Notes

Record and track important communication directly on a transaction. Use notes to capture updates,
reminders, and conversations so everyone involved stays informed.

Introduction

Transaction notes keep all communication tied to a deal in one place. Use notes to document
internal updates, log phone calls, or share information with teammates.

Notes are stored in the Notes & Sent Emails section at the bottom of each transaction for quick
reference.

How It Works

Notes live directly on a transaction and are visible to everyone with access, unless marked private.
Each note shows who created it and when, keeping a clear record of communication.

View Notes

View notes for past communication tied to a transaction in one place.

Who Can Do This: Admins can view all notes on a transaction. Agents added to a transaction can
view all notes except those marked Private. Private notes are visible only to the agent who wrote
them and to admins

To view a transaction's notes:
Go to the Transaction

® Open the transaction where you need to take action.

Open the Template Library

e Click [Template Library] from the Message Templates section of the left menu.

Browse Templates

® Browse the full collection of professional, ready-made templates.
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Profilo & Settings

Template Library i-sootsi tempiates.

e8] {3 Transactions Tasks Unassigned Unreviewed Reports Reference

+ AddTransaction  ? Help & Hollis

tompiate name Q search ~ Next> Lost >
Reports © Template Subject Ccategory
My Commissions Closing Confirmation to Buyer Your closing is confirmed Let's get you the keys.  Closing
Closing Confirmation to Lender IConfitmation of closing for {{buyer name}} Closing
Pipeline esign
Closing Confirmation to Seller We'e almost there Final confirmation for your clo.. Closing
Signature Requests Closing Congratulations to Buyer The keys are all yours! Congratulations. Closing
profts Closing Congratulations to Seller The dealis done! Congratulations. Closing
S Closing Funds Instructions to Buyer Time to prepare your closing funds Closing
iy Templates final Time to Closing
Sehculed Hessages final Time to Glosing
Lempiate tora final to8uyer ~ See YouThere Closing
e final toseller Buyer /ghis Set — Here's WhatfoKnow  Closing
Integrations ‘Bonus / Incentive Payout Notification Bonus Payout Confirmation Compensation and Payouts (Admin)
Docusign Brokerage Compensation Received Gompensation Received Gompensation and Payouts (Admin)
Zopier Confirmat Gompensation and Payouts (Admin)
‘Compensation Holdback Notification Gompensation Holdback Gompensation and Payouts (Admin)
Coid Deliver GDAto Tite 1004 - {{ } 1 (admin)
tHolis Halcom Request Corrections Action Required: Corrections Needed Gompiiance (Admin)
holis@papedesspipeiine.com Request Missing Docs Action Required: Missing Documents Gompiiance (Admin)
TS Transaction Approved Transaction Approved Compliance (Admin)

Contingency Removal Update Important v

My Permissions

Your Earnest Money is Secured Due Diigence
Master Admin
uniimited access @) Eornest Money nstructions cornest
Inspection Report Ready for Review The Inspection Report fo {{transaction nomel ... Due Diligence
LegalSuif Inspection Scheduled Your Home Inspection Is Scheduled Due Diligence

Terms of Service

Repair Request Sent Notification pair Req

Add a Note

Explore the collection of pre-built templates available for your team. The library is the starting point
for finding new messages that you can add to your office's personal collection.

Who Can Do This: Anyone can view the library. Some templates are restricted to admins only.

To view the Message Template Library:
Go to My Info

e Click your name in the upper right corner, then [My Info].

Open the Template Library

e Click [Template Library] from the Message Templates section of the left menu.

Browse Templates

® Browse the full collection of professional, ready-made templates.


https://dyzz9obi78pm5.cloudfront.net/app/image/id/68bf23b7082661cb98078c38/n/1757356982535.png
https://app.paperlesspipeline.com/accounts/update-user-profile/

Account Info

Profilo & Settings

Template Library i-sootsi tempiates.

e8] {3 Transactions Tasks Unassigned Unreviewed Reports Reference
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tompiate name Q search ~ Next> Lost >
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My Commissions Closing Confirmation to Buyer Your closing is confirmed Let's get you the keys.  Closing
Closing Confirmation to Lender IConfitmation of closing for {{buyer name}} Closing
Pipeline esign
Closing Confirmation to Seller We'e almost there Final confirmation for your clo.. Closing
Signature Requests Closing Congratulations to Buyer The keys are all yours! Congratulations. Closing
profts Closing Congratulations to Seller The dealis done! Congratulations. Closing
S Closing Funds Instructions to Buyer Time to prepare your closing funds Closing
iy Templates final Time to Closing
Sehculed Hessages final Time to Glosing
Lempiate tora final to8uyer ~ See YouThere Closing
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Docusign Brokerage Compensation Received Gompensation Received Gompensation and Payouts (Admin)
Zopier Confirmat Gompensation and Payouts (Admin)
‘Compensation Holdback Notification Gompensation Holdback Gompensation and Payouts (Admin)
Coid Deliver GDAto Tite 1004 - {{ } 1 (admin)
tHolis Halcom Request Corrections Action Required: Corrections Needed Gompiiance (Admin)
holis@papedesspipeiine.com Request Missing Docs Action Required: Missing Documents Gompiiance (Admin)
TS Transaction Approved Transaction Approved Compliance (Admin)

Contingency Removal Update Important v

My Permissions

Your Earnest Money is Secured Due Diigence
Master Admin
uniimited access @) Eornest Money nstructions cornest
Inspection Report Ready for Review The Inspection Report fo {{transaction nomel ... Due Diligence
LegalSuif Inspection Scheduled Your Home Inspection Is Scheduled Due Diligence
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Repair Request Sent Notification pair Req

Reply to a Note

Explore the collection of pre-built templates available for your team. The library is the starting point
for finding new messages that you can add to your office's personal collection.

Who Can Do This: Anyone can view the library. Some templates are restricted to admins only.

To view the Message Template Library:
Go to My Info

e Click your name in the upper right corner, then [My Info].

Open the Template Library

e Click [Template Library] from the Message Templates section of the left menu.

Browse Templates

® Browse the full collection of professional, ready-made templates.
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tompiate name Q search ~ Next> Lost >
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My Commissions Closing Confirmation to Buyer Your closing is confirmed Let's get you the keys.  Closing
Closing Confirmation to Lender IConfitmation of closing for {{buyer name}} Closing
Pipeline esign
Closing Confirmation to Seller We'e almost there Final confirmation for your clo.. Closing
Signature Requests Closing Congratulations to Buyer The keys are all yours! Congratulations. Closing
profts Closing Congratulations to Seller The dealis done! Congratulations. Closing
S Closing Funds Instructions to Buyer Time to prepare your closing funds Closing
iy Templates final Time to Closing
Sehculed Hessages final Time to Glosing
Lempiate tora final to8uyer ~ See YouThere Closing
e final toseller Buyer /ghis Set — Here's WhatfoKnow  Closing
Integrations ‘Bonus / Incentive Payout Notification Bonus Payout Confirmation Compensation and Payouts (Admin)
Docusign Brokerage Compensation Received Gompensation Received Gompensation and Payouts (Admin)
Zopier Confirmat Gompensation and Payouts (Admin)
‘Compensation Holdback Notification Gompensation Holdback Gompensation and Payouts (Admin)
Coid Deliver GDAto Tite 1004 - {{ } 1 (admin)
tHolis Halcom Request Corrections Action Required: Corrections Needed Gompiiance (Admin)
holis@papedesspipeiine.com Request Missing Docs Action Required: Missing Documents Gompiiance (Admin)
TS Transaction Approved Transaction Approved Compliance (Admin)

Contingency Removal Update Important v

My Permissions

Your Earnest Money is Secured Due Diigence
Master Admin
uniimited access @) Eornest Money nstructions cornest
Inspection Report Ready for Review The Inspection Report fo {{transaction nomel ... Due Diligence
LegalSuif Inspection Scheduled Your Home Inspection Is Scheduled Due Diligence
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Delete a Note

Explore the collection of pre-built templates available for your team. The library is the starting point
for finding new messages that you can add to your office's personal collection.

Who Can Do This: Anyone can view the library. Some templates are restricted to admins only.

To view the Message Template Library:
Go to My Info

e Click your name in the upper right corner, then [My Info].

Open the Template Library

e Click [Template Library] from the Message Templates section of the left menu.

Browse Templates

® Browse the full collection of professional, ready-made templates.


https://dyzz9obi78pm5.cloudfront.net/app/image/id/68bf23b7082661cb98078c38/n/1757356982535.png
https://app.paperlesspipeline.com/accounts/update-user-profile/

Account Info

Profilo & Settings

Template Library i-sootsi tempiates.

e8] {3 Transactions Tasks Unassigned Unreviewed Reports Reference

+ AddTransaction  ? Help & Hollis
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My Commissions Closing Confirmation to Buyer Your closing is confirmed Let's get you the keys.  Closing
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Pipeline esign
Closing Confirmation to Seller We'e almost there Final confirmation for your clo.. Closing
Signature Requests Closing Congratulations to Buyer The keys are all yours! Congratulations. Closing
profts Closing Congratulations to Seller The dealis done! Congratulations. Closing
S Closing Funds Instructions to Buyer Time to prepare your closing funds Closing
iy Templates final Time to Closing
Sehculed Hessages final Time to Glosing
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tHolis Halcom Request Corrections Action Required: Corrections Needed Gompiiance (Admin)
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Your Earnest Money is Secured Due Diigence
Master Admin
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Inspection Report Ready for Review The Inspection Report fo {{transaction nomel ... Due Diligence
LegalSuif Inspection Scheduled Your Home Inspection Is Scheduled Due Diligence
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Send Emails

Explore the Message Template Library to access a wide range of prebuilt message templates for
client communication, agent updates, task reminders, and transaction messages.

Who Can Do This: Anyone can view the library. Some templates are restricted to admins only.

To view the Message Template Library:
Go to My Info

e Click your name in the upper right corner, then [My Info].

Open the Template Library

e Click [Template Library] from the Message Templates section of the left menu.

Browse Templates

e Explore the full collection of ready-to-use message templates.
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