Listing Upload Process: CREATING NEW LISTINGS

Multiple Listing Service
Your Value Added Service

1) Create a transaction (name it what you would like to, ‘Basic

Transaction’ is just an example
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You will choose the option to NOT import data.
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Once the transaction is created, you will add the listing forms by selecting the + beside

‘Forms’
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At this point, you will search for the correct form to use. Select the radial dial
of the correct form and then select ‘Add’. (Note, below is an example. Each

association will have different options.) —_
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At this point, you will need to open the Residential data listing form to fully
complete the remaining information needed.



Once you have completed all required data fields, click on the “Upload Listing” button:

PC Version

Matrix Residential lngut Form * Denotes required information that must be provided.
M [ 2047700 ]
Address Information
*Street Number Pro Direction *Stroot Namo Ut & *Sweot Suffix
[ -1 [ NEWPORT Place ] L N 1N -
“Aren Lotw Ci
[ =S ] Renner ]

Naighborhood Subdivimkon

"City Limit Y/N “Zio Zip w4
(= C_—_—= [7ooes] [ ]I ][ ]

*Parish Sub Code “Bounding Streets

[ - [ = [ ]

Listing Information

*Dwelling Type *Listing Typeo “List Price ASSOCBON

[ B 3 [eZ555.35] | |

At this point, you will receive confirmation that your listing has been uploaded to Matrix as
‘Incomplete’.

From here, in Matrix access your incomplete listing and after reviewing for full
accurracy hit the "submit button to switch it to "active" status. If it is not ready to
go "active" you can save it as incomplete

REMINDER: Make sure you add all required photos and applicable supplements.



