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SET UP INSTRUCTIONS                     Sync
1. Open your web browser and go to the web site https://sync.live.com/welcome.aspx
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2. Set up a Windows Live account by clicking on the Sign up button. If you already have a Windows Live ID, log in.

3. Set up your new Windows Live ID by completing the Windows Live application. The trickiest part is reading the security numbers at the bottom. Don’t worry it will give you lots of chances. Make sure your birthday was before 1990. You must be 18 to play.
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4. You will now download LiveSync by clicking on the download button. Save the download to a file you can find. When it asks if you want to install say yes.
5. You will now be asked to set up a folder. Click on Set up a Shared Folder.
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6. You will then be asked to select a computer. Select yours because, at this point you have no other choices
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7. Then it will ask where you want to set up your shared folder. Most people select Documents. Do not select Desktop as that will really slow your machine down. Actually, anything added to the Desktop slows down your machine at start-up. Later, if you want, you can add a shortcut to your desktop, but don’t put the actual file there.
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8. Now you’ve selected where to put the file so click on Create a shared folder.
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9. Keep your folder names short. Windows only allows 255 characters for file names, extensions, folder names and subdirectories. Every folder created under another folder adds to the length of the file name, so keep it short.

10. When it asks you to invite someone to share the folder, enter their email address in the Enter an e-mail address box. Then click on the Next button. As you can see from the below example, once you have invited someone to play, Windows Live remembers them.
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11. Now you get to choose how much power you are going to give your invitee. For the Broker folder, select Can view and add files

For other shared folders you may elect to allow Can add edit and delete files. For example, members of a team will find this permission the most useful as team members can change files, amend files or add to the files and everyone else gets the changes at the same time (actually we have found that changes can take up to two minutes to register on everyone’s computer, presuming the network and system are up).
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12. Click on the Next button and it will ask you to verify your selections and send an invitation to others to share the created folder.
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13. The recipient of your invitation will get an email notifying them that they have been selected to share a folder with you. If they are not already on LiveSync, they will have to sign up for a Windows Live ID, download LiveSync and install it on their computer. They will then have to go through the same steps you did when setting up the shared folder. The hardest part of using LiveSync/Foldershare is setting it up. Once set up it is as easy as dragging and dropping a file into the shared folder. 

RECOMMENDATION

Instead of left dragging the file, right drag the file, which will then ask you if you want to copy the file to the shared folder or move it. Unless you intend to collaborate on a file, where everyone is making changes, copy it to the shared folder rather than moving it to the shared folder. 
On the other hand if this is a file everyone on the team will be changing, for example a team whiteboard, move the file to your shared folder. You can create as many sub-folders as you like under the shared folder. For example, Broker folders for each property as below.

SETTING UP THE BROKER FOLDER – REQUIRED FOR ALL PSR AGENTS
14. You will create at least two folders. One will be for PSR’s broker folder and the other will be a folder you can share with anyone else. In addition to our PSR Broker folder, Kat and I have a shared folder for our REO’s and a separate shared folder for everything else, including love letters.

15. For simplicity, name the Broker folder “Broker”. Complicated I know. Into this folder you will put all of your electronic property files. We will show you how to set up the property files below.

16. When it asks you to invite someone to share the Broker folder enter psradmin1@psrmail.com in the Enter an e-mail address box. Then click on the Next button.

17. After making an offer or accepting a listing, open a new folder in your Broker folder. First open (double click or click on the shortcut) the Broker folder, then right click. Left click New/Folder and name your folder with the address of the property. KEEP IT SIMPLE. Street address only. No city, no state, no phone numbers.
Example: 
1234HappyPl

Into this file you will put all of your electronic documents, including the CD sheet. Update by adding disclosures, contracts, escrow instructions, etc. as you go, and your Broker file will be completely updated when escrow closes.
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18. The last two steps for the Broker file will be to submit your completed CD sheet, including the completed transaction checklist and renaming the files.
19. Open your property file and rename the files therein using the numbers on the transaction checklist. You can change the name by right clicking on the file. Simply add the corresponding number from the checklist to the front of the file name

Example:
change       RPA.pdf      to      8 RPA.pdf     to correspond to the Purchase Checklist
This will organize the files in a logical order and allow a second look at your docs to make sure they are all there. If any are missing, get them and save to the property file, then rename them to match to the transaction checklist as above. The first time may be tough, but will be very easy every time thereafter.

20. Instead of doing all this yourself, you can elect, on the CD sheet, to pay $25 to have it done for you. If you are a paper person (shame on you, you climate warming, ozone depleting whale killer, blah, blah, blah) you can put together your paper file, turn it in and have it scanned for the same paltry $25. The PSR file checker will arrange the documents and check to see if everything is in place and email you with any required additions/changes. They will not fill out the CD sheet for you. No one but you knows the ins and outs of the transaction. The CD sheet is your instructions to PSR as to how the transaction went and how much you are supposed to get. It’s like writing yourself a check. It should be fun and gratifying.
21. Complete your CD sheet and put it into the property file. Email a copy to PSRadmin1@psrmail.com.
22. If everything is complete, your commission check will be ready in 24 hours or less.

23. If you want, you can save a copy of the file (without the CD sheet) to a cd for your client or yourself. We recommend making a cd for yourself at minimum to meet DRE requirements that an agent have a copy of all transactions for 24 months. But, if you don’t, or if you lose the cd, PSR maintains a copy in the PSR Broker file forever, which is backed up online every night.

