reZEN 2.0 - How to Create a Transaction

Learn how to create, edit, and manage your transactions.

Don't forget: if you are the listing agent, you need to create a listing, before you can start
the sales transaction.

Create a Transaction:

1. In the Real App, go to My Transactions:

My Listings

=) Offices

2 My Team
Reports

= My Profile
Tipalti Account

Resources
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Transactions _ W
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3. The system will walk you through several steps to create the transaction:

Your new transaction i3 just a few minutes away!

Hi, Alberta Agent

We'll guide yeu through a few stegs to create a2 new transaction

Search Address p

MLS Number € : sa}*

E.g. 120001234AB

Some important notes:

e For transaction owner:
o ifyou are an admin or transaction coordinator, enter the name of the
agent you are working with.

o Ifyou are a solo agent, your name will be automatically in there. You can just
click next.
o If you don't have the buyer or seller's lawyer, you can skip these
questions by clicking "Next".
e To whom should the commission document be sent:
o Most of the time, this is title or escrow.
o In some attorney states, this is the attorney.

o If you don't have the attorney's information, you can just say "l don't know"
and click next.

4. You will see the preview. Please review & click "Create Transaction" at the bottom right of
the page.
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5. Don't forget to click "yes" in the popup!

Create transaction?

You'll be able to edit any information once the this transaction is created.

6. Now, the transaction is created. You can scroll to the middle left of the screen to add any

payment participants.

/ Edit Transaction [® View Trade Record Sheets

RoadToSuccess  Checklist  TransactionDetalls  Deposits ~ Comments  Activity

Transaction Information Commission Split
CAD 250.000 00

CAD 5.000.00

ercentage 200%
Status Needs Commission Validation
Deai Type Sale
cice Numoer N/A
Alberta Agent

Buy Side Representation
121212121

No

Firm Date 08/29/22

Payment Participants

Oisnii) @

Buyer / Tenant Agent

canadauser] @example com
+11212)333-4444

Commission Split

Voila! You are done.
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Ve Jrede Becore Snecl: Commission Payer
Name
Comoany
Eme
Alberta Agent CAD 5.000.00 -
100 00% split o
Role

1-855-450-0442

2aChenge 2 Edit

Agent Name

Other Brokerage Name

brokerage@example.com

+1(403) 112-2222

Other Agent

Want your commission earlier?
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If you need to edit the transaction:

You can click "edit" on the left side. This will pop open a window on the right where you can
click on the information you need to edit.

Home : Transactions » 123 Avenue Northwest. Dovercourt, Edmonton. AB, TSL

123 Avenue Northwest, Dovercourt, Edmonton, AB, T5L
$250,000.00 CAD

Transac. Code: 7GC-84P-76B-RSG . Real Broker CA-AB Office [sample] Single Ctiack
Deal Type: Sale Estimated Closing: 09/30/2022
Commission: 2.00% | $5,000.00 CAD Actual Closing:

Representing: Buy Side Representation Transaction Processad

# Edit Transaction [© View Trade Record Sheets
Road To Success Checklist Transaction Details Deposits Comments Activity

Edit Transaction

Basic Information

Edit Address, 'dl_ﬁ%izr:w 5 Edit Desl Information

Participants

+2  Addan Agent +2. Add Participant

8% Add Referral =
Commissions and Rebates

%  Adjustcommission percemages / splits ©  Add Additional Commission

@ Adda Rebate C Recalculate Commission
Other Tasks

[ acord Sheets [ Change Firm Date
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How to process your transaction (Road to Success)

Want to stay on top of all your transactions? Of course you do!

e You can click on "Road to Success" in the transaction. This will show you where the
deal is in the process.

Road To Success Checklist Transaction Details Deposits Comments Activity

Accepted Contract - Conditional

ot Started by Alberta Agent

Conditions Met- Firm
Azent

o1 Stared by Alber

All required documents uploaded
Not Staried by Alberts Agent

Broker Reviewed- Incomplete

Startad by Tondafegg Fritsch

Broker App_rove_d

ondafeqg Frisch
Open Trade Sheet Issued

Validate Commission (in app)
y Tandategrg Fraszn

ot Started b cafegg Fras.

e

e Or click on "Checklist" to see all of the items required to process the deal.
e PRO TIP: click "Type" to sort by required tasks first.

Rosd ToSuccess  Checklist  Transaction Details  Deposits  Comments Activity
Labels: Add label =4 New ltem

# ftem Name Assigned To Type Status Urgent Due Date Documents Comments
39 Trade Record Sheet Q© #erts Agenn 2= 09/03/2022 0Docs =
38 Referral Invoice ° Alberts Agent m 09/03/2022 0Docs a
a7 ° Alberts Agent m 09/03/2022 0Docs L]
30 ROF (Fintrac Receipt Of Funds @) sierte Agent ot sartea | 09/03/2022 0 Docs ®
2 FINTRAC- 1 ° Alberta Agent w 09/03/2022 0Docs @ ]
2 Buyer Representation Agresment (BRA ° Alberts Agent m N 09/03/2022 0 Docs ®
22 Working With A Realtor (WWR! ° Alberta Agent m 09/03/2022 0Docs
7 Deposit Receipt ° Alberts Agent === 09/03/2022 0 Docs =}
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