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Skyslope™ is called a transaction management system. Sounds complicated
already! Skyslope™ is hosted in the cloud. Now it sounds complicated, techie
and confusing! With this manual, we hope to lessen the perceived complexity
and reduce any confusion you may have about this system.

The Semonin real estate services company is required to keep many records of
the thousands of transactions we handle each year. We are required to keep
those records for many years as a normal part of our business. You, as a real
estate agent, are also required to keep records of the transactions in which you
are involved.

Brad DeVries Collectively at Semonin, we feel the Skyslope™ system is the best system to
President & CEO  3|low both brokerage and agents to save all the thousands of files needed for
HomeServices of Kentucky  the thousands of transactions we process each year. Regulation is part of our
real estate lives. This regulation expects proper record keeping to be in place.
It is a complicated process and the reason we exist for buyers and sellers in the
marketplace. This system will increase our professionalism and our efficiency

as business owners.

This system is our “electronic inbox” for Semonin paperwork. Whether you
have a listing contract or a sales contract, this is where the paperwork
processing begins for our company. Our investment in learning this system
will benefit our buyers and sellers. Our investment in understanding this
system will make us better business owners and professionals.

Author of training manual

®» \
=

We are excited to offer this manual as an additional Semonin resource to learn
and embrace this transaction management system hosted in the cloud.

Best wishes for your success,

Ryan Means
IT Project Specialist
502.394.6161

ryanmeans@ semonin.com
Brad DeVries

This training manual is dedicated to the memory of Jack Hill. ©2018 HomeServices of Kentucky, a Berkshire Hathaway affiliate ALL RIGHTS RESERVED
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TRAINING OVERVIEW

SkySlope is a Transaction Management
System that incorporates Unlimited Cloud
Storage, Electronic Signatures, Secure
Access, Tasks and Management Access.
With iPad and iPhone Compatibility you are
able to access your files while on the go!

Using the built-in Checklist feature your
Support Staff will be able to access, approve
or reject contract documents in an instant.
With DigiSign you are able to send any PDF
off for digital signatures with a few clicks of
your mouse.

Possibly one of the best features is their
Support Team, who are available 24/7/364
via online chat, email, or phone calls. The
Support Team works in the same building as
the rest of the team, inside the US.

To quote SkySlope “SkySlope is here to
simplify and streamline your real estate
business. Our support is here 24/7 for
everything else.”

HomeServices Of KY - Training on SkySlope | © All Rights Reserved ‘m
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To begin working with SkySlope you will need to access the login page at App.SkySlope.com.
1 If you go to SkySlope.com there is a login button at the top of the screen.

[
f kySlope - Login x

[ | S Iy N o] o T 17 U?’j https://app.skyslope.com

Once there you will use your Semonin email as your Username
and your temporary password is 123456. Please be sure you

change that password to something you will remember.

Q SkySiopes

v

training@semonin.corm|

& AppStore &) Coming soon...

Before clicking login you may want to
select the Remember Me checkbox.

HomeServices Of KY - Training on SkySlope | © All Rights Reserved ‘m Page 2 of 36
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SkySlope’s Homepage is built with 10 main buttons. First lets discuss what they all do.

Pending Transactions:
Access Pending

Contracts you have

Create Transactions:
Begin working a
Pending Contract.

Manage Listings:
Work with Listings you

have already started in

Create Listing:
Begin working a new

Listing, this will be

already started on ONLY when you are not SkySlope. where you turn in new
SkySlope. the Listing Agent. listings.
LEAD Wék:on:e. Sov.noni:\ Ag?m
i RD. S
e [EALTORS  SERVE
Incomplete [STL—
. SEAT MANAGE CREAT DIGITA
M. |,u:;:-"‘,-[\:!;‘x".»w\ AR ‘[.'f\«' r(hm l‘?i\i I‘}A(‘.'-, !Il:-lll.rfllt, su.v.‘,'.nlml m Dl |S| n |S a
See which Listings . - F o o T R | 1g1g
. e n e e digital signature
and Transactions \ - R
- : 0 ClosedmisMonth | software that
have Checklist it vk dunchr allows you to send
tems that still | mower | cwenro | g || AR | o | L soimsmnesen | §5 VSV O
B e siactes ' 1 / emgil to be signed
or Assigned. i - o o oy ) N .. ’
g T — R L T initialed and dated.
I l Working Documents:
Canceled Contracts: Access Archive: Tasks & Reminders: A section that allows

Any Withdrawn or
Canceled Listing or
Transaction in
SkySlope.

Access your Closed

Listings and Dashboard, as well as Documents that aren’t
Transactions in create new Task associated with a
SkySlope. Templates. Listing or Transaction.

Access your Tasks

you to upload

HomeServices Of KY - Training on SkySlope | © All Rights Reserved ‘m
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Once logged in you will see the SkySlope Homepage, also known as the Dashboard. Here you have
buttons to Create a New Listing, Manage a Listing, Create a Transaction (Sale), Manage Pending
Transactions, Start a Digital Signature process, View Incomplete Checklists, Access Canceled
Contracts, Access Archives, View Tasks and Reminders, or Access Working Documents.

By clicking My SkySlope Welcome, Semonin Agent

LE& 1 Home | Support | Sign Out
Sﬂm e you access your Profile. pport. | Si

REALTORS SERVE \ | atcd s A o e |

C TRANSACTION LISTINGS LISTING SIGNATURE
TRANSACTIONS ‘ 0 Scheduled Closing This Month

X K £ "@ Digt. € o] |2 b
\ : { N ;/“L 0 Pending

0 Closed This Month

0 Expired Escrow (s) This Month

INCOMPLETE CANCELED ACCESS RF'P";;:‘;[_’N WORKING 0 Expired Listing (s} This Month
CHECKLIST CONITRACIS ARCHIVES - A DOCUMENIS ——- > - —

v z ¢
ERY R W't \_,/ (5_

Lets begin by filling out and confirming
your profile. First, Click My SkySlope.

Copyright & 2014, SkySlope, Inc. All Rights Reserved. Powe=red by SkySlope™

HomeServices Of KY - Training on SkySlope | © All Rights Reserved
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LEAD
Mdwnive TEACH
SEALTORS “SERVE

The first page of My SkySlope is your Personal Information. Confirm
all the information on this page before clicking Next to move on.

Walcoma, Semonin Ageet
ne | Buppcrt | Bgn Qe

My SkySicpe | Pt

If you change the Email Address in
SkySlope’s Profile you will use the

NEW Email to Login.

If you make ANY changes on

ANY Profile Info Pages, please
PrlRimatt i click Submit to Save those
T 0 .
changes before clicking Next to
P =t iams P Lastriama move on.
Phone MLS Board
Email Id * k Sand Motfcahons Altemizta Phans
slternate Enal 1d : Caied NoLiheations
Streat Mumbier Etreet Kame
Zip Code Cicy
_’ :Ir:-.- TC Acess _’ - SI‘"':.O:“I-:":-: -{EZA"—!-L

Hext Submit 4 Laccol

Next are your Notification settings. SkySlope
does not turn any notifications on by default, _
but you can be notified about expiring listings,
closings, price changes, dates and certain Netty ma uhen
task items. Once you have these set the way
you want, click Submit to save changes or
Next to continue. P

& bafore the trareacion dosas

v puasl e dicsarg dats

o or Accaptance Dats changes
Kokry me when the Sales Frice changes

HomeServices Of KY - Training on SkySlope | © All Rights Reserved Page 50f 36
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ome Support

Next we need to add an Email Signature.
For this | recommend you copy and paste
from your Semonin Email Signature, if

4 you have one setup. If not, please
include: Your Name, Title, Semonin

Realtors®, a Berkshire Hathaway affiliate,

Signatera

& =
a0 BIL YU e X Mo T oA E O 2 foat | cefaul Stze | detwit % R
B P KREETIEE == SN
Ryan Means | Semonin Realtors®, a Barkshre Hathaway affiiate .
IT Tralowr | Semcon Markatoogy . < the Office Address, and your Contact Info.
o laad Aferenty. v teach reentiecsy, o <erve : On a PC hold Alt and type 0174 to add
the ® to Semonin Realtors
Nest  Submit Cancel 5 Once you have setup your Email
g | (' Signature, click Submit to save it, then
click Next to Continue.
_— |
LEAD Pccuon st e

TEACH

Next you should setup your personal
password for SkySlope. First type the Wmix. TEACH
old password (123456) then create and e

confirm the new password.

Submit Cancal

et

wad,

Copyright & 2014, EkySlopa. Inc All Righls Reser

Once you have entered it, click
Submit to save it, and Next to
Page 6 of 36

continue on.
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The final page of Settings relate to the Dashboard, or Homepage, of SkySlope. These will not typically be
changed, although there may be some additional options in the future.

The Semonin Logo is always the
Home Button in SkySlope. Click the

Yelcome, Semonin Agent
.  ==RD logo to return to the Dashboard. Home | Support | Sign Out
TEACH .

REALrl:'.HE SEH\;E Eearch b

T -

eiAcem@skysioae.com 7

Dashboard Settings

¥ #  Transacions closing innext 7 | days
#  Expired Liztings
o Tranzactions out of contract
Ciocuments ko assign

o Mext & Reminders for mea

¥
¥
¥ Ll
¥
¥

Submit Cancel

«  Closed Transachons wailing to be archived

Copyright & 2014, SkySlops, Inc. All Rights Resarved. Povered by SkySlope™

HomeServices Of KY - Training on SkySlope | © All Rights Reserved Page 7 of 36
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As we all know, one of the most important features of any new software is their support. Some would even say
that software is only as good as its support. SkySlope has top notch support. First, they are open 24/7/364 (they
get one day off a year), and the entire support team works in the same California office as the rest of the
SkySlope Team! Not only are they trained to be experts on the SkySlope software, but they are also trained in the
complexities of Real Estate transactions, so they are a one-stop-shop for getting the help you need!

LEAD 3
im. TEACH ‘
NEALTORS SERVE . V

To get help from SkySlope’s Support Team,

crean prcITAl Suatstcs: simply Click Support at the top of any page!
TRANSACTIONS TRANSACTION LISTINGS LISTING SIGCNATURE .
e » 0 Schedued Closng This Moath

- -

. ( Act
\ ~ 4
N [ > / 0 Pendng
s ) Chased This Mouth
0 Expired Escrow (5) This Month
INCOMPLETE CANCELED ACCESS - ‘ :I WORKINC 0 Expired Listing (2) This Month
CHECKLIST CONTRACTS ARCMIVES REMINDERS DO NTS

2 fort 4 Char

SkySlope Support does have a Manual and Video Tutorials, but |
only recommend using those if you happen to need support on
the one day a year they are closed. For almost any question or

issue | recommend clicking the big blue Support button.

Ewmal | (4

There is also a section to Suggest
Features, if you have an idea you'd
like to pass along. g

HomeServices Of KY - Training on SkySlope | © All Rights Reserved ‘m
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Once you click the Big Blue Support button you will get a window that shows your email address, and asks
“Your Question”. If you do not need an immediate answer you can click Email Us once you type your question,
but since they are open 24 hours a day, clicking Chat With Us is always the fastest way to get a response.

A1 A LY N

X
. _ . Type your Question or Issue.
() Live Chat with an Expert 4@

Your emai ryanmeansi@semonin.com

Click to Email or to Instantly Chat.

Your question

X
§ Live Chat with an Expert

m m Justneed a screen shotfortraining manuval...
| Justa moment

5 n o
Hella, how are you today's

Once you initiate the chat you will see a picture and name of the
Support Agent who is assisting you. If you feel that typing isn’t going to
get the point across you can simply click Call Me to have that same |
support agent call you at the number saved in your profile. ‘

} T Call Ma
HomeServices Of KY - Training on SkySlope | © All Rights Reserved Page 9 of 36
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Create Listing

To begin working with a new Listing we first want to click Create

Listing from the Dashboard. This is not linked to the MLS in any SkySlope added a Google
way, so it is not actually creating a listing in the MLS, it is simply Map search function to the

creating a listing folder to manage all your listing documents. Create Listing process to
allow you to quickly auto-fill
1 a few of the data fields. Put

w TLEE:CDH as much or as little of the
st SERVE 2 information in as you want.

PENDING CRFATS MANAGE CRFATF DI
TRANSACTIONS TRANSACTION LISTINGS LISTING S1G1

ﬁ e~ ,\ (,@ Dia To Create Listing Search:
N \{ > 4

A o R

INCOMPLETE CANCELED ACCESS B Q WO
CHECKLIST CONTRACTS ARCHIVES REMINDERS poct

Address
600 N

G600 Marth Hurstbourne Faricaay

s \
% [— LI L ‘: 600 N English Station Rd
U U— 11 5 N : S

G0 Mottingham Parosay

G0 Morton Comdnens Boulevard

There is also a space to search via MLS #. As 600 Nerth Michigan Avenue
of the time of this training manual that
section didn’t work properly, and since it will
only pull address info, | currently would
recommend the Google Map Search function.

HomeServices Of KY - Training on SkySlope | © All Rights Reserved ‘m
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T  weicome, Semoan Agent While most of the Listing
Semm TEACH T SR ST Information is obvious, the
ce, SERVE i E - i “Type” is one field you need
to be sure you pay attention
= I | 10; Uniess your listing i New
— Construction, it will almost
Aeirya ot Bt always be a Resale.

J
oy e regae = ! The Source is where you got
City n ferso the listing, choose whichever
i most closely applies, or choose
< - N S _— - — Other to type your own Source.
. it Commissions can be either a
e l ‘l_,_ Percentage or a Flat Rate, for
Amounty 00| Ame Flat Rate, use the Amount box.
Aaiicral Commigaion Drédon Uforination If you add a Co-Listing Agent

they will also get access to this
i = Listing, all it’'s documents, and
Referral Amount % Amount tasks in the SkySlope system.

Next 4

To Create a Listing you need to

fill in all the fields you can. Any

field in Red is a Required Field.

Once you have entered all the

information you can, click Next
to move to the next page.

Copyright © 2014, SkySlope, Inc. All Rights Reawrved.

Powered by SkySlope™

HomeServices Of KY - Training on SkySlope | © All Rights Reserved
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Search Contacts.

You can Search for a Contact
you’ve previously used.

The Second step of Creating a Listing is
to add contacts. The first Contact is

I
—

Q)

m Fotet _

always the Seller. Your Seller can be a
Trust, Company or Other Entity if needed.

At the very least you need Seller’s
Names, but | recommend you add their
mail address and phone number as well.

Once you have added the first
seller’s information, click Save
to save the details.

4®

Samorin Agant
t
m hexi Coancal
ot Enht
Tast Selers Last Mama Faelkar
E-mai Iy 1T 2 5428 52 1T F .
H b o
123 Straet Hame Faemonn Way
40z ity Loutsale
EY Faos
L12154-5161 Akamate Phona
Upnlats

If you have other contact types you can

click Next, or Click Submit to move to the
Checklist section of the Listing.

Once you have saved the First Contact,
you can add another by clicking Add New.

Address Morth Hursthounms Ploay | Agent
uiale KY, 40577 W Hulil
PYP— Search Comincis
Hre mah
M —_— Or Entesr Hew Contact
wller = 4 Trust npal
slker's First Marm
ompany Mama
npy Froperty Ackk Al
Teek Mumber
p Code
Late
hor
I E
4
[ Aot

HomeServices Of KY - Training on SkySlope | © All Rights Reserved ‘m
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Another great feature of SkySlope is the Checklist section. This is customized for Semonin, for
each transaction type and for each MLS. It is like a digital version of the checklist we have now,
except without submitting ALL required documents you cannot finalize this listing. There are many
ways to get the documents to the particular checklist items, so we will discuss those methods now.

Welcoms, Ssmmin dgent

Home | Susport | Sen Cal

EERLTERE SERVE i | |
B - B
Address 1 600 Morth Hurstbournfl Plow Agant 1 Sgmaonin Agant Emnall H 13 ‘_

oozl KY, 40222 Year Bullk @ 2011
L Eting Descismentation
Documentation Statws Wiew Docs  Commeents
o Chent Coantact Infarmation &
" chevwing Instructions
_ Hulbiple Lisbirsg Contrack & HLS 4
= Input Shest b

. Sellers Desclozure of Property
= Candition

4 Afkated Business Disdocure

_ Consumer Guade to &gency

" Relabonships

G, Sguare Footage Gnd

_ Lead Baz= Part Dizdosure - Pre
]

2 FAizzed Plam informatson

i
i

1 UL
4  HEE

5. Home Trust Wamanty

1, PFhokos

H

11, Mortgages Ralance Request

12. Condo Saler Cartficate

13, Sheet Sale Addendums

14, Exchusive Buyer Agency Agresment

~ Fax Forms

SkySlope can create a Fax-Cover-Sheet
that will allow you to fax any documents you have
directly to this transaction, either individual or
combined. Combined is recommended as each
Fax-Cover-Sheet is only good for one fax.

~ Email Forms

Using the Email Address SkySlope
generates for each individual transaction/listing
you can email any documents you want, either
individual or combined.

~ Direct Upload of Combined Forms

Using the Documents Page you can upload
one PDF document containing all pages of the
contract, then using a built in splitting function
you can separate that PDF into each individual
checklist item.

| load of Individual

Forms can be uploaded directly to the
document checklist via the “Attach” button to the
right of the Comments Section.

HomeServices Of KY - Training on SkySlope | © All Rights Reserved ‘m
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Yielcome, Semonin Agent
Home | Support Sign Qart

LEAD

w TEACH
H[-I.LT.-?-FI‘E- SERVE Search by Property Address ar Escr

Address ¢ 600 MNorth Hurstbourne Plwy Apgent ¢ Semonin Agent Email ¢ HursthournePkwys00@skyslope. oo
Lowswille EY, 40222 Year Built 2011

By Clicking “Fax Cover” in the top right of
the Checklist a new window pops-up.

I arbamnmn Mocssrms membm b

. . § SkySlope
The new window asks for a File e e
. Fax Cover Sheet
Name and if you want the system 25385
Semouin Ageat
to remove the faxed cover sheet. SkyShope Standard

Fax To: (38%) 456 0640
Please place this coversheet on top of docament

2 3 Date:08142014

Click save to

Eer;erate a PDhF of “””I””“ll"ll|||
the fax cover sheet.
A

FaxCowverPage
(AW
fransaction # 1 283678 . ‘
Property Addrdss : 600 N Hurstbourne Pkwy, Louisville KY, 40222
File Name: Listing Costrace I
“File Name ;’ Listing Contract i Nesiee 5670l Pl@gs e note that each Fax Cover

[Please do not usa speclal characters In fila nama) Property Address: 600 N Haury

Remove Cover SRESr——0 Decument Type: Lisig. Sheet is only good ONCE!

Remove Cover Sheet? No IS

Save Cancel *
T WARNING

Please use » new fux cover sheet for every new Gocuwment you wplesd

HomeServices Of KY - Training on SkySlope | © All Rights Reserved Page 14 of 36
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Velcome, Semonin Agent
. LEAD Home | Support Sign Ourt
awwve TEACH

REALTORS GERVE cearch be Pranerte Address

ant Email I_}

Every SkySlope transaction gets a unique Emalil

Address ¢ 600 Morth Hurstbourne Plwy , Agent
Lowurswille EY, 40222 Year Built

(1

ST R Address, which is displayed near the top of the
Checklist and Documents pages. To upload
K : F—— . Documents via email, simply send them as
e - attachments to that Transaction’s email address.
o[ | & & S-S W [2Y & r -n-::.|-.l.-.-.--.,-..-. =y l
PO ramatbaoie | B T U ¥ A B € 5 M Check | Ritnch Mtach Sgoatrs | s | T
T el R = S Anything sent via email to the SkySlope
y | LEme | e eneninco Transaction’s Email Address will be stored, the body
. of the email is saved in the Log section, while all

-\Qttachments are saved in the documents section.

.
hjert Selleis D ohsure
L oo ietter oo (75] 1 ‘_ 2
Attached : H

Ryan Means

Any email can be forwarded to SkySlope, if
an email has an attachment it will save to the
Documents section and remain attached to

e _ _ _ the email that is placed in your Log. It is

. . | recommended that you forward ALL emails
pertaining to a contract/transaction so they
are easily accessible for the 5-year period.

HomeServices Of KY - Training on SkySlope | © All Rights Reserved ‘m Page 15 of 36
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g : LEAD

Vielcome, Semonin Agent
TEACH
REAL[IZ'.HE: SEH?E

| Support | Sign Out

_—
Address ¢ 600 Marth Hurstbourme Plowry

. Agenl
Lowsville KY, 40222

¢ Semonin Agent Email . oyl
Year Built : 2011

:-:l'
O IR

Upload Document

Copyright & 2014, SkySlopa, [nc. All Rights Resernvad.

Email

Powared by SkySlopa™

The Documents tab will give you a list of all documents that have been faxed, emailed or uploaded directly to the
SkySlope Transaction. From here you can click Upload Document to begin the upload process.
ﬁf Dpen

G v] ) Documents b Fooma b GLAR + Sele b .|+
. New (tide Bl e |1 ® - . -
bomea  Documentsbcary i Clicking Upload Document brings
 Coe =&l up an “Open” window asking you
WL 3 1 « to locate the document(s) you wish
a ~ £~ el
N ECA WL == to upload. Once you have selected
s ot the document, click Open to begin.
o | { - } s | I You can select multiple files by
Fname - [ holding CTRL and clicking each
o= T 4= filename you need before clicking
HomeServices Of KY - Training on SkySlope | © All Rights Reserved

Open to start the upload process.
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Velcome, Semonin Agent
. ﬁ Home | Supporl | Sign Out
TEACH

REALTE‘IHE EEHvE

AMddress ¢ 600 Narth Hursthourmsa Plwy | Agent : Semanin Agent Email ¢ HurstbournePkwyS00@s) pe, o
Lowsville KY, 40222 Year Bt : 2011
Start Upload ¢ "i;m Upload Document Email
Files

# GLAR_ListingPacket_S5lunld.pdf (5.0MB) Ramove

1

Once a file has been selected you will see it's name listed under “Files”.

= - == . === == cTgrTeS srE==— ==

Powerad by SkySlopa™

Weicome, Semomm Agent

Home | Sapport | Sige Ot

By Clicking Start Upload you
initiate the upload process.

Listing | Contscts  Checklist JELVEIESTETT r
Address - s00Noth urstbounehoy, Aoent  Sevann e Emal dooumePluncoosososcn Once uploaded you can click the
_ File’s Name to view the document,
200N, \plosdDocupent., el or click Split to split one large PDF
Oocument Naroe Proview [— Views into it’s many different pages/forms.
B Gisk Lt kot Siunid.pdi B £/4/2014 6:09:11 AM 0 + Spit /_\ Jd
—_—— : - 5

HomeServices Of KY - Training on SkySlope | © All Rights Reserved
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Once you click Split, a new window appears
showing the document on the right, and a
section on the left for naming each new
document and selecting the page range each
new document can be found. First, start typing

the name of a form.

-1

Continue adding rows
8 and Document names
until you have split the

entire original
document down into
As you type a it's individual contract
Document name the forms. Once finished,
Checklist Items start Click Split & Assign to
to appear. If the Complete the splitting
Document is part of process.
the Checklist, click

on its name to
automatically assign
it to that Checklist
Item, if it is not, you
can give it a custom
name and it will not
be auto-assigned.

J

Page 18 of 36
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‘ The page at https.//app.skyslope.com says:

‘ Mice job! ¥our10 itemis) were split and assigned to the SkySIOpe will gl\/-e Jate message_ lettlng petd know hOW My
checklist for you, 9 Documents you just created, and if/how many were assigned.

You will be brought back to the Documents page, and you should
now see the Original Uploaded Document, each Individual Split
Document and any other documents or files you may have
uploaded. Files added to the Documents section won'’t be

reviewed unless added to a Checklist item.

|

All Document Splits are non- SBA’VUOH..W\.- - —

nt
ut

destructive, meaning the sAT0s SERVE BT

original document is still on

ot
had a page you didn’t name

Address ¢ 600 North Hurstbourne Pi Agent : Semonin Agent  Email
and split, it is still accessible L ouisville KY, 40222 Year Built ;2011
viathe original document. | T
Document Name Preview Date Uploaded Views

[ . . ‘I_I_’ T GLaR ListingPacket siunid.pdf =] 8/4/2014 £:09:11 AM o & split

Original Document R —— B 4301 61620 A1 . —

=P U _consumer-Guide-to-Agency-Relationshins.pdl = B/4/2014 6:16:20 AM 0 = Split

[ Sp“t Documents I__’ ® s L ire-of-Property -Condition.pd B 8/4/2014 5:16:21 &M o 2 Split

> 8 sffisted-Business-Disclosure pdf B 8/4/2014 5:16:21 AM o 8 Split

= 58 souzre-Foot i ] 8/4/2014 6:16:21 AM o & Split

— U® | ad-Base Paint-Disciosure-—-Pre-1078.ndt = 8/4/2014 6:16:21 AM ] = split

= OB switle isting Contract amp w1 5.1 = B/4/2014 6:16:22 AM 0 2 Split

> 08 mortgage Balance & I B B/4/2014 6:16:22 AM o B Split

—} o TE-T f ] 8/4/2014 6:16:22 &M o] 8 Split
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Walcoms, Samonin Agant
LEAL Home | Ssppori Sign Oui

e TEACH
 BEALTORS gGERWE i i |

Address 500 Narth Hursthaumea Plwy Anant 1 Semaonin Agant Fraall
nevila K, 0737 Year Rullt 2011
Listing Cooumentation
Documentation Status View Docs  Comments

Chent Contact Information &
Showing Instructions

Hultiple Listing Contract & MLS
Impuk Sheet

Sallars Desclosure of Proparty
Condition

i, ARhated Busmness Desclosure

Consumar Guide to Agency

If you have individual forms saved to your
computer as a PDF you may upload them
directly to the Checklist item they
correspond to. To do so, simply click
attach from the Checklist page next to the
item you wish to upload.

1

Any document you have uploaded to a
Checklist Item will now show “In Review”,

: Ralabonships
&. Sguare Footage Grid

Lead Base Pant Dedosure - Pre
1978

8., Faod Plamn mfarmation

Whelcome, Semonn Agent

which means it is waiting for your
manager to check it for completion.

Home | Suspord Snn Dut

Once you click Attach SkySlope opens an
Upload Document window. Click Browse
File to browse your computer to locate the

file you are working with.

Al reis = AO0 W HursThoume Pkivy dpent @ S 1 F 1
I K war Huwill ; 201 f \
Upload Dc; I 2
Browse Fike Cancel Hultiple Listimg Confract & HLS Inpet Shect u

Link Fodlowing Docs With The Selected Checklist

HomeServices Of KY - Training on SkySlope | © All Rights Reserved

If you have any previously uploaded
but unassigned, documents they will
show at the bottom, and can be
assigned via a single click.

3
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LEAD
A TEACH

REALTURS

SERVE

WWelcome, Semonin Agent
Home | Support | Ségn Out

Address : 600 North Hurstbourne Plowy

Louisville KY, 40222

Upload Documents

Browse File

Files
— ¥ Dwilliams1-Edit.jpg (84.0KB)
¥ & EatlnKitd copy_jpg (3.0MEB)
“ # GBEbed copy.gpg (3.0MB)
# EBroken Top.jpg (7.0MB}
# Bridge.jpg (1.0ME] ST E
—) @& sky.jpg (2.0MB) g

Link Following Docs With The Selected Checklist

Agent : Semonin &gent
Yoar Bullt : 2011

Start Upload Cancel

VN

Email : Hurstbol

Photos

If you had already uploaded, but
not assigned, your photos they
would show below, only
UNASSIGNED items will show after
clicking Assign on a Checklist
Item, so you don’t assign the same
item more than once. You could
then assign them simply by
clicking Assign below.

0 & Assign

I Clicking Assign next to the Photos Checklist item allows you to upload photos and the photos list to that Checklist I

Item. When you browse you can use the Ctrl key to click multiple images on your computer, or the Shift key to
select an entire folder or series of images for uploading. All photos would be assigned to the Photos Checklist Item
If you use this method. Be sure to Browse and Add all photos before clicking Start Upload. Uploading photos to the

Checklist Item only saves them for future access, it does not add them to the listing in FlexMLS.

HomeServices Of KY - Training on SkySlope | © All Rights Reserved ‘m
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’,m Updoad Documant £ mail r . 1
Any document in SkySlope can be

emailed directly from SkySlope. Emails
that come from your SkySlope account

B Eatinke 67 7/28/2014 7:26:05 AM 0

To begin emailing documents from SkySlope, will be added directly to the Log. Replies }=
. place checkmarks next to the items you wish to go to your Semonin email. -
d email out. Then click Email.

B Homa:Trust-wWarranty.pdf ) 7)28/2014 7:08:15 AM a = Spit 2

ﬂ Meoctaaqa Bala Request.p %) 7/28{2014 7:08:15 AM a £ Split — ] AR
m B AR S i fl..ll"ll: Phowy . Agent :l:'l.'.illll-'l'.ll:lll. Email I I v fE=kmlug

ﬁ = 20302014 7 fa & Snlit .

Once you click Email, you will be given the
To, CC (Carbon Copy) and BCC (Blind
Carbon Copy) fields, enter the recipients and

600 Marth Hursthourme Py , Louisville KY, 40223

Hoomle D B 0| e nx ow . T E - o Fonl| defauk
be sure their emails addresses are correct. el o ARE AL L HE R LU BISSHU UL

Kaanid Canciel

Docummend Harme Freview Lhate Wpboesdemd Wi
@ L Junl 4, el 1] 07472014 &:09:11 &M o i Spin
4 ﬂ 1-_1 B/4/2014 5:15:20 &AM o 8 Spia
B cor reshing, ool L) 0/4/2014 6:16:20 AM 0 i Spin
Finally, confirm that all documents you Wi;ﬁ_ g = St —
| o Afdr2014 S:16:21 AM 0 i Spin
to email are selected and click Send. - m . —
ﬂ £ pdf -] Afdr20id G:16: 21 &AM 0 i S
m | '|:I B/452014 5:18:22 &M o 8 Spli
ﬂ al o) Afds 2044 G:16: 27 AM 0 i Sphd
m 1‘,! Bi4F2014 6:18:22 &M o 8 Spla
ﬂ tois. ot - Afdiz014 G:16:2F AM 0 i Spm
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LEAD

The Log tab of SkySlope keeps track of every change, note, email, fssgr==d

SERVE

document and any other info associated with a Transaction.
Below you see the log the first time you could see it, basically el - —
empty. To the right is after emails and document uploads.

By Clicking on Notes you can create and save a custom note
for this transaction, this can be done at anytime during the
transaction and is a great way to keep additional info.

Lea
Ernad 1w Log Ltreadl Lag
Wilcome, Semosin Agest
"'E" : i _LEAD Home | Sseport | Sign Owi YR SR RS e
3 Mo, TEACH _’ T T AN 1.1.-,.. Hursthomefica p gk iiops can . Selers Bisdonrs Sros

ACRLTORE SERVE

Emails can be viewed by clicking . —
EML REC next to the email, or click e —— e

the 1 to view the attachment. : U

TN ADD DR 14 0819 AN e Listing Dxscursant: GEMbeed_exmy Lz aded
et

Tear Built 2011

mienn FROIaKI_cogy

CeCeC MDD ORT4/2014 D 13 AN :.:r::-‘l Listng Cocurvant: Diwillerss 1-Edit Uplcsdes.
Commants
o Pyl L ek
. . . CaceC ADCY DAL D LS A e Listing Cocurant: Hense-Trust-Warrsaly Upcadsd
The log can be Emailed or Printed directly -
S 1 a I ey : art Morgogs Belares Fequd
if you have a need to share this info. L T —
Saarch Criterla I_?" . Lo Db bt AguAw LS - S e Ui 3 ks
- uriani: Lissd -Qass- Palnt-Dlsclasera
Fre- LUTH Lplasced
Log S—
e DD DRIP4 08 18 AN - Lretarg Cemurvard: Scqmare- Pomlospe- Grid Uz keadsd
Email Prit Log Emall Lag R p— S
Type Date/ Time Who To Commcnis S s - » SEmamn Listng Docurant: Sallers: Disclesers-of - Proparty:
. hperk Condidon UzlosZed
= Ry
CONTAET I8/T4/2014 05:06 AM memn BRI eitact Upsdated, R — . rant: Cossemer-Gubiee-ameacy
4gent Means = il L . A Audeliperdupn sl
. can I I Semain Listing ani: (Thent-£rertacd-lnlormurike - g
CONTACT DR 2 04 05:05 AM _'_.'In:c_l'm :'I :'_ : HWesw coritact sdded e PR b hgerk & hwvwdrag- Trasoscilama o pdaded
Agent eans
i GLAE_LivtirgPachel_Shnlq
1STING OB,04/2014 05202 AM semena Mesw Lishing Created
agent semanin
AT AT N1 14 Dl e M — Hpd® ME ONCIT UGESDed

Copyright 48 2014, SkySicpa. Inc. &1 Lghts Ressred.
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TR - | - | SkySlope also has a tasks/reminders section built in for
: each Transaction. These are tasks you setup, and can
be customized to the way you work. You can also create
Task Templates to allow you to quickly add tasks you
use frequently to certain transaction types. We will

discuss Tasks further in a later section.

Ve Task

Createa 7
Fitter yoor Tasks new Task

Welcome, you currently do not have
any tasks! Let's get started!

Once a Template has been created you can
import that template to this transaction. Task
lists can also be shared if you have an assistant
or someone else you need to share it with.

You can setup a Task List Calendar Sync,
which allows you to see what you need to
do each day for each transaction in your cell
phone or email calendars. We will discuss
this in detail in a later section.

HomeServices Of KY - Training on SkySlope | © All Rights Reserved Page 24 of 36
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Manage Listing vs Create Transaction}

If you are working with a Buyer only, you can use Create Transaction to begin working the file for that Transaction. If
you have a Listing that gets an accepted contact you need to START in Manage Listing. While all pending contracts
are considered Transactions, any of your Listings are able to be converted to a Transaction, which keeps all the
Listing Contract and Checklist items, while adding the new information for your Pending Contract.

To convert a Listing S LEAD o ome, Semens Agen
to a Transaction, you v, TEACH '
first need your REALTONS SERVE = P
Required Checklist Next click Accepted m
items to ALL be Contract. This will
Accepted by your |anage Listings l 2 begin the
manager, then go Withdraw Listing Accepted Contract Delete Transaction Stage of Create Listing
into Manage Listings, | searc the SkySlope file.
Single Click on a
Listing Address, Search  Show Al
double clicking opens

T32T Autumn Bent Way, Crestwood KY,

the listing to work o
it as a listing. ( 1

AcCtive 01/30/2015 g 145,000,000
40014
GO0 North Hursthourne Pkwy, Louisville
1400000 Active D2/ /04,2015 % 2,000,000.00
— KY, 40333
From Manage Listing
you also have the |4 istings Pending Approval
option to Withdraw a
listing, but you will be § Property Address Type Dale Enlered Lisling Price
requlred to glve a There are no records to display
reason that will be
ht & 2014, SkySlopa; Inc. All Rights Reserved. Povwered by SkySlopa™
approved by your

manager.
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Listings converted to Transactions will have additional When you Create a Transaction you will be asked for
information that is required, but you should have filled information specific to the Buyer and the listing they
most of that info out during the Listing phase of SkySlope. are purchasing, very similar to setting up a listing.

Walkome, Samanin Apant
Homm | Supsoet | Sign Du

Treasacse _ - _

Addrens SO0 Marth Hurskhiounme Pl Bgent Semonin  Esonoe Enezil i N
Loutsvilla KY, 402232 Agerk Fosfitegsr Transectien Infe o
Asreplancs Wimaar 011 Close of Chackdist
Mk Auilt s crevey Typ= o
gent i = ¢ | Loukvills Chacklis)

)

Listing Sakd ¥ SOLKTH Office Lead . County latt . | )

Whether creating a new Transaction or Converting a Listing to a Transaction you will enter
the Transaction’s information, then click Next to move to the next Step, Seller Information.

In SKySIOpe there are three types of Transactions.
Sale — Used when only working with Buyers
Listing Sold — Used when accepting a Contract on your

Listing
Both Listing and Sale — Used when you are working as
the Buyer’'s and Seller’s Agent.
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Vwicoerm, Sersoris Agent

Mian Cancel

Seerch Contacts... e MRS 08 6 500 Byl 18 @ Trust, Comepany, of oOfer ENGLy

Safor | Lanaharn

Upane

% After entering your Seller Information SkySlope asks

for Buyer Information. Fill out as much info as you
Once you add the Transaction Information you will be have, especially email address and phone numbers.

asked for the Seller information. As the buyer’s agent you

may not have this info, so you may enter NA or Unknown

into the seller field. IF you are converting a listing, this After Entering in a contacts details besureto |
should already be here for you. Just confirm the information click Save before clicking next, otherwise you
you had previously typed, then click Next. are not saving the contact or their data.

On both Buyers and Sellers you can add a :
second contact by clicking Add New once Click Next to move on.
you have saved the first contact.
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o

"Tlﬂe Company

T B Ry

L i

Transaction is adding a Title Company, Escrow Company,

The next step in Converting a Listing or Creating a

or Attorney. SkySlope does require you to enter at least
ne of these three Contact types. If, for any reason, you do
not have this information at the time you are entering the
nformation, please enter N/A or Unknown in the First and
Last Name fields of Attorney, then click Save. If you do
have any of this, please enter it, then click Save.

*Eh:ll.lﬂl Camparry
s LT,

Once all the information for this page is complete, click
Next to move to the Other Agent step.

-}.‘-’-.'.tornc-f Company

) =3

You only need one contact for either Title,
Escrow or Attorney. If you don’t know any of the
three, enter NA for Attorney first and last name.
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SkySlope Training | Marketology Department | HomeServices Of Kentucky

Weicome, Sermosia Agent

{8)

Address L SEDOUne Plowy Semonn  Escrow Email
KY, 40222 Apork Number
Acceptance Year 2011 Chose of OE8/30/2014 Ohvackiist : Loussvile Chodkkst
ke Eult Escrow Type
Type Lazing Seld
Noat Canced
et il
Search Contacts or Co-Agents [/ Co-Brokers...
Purnaser/ Tenant
e 431
Or Enter New Contact
AQOO r2PIESeNIng 010 300
yert Frek Name Other At
Laraer 2
' Lt
- avart, g Cooe (s

Once you save the Other Agent’s info, you will see a
red Submit button appear. Once you see this button
you know that all required information has been
entered. You can click Submit to move to the
Commission portion of this Transaction, or you can
click next to enter contact information for Lender,
Home Warranty, and any Misc. Contacts the
transaction may need.

HomeServices Of KY - Training on SkySlope | © All Rights Reserved

In the Other Agent section, enter the Selling Agent for
your Listing, or the Listing Agent if you are the Buyer's
Agent. Once you have entered the info, click Save.

Welcome, Samonin Agent

Ywar oLl Close uf 7014 Chuckliv uweds Checkchat
Buin Escrow Type

I—} ‘ st . Faext Cancel

Search Comacts or Co-Agents / Co-Brokers

Or Feter New Comact

et Festiome ;bW et Last Name - [igers
Lt ;
Stredt fu & yodt Nama
- i

SR2A205000 Akwena

Semarer Reators

Upedatn
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(] LEAD
v, TEACH
[41138F SERVE

ek e, e dgae

Once you have Submitted the Contact info for a Transaction
SkySlope will ask for Commission information. Again, if this
was a listing that you converted, some of this info may be
entered already. Enter any applicable information and click

B . Submit to finish the creation of this Transacton.
‘_ m—
Cham : i - aes e ol
+ S = - WSS S _
T p —

ULEE
1111

If this is an Outside
Referral, please
upload the W9 on e S
this page, if you
have it at this point,

it can be uploaded Once you reach the Checklist page you will —L =
at a later date too. see the Required and Optional forms for il
Transactions. If this was a Converted Listing
you will also see the completed Listing
Checklist at the bottom of the page.

[ i —]
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Welcome, Semanin & gei

Once created there are very few differences in SkySlope
from a Listing to a Transaction. Both can be modified,

e have additional documents added, both get an email
e | address for forwarding your emails and texts to, and
e both have a similar checklist page, log and tasks.

Sava Cancal

R P There are, however, two new buttons that appear on the
" ' Transaction that were not on the listing’s page.

_ The first is the Property Tab. Here you can add

commants B additional information about the property you are selling.

This is not a required page, but it is there if you’d want to

save additional property info in SkySlope, just to ensure
you have those details if you ever need them.

Drrupancy slales

reperty L5 & Crneer Oocupeed
Terant Mams

Heme Fhore

e The second button is Transaction Summary, this button

will create a PDF that summarizes the general
information for the sale, as well as commission break-
TR e e downs.

Is propery Part of home remer Assncistion?

HO ar Comgles Ma

Whn manages the Assaratisn? Frofesamnaly manangs Sef Meraged

Comments Hegardng 130z
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The only Transaction that can be Deleted is an incomplete IRANSACTIONS
Transaction, one you began but didn’t finish filling out. - ﬁ

Webcome, Semonin Agent

w1 s | snow F By clicking the Pending
. | Transactions button on
SkySlope’s homepage you will
see a list of your Pending and

Transactions Cancel Transaction Create Transacticn Daleta EXpIred Transact|0ns (Exp|red
— based on Closing date in
Search  Show AN SkySlope, not officially expired),

as well as Canceled
Transactions and Closed

A00 Morth Hursthaurme Play, Louisville KY, 402232 Fapiried o 0 S 0E /2014 .
Transactions.

12345 East Osape Rd, Louisville KY, 40223 Exprires] i1 L1
FIZE7 Autunnn Bent Way, Crestwood KY, 40014 Expared o OR300 f2018 . . . i

- If you click on a Transaction it will
219 West Burnett Ave, Loukswllle KY, 407308 Euplred 11 nDE/30/72014
123 Hurslbourne Phwy, Lovisville KY, 40223 Enpired 11 0/ 30,2014 be hlg hII ghted Wlth a Blue COIOr'
4334 Featherbell Bhvd, Prospect KY, 04055 3 1¥f23 72014
700 N Hurstbaurne Phowy, Loulsville KY, 30223 11 12/27/2014 If you double click a Transaction

it will load the transaction and

C d T tions Pending A al . . .
Rriceied Tiensacions Fending Approve allow you to continue working it.

Property Address Status Incomplete Items Closing Date

1508 Robertson Or, Crestwood KY, 40014 Canceled / Fend 11 008 f 2014 By S| ngle CI |Ck|ng a Transactlon

Closed transactions to be archived you can Fhen C|i(_:k C.anCe|
Transaction, which informs your

Property Address Status Incompleteltems Closing Date Loqg

Manager that the sale has fallen
through, and asks you to enter
details as to why. Even canceled
transactions are stored for 5
years.

There are na records Lo display

Cogyright © 2044, SkySkops; Inc. All Rights Rassrwad. Powured by ShySlkapa™

_ |
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By clicking the Tasks & Reminders button on the SkySlope homepage you are taken to the . ‘KQ’S'}TN
5 g 0 no E NDERS
Task Center. Here you will see all tasks and reminders you have created for each listing and
transaction, as well as any general (personal list) tasks you may have assigned yourself. — g
!\
In the task center you can By clicking View
. ) : . You can also add a new
create, view and modify All Lists you will o
general or property specific
Task Templates by see tasks due for L
- ) task by clicking New Task
clicking Templates below all properties and )
. , at the right of the screen.
the Semonin logo. all personal lists. =~
@) Welcome, Semonin Agant
Clicking Actions S:i! L aEan el B e
allows you to .. REALTORS “SERVE : ty Acire
Create a My SkySkpe | Print
Personal List of
non-prope rty Tasks View Al - Sort by Oldest = Mew Task
related tasks.
View All Lisls 4 Take Fholis
| I
You can sync |’ B)_/ selecting a
your Tasks and List of Tasks
Reminders with (property or
iCal, Outlook | personal) you
and your I:I. Share Lisl E Import Tempdate Hew Task get Some
Google additional
Calendar! |. +v | S T T buttons, like
__ Import
Template or

Share List.
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12510 Weslporl Rd. Louiswille KXY
Owe: 0O Days:  After

Choose Event or Enter Date Balow

Semonin Agent

SAVE CAMCEL

Powered by ShySlope™

When Creating a Task
you need to pick a Date
or Event Type before
trying to select X days
after/before/on. You
could name the task at
this point as well.

Training Test 2
TO03 Creskion D Louisyhe kY
Dope - 0 Days : After

Choose Evanl or Enler Dale Balow

Choose Event or Enler Cabe Below
File Creation Dae

Acceplance Dale

Closing Dabe

Listing Date

Listing Expiration Date
CancelediWthdrawm Date

Other Task Is Due

Cithgr Task is Compleled

SANVE CAMCEL

Powered by SkySlope™

There are currently 8
“‘event types”, any of
which can have a task
assigned X days before
or after, or on that date.

12510 Weslporl Rd. Louiswille KXY

Owe: 0O Days:  After
After

Fike Creation Date Belone
On

Semonin Agent

SAVE CAMCEL

Powered by ShySlope™

Once you choose the
Event Type, pick before,
after, or on. For before
or after, select how
many days before or
after the task will be
assigned.

Call about 1 year anniversary|

12610 Weslporl Rd, Louisville KY
Owe: 36 Days:  After

Closing Date

Semanin Agent

SAVE CAMCEL

Powered by SkySlope™

If you haven’t yet, name
the task, then click Save
to finish. Once saved
you will see the task in
your task center, and
can modify it at anytime
by clicking the task
name.

HomeServices Of KY - Training on SkySlope | © All Rights Reserved
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Working Documents

storage area for varying file types. Working Documents
could be compared to using your desk for paper

documents, it is the catch-all. Once loaded into Working

Virkcome, Semonin &gen
L e g SEga Can

The Working Documents section of SkySlope is a basic

S spiced Cosemen Documents you can create a folder to store files, or you
can assign them to a Listing or Transaction directly.

Working Documents will usually be used to store Buyer
documents prior to getting an accepted contract, but can
also be used to store any documents not associated with
a current Listing or Transaction. Organization will be
important here, you can see that initially all files go into
the Unfiled Docs folder.

Click E2 to Create a new folder.
Once that folder is created, click
it to select it, then click B3 again
to create a folder in that folder.

There are many potential uses for the Working Documents section of
SkySlope, and you will all develop your own methods of organization and
use, but there are a few recommendations | will make.

For organization purposes, create a Buyers folder, then add any buyers you
are working on as their own folder under buyers.

Other useful folders could be Upcoming Listings (prepare documents prior to
appointment) and Past Buyers (for those who didn’t purchase through you).
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Pending Transactions:
Access Pending

Contracts you have

Create Transactions:
Begin working a
Pending Contract.

Manage Listings:
Work with Listings you

have already started in
SkySlope.

Create Listing:
Begin working a new

Listing, this will be
where you turn in new
listings.

el

e ojlole vw|la

Active

Pending

already started on ONLY when you are not
SkySlope. the Listing Agent.
Incomplete
Checklist: WJOOING || AT CTeTINGS ISTING SICRATUR
See which Listings - F o ,9 o -
and Transactions ﬂ \ ' N [Z8
have Checklist
|temS that St'" l:t“';"ﬁ;l'-lll“l't h';‘l’\l ]1 A.' 0'1 H"r"l‘;"‘l"‘l 'Q l:;:-."‘u.ll,;‘;::-!.“
need to be added —
or Assigned. U —— Wi A ‘,/

L

T

Welcome, Semonin Agent
| Sign Out

sy | Digital Signature:

Scheduled Closing This Moath

Closed This Month
Expired Escrow (%) Thiz Month

Expired Listing {s) This Month

DigiSign is a
digital signature
software that
allows you to send
any document via
email to be signed,

JFmitialed and dated.4

wuted by SkySloge™
Working Documents
.

1
Canceled Contracts: Access Archive: Tasks & Reminders: A section that allows
Any Withdrawn or Access your Closed Access your Tasks you to upload
Canceled Listing or Listings and Dashboard, as well as Documents that aren’t
Transaction in Transactions in create new Task associated with a
SkySlope. SkySlope. Templates. Listing or Transaction.
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