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How to edit your Terms of Business    
 
Step1: 
 
From your main landing page – click into the relevant property transaction (deal room)   
  

  
 
Step 2:  
 
Then click into the Documents section   
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Step 3:  
 
Under Forms - you will see Terms of Business. Click into this.  
 

  
  
 
Step 4:  
 
Click on the 3 dots in the top right-hand side and 3 options will appear. 
  

  
 
Click Edit contract and resend. You can then make any necessary changes.  
 
NOTE: If you edit after any parties have signed, then all parties will be required to resign.  
  

 


