Document Loader Guide forFlexMLS

A Word About Document Loader

The purpose of Document Loader is that it allows gattach listing specific documents; such
as the Sellers’ Condition Report and the Lead Haisttlosure, to your listing. You can
accomplish this in one of two ways; via faxing ttecument along with the system-created
cover page to a fax line dedicated to this purposaploading the file in PDF format through
FlexMLS directly to your listing. The following gas will aid you with step-by-step
instructions on how to do both.

Basics of Document Loader
There are some basics to know about the Documeaddrdbefore beginning listed below:

All documents that you upload MUST be in PDF formdd OTHER FORMAT IS
ACCEPTED. There are several ways to convert yogudeent into PDF format. One
way is through your scanner. Most scanners hawgaaon in its software setting to
convert your scanned documents into PDF formatu Mast check your equipment’s
user manual to find out how. Another way is to dmad freeware called CutePDF
Writer. You can download this software at no cbgtaccessing the website
www.cutepdf.com

If you decide to fax in your document, you MUSTnprout the provided fax cover sheet
and fax it in along with your document. Your docurn@/ILL NOT be uploaded without
it.

Documents that you upload cannot be larger tharBlelh in file size. This pertains to
the size of the document after converting to PDd-varify the size, simply single right
click on the file name of the PDF document, sirigfeclick on Properties in the menu
that will pop up, and take note of the size.

If you decide to fax in your document for automatptoading, the ONLY reports being
accepted at this time are the Sellers’ Conditigqorg and the Lead Paint Disclosure. If
you choose the manual upload (the self-serve opty@mu can upload any of the
documents listed in the Documents menu.

When faxing your documents, you can fax only ONEQMMENT AT A TIME! This
means 1 document (1 document + its system gendiatambver sheet) per fax
transmittal.

Some Things To Keep In Mind. . .

Document Loader is a most useful and powerful tGakeful study of this manual and
attention to detail will make usage of this todiraeze! And remember, When faxing your
documents, you can fax only ONE DOCUMENT AT A TIMEhis means 1 document (1
document + its system generated fax cover sheetppdransmittal.



Step One: Adding A Document To Your Listing

To add a document to your listing, go to the systeemu, click on Add/Change > Change. Enter
in your listing’s MLS number and click tidext button. This will bring you to the Change menu
for that listing, as shown below.

Change Single-Family Listing 621720
1234 % Elm St, Superior, W 53532141245
Listing member: PAT J. MILITZER (pmiltzen@metromls.com) of MARMCY REALTORS (nancy)
Status: Active Listed for $99
Full Listing Report Photo Tour Yidtual Tour History

Change another listing: (521720 | 5o

Edit Listing Information Multimedia
bain Listing v Fhotos
Details v 1 Documents
FHooms v &3 “irtual Tour
hap Location [

Listings/Selling hMembears

Status and Price Change Scheduled Marketing Activities
Edit Current Status (Active) Dpen House
Change List Price Tour of Homes

Add/Rermove Offer

Extend or Expire Listing
Fend Listing (Under Contract)
Close Listing

Expire Listing

Under the Multimedia section, click Documents. Thilf bring you to the Documents menu for
that listing, as shown below.

Documents In Single-Family Listing 621720

1234 %Y Elm St, Superior, W1 532141243
Listing member; PAT J. MILITZER (pmiltzer@metromlz.com) of NANCY REALTORS (nancy)
Status: Active Listed for $99

Mew Document Add Document

Docurment File:| Browse...

Description: Seller Condition ~

iAddl

UZl Create Fax-In Cover Sheet

You need this coversheet to fax in your document for auto loading by the MLS.



At this point, you have two choices on how to addrydocument(s) to your listing. The first
option available is uploading them yourself. Totdig, in the Description field, click the drop
down arrow and select the type of document you w@aaopload. Then click thBrowse button.
This will bring up the Browse box that allows yauldirowse your hard drive, CD, or floppy disk.
Point this box to the location of the file you wdlike to upload, as shown below.

Highlight your file of choice and click th@pen button. This will pull the file into the Browse

box. Now click the Add button. After successful aiteh of your document, your screen should
look like the example shown below.

Documents In Single-Family Listing 621720

1234 Elm St, Superior, W1 53214-1245
Listing member: PAT J. MILITZER (pmiltzer@metromls .com) of MANCY REALTORS (nancy)
Status: Active Listed for $99

Sellar Condition [ rS{PDF| | Preview of Seller Condition

|__i YWiew Seller Condition

This document is saved in POF format. Chick the document icon above to wiew it

% Add Document |-« Edit f Replace | &3 Remove |

4E Create Fax-In Cover Sheet |

You need this coversheet to fax in your document for auto loading by the MLS.




If you choose the second option, to fax your doauimngou first must click th€reate Fax-In
Cover Sheetbutton from the Documents menu. This will bringiyto a screen where you
choose the file you are faxing in by clicking theg down arrow next to the description field,
and selecting the file type. After making your sélan in the Description field, click the
Generate Cover Sheebutton. NOTE: There are no fax options available for Vacantd.an
listings, and only the Sellers’ Condition Repont Business and Commercial properties is
available for fax. An example of the screen is sid@low.

After clicking theGenerate Cover Sheebutton, a second screen will appear. This isabe f
cover sheet you must print out and fax in to theaber listed on the cover sheet. You can print
this cover sheet by selecting tRant icon in the Internet Explorer toolbar, or clickiog File >
Print in the Internet Explorer menu. Fax cover shaee unique; DO NOT REUSE! Faxed
documents are to be faxed ONLY to the number listethe generated fax cover sheet. Below is
an example of what your screen will look similamafter clicking the Generate Fax Cover Sheet
button. The following page is an example of thedaxer sheet.



After faxing your document, within two (2) hourguwill receive an email, to the email address
you have stored in your FlexMLS Quick Profile M&nance screen, from
documents@mlswis.coronfirming receipt of your faxed document.

NOTE: You are only able to upload documents to Vctistings. If you try uploading a

document to an. Expired, Pending or Sold listing wall instead receive an email notifying you
that the document was unable to upload.

Message when document is faxed successfully looks like this:

Thank you for using the Automated Fax Document Uplo ader.



We have just uploaded the LeadPaint Disclosure for MLS #: 848924.

Please verify that the correct document was uploade d.

If you have any questions or concerns, please conta ct
support@metromls.com or call the HelpLine at 414-77 8-5450.
Thanks,

Metro/MLS Support Team

Message when document fails to upload looks like this:

Thank you for using the Automated Fax Document Uplo ader.

We were unable to upload the LeadPaint Disclosure f or MLS #: 621720.
The Status of the Listing was Withdrawn

The MLS only allows Document Upload's to Active Lis tings.

Please verify that the status of the Listing is Act ive.

If you have any questions or concerns, please conta ct
support@metromls.com or call the HelpLine at 414-77 8-5450.

Thanks,

Metro/MLS Support Team

Editing/Replacing an Existing Document

You have the ability to edit/replace existing doems you have loaded in the Documents
feature. If you need to replace an existing documatn a more current or corrected version, in
the Documents menu, click the document to be replatthe list of documents on the left side
of the screen. Then click the Edit/Replace butldns will bring you to a screen showing you an
icon of the selected document. Place a check iaReocument option. The Browse button
will appear. An example of the screen is shownwwelo



Click it to browse for your new document, sele& ttocument name, and click ©g@en button
to pull it into the Browse field. Now click tifeéave Change$utton to save your new document.
NOTE: Documents that are being replaced via fakavier-write the one currently on-line.

How To Access Documents On A Listing

To access documents on a listing, click on thengsbetails icon next to the MLS number. If
the listing has documents attached, it will sholang with how many, in the menu, as the

example screen shows below.



Clicking on the Documents link in the Listing Désainenu will take you to Document Viewer
menu. In this menu, you have the options to viesmtpemail the documents alone, or email the
documents with a listing report of the propertyéar prospect(s). Below, is an example of the
Document Viewer screen.



