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Overview
TitleFlex provides Account Administrators with the ability to setup customers (external users) who can then access
their own farms, packages, reports and documents using that account in a 24x7 self-service model.

Contact your Account Manager at DataTrace to have this feature enabled (811-221-2056 or click the Live Chat
icon in TitleFlex). Once the feature is enabled by your DataTrace Account Manager, you can add external users.

The Account Admin can create external users, provision and limit the users, organize them into groups and
manage the users just as they can manage employee users. This manual will cover the Account Administrator’s
role in setting up external users and the external users’ experience.

Note: The ability to create and manage external users is not automatic. You must request it as part of the setup
of your TitleFlex account.
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Creating External Users

Account Administrators must use an existing customer record in Customer Center to create an external user.
Product permissions and limits can then be assigned to external users within the Admin tool. This can also be done
by Group Managers.

Step One: Request External User Provisioning
Contact your Account Manager and have them enable your account to provision External Users. This process is
quick and can be done while you are on the phone with them.

Log out and log back in to refresh the new settings.

Step Two: Set up Groups for External User Accounts

Before you begin setting up your customers as External Users, you will want to create
a group or multiple groups to manage them. Start by clicking on the Admin link and
selecting Groups, as shown at right.

COMPANY

Enter a Group Name. You may add an Identifier and enable Require a Reference GROUPS .

Number (both optional). Click Save at the bottom of the dialog box. Repeat this process

for each group you would like to create. USERS

REPORTS
PAUL SHIROMA &

CREATE NEW GROUP

BILLING

NEW GROUP INFORMATION

Bearch...

Group Mame Group Mame

Identifier dentifier

Group Manager +

Require Reference # 0

e T T e i W i

Your new group(s) will appear in the group list.

Search By: Group v Search..

4

Group +  Identifier +  Users Group Manager =

Previous Mext

Your group(s) can now be used when External Users are created.
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Step Three: Provision Customers with External User Access
To setup an external user account for one of your customers, search for (2) or select (3) an existing customer in

the Customer Center. If your customer is not already in the Customer Center, click New Customer to create the
customer.

&% CUSTOMER CENTER

First Name Last Mame Company Account # o Recent Custormers

Pam Etem
Bob Melvin

Kendall Graveman
& m Paul Shiroma

Sales Rep First Sales Rep Last Email Address Username

0
U Results Found

After selecting (or creating) the customer, their information card will appear in X )
the left-hand frame. TitleFlex

Click the customer’s name in the left hand frame (4) to open the contact card.

Street Address and City/State or Zip

Advanced Search

Pam Etem *
Keller Williams
1234567890

FARMS

. or Ty
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A new tab, User, will be present at the bottom left (5) of the customer’s information card. (This requires the
provisioning explained in Step One.). Click the User tab. Complete fields for User Name, User Identifier (optional)
and Group and click Save. (6, 7, 8)

& CUSTOMER INFORMATION: PAM ETEM x
CONTACT User Account Information
CUSTOMER INFORMATION
MName Pam Etem
PACKAGES
MANAGE CUSTOM Email
FARMS
MANAGE CUSTOMER FARMS User Name
IMPORT User |dentifier e
IMPORT FARMS
USER
CREATE A TITLEFLEX USER
Praduct access for this user can be configured by an administrator in Admin.
Cancel
& CUSTOMER INFORMATION: PAM ETEM x

CONTACT

PACKAGES

MANAGE CUSTOMER PACKAGES

User Account Information

MName Pam Etem

Email

User Mame  Pam_Etem

IMPORT User Identifier REAger’ﬂ 0
IMPORT FARMS
CREATE A TITLEFLEX USER
Product access for this user can be configured by an administrator in Admin.
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Step Four: Provision an External User Account with Product Access Permissions
The Company Admin or Group Manager can now provision the External User’s account.

This includes access to reports, farming and documents, including limitations to the

number of reports, farming records or documents ordered. COMPANY

From the Admin or Group Manager link at the top of TitleFlex, click Users. BROUPS

USERS 1..

REPORTS

BILLING

In the Users list, locate your newly created External User. Note that external users will
have a “Y” in the External column.

Show 50 v | entries Display | A v Search By: | All Fields v Search...
Name + ldentifier & External + Role % Group + Email + Username ¥  Status :
Mary Admin Client 5.. Activa
Jason Admin Client 5.. Active
Rosalyn Admin Client 3.. Active
Pam Etem REAgent A Miscell.. pshiroma@fir... Pam_Etem Active
. s p—— —— e e e e

Click on the External User name to go to their details page.
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The Information tab (11) will allow you to change details, passwords, or suspend/delete the user. Make sure to

click Save after making any changes.

“ INFORMATION Ja:lill[RES

USER INFORMATION

* External User ™

Name | Pam Etem Email
Username  Pam_Etem Identifier = REAgent
Group | Select Group v

Reset Password Suspend User Delete User

CHANGE ACTIVITY

06-26-2019 TF_pshiroma
06-26-2019 TF_pshiroma User Created

User Group Changed

Date Updated By Action From Value

Keller Williams South

Require Reference #

Can:e‘ m

Select Date | June 2019 v Export

To Value
Miscellaneous

Pam_Etem

Clicking on the Products tab (12) will allow the Company Admin to make access changes (13, 14, 15) either globally
within a section (13, 14), or at a specific feature level (15) by selecting the individual check boxes.

INFORMATION @ ]lng] Q

Products

PAM'S PRODUCTS

- = PRODUCT NAME MAX
= Authorized Services # CRM
Disable All

#  One-time Editing

#  BatchOrdering

Enable All

#  Specific Document Co

¥  AssessorMaps (De-Duplicat...

= R

= Recorded Documents #  Last Transfer Document County Pric

#  LastFinance Document County Pric

¥  AssessorMap Countv P

#  AssessorIndex Map County Pricing
@ Abstractor Services

PRODUCT TYPE

Authorized Services

Authorized Services

Authorized Services

Recorded Documents

Recorded Documents

Recorded Documents

Recorded Documents

Recorded Documents

Recorded Documents

Recorded Documents

o, Ll =

o
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Maximum limits for the different options can also be set (16, 17) by entering the maximum number available to

be ordered in a given month.

INFORMATION (gt ll[HE]

Products

PAM'S PRODUCTS

Make sure to click Save.

PRODUCT NAME

Property Detail Report
TotalView Report
Tranzaction History Report
Transaction History Basic
Open Lien Report

MNeighbors Report

Sales Comparables

PRODUCT TYPE

Property Reports

Property Reports

Property Reports

Property Reports

Property Reports

Property Reports

Property Reports

PRICE

$1.10
$12.00
$5.00
$6.00
$1.00
$1.70

$3.25
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Notes on Provisioning:

Provisioning Groups: The same provisioning functionality is available at the Group level should the Account
Administrator wish to apply the same provisioning and limits to all external users in a group. Go to Groups in the
Navigation Bar > Select Groups > click Products and make your changes. Again, make sure to click Save when you
are done.

Group vs User Provisioning: For maximum configuration options, the platform allows you to configure
permissions and limits for users and groups independently.

For example, assignments made to the group will supersede any assignments previously made to individual users
in the group. However, if an individual user within that group is given any assignment after the provisioning of the
group, that assignment will apply to only that user while the rest of the users in the group retain the settings
assigned to them. This configuration allows you to setup Power Users within a group who have additional
provisions and limits that can assist other users within the group while still controlling costs.

HOME COMPANY GROUPS USERS REPORTS  BILLING

A
INFORMATION g lll[aEy
Products
KELLER WILLIAMS SOUTH COAST'S PRODUCTS
= = PRODUCT NAME MAX PRODUCT TYPE PRICE
= Authorized Services # CRM Authorized Services
’ o v One-time Editing Authorized Services
¥  BatchOrdering Authorized Services
= Recorded Documents ¥ LastTransfer Document County Pricing Recorded Documents $7.00
e » LastFinance Document County Pricing Recorded Documents £7.00
¥  Specific Document County Pricing Recorded Documents $7.00
«  AssessorMap County Pricing Recorded Documents $1.50
¥  AssessorMaps (De-Duplicat... Recorded Documents $1.00
¥  Assessorindex Map County Pricing Recorded Documents %1.50
¥  Abstractor Services Recorded Documents $17.00
= Property Reports «  Property Detail Report Property Reports £1.10
St » TotalViewReport Property Reports $12.00
e e e e A e e O B s e e e s A ettt e e el e e e e e e e f e i P e s piripsid)
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External User Experience

TitleFlex v omme

Welcome to TitleFlex

Hi Pam Etem,

Your TitleFlex.com user account has been created and below is your Username, the
will follow in a separate email

User ID:

“You will be prompted to change your password the first time you log in to
hitps://itleflex datatree.com.  If you continue to experience problems, please conta
TitleFlex's Customer Service at 600.221.2056

Also, get on the fast track to real estate results with these resources:

1. Bookmark TitleFlex com for quick access to TitleFlex
2. Visit the DataTrace University to view our training resources
3. Have Questions? Contact Customer Service or call: 800.221.2056

Thank you for choosing TitleFlex

To contact us please call 800.221.2056 or email us at datatrace-cs sna.ca@edatatra

TitleFlex om

HOME ACADEMY CONTACT LOGIN

Real Estate Research Reinvented to Deliver Results Better & Faster

with their temporary password.

TitleFlex - o

Welcome to TitleFlex

Real Estate Research Reinvented to Deliver Results Better & Faster

Hi Pam Etem,

Here is your new temporary password.

“ou will be prompted to change your password the first time you log in to
nttps:/fitleflex datatree com If you continue to experience problems, please contact
TitleFlex's Customer Service at 800.221.2056

Also, get on the fast track to real estate results with these resources:
1. Bookmark TitleFlex.com for quick access to TitleFlex
2. Visit the DataTrace University to view our training resources

3. Have Questions? Contact Customer Service or call: 800.221.2056

Thank you for choosing TitleFlex

To contact us please call $00.221.2056 or email us at datatrace cs sna.ca@edatatrace.com

TitleFlex o

HOME ACADEMY CONTACT LOG IN

When the External User is created they will receive two
emails from platform, one with their username and one

The External User will be required to change their password when they first login and will receive a green Success
banner. Click the Click here to continue (18) to finish the login and go to the TitleFlex home page.

MY ACCOUNT INFORMATION

NAME COMPANY

PAM ETEM COMPANY
EMAIL PHONE

ADDRESS ACCOUNTID

CHANGE PASSWORD
Please change your password.

OLD PASSWORD

Password Instructions :

Password should meet the below requirement
» At least 8 characters in length

= At least 3 of the 4 ciphers; one upper case letter, one lower case lefter, one number and one of the special characters |@#5%"&*()

Click here to continue

DataTrace
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Once inside TitleFlex, if the External User clicks on their name (19), it will open their contact card which allows
them to create, edit, delete, and manage their own Farms and Packages.

From the TitleFlex home page, the external user will TitleFlex HOME  FLEXSEARCH _ GROUP MANAGER
have access to any of their saved Farms (20), Company B & CUSTOMER INFORMATION: PAM ETEM
Packages you have provisioned (21) or their own g PACKAGES rustomer Packages
Packages (22). A N Premier

Pam Etem o Standard

Keller Williams

1234567890

Click or Type

Company Packages

Customer Packages

Property Data Reports

Document Images

Automated Valuations

The setup for the External User is complete at this point. They can now create their own farms and packages and
order reports subject to the provisions and limits the Company Admin has setup.
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Reporting on External User Activity
Company Administrators can track the usage of External
Users through the Admin menu > Reports > User Activity.

Report options provide the ability to filter by users or
groups as well as by date range. Information can also be
exported into a csv file.

COMPANY
GROUPS
USERS
REPORTS USER ACTIVITY ‘

BILLING USER ACCOUNT

Filters for searching by Group or User and date ranges (23) can be applied. Make sure to click Apply Filters. The
report (24) will update to display the information with your new parameters. If you wish to export the

information, click Export (25).

[ user acriviTy JEICZPIT

Usage Activity Report

07/09/2019 Clear Filters Apply Filters

@ Search By: Group v [1Display by Group From 07/01/2019 to

€

REPORT

DATE ASSESSOR MAP  TRANSACTION HISTORY BASIC ~ SALES COMPARABLES  TAX STATUS REPORT  PROPERTY DETAIL REPORT  TRANSACTION HISTORY
7/9/2019 0 2 1 2 20 2

7/8/2019 1 0 0 Q 0 0

7/3/2019 0 0 0 Q 2 0

7/2/2019 0 0 0 o] 1 0

TOTAL COUNT 1 2 1 2 23 2

TOTAL AMOUNT $1.50 $12.00 $3.25 $7.00 $25.30 $18.00

GRAND TOTAL $451.35
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To setup the report to display by group, select the Display by Group checkbox (26) and click Apply Filters.

Usage Activity Report

Search By: Group @ Display by Group From 07/01/2019 to 07/0%/2019

Clear Filters Apply Filters

REPORT
- Groups
DATE PROPERTY DETAIL REPORT  PROPERTIES OWNED
= Client Support
7/3/2019 2 466
7/2/2019 1 82
GLIENT SUPPORT TOTAL COUNT 3 548
GLIENT SUPPORT TOTAL AMDUNT $3.30 $137.00
CLIENT SUPPORT GRAND TOTAL $140.30
DATE ASSESSOR MAP  TRANSACTION HISTORY BASIC ~ SALES COMPARABLES  TAX STATUS REPORT  PROPERTY DETAIL REPORT  TRANSI
= Keller Williams...
7/9/2019 0 2 1 2 20
7/8/2019 1 0 0 0 0
KELLER WILLIAMS... TOTAL COUNT 1 2 1 2 20
KELLER WILLIAMS... TOTAL AMOUNT $1.50 $12.00 $3.25 $7.00 $22.00
KELLER WILLIAMS... GRAND TOTAL $311.05
COMBINED GRAND TOTAL AMOUNT $451.35
£
P " gt ™
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To setup the report by user, change the Search By to User and click in the Select pick list to select one or more

(or all) users.

Usage Activity Report

Search By: User *  Select All X Display by Group  From 07/01/2019 to 07/09/2019 Clear Filters Apply Filters

Click the “x” next to an entry will remove that entry from the
filter list. Select Al X

Example of single External User usage report:

Usage Activity Report

Search By: User v Select Pam_Etem X Display by Group  From 07/01/2019 to 07/09/2019 Clear Filters Apply Filters

REPORT

DATE ASSESSOR MAP  TRANSACTION HISTORY BASIC ~ SALES COMPARABLES  PROPERTY DETAIL REPORT ~ TRANSACTION HISTORY REPORT ~ MAILING LABELS ~ ASSESSOR INDEX MAP  TOT/
7/8/2019 1] 1 1 18 1 30 0 17
7/8/2019 1 0 0 0 0 0 1 0
TOTAL GOUNT 1 1 1 18 1 30 1 17
TOTAL AMOUNT $1.50 $6.00 $3.25 $15.80 $5.00 $6.00 $1.50 $20
GRAND TOTAL $251.05

< >
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