Realfast Software Getting Started and User Hints

Basic Features

To open the program:

FI
FORMS 6 Thiswill bring up the Log On Screen.
Enter your Agent Log On Name and Password.
Then click on OK.

Opening a Form

RealFA$T Forms for Windows

Double click on the RealFast | con on the main Desktop Mﬂ
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Next the main Real Fast Screen will come up. z-_'-:;jREEIFA$T Forms for Windows / George Washington

In order to open anew form, go to File and select New
Form from the pull down menu.

MNew Form
Open Form

File Ukilities Yiew Help

Chrl4+-O

Thiswill bring up the list of forms contained in the Open Group
forms package Delete Form
£

Formns List:

= | |STING CONTRACTS liste
BLC7-5-04 Exclusive Rigl uy Contract [Nonresidential] [Buper Agency]
BC17504  Exclusive thht To Buy Contract [For &ll Types of Properties] [Buyer Agency]
BCZ7-5-04 Exclusive Right-To-Buy Contract [For &l Types of Properties] [T ransaction-Broker)

BC37-504  Exclusive Right-To-Buy Contract [Monresidential) [T ransaction-Brokerage)
ETCS5-04  Exclusive Tenant Contract [For &l Types of Premises) [Tenant Agency]
ETC33-5-04  Excluzive Tenant Contract [For All Types of Premizes] [Tranzaction-Broker)
LC10504  Exclusive Right-to-Sell Listing Contract [Fesidential] (Seller &gency]

LC11504  Exclusive Right-to-Sell Listing Contract [Commercial] [Seller Agency) LI
— 'our Form: ADMIM - Master Forms
L B ot | Usge ADMIM-baster Forms Groups |

Switch Foims Package |

Uze ADMIM-M aster Forms |

Print Forrns List |

Prirt Blank Form | Cancel |

Simply complete the form and click OK. If you have more
than one name, click Add and input the second information
and click OK and so on until all the buyer informationis
inputted. If the additional individuals have the same address
asthefirst, clicking on the Use Previous Address button will
flood the information in. Click Done. The seller’sinformation
screen will come up (if required by the form). Follow the
same procedure as inputting the buyer’ sinformation.

To open anew form, Highlight the desired
form and click OK or double click on the
form. If the form requires buyers/sellers
information, this will be the next screen.

Buyer(s) Information

.John Doe 1234 Home  Nowhere X 12345

Type Buyer(s) Information
' Person  Company

Jane Dos 1234 Home  Navih

- Mame:

First HMiddle

Tupe
Lse Previaus Address | & Person € Company
Address e
City [1and [ [Doe l—
First Middle Last Suffix
Home phone:

Work phone Lisa Previaus Addess

Address 1234 Home

Done - Cancel Ly l—Nuwhere Statgl— - =3
Hame phone |123-456-7830 Ea |
“Wark phone I S5M I

Done Cancel | Help Add | Delets
!
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Editing the Form
The form will now come up. Y ou will notice some forms will open two views.

s / Real Estate Agent's Name

w Help

VIGNS FE ;‘:“‘;‘ m| & || @] &[ToP oF cONTRACT o = R N
The front view (rfform2:1) will be the long version of the

form, the second view (rfform1:2) will be an abbreviated B
version. Either can be used to enter information depending on %
preference. Date[ s oms mas mmomtar 1w covmouces wm mm sam somo comn
2: B e slm‘j;;‘llmv\CT TO BUY AND SELL REAL ESTATE
The form information can now be inputted. The program will eSETE o5
bring you to all fields that need to be inputted. Any field that b ST Bora s o st ke Sl st 10 i Py st
isleft blank will have: "n/a", when used in this form should be P R =
interpreted as "Not Applicable" (if this setting is selected at L
time of printing — refer to printing instructions for further B B e Bopsy S s Bl bl Suobel el ol
explanation).

Striking Out Text

While completing the form, there may be some pre-printed text that you would like to strike out. In order
to do this, drag your mouse over the text.

If you later decide that the striked-out text should be included, the strikes can be removed by double
clicking on the area.
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A date can be inputted into a form by clicking on the calendar tool on the toolbar. E T 9 a4

Click once on the icon and a calendar will come up. % 2 o

Scroll to the desired date, and click once onit. Then click OK. P

k‘ Cancel I

Checkbox

To place acheck mark in abox, when it is selected, any key (except spacebar) canbe  Single Click & Other:

pressed on the keyboard. Another method isto double click on the box. To remove Double Cllck. Other:

the check mark, double click on the checkbox again. O other:

Inserting Page Breaks

Page Breaks are hard coded into the forms and typically it will not be necessary to add additional breaks.
Page breaks can be added to improve printing appearance through Utilities, and Set Page Breaks from the
pull down menu. Then click on the form where the page break should be set. A dashed line will appear.
To remove the page break, go to Utilities, Delete Page Break and then clicking on the dashed line.

Expandable Text

These areas in the form allow for up to 60 lines of text. If Clauses have been created they can be inserted
here.

You Can Enter Up to 60 Lines of Text and Clauses in an Expandable Field
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Inserting a Clause
Once clauses have been devel oped, they can be inserted into the
form into the Expandable Fields.

When in an expandable field, select Utilities and Clauses from the O

pull down menu. Or use the Clauses icon from the Toolbar. = |

Find the Clause by selecting the appropriate Clause Type and then
select the desired Clause Name. Click OK to insert the Clause into
the form.

Navigating Within the Form
The tab key can be used to move between fields.

By pressing the Shift and the Tab keys at the same time, the curser will move to the previous field.

Use the Page-up and Page-down Keys to move one screen at a
time.

Use the scroll bar to move up and down within the form.

Use the Drop-Down Box on the tool bar to Jump to specific
locations within the form.

Saving the Form
Once the form is completed it can be saved. The default save
location is: C:\Rfwin\Data\<logon name>\<formname.rdb>

(We suggest that this location not be changed)
When saving aform it is best to use a meaningful naming
convention. Such as:

JohnDoe <Address> — the Buy/Sell agreement
JohnDoe <Address> 2 — the second form for the Do€' s deal
JohnDoe <Address> 3 —the third form for the Doe's deal

Printing the Form
The form can be printed by either clicking on the toolbar printer icon %l
or selecting File and Print Form from the pull down menu.

The next window is the Print Settings. Here the number of pagesto print can be \A

modified. The Date/Time Stamp, Initial Lines, header or logo, and “n/a” can also

be removed at this point by clicking once on the check mark. Once all preferences
are set, click on the OK button to send to the printer.
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Emailing the Form
Forms can be emailed in PDF format or in an EXE (executable) format. It isaways suggested to send the
filesin aPDF format since alot of Internet Providers will block executable files. Complete the following
steps to email aform.

Click on File and select Save Form As from the drop down menu. Even if the form has previously been
saved, this step needs to be performed right before emailing.

Click on the email icon on the tool bar. |E| The next window that will come up is the Email
Attachment File Type, leave the radial button on PDF and click OK. The PDF Email setting screen will
appear. Select all the desired options and click OK. Select the E-mail Software used to send emails. If
Microsoft Outlook or Outlook Expressisthe provider, then click OK. (Be sure Outlook is open and
minimized on the computer) If another application is used, change the radial button to Other and Click OK.

) -

If Outlook is used the Send Message dialog box will come up with the PDF format as
an attachment.

If another email provider is used, open the provider and create a new mail message.
Use the attachment function. Browse function to locate the PDF Format of the form.
The file will be located in the C:\Rfwin\Data\<logon name folder>\Mail

In this example the logon name is Training.

The file name should be available now, and use the insert option

to add thefileto the email. Every email provider isalittle

different; if you have questions on how to attach a file using your provider, please
refer to the providers help menu.

Linking Forms
Information can be transferred from one form to another by using the Link Form function. This savestime
in preparing forms by avoiding having to retype certain information (specifically buyer’sand seller’s
information.)

Save the first form that has been completed with all the
desired information (for example: Doe Buy Sell). Onceitis
saved, close out of the form. Then go to File and New
Form. Highlight the second form (ex: Lead Based Paint) to
be completed and then click on Link to Existing Form. The

“Select Formto Link From” window will appear. Highlight Q
the original form (ex: Doe Buy Sell) and click on Open.

Thiswill bring up the Buyer’s and Seller’ sinformation

screens (if required by the form), which will already be ©
completed. If additional information needs to be added, do

s0, otherwise click Done. Thiswill flood the information to

the new form.
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Switching Form Packages
If multiple forms packages are installed on the computer, using the
“Switch Forms Package” button can access these packages. All forms

need to be closed in order to switch packages. Click on File, New O
Form and the Click the “ Switch Forms Packages” button. This will

bring up alist of the packages installed. Simply highlight the desired
package and click OK. Thiswill bring up thelist of forms availablein -
that forms package.

>
Deleting Saved Forms
To delete previously saved forms, click on File, Delete
Form, highlight the form to be deleted and click open.
Y ou will then receive a message asking to verify the -
deletion, click Yes.
>

Printing on Letter or Legal Size Paper
To switch the paper size click on File and Print
Setup. On the Print Setup screen, under paper
and size, use the drop down box to select the

desired paper size. Click ok. Then print the ©

form from File and Print Form.

Printing Buyer,svs. Seller,s Copy of Forms
Certain Associations have determined some language
inappropriate depending upon the party receiving the
form. A pink box will appear around this text.

To print the different copies, in the Print Options, place the radial buttonin
the desired copy.
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Printing a Blank Form

Inversion 6.16 a“Print Blank Form” button was added.

This enables the user to print a blank form in one easy
step. Highlight the desired form in the list and click on
the “Print Blank Form” button. Thiswill print aform
with two blank buyers & sellerslines.
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