/or lead-based paint hazards in the Property being sold. This requirement mcludes
records and reports regarding common areas. This requirement also includes records and reports
regarding other residential dwellings in multifamily target housing, provided that such information
is part of an evaluation or reduction of lead-based paint and/or lead-based paint hazards in the
building as a whole. 1f no such records or reports are available, Seller shall so indicate.

Seller, before a buyer is obligated under any contract 10 buy and sell real estate, shall permit the
buyer a 10-day period (unless the parties mutually agree, in writing, upon a different period of time)
to conduct a risk assessment or inspection for the presence of lead-based paint and/or lead-based
paint hazards. A buyer may waive the opportunity to conduct the risk assessment or inspection by
so indicating in writing,

Seller must sign and date the Lead-Based Paint Disclosure, certifying to the accuracy of Seller's
statements, to the best of Seller's knowledge.

If any of the disclosure activities identified above occurs afier the buyer has provided an offer to
purchase the Property, Seller shall complete the required disclosure activities prior to accepting the
buyer's offer and allow the buyer an opportunity 1o review the information and possibly amend the offer.
Seller is required 1o retain a copy of the completed Lead-Based Paint Disclosure for 3 years from the
completion datc of the salc.

erty known as No. 34250 Cherokee TRL ELIZABETH CO 80107
Street Address City State Zip

Date:

Seller

Singing and saving a document

1 would like to:

Add Contacts/Partidpants
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Address: 6383 E Orchard RD
GREENWOOD VILLAGE, CO 80111

MLS Number: 632845
List Price: $4,400,000.00
List Date: August 13th, 2008

Purchase Price:
Acteptance Date:

Expiration Date: Closing Date:
D Documents Edt " InstanetForms Edit
[2) Eax-Back Cover Sheet 4" Brokerage Duties Disdlosure To Seller &l
D Lead-Based Paint Obligations of Seller 4" Contract To Buy And Sell Real Estate
[ {sianed) Lead-Based Paint Disclosure &' Exdusive Right To Sell (all Types)
4" Lead-based Paint Disclosures (sales) )
¥ Contacts/Participants Edit
METROLIST MARKETING Selling Office:
MATIOMAL ESTATES Listing Office
Angela Agent Listing Broker
Jane Broker Selling Broker

Document with signed status
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