Upload Documents To A Listing
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2  Click "Upload a File"

Create a Transaction

Upload a File
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3  Select the Document From Your Internal Storage
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4  Click "Continue" When Upload Is Complete
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6 Name The New Folder or Select An Existing Folder, Then Click Continue To Save
The Document To The Desired Folder
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7 After Clicking Done, You Will Be Taken To The Folder Where The Document Is
Saved. Locate The Document And Select It By Clicking The Box To The Left Of The
Document Name
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To The Far Right Of The Document Name, Click The 3 Dots And A Menu Will

Appear
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10 Enter The MLS# Of Your Active Listing (This will not work on an Incomplete listing)

MLS Visibility

Documant Security:

@ Private (Visible to me)
Shared (Visible to all MLS agents) 28

Public (Visible to all users with a login o this file) 28s

By sefting MLS visibility you are only making the current version of
your file(s) available, which will overwrite any previous versions you
have made available.
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11  Select "Private" To Set Visibility To Listing Agent Only
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By setting MLS visibility you are only making the current version of
your file(s) available, which will overwrite any previous versions you
have made available.




12  Select "Shared" To Set Visibility To All MLS Users
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Document Sacurity:
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By setting MLS visibility you are only making the current version of
your file(s) available, which will overwrite any pravious versions you
have made available.
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13 Select "Public" To Set Visibility To MLS Users And Public/3rd Party Sites
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your file(s) available, which will averwrite any previous versions you
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14  Click "Update" To Upload The Document To The Listing
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