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Calendar Feature in RealtiWeb

The calendar in RealtiWeb™ can be accessed from the Main Page, underneath your file
list (shown in the first picture), as well as at the top right-hand corner of every screen
within a file (shown in the second picture).
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Calendar Views

You can choose to view the calendar Daily, Weekly or Monthly. The default setting is
the Weekly view.

To select the daily view, click Daily from the bottom of the Calendar screen. To select
the monthly view, click on Monthly from the bottom of the Calendar screen.

Note: Clicking on an item in the calendar will take you directly to that file.
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The clock icon to the right of the Daily, Weekly and Monthly buttons is where you can
add appointments to the calendar. Clicking on it will open a window that allows you to
select the appointment type, the details of the appointment, the date and time the
appointment needs to be performed, whether or not the appointment is private (which will
limit who can access or see the appointment, and the file to which to link the
appointment.

Calendar Preferences

You can add many dates to your calendar to remind you of important events that are
going to take place on any of your files. The system sets up the following standard dates
for you automatically (all default system preferences can be modified):

Calendar Feature in RealtiWeb Page 2 of 4



LAWYER
DONE DEAL®

Closing Date

Tickler for Closing Date

Requisition Date

Tickler for Requisition Date

Tickler for TitlePLUS Pre-approval

Tickler for Undertaking Complied With
Tickler for Mortgage Discharge Complied With

You have the option to add the following dates, or any other dates you wish to set up:

Title Search Ordered

Title Search Completed

Municipal Searches Completed

Fire Insurance Information Confirmation Completed
Report to Client Completed

Report to Lender Completed

Appointment with Client to Sign Documents for Closing
Mortgage Advance Requested

Mortgage Advance Required

Using the Calendar Preferences feature, you can set up your Calendar to select which
dates you would like to view and when you would like to view them. From the Main
Page, select Tools, then Calendar Preferences.
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Use Calendar Preferences to do the following:

Select whether you wish to show files on the calendar with the client name or
file #.

For a particular date, select the number of days to display the date relative to
another date, for example:

o You can set up the Closing Date Tickler to display 3 days before closing.
o You would set up the Closing Date to display on the Closing Date itself.
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Calendar Preferences

Changing Calendar Preferences

Show files on Calendar by
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when you make a change to a calendar preference, first zave your change
here, Changes for an individual file will display on the calendar after you go

into that file and save it

Display on Clerk Calendar/Display on Another Person's Calendar

For those firms logging in with multi-lawyer capability, calendar entries will
show on every user's calendar unless you select "Display on Clerk Calendar”
ar "Display an Another Person's Calendar”, If you login with an LSUC ID.,
then DO MOT use the Clerk or Another Person's calendar indicators,
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e Ifyou are logging in with Advanced User Access:
o To show the event on everyone’s calendar, leave the Display On Clerk
Calendar and Display on Another Person’s Calendar unchecked.
o To show the event on just the Firm Contact’s calendar, select Display on
Clerk Calendar
o To show the event on someone else’s calendar, select that person from the
dropdown underneath Display on Another Person’s Calendar

e Ifyou are logging in without Advanced User Access:
o If you login with an LSUC ID, then DO NOT use the Clerk or Another
Person’s calendar indicators.

o When making changes to a calendar preference, save it here. Changes for

an individual file will display on the calendar only after you go into that

file and save it

™ RealtiWeb is a trademark of LawyerDoneDeal Corp.
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