
LEGAL LIBRARY PRO
In this guide, we will review how to use CBA’s online legal forms tool. 
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From CBA’s homepage, select Legal 
Library PRO Login from the drop-
down menu. Log in with your CBA 

credentials. 
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CREATING A NEW TRANSACTION
The transaction is a folder for all your documents. You must create 
a transaction before adding and/or printing your forms. 
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Search your existing 
transactions by filling in 

the details here. 

Access your previously created transactions here. 

Create a new transaction here. 



CREATING A NEW TRANSACTION
Create Transaction 
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Fill in your transaction 
detail. The forms will auto-
fill with the information 
entered here.

Listing number and suite 
number are not required 
fields to submit a new 
transaction; all other fields 
are required. 

TIP:  Placeholder text 
such as “TBD,” “XXX,” or 
“___” can be entered and 
edited at a later time. 

When finished filling in the 
required fields, click Save. 



CREATING A NEW TRANSACTION
Transaction Detail – Reference Guide 
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Transaction Users: Users who can access the entire transaction. 

Document Users: Users who can only access specific documents. 

In the transaction detail 
screen click edit to make 
any changes to the auto-
filled fields. 

Copy transaction View the date created/uploaded

When closed, check this box. 

CBA can customize your forms with your office or team’s logo! 
Please email your logo to support@commercialmls.com for us 
to update this for you! 

mailto:support@commercialmls.com


CREATING A NEW TRANSACTION
Transaction Detail – Reference Guide 
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PDFs and images 
included in your 
transaction. 

Forms and 
custom office 
templates added 
to your 
transaction. 

Users who have 
view only or edit 
access to all forms 
and attachments in 
this transaction

Users who have 
view only or edit 
access to specific 
forms in this 
transaction



CREATING A NEW TRANSACTION
Adding Forms 
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To add documents to your form simply click the “Add Documents” to the right of the documents section on your transaction detail page. 



CREATING A NEW TRANSACTION
Adding Forms – Selecting your forms  
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Once you’ve selected and 
added your documents click 
“Done” 

Apply search filters to 
make finding your 
documents easier. 

Preview the first page of 
the document. 

Select the documents you 
want to add to your listing by 
checking the box in the 
select column. 

Once you’ve selected the 
document the number next 
to “Selected” will update. 
After this has updated to the 
number of documents you’ve 
selected click “Add 
Document”. 
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FILLING OUT YOUR FORMS
Accessing Your Form
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Click on the document name in the documents section to access your document details.  



FILLING OUT YOUR FORMS
Document Detail
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Click on the down 
arrows to expand the 
condensed sections 
and view the users

Preview the first page 
of your document 

Remember, anything in this section must be modified 
on the Transaction Detail page. Click “Done” to 
return to the Transaction Detail page. 



FILLING OUT YOUR FORMS
Document Detail – Document Preview 
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Print Preview: Will render a 
pdf for you to download or 
print. 

Proof: Will print your changes 
in BLUE

Final: Will print your changes 
in BLACK

Revisions: Will print an 
annotated copy of your form 
followed by a time-stamped 
table of all changes made to 
the document.

Fill out the form fields 

Modify the boiler 
plate text 

The highlighted text is auto-filled from the Transaction 
Detail. To modify, click Done at the top to return to the 
Transaction Detail, and click Edit to make your 
changes there. 



FILLING OUT YOUR FORMS
Fill Out Document
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First: Fill in form blanks. Blanks will expand with your text and can incorporate carriage returns. 

Click Save to save changes. 

Click Done to exit screen and return to Document Detail. 

Click Modify Document to insert text outside of the form fields, strike boilerplate text, or make in-line revisions to your forms. You will also 
use Modify Document to insert images. 
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MODIFYING YOUR DOCUMENTS
Reference Guide 
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Strike through text line

Font Increase

Font Decrease

Edit Text Line

Add Component

Show Tracked Changes

Align Left/Center/Right 



MODIFYING YOUR DOCUMENTS
Overview 
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Reminder: click Fill Out 
Document to fill in the 
underlined fields. 

Click any          to add 
any form component: 

Click         to strike through 
text lines/paragraphs. 

Click         to edit the text 
lines/add your own text. 



MODIFYING YOUR DOCUMENTS
Adding Text
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Click          to     
add a form 
component and 
select text line. 



MODIFYING YOUR DOCUMENTS
Adding Text
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Once you save, your added 
text will appear in blue 
capital letters on the modify 
document screen. 

Add your new text in the 
text box. Click       to 
save. Click        to cancel. 



MODIFYING YOUR DOCUMENTS
Adding Text
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Added text will display like this on the finished PDF – in BLUE if you’ve chosen proof, and in BLACK if you’ve chosen final. 



MODIFYING YOUR DOCUMENTS
Striking Text
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Click         to reverse any 
changes. 

Click         to strike the text. 



MODIFYING YOUR DOCUMENTS
Adding Attachments 
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On the Transaction Detail page 
scroll down to Attachments and 
select “New Attachment” 



MODIFYING YOUR DOCUMENTS
Adding Attachments
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Name your file, browse for 
the file, then click save. 



MODIFYING YOUR DOCUMENTS
Adding Attachments
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Once you save your attachment you will move into the attachment 
detail screen. 

You can view your attachment by clicking on the blue hyperlink. 

NOTE: Only image file types (JPG, PNG, etc.) can be embedded 
into your documents. PDFs will be attached separately in your e-
mail. 

Click Done when finished. 

In order to upload a new attachment, you will need to 
give it a name, browse for the file, and then save your 
changes. You can also add a note.



MODIFYING YOUR DOCUMENTS
Embedding an Image
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Once in Document Detail, scroll to the document preview section and select “Modify Document”

To embed your image, open the document.



MODIFYING YOUR DOCUMENTS
Embedding an Image

All rights reserved 28

Scroll to the section where you would like to embed your image. Click the        to add a form 
component where you want your image to appear. Select Transaction Image from the drop down 
that appears.



MODIFYING YOUR DOCUMENTS
Embedding an Image
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This is how it will appear in the Modify 
Document screen. 

Select the image from the 
drop-down menu under 
“Select One” and set your 
image sizing. Click       to 
save. If your image does 
not appear here, refer to 
pages 24-26 and add it as 
an attachment first. 

This is how it will appear in 
the document when you 
select the print preview. 



MODIFYING YOUR DOCUMENTS
Adding a Page Break
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Click        to add a form component. Choose Page Break from components listed.  



MODIFYING YOUR DOCUMENTS
Adding a Table 
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This is what your table will 
look like in modify document 
as you add your text. 

Initially your table will look 
like this. Click       to add 
text lines or add data entry 
fields. 

Click        to add a form component. Select Table. 



MODIFYING YOUR DOCUMENTS
Adding a Table 
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Hover over the      and      
tools to remove table grid 
lines and add rows/columns.



MODIFYING YOUR DOCUMENTS
Adding Data Entry Lines
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These lines can be filled in using Fill Out Document and will appear as blank lines on your final printout. 

Click        to add a 
form component and 
select “Data Entry 
Line with Label” 
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PREVIEW & DOWNLOAD YOUR DOCUMENTS
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1. Click Preview and Download 
Documents. 

2. Select your Print Type. Proof: 
Will print modified changes in 
BLUE. Final: Will print modified 
changes in BLACK.

3. Select your forms in the 
Documents section. Select the 
Revisions Report if desired. 
The Revisions Report is an 
annotated copy of your form 
followed by a time-stamped list 
of all changes made.

4. Download Selected 
Documents will download your 
forms to a compressed zip file 
in your computer’s Downloads 
folder.  

Print Preview will open the 
documents in separate tabs for 
you to preview and print.



PREVIEW & DOWNLOAD YOUR DOCUMENTS
Downloading Your Documents–Your Compressed File
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The compressed folder will have your forms listed by transaction number followed by the form name. 

Any attachments will be in the Attachment folder. Attachments are located in the Attachments folder. 

Tip: You may use your PDF software to combine the documents in a preferred order. 

The compressed folder will download to the Downloads folder on 
your computer. You can attach this file to send via email, or open 

to view the individual files and attachments on your computer. 



PREVIEW & DOWNLOAD YOUR DOCUMENTS
Print Preview
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Click      to download your form 
from this screen. 

Click      to print your form from 
this screen. 
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REVISIONS REPORT

All rights reserved 39

The Revisions Report is a 
comprehensive report of 
all the changes made to 
your document. 

The first pages will be the 
form in its final state with 
annotations where 
changes were made.

The next section indicates 
the change made and the 
date, time, and author of 
the change. 



REVISIONS REPORT
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To access the Revisions 
Report, open the 
document, select the 
Revisions button from the 
Document Preview and 
click Print Preview 
(Revisions) to launch the 
PDF. 



REVISIONS REPORT
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Click      to download your 
report and      to print.   



REVISIONS REPORT
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The Revisions Report is 
also available on the 
Document Print Select 
(for download and 
preview) and on the 
Document Email Select. 
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EMAILING YOUR DOCUMENTS
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1. Click Email Documents from 
the Transaction Detail page.

2. Select your Print Type. 
Proof: Will print modified 
changes in BLUE. Final: Will 
print modified changes in 
BLACK.

3. Select your forms in the 
Documents section. Select to 
include the Revisions Report if 
desired. The Revisions Report 
is an annotated copy of your 
form followed by a time-
stamped list of all changes 
made.

4. Fill in the Send to, 
separating multiple email 
addresses with a comma. 
Select to CC yourself and other 
transaction users.

4. Click Email Documents to 
send an email with your forms 
in a compressed zip file to the 
email address(es) you entered. 

Click Print Preview to open the 
documents in separate tabs to 
preview. 



EMAILING YOUR DOCUMENTS
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CC Self is selected by 
default. This will send you 
a copy of your email.

CC Transaction Users will 
send a copy to all users 
invited to view or edit your 
transaction.

Send to: type the email 
address(es) of the 
recipients of your form(s). 
Multiple addresses should 
be separated by a comma. 
This will send an email with 
your forms in a 
compressed zip file.

Note to recipient: Include 
any message to your 
recipient. The default 
message “Attached you fill 
find documents relating to 
transaction XXX. Thank 
you for using Legal Library 
PRO!”



EMAILING YOUR DOCUMENTS
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Emails from the library will come from no-reply@commercialmls.com. These are often are directed to your email’s Junk folder. Please 
review your email server settings to label messages as safe sender, or always to allow to inbox.

mailto:no-reply@commercialmls.com
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INVITING USERS 
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Inviting Users to Your Transaction
Click the       arrow to expand the Transaction Users menu. 

Click Invite User



INVITING USERS 
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Send your new user an invitation

Assign a user type and access 
level. For more details on user 

types view page 43.Select if your user is a CBA member or a non-
member and then enter the user’s address. 

If the user is in another office, begin by typing in 
the user’s office name, and then enter their email.



INVITING USERS
Understanding User Types 
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Transaction Users

• Has access all documents & 
attachments within the transaction 

• Can have view only access
• Can have fill out & edit access
• Can be a CBA member or non-member

Transaction Maintenance Users

• Has access to all documents within the 
transaction 

• Can add documents & attachments to 
the transaction 

• Can remove documents & attachments 
from the transaction

• Has fill out & edit access
• Must be an active CBA member in the 

same office that the transaction was 
created

Document Users

• Has access to view specific documents 
• Can have view only access
• Can have fill out & edit access
• Can be a CBA member or a non-member
• Cannot add new forms or attachments



INVITING USERS
The Invitation
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Invited users can click on the link in the email to 
go to CBA’s Legal Library PRO site. CBA 
members will log in with their CBA credentials, and 
non-members will use their email address and 
establish a password when they first log in. 



INVITING USERS
The Actions Pane
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Will re-send the user invitation.

View when the transaction was created and date of the 
last sent invitation. 

Edit the access level.

Revoke access.



REVIEW & 
ACCEPT 
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REVIEW & ACCEPT CHANGES
Notification of Pending Revisions
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Transaction owners will be notified via email when users 
without transaction maintenance (users outside of their 
office) make changes to a form. Click on View Transaction 
to go directly to the modified document. 



REVIEW & ACCEPT CHANGES
The Modified Document and Viewing Changes
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The modified document will be highlighted in yellow. Click the document 
name, and then on Review & Accept Changes button. 



REVIEW & ACCEPT CHANGES
Document Revisions
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Proposed changes will appear on the left with a date and time stamp. 
On the right is where they occur in the form. To accept the change, 
click the green checkmark and to reject, click the red X. All changes 
can be approved or rejected at the bottom en masse, and further 
notices of changes can be opted-out.



REVIEW & ACCEPT CHANGES
Changes Reviewed
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Once changes have been accepted or rejected, click the Back button 
to return to the preview. 



REVIEW & ACCEPT CHANGES
Changes Incorporated 
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Refresh your screen to see that the Review & Accept changes button 
has disappeared and the accepted changes are now showing in the 
document. 
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COPYING A SAVED TRANSACTION
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Click the Copy Transaction button



COPYING A SAVED TRANSACTION
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Copy forward your revised text and/or 
filled out fields. CAUTION: This will also 
copy over the time-stamped revision 
history. To copy the transaction with blank 
forms, do not check these boxes.

Click Set to Copy From if you want to copy these fields from 
the previous transaction. Fill in any new client or property 
address here instead of using the Copy From. 

Select forms to 
copy—new 
version required 
means there has 
been a revision 
and the old 
version can no 
longer be copied. 
Instead, a blank, 
new form will be 
inserted into your 
transaction. 

When finished, click Copy 
Transaction to complete the copy.



COPYING A SAVED TRANSACTION
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The copied transaction will have a 
new transaction number and will 
display ***Copied Transaction*** 
in green above. The new 
transaction and its documents are 
now ready to use. 



CUSTOM OFFICE 
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CREATING A CUSTOM OFFICE TEMPLATE

Click Templates. Use the search filter to search for 
the form. Select the type of template to copy. Master 
templates are created by CBA. Office templates are 
modified by members in your office. Once you have 

located the correct form, click on it to open.  
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CREATING A CUSTOM OFFICE TEMPLATE

Click to make a copy
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CREATING A CUSTOM OFFICE TEMPLATE

Everyone in your office can access customized templates, 
so indicate your name, or common use for this template. 

Click Copy Template at the top to copy. 
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CREATING A CUSTOM OFFICE TEMPLATE

Click Print Preview to view your changes in real 
time. Click Edit Template Content to modify the 

boiler-plate text and add your personalized content. 
Click Done at the top when you are finished. 
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CREATING A CUSTOM OFFICE TEMPLATE

Click on the template you created. Only published templates are available for use in 
your transaction. To publish, click Edit and select Publish. Then click Save. 
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CREATING A CUSTOM OFFICE TEMPLATE

To add your template, scroll down to the Documents section and click Add 
Documents. Search for your form and click Select to add it to your transaction. Fill 

out the forms as discussed in pages 6-33. 
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CLAUSE LIBRARY
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Access the Clause 
Library by mousing over 
Templates and select 
Clauses. 

Use the search screen to 
search saved clauses or click 
on the saved clauses below 
to view. To start a new 
clause, select New Clause. 



CLAUSE LIBRARY
Creating a New Clause
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1. Give your clause a 
name. 

2. Enter your pre-
constructed and pre-
approved language into 
the text box provided.

3. Select Published—
once published, you will 
be unable to edit your 
clause without making a 
copy. 

4. Select Save. 

5. Click OK to publish and 
activate your clause. 



CLAUSE LIBRARY
Inserting Your Clause
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Open your document and select Modify Document.



CLAUSE LIBRARY
Inserting Your Clause
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Navigate to the proper location and click the + to 
add a component. Select Clause from the menu. 

Select your clause and click Insert Clause.



CLAUSE LIBRARY
Inserting Your Clause
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Your clause will appear as inserted text, in 
capital letters and in blue ink when Proof is 
selected or in black when Final is selected.

Your clause will be inserted as a text field. To 
make changes, click the      and to remove, click 
the 



CLAUSE LIBRARY
Inserting Your Clause
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Your clause will appear as inserted text, in 
capital letters and in blue ink when Proof is 
selected or in black ink when Final is selected.

Your clause will be inserted as a text field. To 
make changes, click the      and to remove, click 
the      .



CLAUSE LIBRARY
Editing & Copying Clauses
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To make changes to a 
published clause, you will 
need to make a copy. Click 
the      button next to the 
clause. 



CLAUSE LIBRARY
Editing & Copying Clauses
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Make the necessary changes, click 
Published & check “Confirm deactivation of 
Copy From Clause” to verify that you want to 
make the previous version inactive. Select  
Copy Clause to complete the copy. 

NOTE: You can give this copied clause a 
NEW name and select Copy Clause to keep 
both the original and the copy active. 



CLAUSE LIBRARY
Editing & Copying Clauses
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To make changes to the clause name or 
mark inactive, click on the clause in your 
library. 

Click Edit to open the detail or     to copy. 



CLAUSE LIBRARY
Editing & Copying Clauses
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Change your clause’s name and/or uncheck 
Active. Click Save to complete any changes.
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FASTFORMS
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FastForms are fillable forms that do not require a transaction and can be quickly filled in and printed or downloaded. NOTE: FastForms do not 
allow any modifications to the boilerplate text or embedded images. For the full editing functionality, please create a transaction. 

To search previously created FastForms, use the Reference Note Contains, or scroll down to select your form. 

To start a new FastForm, click on New FastForm.



FASTFORMS

FastForms are listed alphabetically by 
their short name. To sort, click on the 
column header or enter a portion of the 
form’s name in the Document Name 
Contains field and click Enter. To open the 
FastForm, click the Select button next to 
the desired form. 

All rights reserved 83

Selecting Your FastForm



FASTFORMS
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In order to create a FastForm you are 
required to fill in a Reference Note that 
will help you identify this form’s 
purpose e.g., party names, property 
address, etc. Click Continue to move 
onto filling in the form. 

Creating A New FastForm



FASTFORMS

Fill in the form blanks. The blank fields will expand with your text and keep any line spacing. 

Click Save to save changes as you go. 

Click Done to exit this screen and return to the FastForm Detail to print or download. 
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Filling In Your FastForm



FASTFORMS
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Printing & Emailing Your FastForms

To Print, select Print Preview. This will open your 
document in a new tab where it can be printed or 
downloaded. To email, select Email document. And 
to continue filling out the form, click Fill Out 
Document. 

To review a history of revisions, select Revisions 
and then click Print Preview.

To Download your 
rendered PDF, click on the 
down arrow. To Print, 
select the printer icon. 



FASTFORMS

To email your form, list email addresses in the Send to box, separating multiple addresses with a comma. CC Self is automatically checked 
and will send a copy of your FastForm to your email. Enter any notes you have to the recipient and include the revisions report if desired. 
Click Email Fast Form to send a zipped file with your PDF directly to your recipient. The email will come from no-reply@commercialmls.com. 
These emails are often are directed to Junk and Spam folders, so be sure to look there for your form. 
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Emailing Your FastForm

mailto:no-reply@commercialmls.com


NEED MORE 
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PLEASE CONTACT US DIRECTLY AT 
425-820-3348 OR 
SUPPORT@COMMERCIALMLS.COM
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