Quick Reference Guide

Step 1:

To modify a listing in MRMLS Matrix go to the

“Add/Edit" tab.

Click Add/Edit

Realist Tax

History

Open House

Welcome to Matrix on Friday, October 06, 2006, Quick Search: |Ef

Hot Shee

Residential Hot:
Customize

News

No Dashes in APN

Tuesday, October 03, 2006
Cross Property

Custornize
There is going ko be a temporary change to the Formats allowed when entering or searching using I—

the APM number. Essentially, youll input the numbers the same, but hyphens will nat be allowed.
S0, when entering the APN, type the numbers only,

Your Hot

Update All | Mar|

Shartly, MRMLS will add the ability to sutomatically accept the dashes, but as of October 3, 2006,
please type the numbers only inta the APM field,

Mickey Mouse
Mew/Updated | Al

Step 3:

The Residential Form from the Modify Listing
Menu will open the 8-page listing input screen.
Information in this area includes Price, Property
Description, Office Comments, Expiration Date
and all the other necessary fields needed to
complete a listing.

Home | Search | My Matrix Finance | History | Roster | Open House | Realist Tax

Modify Listing

Click the modify action you wish to perform,

‘—

Select Form Other Options

Residential Form Manane Photos
Change To Active Manage Supplernents
Change to BACAF

Change To Pending

Change to Sold

Click Residential Form

DOther Status Chanae

Step 2:

Click the down arrow next to the Quick Modify
field to view a list of all your active listings.
Select a listing from the list.

SalmT s Tue

Home | Search | My Matrix [WEEERELHM Finance | History | Roster | Open House | Realist Tax | Smart Map | Smart Trac | Help | Logout

Input

Use this page to input inta Matrix, To Add or Modify a listing click the apprapriate link. To quickly madify
one of your awn listings, select fram the Quick Madify drop dawn list. To access your previously saved
entries olick Partially Saved Listings,

Listings
Add Mew or Modify Existing Residential
Add New or Modify Existing Residential Income
Add Mew or Modify Existing Residential Lease
Add Mew or Modify Existing Business Opportunity
Add Mew or Modify Existing Commercial/Industrial
Add New or Modify Existing Commercial Lease
Add Hew or Modify Existing Land/Lot
Add New or Modify Existing Mobile Homes

‘ Quick Medify: | ~Select Listing from My Inventory—

Open House
Add Mew or Modify Existing Open House

—
¥ ¥ tvpe WS # = and click Modiy

+

Select a listing from
My Inventory

Step 4:

Select the page you would like to modify.
(Basics, Features,...) Once complete, click
Submit Listing.

Residential Form

1. Basics | 2. Festures | 3. Struct | 4. Additional | 5. Land | 6. Einancial | 7. Office | 8. MLS ’
—

Price § Listing Type Service Type AP

@ [4s0000 @ [Exclusive Right To Sell ~| @[FulSevice  ~| @ 467200016
Low Range Price Property Type Attached/Detached

@ 435000 @ [Single Family Residence |+ | @ Detached v

wea: Address Information
MapPaint® Unit #

(]
# & s Street# Street Dir Street Name: Street Suffi
Qs @ v|  @rebecea @ |Lane ~
Area Count:
T . o 7 oresfe
Ha | 4 iR City State Zip |
i T —r iy
Cross Streets TG #

@ [Main @ 65065

@nosiensotoan G200y Er wdritr. L0
Lat[33.6156 Long [-117.07 Refresh From Lat/Long

Get Lat/Long from address [Mave Map Pin

I)l. Basics | 2. Features | 3. Struct | 4. Additional | 5. Land | 6. Finanhcial | 7. Office | 8. MLS )

<_

Click Page link
to modify

Click Submit Listing
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Quick Reference Guide
Step 5: Step 6:

To modify the Status of a listing, click the To change a Status, MRMLS Matrix will only
appropriate Status option from the Modify open the fields required to cor-aneFe the sp_ecmc
Listing Menu. An Information screen for the Status change. Enter the required information

Status Change will d|sp|ay (hlgh“ghted in ye”OW) and click Submit List-
ing. A Find link is available to search the
Selling Agent’s Public ID and auto-fill when
Modify Listing changing the listing to sold.

Home | Search | My Matrix Finance | History | Roster | Open House | Realist Tax

Click the modify action you wish to perfarm,
¥ ¥ P Change to Sold
Select Form Other Options Tsting Information
ultols Licting flumber ¥06100034
34880 Rebecca Lane, Winchester, CA 9
Residentisl Form Manage Photos e Hinehesten
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. QER] S(stus
hange To Active Manage Supplements )
Change to B/C/F = dn T f rmatio
ing D.
Change To Pendin Q@ 10/6/2006
Lhange 1o Fending
Sold Information
Ch a to S Id [Coe End Date
aNQe 50 =0 @ [1o/872008
Sold price Sold Terms Financing Type
Other Status Changs, Q [s50000 @ | standard Sale v Q@ [Aid -~
Assumed =]
Cal et g
Cash
&
| cancel | eling Agent tnfor i i
e e et Click Find to search
') ings t t
Selected agent Info rmat agen roster

Ofﬂne Narne MULTE REEIDNAL MLS  Office 1D MRML ] |

Click one to change Status

Step 7:

To Manage Photos or Supplements, clickthe  When all changes have been made and the

Click Submit Listing

appropriate link from the Listing Modify Menu. listing has been submitted, MRMLS Matrix
**See Quick Reference Guides on How to Upload  confirms the changes are successful. Click the
Photos and How to Upload Supplements. MLS # link to view the full report of the listing.

Modify Listing
Click the modify action you wish to perform. Listing has been successfully updated. ML Nurmbdg XD6100032

( Your Listing has been successfully updated and will appear on the system shortly.

Select Form Other Options

add / Edit Photos add / Edit Supplements

Residential Form Manage Photos

Change To Active Manage Supplements
Change to B/C/F
Change To Pending

Change to Sold A

Other Status Change

lf vou have any uuestmns DIEasE :a\l the MRMLS Custumer Service DEDartmEnt between the hours of 8:30am tu 9 00pry
Miczusolt also submit a support re onlin at uppo R quest Page or by typing www.imrmls.com/support on you
.rlet Tarasaft MATRIX 1 s apyri ght . zuua Tar &c rporatio

g"Ck I;llanag: Photos or Congratulations! Your listing changes are now
upplements complete. See Quick Reference Guides on How
0 Upload Photos and supplements.
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