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a=ix [How To Modify a Listing in MRMLS Matrix

Quick Reference Guide

Step 1: Step 2:

To madify a listing in MRMLS Matrix go to the Click the down arrow next to the Quick Modify
“Add/Edit" tab. field to view a list of all your active listings.

Select a listing from My Inventory.
f Click Add/Edit

Histary Open House | Realist Tax entries click Partially Saved Listings

History | Roster | Open House | Realist Tax

Input

Welcome | Home Page | Cal

Listings

Add Mew or Modify Existing Residential
Welcome to Matrix on Friday, October 06, 2006, Quick Search: |Ef 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

News Hot Shee 0 lew or Moy Existing Commerdie Lease
Add New or Modify Existing Land/Lot
i Residential Hot: Add Wew or Modify Existing Mabile Homes
Mo Dashes in APN Customize | —
Tuesday, October 02, 2006 ‘ Quick Modify: |--Select Listing from My Inventory— ¥ Y type WS # - and click Modify.
Cross Property
Customize
There is going ko be a temporary change to the Formats allowed when entering or searching using E— Open House
the APM number, Essentially, youll input the numbers the same, but hyphens will not be allowed, Add Mew or Modify Existing Open House
5o, when entering the AFN, type the numbers only.
Your Hot

Shortly, MRMLS will add the ability to automatically accept the dashes, but as of October 3, 2006,
please type the numbers anly inko the AP Field, Update all | Mar|

_ Select a listing from
o adated | al My Inventory

Step 3: Step 4:

The Residential Detail from the Modify Listing ~ Select the page you would like to modify.
Menu will open the 5-page listing input screen. (Basics, Description, Features...)
Information in this area includes Price, Property ~ Once complete click Submit Listing.
Description, Office Comments, Expiration Date Residential Detail
and all the other necessary fields needed to (s oo  Cosns 4 otz 5 o)

T yrssoe
complete a listin i
. Listing Information: £
List Price: List Price Low: Price Per Saft: APN: et e
1 |s6000 =] | @ | @ [15733307 s
ar
Home | Search | My Matrix Finance | Roster | History | Open House | Reali Address Information: kobdlog )4 ig
Street #: N/S/E/W: Street Name: Suffix: units: ain

Q [aass Q v | @ [oaksTONE Q Yol |

City: State: Zip: Zip+a: Elis
R i — :
Mod |fy LlStlng Market Area County:

TG#
Click the modify action you wish to perform. @ |[699-0ut of Area | @ 0range v QA o

Cross Strests: Driving Directions: G007 i con @500 RAVE, g i e 1

Select Form Other Options 2| | Latitude @ (336957 Longtude @ §117.58) undar
- - Place Pin by Address Move Map Pi
Residential Detail Manage Photos Basic Information:
Froperty Type: Attached Structure:  Stories: Year Built:
@c ¥| @|Attached ¥| @) One Level v @hor |

Change to Active Manage Supplements

uy el

Bedrooms: Baths: Full: Baths: 3/4: Baths: 1/2: Baths: 1/4:
Chanage to Backup (213 | 19 | 79| 19| ]
Saft. Structure: Source: Saft. Lot: Source:
Chanage to Contingent Q| @ v | @ ~

Senior Community: Lease Considered:

Change to Pending

9 3 QN0 v
Change to Sold Clle ReSidentiaI Detaill @sics | 2. Description | 3. Features | 4. Land/Terms | 5. Gfﬁce[MD ‘7

S
Chanae to Hold (
Change to Canceled

Change to Withdrawn
|_Change Contact Information

Click Page link
Click Submit Listing | | to modify
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Quick Reference Guide

Step 5:

To modify the Status of a listing click the
appropriate Status option from the Modify
Listing Menu. An Information screen for the
Status change will display.

Home | Search | My Matrix Finance | Roster | History | Open House | Reali

Modify Listing
Click the modify action you wish to perform.
Select Form Other Options
Residential Detail Manage Photos
hange to Active Manage Supplements
Change to Backup
Change to Contingent
Change to Pending
Change to Sold
Change to Hold

Change to Canceled

Change to Withdrawn
o0

Click one to change Status

Step 7:

To Manage Photos or Supplements, click the
appropriate link from the Modify Listing Menu.
**See Quick Reference Guides on How to Upload
Photos and How to Upload Supplements.

Home | Search | My Matrix Finance | Roster | History | Open House | Reali

Modify Listing

Click the modify action you wish to perform.

Select Form Other Options

Residential Detail Manage Photos

Change to Active Manage Supplements
Change to Backup
Change to Contingent
Change to Pending
Change to Sold
Change to Hold
Change to Canceled

Change to Withdrawn

|_Change Contact Information

Click Manage Photos or
Supplements

a Listing in MRMLS Matrix

Step 6:

To change a Status, MRMLS Matrix will only
open the fields required to complete the specific
Status change. Enter the required information
and click Submit Listing. A Find link is
available to search the Selling Agent’s Public ID
and auto-fill when changing the listing to sold.

Change to Sold ]

Listing Information Sold Information
ML Number: 1424563 EDEETIEE
Address: 8488 DAKSTDNE Huntington Beach @

Click Find to search
agent roster

Status Information Selling Terms:

~| @Al Inclusive Trust Deed A
Assumed =
Cal Vet v

New Status:

Pending Information

Pending Date:

Selling Agent Information

Selling Agent Public 1D: € Find )
@

Co-Selling Agent Public 1D: Find Selected Co-Agent Information:
Name:
Refresh game:

Click Submit Listing

Step 8:

When all changes have been made and the
listing has been submitted, MRMLS Matrix

confirms the changes are successful. Click the
MLS # link to view the full report of the listing.

Search | My Matrix Finance

x | Smart Map | Smart Trac

sfully updated. ML Numh4‘ XD6100034 >

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

Listing has been succes

Add / Edit Photos

add / Edit Supplements

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

Congratulations! Your listing changes are now
complete. See Quick Reference Guides on How
0 Upload Photos and supplements.
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