Adding a To Do List Item (From the File Summary Page)

Quick Reference Guide

1. Go to the logon page and enter your user name and 2. From the Home page click on the subject property
password then click Logon
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3. Click the Things to Do link in the menu bar. 4. Click the Add New To Do link.

'..-mq@?a‘:-:aﬂ.s + Services o Massages o Data Forms « Things To Do
nntable Versiod jew To Do rom Template ht To Do Lis
Summary Printabl dd New To Do Ddd From Template Edit To Do List
Status Report Archive Report Import Admin Public Documents MesEages: 0 new m“ AR Rems -
w08 Angeies, Los v, CA 50028
HLS#: Ealler” Seller’ s [10/3004  12/3/2004
File Types Rasale Settlement/ L irann @ ik add Seller’s dgent Agees HA0/2064 12732004 Detaiy
Stams: Active Target Close:
Phase: Listing Tracking T0: ot Assgned  Change v 5] Just Listed Marketing to Office. Marketing S/11/2004 4/1172005 Dstails
v (3 Property Disclosure f;f:: = WIL004 10/12/2004 Dataiy
Craate Covarshest{s) Upload Doc(s) Craate Doc Package Add New Doc & 9 mLs tnput Marketng G004 L17/Z008 Dstails
= v B 2o selier ey $11/2004 127372004 Dataily
] Hame {ci to view) Commest Ugpload Dale  Rev  Public o Agert =
T r— z koo 2 B atas Saller s
In & [ uplosd Listing Agreament Form el SAL004 127162004 Dtais
O Cousec oer 11872008 1 =] Eataty e
[ sag-bosed beice Gaclogurg  Disclosures ¥ay  vees ] B P . (&) Buit.an hock Bax Markebeg Detaits
[ Sesnc Gacoaurs Cortrocts w1608 2 o Cataty L] K Qrder Home Insoection Marketeg Dstails
* ) Mail inbroductary Lattar Markating Details
£ dust isted Marketing to - e
Documants Panding Upload - = - Activity 12/2004 Cictails
(] Mame (cick o Iine Neighberhood
uphoad)
O MoADicaperss  iecosurss Eatasy

5. Enter the description, select a Type and Category 6. The new item will be added in the Things To Do
from the drop down lists and enter a Due Date. Select section.

all the parties you would like to give access to see e

and/or complete the To-Do item by highlighting their o e astnen 00 s o Tt 3005 v
name on the available roles section. Click Add; click :
Save when finished.
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To contact First American please call 866-882-4353.



Adding a To Do List Item

Quick Reference Guide

1. Go to the logon page and enter your user name and 2. Click on the property file where the To Do item will
password then click Logon. be added.
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You have no new messages.
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3. Click the Add link next to the Things to Do box. 4. Enter the description, select a Type and Category from the
drop down lists and enter a Due Date. Select all the parties you
would like to give access to see and/or complete the To-Do
item by highlighting their name on the available roles section.
Click Add:; click Save when finished.
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5. The new item will be added in the Things To Do
section.
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To contact MarketLinx please call 866-882-4353 or email at Support@tm.marketlinx.com.



