Section 7;: GET PAID

USING HMMK INTRANET
FOR COMPLIANCE

Log in to Intranet:
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STEP 1: Click Transact’ on the Navigation bar

Start Connect Promote Learn

Reach more of
the right people.

DISCOVER BOOST

4 Boost

Powesrd bw Lone Wil

Actions ¥

gl

The Blend

TEAM MEETING

x
- \nna Novak 1 Comment
STEP 2: Click the plus (+) icon to Begin a NEW Transaction
Start Connect Transact Promote
" Transactions Actions ¥

8 Active Transactions 9 Filed Transactions
1 Apartment Lease 3 Residential Lease

7 Residential Sale 6 Residential Sale

6 Unsubmitted 5 Table Funding

1 In Review 4 Standard Funding

1 Approved
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Step 3: Choose the type of transaction you are working with.

*We usually use Residential

Add Transaction

What category of transaction are you creating?

Residential
As defined by your brokerage and REALTOR® association.

Apartment  (Managed Building)

Only used for standard property management controlled leasing.

Commercial
As defined by your brokerage and REALTOR® association.

Referral Only
You referred a buyer or seller to another agent, for a fee.

Select

Step 4: Select if its a Sale or a Lease

TRANSACT ADD TRAN SPQ'ION

Add Transaction

v You selected the 'Residential' category. Change
What type of transaction is it?

Sale or Sale Listing
The property owner will change upon completion.

Lease or Lease Listing
Tenant is changing, title remains the same.
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5.Then Click Start

Add Transaction

v You selected the 'Residential' category. Change
v You selected the 'Sale' type. Change

Where would you like to start the transaction?

Start Select
You are in the early stages of representing your client. (Recommended) /

Client is actively searching for, or marketing, a property.

Contract
Your client's contract is written. You may still be negotiating final terms and due diligence.

6.Choose which party do you represent Buyer or Seller

Which party do you represent?

Seller
The current title holder of a property.

Buyer

The purchaser of a property.
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7.Start adding people. Fill in the "WHO IS THE BUYER" section by
clicking on "+ Select Client".

Add Transaction

v You selected the 'Residential' category. Change
v You selected the 'Sale' type. Change

v You selected the 'Start’ phase. Change

v You represent the 'Buyer'. Change

Who is the Buyer? Confirm & Save

If everything looks good, you are ready to create the
Not selected. new transaction.

Create Mew Transaction

+ Select Client

8.Fill in the Client information.

Shared contacts save everyone time.

Creating duplicate contacts slows everyone down, be
sure to re-use the same contacts.

[J No email address available.

Add New Contact
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9. Once we have added their information, we can now start
the transaction. Click "Create New Transaction"

- |
Add Transaction

v/ You selected the 'Residential' category. Change
v You selected the 'Sale' type. Change

v You selected the 'Start' phase. Change

v You represent the 'Buyer'. Change

Who is the Buyer? Confirm & Save

If everything looks good, you are ready to create the
new transaction.

X

Test 1 Test

Create New Trans

+ Select Client

10. Now let’s start adding the rest of the parties to the
transaction by moving on to the "People" Tab"

Start Connect Transact Promote Learn
Test 1 Test Ref# A2-23-0032
A BUYER
o .. 16 o s
Test 1 Test = 2R = = &y
Start Summary _ People Details Documents Checklist Expenses
Ref# A2-23-0032 edit ,@st Updated: Tue, Mar 7, 2023 7:51 PM CST by Luis Flores
History
Timeline
Started
Tue, Mar 7, 2023
moments ago
Start Showing Contract Pre-Closing Post-Closing
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11. Now we need to add the:

e Title Company
e The Seller(s) | Buyer(s)
e The Seller(s) | Buyer(s) AGENT
e The Seller(s) | Buyer(s) AGENT'S BROKER
—__ _
Test 1 Test Ref# A2-23-0032 J LuisFlores kay  Actions
[ weuve
Test 1 Test I.‘J 9&3 @o Elo @ @ D
Start Summary People Details Documents Checklist  Expenses History
Buyer Seller
Test 1 Test x Not selected.
Send Message
+ Add Buyer + Add Seller
Buyer's Agent Seller's Agent
Not selected.

] Luis Flores
- House Matchmaker
e

Send Message

+ Add Partner
Buyer's Agent's Coordinator

Mot selected.

+ Add Courdinator

Title Agent

Not selected.

+ Add Title Agent

Mot Represented?

+Add Seller's Agent

Vendor

Not selected.

+ Add Vendor
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12. After Adding the people, let's add the information of the
transaction by proceeding to the "Details" tab.
This next section is VERY IMPORTAN

Test 1 Test Ref# A2-23-0032 o LuisFlores Katy  Actions ¥
#BUYER |
3 " 6
Test 1 Test =2 2R Elo (BN D 0O
Res Buyer rart Summary  People Details  Documents Checklist Expenses  History

3 Items Required Now

Please select the appropriate answer for each question below:

When did you first begin working with your client? Mot Set  edit
Is this a company lead? Mot Set edit
Will another party get a referral fee from you for this transaction? Mot Set  edit ‘ 4

13. The System will show you step by step on what needs to be done.
It will help you keep your timeline.

' Start Connect Transact Promote Learn Kayy = ‘}.
3
Test 1 Test L:’ 989 ao o @ @
B, T | Test 1 Test Ref# A2-2 :
Contacts -~
Is this a company lead? MotSet  edit
Is your client a corporate account? NotSet  edit
Is your client a first-time buyer? MotSet edit
What is your client's desired price range? Mot Set-NotSet  edit
When is your client obligated to move out of their current home? Not Set  edit
Is your client a licensed real estate agent? MotSet edit
Is the Seller a licensed real estate agent? Mot Set  edit
Is the Seller's Agent also a member of your brokerage? Mot 5et  edit H
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14. Once all of the information is filled, let's start uploading
the Documents from DOTLOOP

| #BUVER
N JG 5
Test 1 Test = = EN D) O Submit
Start Summary  Pecple Details Documents Checklist  Expenses History
0 Documents

Start -

Information About Brokerage Services (TAR 2501) _ Options
Residential Buyer/Tenant Representation Agreement (TAR 1501) - BUYER O Recommended Options
Broker Notice to Buyer/Tenant (HAR 410) _ Options
General Information and Motice to Buyer (TAR 1506) _ Options
Information about Property Insurance for a Buyer or Seller Options L

You can find these documents in your DOTLOOQOP transaction.

dot

Documents
Anything you add is private until shared.

& COMPLIANCE FOLDER ADD DOCUMENT
NOT SUBMITTED &= NEW FOLDER ADD DOCUMENT 3
NOT SUBMITTED Addendum Concerning Right to Terminate D... sisnep Q2 [ ¢
NOT SUBMITTED Addendum for Property Subject to Mandato... sisnep Q2 [
NOT SUBMITTED One to Four Family Residential Contract (Re... sinep Q2 []
NOT SUBMITTED Third Party Financing Addendum For Credit ... sicnep 02 [
NOT SUBMITTED Buyers Representation sisneo Q2 [ 3
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From Dotloop Download the Signed Document. Click the 3 dots and

select Download

dot

Documents

Anything you add is private until shared.

2= COMPLIANCE FOLDER

ADD FOLDER

ADD DOCUMENT .

NOT SUBMITTED &= NEW FOLDER ADD DOCUMENT 3
NOT SUBMITTED Addendum Concerning Right to Terminate D... SIGNED & :
OPEN

MOT SUBMITTED Addendum for Property Subject to Mandato... RENAME
MAKE A COPY

NOT SUBMITTED One to Four Family Residential Contract (Re... HISTORY
PRINT

NOT SUBMITTED Third Party Financing Addendum For Credit ... DOWNLOAD
SYeATURE VERIFICATION

NOT SUBMITTED Buyers Representation ARCHIVE
REQUIRE TO SUBMIT

NOT SUBMITTED &= BUYING DOCUMENTS FAX
PP

Now we are ready to upload it to the INTRANET. Click options and

click attach documents.

Test 1 Test

e Test 1 Test Ref# A2-23-0032

0 Documents

Start

Information About Brokerage Services (TAR 2501)

Residential Buyer/Tenant Representation Agreement (TAR 1501) - BUYER

Broker Notice to Buyer/Tenant (HAR 410)

08
M
T
()
B
D

Attach Document

O Recommended
/ Request Exemption
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Select all pages to make sure all the pages will be uploaded and then
click create document.

—
Luis Flore r
Start Connect Transact Promote Learn gS K‘”“‘ 1|
aty =

S e —

Test 1 Test L} 989‘ @ @ D

Start Summary  People Details Documents Checklist Expenses  History

4 Pages Selected

/' Add a File

Sponsorship Class form pdf

Flip Pages
Select All

4 Pages’

Submit the document. Click save Document and Quit

Test 1 Test = e @o E’o &y D |

Start Summary  People Details Documents Checklist Expenses  History

Save the Document
+ You have selected 4 pages for the new document. change

« You have selected the "Information About Brokerage Services (TAR 2501)" title. change

Ready to save the new document?
Status

On File - Signed & executed file, fully complete.

Notes: ‘
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As the transaction Process it will open new tasks, new documents
that need to be done.

Test 1 Test I::’ %_D‘ o @ SD
Test 1 Test Ref# A2-23-0032

Res Buyer
rwrweurent

Start

Information About Brokerage Services (TAR 2501) grmme == B onFile Options

4 Pages - 354 KB - Added: Tue, 03/07/20232 8:17 PM

Residential Buyer/Tenant Representation Agreement (TAR 1501) - BUYER © Recommended Options

Broker Notice to Buyer/Tenant (HAR 410) _ Options
General Information and Motice to Buyer (TAR 1506) _ Options
Information about Property Insurance for a Buyer or Seller _ Options
Wire Fraud Motice or TXR 2517 _ Options

15. Now we will see the Checklist so that we can Set up the Date and
we can keep track of the Transaction Timeline.

— - = - — —
TRANSACT xmi;mq CHECKLIST T ( >
Test 1 Test Ref# A2-23-0032 My LuisFlores katy  Actions ¥
[ #euEr |
3 =5

Test 1 Tes S e 9 4

Start Summary  People Details Documen;wthecklist Expenses  History

Start =

O Get any agency disclosures signed by the client Set Due Date

O Receive Conditional Approval Letter Set Due Date

O Send buyer information about Home Warranties (® Set Due Date

O Send client information about getting pre-approved with a lender Set Due Date

O Setup an automated property search to email potential properties (® Set Due Date
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16. Once we've completed the Details, Documents and Checklist we
can now submit it for review.

Luis Flores
Start Connect Transact Promote Learn
Katy =
TRANSACT sm’ amu_.sg DOCUMENTS 1 .

123 test, Houston, TX 77202 Ref# A2-23-0032 Ju LuisFlores katy  Actions

Test 1 Test L} e E @o @ '9 w m

Post-Closing Summa People Details Documents Checklist Expenses  History
oy /v

3 Documents Recommended Now

14 Documents

Start

ge Services (TAR 2501) S i @ onFile Options

T

2

Residential Buyer/Tenant Representation Agreement (TAR 1501) - BUYER © Recommended Options

[E onFile Options

7 2 oy

Broker Notice to Buyer/Tenant (HAR 410)
4 pocec 260 KD pdd 3 &

Luis Flores L
Start Connect Transact Promote Learn Kt ﬁ}.
v

123 test, Houston, TX 77202 Ref# A2-23-0032 J LuisFlores Kay  Actions ¥
I & BUYER
M 40
Test 1 Test > &% g° & 9 oo0om [ suome |
Post-Closing Summary  Peaple Details Documents Checklist Expenses  History

Submit the Transaction

Create Funding Request
To complete the Funding Request, you will need to know: /

» The Title Company contact information (Company and Agent name, phone number, and

fax or email)
* The settlement charges, inluding your commission, relevant bonuses, and any other fees
you charge to clients. c I- '
ick CREATE
* Mames and amounts for special payouts like Centributions back to your client, '
[ i splits with your pai . ete REQUEST to

ensure
submission

You will return here after you've completed the form,
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18. Confirm all of the totals before the "Create Funding Request"
process is completed.

Anna Novak
Start Connect Transact Promote Learn
Houston =

13301 Lago Acero Ln, Texas City, TX 77568

Alma Flores  Houston Actions =

1 )
Guillermo Villarreal = e By 9D o-000oH
Post-Closing Summary  People Details Documents Checklist  Expenses  History

Funding Confirmation

TITLE COMPANY - Verify title company contact info. Transaction Details

Funding:

Company Name Phone File Number (GF#) Table Funding
Platinum Title Partners L | 832.203.6666 GF#23-71711-50 .
Buyers (Client):
Guillermo
Contact Name Fax Email Villarreal
Sharla Jacobs sharla@platinumtitlepartner Sellers:
Adams Homes Lone
Star LLC
SETTLEMENT CHARGES - Itemize commissions and fees due for your side of this transaction. MLS #:
Mot Set
Income Item Amount Charged To )
Sale Price:
Sale Commission (3%) £8,922.00 ﬂ‘ $297,400

-- add an income - X

PAYOUTS - Itemize all payouts from the total settlement charges.

Payout Item Hide Amount
MNet Pay Due to Agent $4,383.00

Broker's Commission Split -
OVERRIDDEN

$1.784.40 use Matchmaker Group LLC

Outstanding Office Dues go.pp  House Matchmaker Group LLC
E&O Insurance ¢75.00  House Matchmaker Group LLC
Match Fund Contribution

g3p0  House Matchmaker Group LLC

External Referral [REF] (m] s2676.60  Morma Salazar =

== add a payout == i

b
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Adding a BTSA to the commission.

Guillermo Villarreal

Post-Closing

Funding Confirmation

Start Connect Transact Promote

TITLE COMPANY - Verify title company contact info.

Company Mame Phone

Platinum Title Partners L 832 203 6666

Cantact Name Fax

Sharla Jacobs

File Number (GF#)
GF#23-71711-50

Email

sharla@platinumtitlepartner

SETTLEMENT CHARGES - Itemize commissions and fees due for your side of this transaction.

Income Item

Sale Commission

Amount Charged To

G%  sgoz200 g

BTSA

$2,000.00 Seller

- add an income -
Total: $10,922.00
PAYOUTS - Itemize all payo

Payout Item
Met Pay Due to Agent

Broker's Commission Split -
OVERRIDDEN

Outstanding Office Dues

E&O Insurance

Match Fund Contribution

External Referral [REF]

- add a payout --

am the tatal settlement charges.

Pay To

Alma Flores

House Matchmaker Group LLC

$0.00

$7500  House Matchmaker Groul

g30p House Matchmaker Group LLC

$2.676.60 MNorma Salazar
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Anna Novak

Houston

Summary  People Detaile  Documents  Chechlist

History

Transaction Details
Funding:
Table Funding
Buyers (Client):
Guillermeo
Villarreal
Sellers:
Adams Homes Lone
Star LLC
MLS #:
Mot Set
Sale Price:
$297,400
Commission:




Making contributions from your

commission.
Income Item Amount Charged To
Sale Commission (3%) $8,922.00 @ Seller
BTSA $2,000.00  Seller v ®
-- add an income -- L
Total: $10,922.00

PAYOUTS - Itemize all payouts from the total settlement charges.

Payout Item Hide Amount Pay To
Net Pay Due to Agent $5,983.00

Broker's Commission Split - $2 18 House Matchmaker Group LLC

OVERRIDDEM

Outstanding Office Dues $0.00 House Matchmaker Group LLC

+/ --add a payout -- $75.00 House Matchmaker Group LLC

Additional Brokerage Split or Fee

Contribution to Buyer 4300 House Matchmaker Group LLC
Contribution to Seller

External Referral | $2,676.60 MNorma Salazar
Other...

-- add a payout -- v

Total: $10,922.00
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The title company will need a letter from YOU, for the
Commission Contribution you have done. The Intranet System
will automatically generate this Contribution Letter. The letter
will be sent to you when your file meets compliance along with

your CDA.

1333 West Loop South, Suite 880
Houston, TX 77027
Phone: 832.352.6437

June 7, 2023

To: Platinum Title Partners LLC
Attn: Sharla Jacobs

From: Anna Novak / House Matchmaker Group LLC
Re: Sale of property
@ 13301 Lago Acero Ln, Texas City, TX 77568
Buyer's Name: Guillermo Villarreal
Agent's Name: Alma Flores

Please use this letter as your authority to reduce the commission to House Matchmaker Group LLC in
the amount up to $3,000.00.

Money thus deducted ($3,000.00) is to be applied towards buyer's closing costs or prepaid items. All
funds deducted must be shown as a credit to the buyer on the closing statement.

This letter should be accompanied with a CDA at closing.

Thank you,

Ovis

Anna Novak

Funding Coordinator

House Matchmaker Group LLC
832.352.6437
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19. Then continue to submit

L Flores
Start Connect Transact Promote Learn i ores
Katy =
L ¥ ¥ ¥ g
@ Funding Request document generated and attached. X
— 2 _ TEEs s e B4
123 test, Houston, TX 77202 Ref# A2-23-0032 J LuisFlores kay  Actions
#BUYER
[ 3 40
P @ 5 3 oooou |IEN
Post-Closing Summary  People Details Documents Checklist Expenses  History
Submit the Transaction
Madify Funding Request
The funding request for this transaction has been created. To review the current Mnd\fy Request
information, please press the View Funding Request’ link below,
View Funding Request &
. . iy ' .
20. Submit the transaction (Hit 'SUBMIT' twice)
Luis Flores :
Start Connect Transact Promote Learn == Katy 1‘
S g 3 N
123 test, Houston, TX 77202 Ref# A2-23-0032 oh LuisFlores kay  Actions ¥
& BUYER
A 40
I e G e 5 9 oceooou |IEN
Post-Closing Summary  People Details Documents Checklist Expenses  History

Submit the Transaction

« You completed the Funding Request form. Change

Ready to Submit!
Note that once you submit the transaction, most of the information you've entered will be

locked and you will be unable to change it. However, you will be able to add additional
documents, notes, contacts, and ex, penses.

Allow up to 2 days for broker autherization, and monitor the Summary pa
changes prior to your closing.

Your funding department will contact you when your check is ready.
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