Training

Adding Listing Documents

InstanetForms plus DocBox

Through a partnership with Instanet, a leading provider of real estate forms solution and document storage, Metrolist is
providing professional-grade tools to help our customers be more efficient. InstanetForms plus DocBox is included with
the monthly membership fee and is not subject to MLS access fees.

Using Instanet, you can add documents, such as disclosures, to your listing for other brokers to view in PrimeAccess.
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Add Selected Documents to my Listing. S e e e
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Note: To add a document to a listing for viewing in
PrimeAccess, you must be the Listing Broker.
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Viewing Documents in PrimeAccess

If there are disclosures or documents that are attached
to the listing, they will be available in the Listing Detail
in PrimeAccess. Disclosure documents will be accessible oo T ] oo
under the Common section of the Listing Detail. Bl e et S et e R
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1. Under Disclosure, click View Documents. e R
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Select documents to attach to your listing.

Note: If no disclosures are attached to the listing, Learn
More will appear instead of View Documents.
Disclosure documents will display in a pop-up
window. PrimeAccess will continue to run in the
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will receive an email notification when another broker has View documents on a listing.

viewed your documents in PrimeAccess.

Instanet Resources

Instanet Tech Chat available in product.

Demos and Information
www.transactiondesk.com/metrolist/

Toll Free Instanet Support (866) 485-6618
Monday - Friday 8:00am - 5:00pm

support@instanetsolutions.com
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