To Upload a Listing Attachment via Fax:

Click “Tools” (Upper-Right), click “Listing Manager” (1st option), click “Listing Main-

tenance” (1st option).
Type the MLS number in the box ”Find a listing by MLS number” and click the

green arrow ().
Under Image #1, click on “Attachments.”
Select “Add New Attachment” from the Action drop down menu and click the

green arrow ().
The Add New Attachment window appears.

|@ Add Attachment -- Web Page Dialog

\@ Add New Attachment

Toupload a document, choose one ofthe following options:

e Tocreate a cover sheetfor fadng a document into the transaction system,
click Fax Document

s Toupload 3 docurment located on your computer of office netwark, click
Upload Document

Upload Docurneat I

Click on the “Fax Document” button.

Select type of document and enter a description.
Click on “Print Cover Sheet”

Fax documents with cover page to number listed.
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Create aFax Cover Sheet -Step 1 of 2

jrj Space used: 0 KB Space available: 1024 KB

Select the tepe of document in the Type pick list. This appears on the cover sheetand is used to
identify the docurment in the systerm.

(Optionah Type a brief description or comment for the document in the Description text box,

Click Print Cover Sheet {0 create the cover sheet, Y ou will use this cover shestwhen faxing a
document ivta the systern.

Type: Other v
Description: |

i Documents attached to listings may e viewed by all users of MLXchange.

The Member ndernnifies the WMLS Boand against clairms pertaining to the content or copyrig i
infringermnent of the aftached documents, Cilck here to fearh mode.

Cancel Frint Cower Sheet I
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