LAWYER
DONE DEAL®

User Defined Fields

User Defined Fields gives you the ability to define fields for your RealtiWeb™, or
RealtiBuilderSales applications to suit your own requirements, and then use them in
documents where required.

How to use the User Defined Fields Feature

The process involves first defining the fields you wish to add to the program (this can be
done at anytime), entering information into fields in a client file and inserting the fields
into a document to be able to be merged into a document.

1. Define the fields

1. Select Tools, User Defined Fields
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il. Define the fields you wish to add to your screens by:
e Selecting Add User Field

- Tools Accounting Log Off
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BOM bEALs

e Giving the field a caption, eg, Date of first deposit

e Specifying the data type from the dropdown selections — Text,
Name, Money, Date, or Checkbox

e For Text and Name fields, specifying the length of the field

e For Money (formula) fields, click in the Size column to
bring up the formula edit box. You can now type in your formula
with the use of a field list and a condition list

/) Field List -- Web Page Dialag x|

e -

Formula Editor:

Adjustment - Assumed Mortgage

Adjustment - Common Expenses

Adjustment - Fuel

Adjustment - Interest Calculation

Adjustment - Occupancy Fees

Adjustment - Other Fixed

Adjustment - Other Prorated
Adjustment - Taxes

Adjustment - Tenancy, Current Rental Period
Adjustment - Tenancy, Prepaid Rent
Adjustment - Water

Agreements

All Easements

Assumed Mortgage

Bylaws

Chargor Information

Clearance Letters

Commercial Issues

Common Expense Arrears
Condominium Information
Conveyancer

Document Control Details

[Main Fee amount] + [GST on Fees]

[ Document Fields HEEER
Document General
Executions

Existing Mortgage(s) =

T operatorsffunctions

Formula:

43 Field Formula -- Web Page Dialog =]

Close Cancel

Formula Editor:

[Main Fee Amount] + [GST on Fees] |

Add conditions For this clause

Add... | [AddField| | clear | [ Help

e Specifying the location of the field — ie, which screen it will appear at
the bottom of the screen (Note that the accounting screen and
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adjustment screen, although they are in the list, are currently
unavailable for User Fields)
e Repeating these steps for as many fields as you wish to define at once

e Click the 9% (Save) after you have created your definitions
e To be able to see your new User Defined Fields in a client file, log out
of the system after defining the fields, and log back in.

2. View the Newly Defined User Fields and Make Entries Into Those Fields

1. Load a client file, go to one of the screens on which you have a new User
Defined Field and scroll down to the bottom of the screen.

Transferor(s) Seneca College
Date Transferor
(s) took Title | Last Transfer # |

Last Req. Inst. # I

Transferor(s) ;l
Address for

Service (Post LI
Closing or if not

Property)

El
d

Other Side’s Alan D, Direnfeld  Fax.#:(905) 881-2949
Lawyer

Property 88 Habour Estates, Suite 1020, Toronto, Ontario MZL 7KS
Address
Firm Contact

Conveyancer
Fire Insurance

Insured Amt % | Policy Number |
PolicyDate | Expiry Date |

Do you intend to use TitlePLUS for this deal?

@ Mo © ves

Are you acting for both the purchaser and the vendor in this transaction?
Mo € ves

Title Insurance
Provider I

edit clear

edit clear

edit clear

EIEIE]

Policy Number |

Title Insurance PST on Premium $|
Premium $ 0.00 0.oo

Search completed
date P | (eq. 03/APR/2005)

Contact name at I
lawyer

Note that if you are not seeing the fields at the bottom of your screen, you may have not
logged out of the system and gone back in. Remember that all users will need to log out
and log back in to see the User defined fields after the fields are first defined.

If additional User Fields are added at a later time, again, users will need to log out of the
system and get back in before the User defined Fields will display on their screens.
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3. To use any of the User Defined fields in a document, edit your master document
as you normally would. When it comes to adding the field into a document, you
will find the user fields you defined, as you defined them, in the field list under
User Defined Fields.

; Field List - Web Page Dialog
List of All Fields

[ [x

[CEspand Al | Print |

H Account

Adjustment - Assumed Mortgage

Adjustment - Common EXpenses

Adjustment - Fuel

Adjustment - Interest Calculation
Adjustment - Occupancy Fees

Adjustment - Other Fizxed

Adjustment - Other Prorated

Adjustment - Taxes

Adjustment - Tenancy, Current Rental Period
Adjustment - Tenancy, Prepaid Rent
Adjustment - Water

H Agreements

H all Easements

H assumed Mortgage

HBylaws

® Chargor Information

H Clearance Letters

EH Commercial Issues

Common EXxpense Arrears

H Condominium Information
H Conveyancer

Document Control Details

H Document Fields

H Document General

H Executions

H Existing Mortgage(s) Ll

User defined Fields which you may have set up to display on the transferee
screen, transferor screen, or mortgage screens must either occur in looped clauses
or documents that loop, ie, where there is one document or clause per transferee,
transferor or mortgage.

™ RealtiWeb is a trademark of LawyerDoneDeal Corp.
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