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How to associate a document with a GAMLS listing by Fax  

2008 

 
A non-digital document, like the hardcopy of a signed Sellerôs Property Disclosure 

Statement, can be faxed to a folder in Transaction Desk and accessed through RE/Xplorer.  

Digital documents can be emailed or uploaded to the folder. 

 

Please note:  You must have the Georgia MLS listing number available before you start the 

process. 

 

Here are the step-by-step directions: 
 

Step 1- Go to Transaction Desk. 

 

Go to the GAMLS homepage, www.gamls.com and click the Transaction Desk icon. 

Sign into Transaction Desk, using your GAMLS id and password. 
 

 
 

 

Step 2 ï Start a new transaction. 

 

On the Transaction Desk homepage, select Start a new Transaction. 

 

 
 

http://www.gamls.com/
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Step 3 ï Enter the basic information to identify the transaction. 

You can leave the Transaction Name blank because it will automatically be named 

using the property address when the data is imported from the listing. 

Check Import From MLS, select the correct property type and enter the listing 

number. 

Leave the check to Use the Transaction Wizard. 

Under the statement I am:, click the bullet next to Listing Agent. 

Click the button, Start Transaction. 
 

 
 

 

Step 4 ïProceed to the DocBox Documents section of the transaction. 

Once the listing data is imported you will move to the second step of the wizard.  The 

wizardôs steps are noted on the left margin of the screen.  If your purpose is limited to 

associating a document with your listing, it is not necessary to complete each step of 

the transaction wizard.  Use the NEXT button near the top of the page to proceed to 

step 6, DocBox Documents.  
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Step 5 ï Print the fax-back cover sheet. 

In the transaction DocBox, a fax-back cover sheet is available to be used to fax 

documents into this DocBox of the transaction.  Click open the fax-back cover sheet 

PDF file and print it. 
 

 
 

Step 6 ï Save the transaction. 

Click the Save and Exit button at the left of the screen.   

 

Step 7 ï Faxing the document 
 

 
 

Use this coversheet to fax the document directly into your listing transaction DocBox. 

 

Please note the following:  

ǒ Use the fax number listed on the coversheet to submit your document.  Do not fax the 

document to GAMLS. 

ǒ The coversheet must be the first page of your transmission. 

ǒ If you have more than one document to fax to your Transaction Desk inbox, you can 

reuse the coversheet.  Fax each document separately with the coversheet.  Each 

document will have the same name except for the date and time stamp.  Be sure to 

rename each document for clarity.  

 

The document will appear in the DocBox of the listing transaction file within a few moments. 
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Step 8 ï Return to the transaction. 

From the homepage of Transaction Desk, select the link, Work with an existing 

transaction. 

 
 

 
 

Step 9 ï Open the transaction. 

From your list of existing transactions, click the transaction name. 
 

 
 

Step 10 ï On the menu at the left of the screen, select Documents. 

The list of documents that are associated with this transaction will display.  The 

document that was faxed into the transaction DocBox was automatically named by 

the fax-back process.  The name is a series of numbers and letters.  Open the 

document to display it. 
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Step 11 ïRename the document 

You will want to rename the document for clarity.  Above the document display, 

locate the frame which contains the document name, and enter the new name and 

click the Rename Document button. 

 

 

 
 

 

Step 12 ïAdd the document to the listing. 

From the list of documents in the transaction, check the documents you want to 

display in your RE/Xplorer listing.  Go to the ñI would like toò statement and select 

Add Selected Documents to my Listing from the dropdown list.  Click the Go button. 

 
 

 
 


