How to associate a document with a GAMLS listing by Fax
2008

A nondigital documentl i ke t he har dc o pPrppetyDisclasure i gned Sel |
Statementcan be faxed to a folder in Transaction Desk and accessed through RE/Xplorer.
Digital documents aabe emailed or uploaded the folder

Please noteYou musthave the Georgia MLS listing number available before you start the
process.

Here are the stepby-step directions:
Step * Go to Transaction Desk

Go to the GAMLS homepageww.gamls.comand click the Transaction Desk icon.
Sign into Transaction Desk, using your GAMIdsand password.
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Step 21 Start a new transaction

On the Transaction Deslomepage, sele8tart a new Transaction

Home Settings Calculator Wizards Help Chat Logout

Calendar = Tasks * Contacts = DocBox ® InstanetForms = Providers/Orders = Reports * = Signings ® FaxLog * Shopping Cart

AuthentiFaxes: 5

@ Vistt our anline store
@ Work with Forms associated with Transactions @ View Purchase History
@ Work with individual Forms

View My Desktop

- My Desktop gives you a quick view of your Transactions, Tasks,
& Appointments, and Documents.

@ View my Desktop



http://www.gamls.com/

Step 3i Enter the basic information to identify the transaction.
You can leave the Transaction Name blaekduse it wilautomatically be named
usingthe property addresghenthe data is imported from the listing.

Checkimport From MLS select the correct progig type and enter the listing
number.

Leave the check tose the Transaction Wizard
Under the statemehtam:, click the bullet next td.isting Agent
Click the buttonStart Transaction

Step 41 Proceed to the DocBox Documents section of the trarcgeon.
Once the listing data is importgdu will move to the second step of the wizafdhe
wi zardds steps are not e df yoarpurpgode és linhitedftot ma r g
associating a document with your listingisi not necessary to competach step of

the transactiowizard Usethe NEXTbutton near the top of the page to proceed to
step 6 DocBox Documents.
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Step 2: Property Information

Property Information:
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Step 51 Print the fax-back cover sheet
In the transaction DocBox,fax-back cover sheé$ available to be used to fax

documents into this DocBox of the transactid@lick open the fasback cover sheet
PDF fileand print it.
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Step 6i Save the transaction
Click theSave and Exibutton at the left of thecreen.

Step 71 Faxing the document
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FAX-BACK COVER SHEET a
This fax must be sent to 1-888-895-6514 to be processed.
If you are faxing from outside of the US, please use 1-720-836-6424.
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Use this coversheat fax the document directly into your listing transaction DocBox.

achments

Please note the following:

0 Use the fax number listed on the coversheet to submit your docubemiotfax the
document to GAMLS.

The coversheet must be the first page of your trassaom.

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 havéhe same name except for the date and time stamp. Be sure to

renane eachdocumenfor clarity.
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The document will appear in the DocBox of the listing transaction file within a few moments.



Step 8i Return to the transaction.
From the homepage of Transaction Desk, select theWiakk with an existing

transaction.

Fome ‘Seffings Calculator Wizards Help Chat Logout
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to store and track allinformation regarding
Contacts, Property, Tasks, Appoiniments and your Forms/Contracts.

@ Start a new Transaction
— @ Work with an existing Transaction

@ Visit our online store
@ View Purchase History

P oaw Forms assocated with Transactions
@ Work with individual Forms

View My Desktop

-2 My Desktop gives you a quick view of yeur Transactions, Tasks,
Appaintments, and Documents.

@ View my Desktop

Step 91 Open the transaction.
From your list of existing transactigyclick the transaction name.
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Step 10i 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 faxback process. The name is a series of numbers and letters. Open the

document to display it.
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Step 117 Rename the document
You will want to rename the documeot fclarity. Above the document display,
locate the frame which contains the document name, and enter the new name and
click theRename Documebutton.

Step 12i Add the document to the listing
From the list of documents in the transaction, cheeldtbcuments you want to
displayi n your RE/ Xpl orlevouldlike sot isntga.t e nEon tt oa ntdh e
Add Selected Documents to my Lisfiregn the dropdown listClick the Go button.



