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Welcome to Transaction Desk 
  

Appointments, Events & Tasks 

Appointments, Events and Tasks allows you to easily keep track of important dates and deadlines. Users can 

create individual Tasks and appointments or they can have them auto-generated when they start a new Trans-

action. 

  

Audit Trails and Logging 

The TransactionDesk service comes complete with full auditing capabilities. The auditing portion of the ser-

vice covers access to the service, call logs, activity logs, incoming and outgoing fax and email logs. All of the 

edits and modifications made to each and every contract and form within the TransactionDesk is stored so a 

complete revision history is available if needed. 

  

Auto-populate Contracts: Any contract or form can be auto-populated from MLS listing data, tax-roll data 

and/or previously populated transactions and forms. Negotiate On-line - Forms can be sent between parties and 

interactively negotiated and tracked on-line. A full audit trail of all changes and modifications are kept for 

each contract and form created in the service. 

  

Calendars 

The Calendar feature allows you to view your appointments, events & tasks in a calendar format. Any event, 

task or transaction activity is viewable in your own personal calendar. Users have the ability to share Calen-

dars so they can be viewed by other TransactionDesk users in their work group,  brokers or even clients. Cal-

endars can be displayed in a number of different views from daily, weekly, monthly, 3 month and yearly 

views. 

  

Clause Database: The clause database allows you to store information for commonly-used clauses and stipu-

lations. The clauses can then be used in other TransactionDesk areas. 

  

Contacts Database 

The Contacts database allows you to store information for commonly-used parties such as agents, brokers and 

lawyers. This contact information can then be used to auto-populate transactions, contracts and forms. Contact 

Databases can even be shared between other TransactionDesk users within your office. 

  

Digital Signature Capabilities 

Signings is a part of the TransactionDesk service that allows users to securely manage the signing of docu-

ments by remote parties, while optionally providing the verifiable security of USPS Electronic Postmark® 

(USPS EPM®). 

  

The USPS Electronic Postmark® (USPS EPM®) is a web-based security service that enables users to verify 

authenticity, provide tamper detection, and date and timestamp electronic documents and files. Evidence of 

content authenticity is stored in the USPS EPM repository for seven years to ensure trusted non-repudiation of 

content.   

  

A Signing is a step-by-step procedure used to securely acquire signatures or alterations on any document in 

your account. All of the documents signed are protected form being altered by the US Postal Service Enforce-

ment Branch. Users can feel secure in that all of the documents signed and secured within the TransactionDesk 

Service using the USPS EPM are protected by the following Federal Statutes: 

1.    18 U.S.C. 1343 Wire Fraud. 

2.    18 U.S.C. 2701 Electronic Communications Privacy Act (ECPA). 

3.    18 U.S.C. 2510 Regarding electronic communications. 
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4.    18 U.S.C. 1028, Fraud and related activity in connection with identification and information. 

  

Documents can be signed with either a digital certificate or by using the internet document faxing capabilities 

from within the Forms portion of the service. 

  

Digital Signatures: Contracts and forms can be digitally signed, authenticated and protected by the US Postal 

Service's Electronic Postmark technology. 

  

Dynamic Contract Management 

Contracts and Forms provided by your real estate board/association/MLS can be dynamically created, modi-

fied and saved within your TransactionDesk account. Any contract or form can then be viewed, faxed or 

emailed by anyone you share them with. All contracts and forms created with the TransactionDesk service are 

in standard Adobe PDF format. Users are not required to download 3rd party proprietary software to view and 

edit forms. 

  

Email Forms: Forms can be emailed in read-only or editable formats. As soon as the recipient receives a con-

tract emailed through the TransactionDesk service the owner is sent an email notifying them the time and date 

that the contract was opened, any modifications made and even if the contract was printed. Users maintain full 

control of contracts sent abroad. 

  

Email Reminders: TransactionDesk can also notify you by email of upcoming events or scheduled due dates. 

  

Internet Faxing: Contracts can be sent via internet fax to clients for signing then digitally signed and distrib-

uted to both parties when approved. Users need not have a fax built into their computer as all documents are 

sent and received via the TransactionDesk internet fax service. 

  

Multiple Fonts, color, sizes: Users have the ability to select from 14 different fonts, 10 colors and 8 font sizes 

when filling in and completing their contracts. Users are even able to use an auto-size feature that will shrink 

longer sentences to fit within the text input area on a contract. 

  

Off-line Archiving: Forms can be archived and stored off-line and even imported into the CD-ROM based 

distributed version of the Forms software. 

  

Popup Reminders: TransactionDesk can popup a reminder on screen of upcoming events or scheduled due 

dates. 

  

Quick Start Groups: The Quick-Start groups are designed to allow you to insert multiple forms into a trans-

action with one click, instead of adding the same individual forms to many transactions. Once created, your 

Quick-Start groups are visible in locations where you will add forms into a transaction. 

  

Remote Viewing: Form Access Rights can enable a non-TransactionDesk user to view the form remotely, 

make changes and save to your TransactionDesk account. 

  

Service Providers Database 

The service providers database allows you to store information for commonly-used parties such as contractors, 

landscapers and plumbers. This contact information can then be used to auto-populate service request orders. 

Service Providers databases can even be shared between other TransactionDesk users within your office. You 

may encounter 'Affiliate' service providers supplied by your real estate board/association/MLS. 

  

Sharing 

Working with Others is the functionality TransactionDesk provides to integrate and share your information 
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with other users who also have a TransactionDesk account. This allows you to share any aspect of your Trans-

actionDesk account with the people who need it the most. Users have the ability to edit the accessibility and 

viewing rights on any feature available within the TransactionDesk service. 

  

Synchronize Events, Tasks and Contacts to Microsoft Outlook and Palm devices 

The TransactionDesk service enables users to synchronize transaction data such as calendar events, tasks and 

contacts directly from their on-line transactions to their local Microsoft Outlook program or to their PDA. Se-

lected event and contact information can even be sent to clients enabling them to track the transaction activity 

pertaining to their property sale from their own computer or PDA. 

  

Task Templates 

Task Templates are used to allow you to insert multiple tasks into a transaction with one click. The Transac-

tionDesk provides default templates but users have the ability to create and modify their own templates. 

  

Views & Invitations 

The TransactionDesk service allows you to easily share information with Non-TransactionDesk users. Non-

TransactionDesk users such as other agents, brokers, transaction coordinators, clients and 3rd party service 

providers can be given access to different views of the transaction data and associated contracts. Email based 

invitations are sent to alert external parties that a View has been made available. As external parties access the 

views, all activity including access time, date, location are recorded and tracked in the transaction audit facili-

ty. 

  

Watermarks: Users have the ability to embed watermarks directly onto each page of their forms. 

  

Wizards 

The TransactionDesk service comes complete with easy to use Wizards that help expedite the process of start-

ing new transactions, sending contracts for signing via fax and/or email, creating new Activity Plan used to 

automate the creation of transactions and the required tasks. 
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Home Page View 

Desktop View 
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Settings Tab 

My Preferences/General Preferences 
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User Information 
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Transaction Settings 

Transaction Types 
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Adding Transaction Types 

Property Types 

Contact Types 
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Transaction Statuses 

Task Settings 
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Task Types 

Appointment Settings 
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Appointment Types 

Email Signature 



 14 

Form Settings 

Document Settings 
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Document Types 

Faxing Settings 
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Contact Settings 

Contact Types 
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Account Activity 
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Provider/Order Settings 

Provider/Order Settings 
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Service Provider Types 

Notification Settings 
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Print Driver Settings 
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Doc Box To-Go Settings 

Top Producer Settings 
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Click on any “Change” button to change your fax back cover banner, your 

personal photo and company logo.  Follow on screen directions to add each 

photo.  The photos must be located on the hard drive of your computer or on 

an external source that you can browse to, to retrieve. 
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Name the quick start group, check box, select transaction 

type, click on Save 

Click on orange “Go” arrow 
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Click on + beside 2015 TAR Residential Forms, select forms you 

want to add to the quick start folder.  If selecting more than one hold 

the Ctrl key down while selecting, click on Add Selected Forms. 



 26 

Check to make sure the forms you want are in the current forms list 

on the screen, if not click on orange “Go” arrow again and add addi-

tional forms. When finished click on Save Quick Start Group 
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Creating a Transaction 
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Call Log 
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Contacts & Participant 
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Service Orders 
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DocBox/Documents 
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Fax Back Cover Sheet 

Tasks 
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Tasks, cont. 
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Calendar/Appointments 

Sharing 
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Adding Contacts 

Remember to click on each tab in this sub menu to add full contact information.  You can also import contacts 

out of Microsoft Outlook into transaction Desk and also from Top Producer. 
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Instanet Forms = Individual Forms 
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Authentisign 

STEP 2 
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Authentisign, cont. 

STEP 2, cont. This step allows you to choose the participants to the signing of the  

documents.  Check the box beside all signers. 

This is what you will see once you have selected the signers.  This is where you assign their role in the 

signing process.  Click on ADD when you have selected appropriate items in this step. 

After you click Add, the screen will change and 

this is what you will see. 
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STEP 3 Choose your documents in step 3. 
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Select each document/form you want to include in the signing and then click on Add.  After you click Add, the 

screen will change and you will see the bottom example.  At this point you can move the forms/documents 

into the order you want them in the signing by clicking on the forward or back arrows. 
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When you click on step 4, your screen will change and the system will begin to prepare the documents for 

signing. 
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In Process 

Complete 
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NOTES: 


