The MLS DocManager™

How to Upload Documents to your Listings?

1.

4.

5.

Go to the SLIMM Module

Pull up your inventory and select the listing(s) in which you would like to upload document(s)
Click on the “Create” link in the Doc(s) column.
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Select the Phase and Deal Type. Click the “Continue” button.

Select a Phase ~

Pre-Listing
Listing

Resale
New Construction
Escrow Probate

leqtinicl | Cancel | Post Close Foreclosure

Click the “Yes” button. This process will automatically pull up the listing information from The
MLS database as well as the main listing photo.

Select a Deal Type ~

Home | My Files | Search Property | Search Office/User | Settings | Help | Log Off

File not found for this listing

Would you hke to create one now?




7.

Click the “Add” link in the Documents section of the page.

Home | My Files | Search Property | Search Office/User | Settings

Help | Log Off
Summary = Things To Do « Participants « Services « Messages « Documents « Data Forms » Activity Log

Summary

Status Report Import/Update Admin Public Documents Messages: 0 new

Property Address: W 153 83RD 5T, LOS ANGELES, Los Angeles County, CA 90003
Property Type: - Single Family

Settlement/Escrow#: unknown
File Type: - Resale Title #: unknown
File Status: Active Target Close: unknown
Phase: Pre-Listing MLS®: 03-356817
Tracking ID: Nob Assigned
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You have not yet selected a To Do List Template for this File. Mo sarvices have bean ordered click here to order services.
Click here to select a template now.

Select the document name that you want to upload. Click the “Next” button.

Add a Document

Document Settings

Please select a document name from the list.

Name: Select Document Mame. ..

[ Cancel ] |He;<t |

8. Upload your document. The only way a CLAW member would be able to see an uploaded

document is if you make it available by putting a check mark in “Make this document available

to any member of your MLS”. Click the “Next” button to complete the process.



\Add a Document

Document Settings

Please select a document name from the list.

Name: State Tax Disclosure .
[[IMake this document available to any member of your MLS

[[IMake this document available to the Public

Warning: By choosing this option the document may be available to users
autside of The MLS DocManager

Select an upload method for this document and click Next to continue.

@ Upload now

To locate the document on your computer, click the Browse button. Select the document, and click Open. Large
documents may take several minutes depending on your internet connectivity. File size is limited to 10 megabytes.
Comments are optional.

File: Browse...

-

Comment: A

[ Print a coversheet and fax the document into the system

[ Create a placeholder for the document and upload it later

Cancel Mext

9. Users will be able to view these documents by clicking on the document count link on the
Listing Search Result Page or the Agent Detail Report.



