How to Process Re-Lists in TransactionDesk™

Step 1 - Remove an Old Listing from a Transaction

1) Go to Transactions, and click on the name of the transaction you intend to modify. This will take you
to the Transaction Overview page.

2) On the Transaction Overview page, click the General Information link on the left-hand side of the
screen.
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3) On the General Information page, click the “Remove Association to MLS Listing” button. This action
will detach the MLS listing (in Realcomp Online®) from the transaction.
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Important Note: Deleting an MLS # from the Property Information section does not detach the listing
from the transaction. Therefore, the above step must be completed to remove the association of an
MLS listing from a transaction in TransactionDesk™, even if you do not wish to attach a new listing to the
transaction.



Step 2 — Attach a New MLS Listing to the Transaction

1) On the Transaction Overview page, next to “l would like to:”, click the drop-down arrow and select
Import Data and click the “Go” button.
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2) On the Import Data page, select Import from Realcomp, leave the data source as Realcomp MLS,
select the appropriate property type, and enter the MLS number you wish to attach to this transaction.
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3) Click the Import Data button at the bottom to complete the import. You will now be able to attach
documents to this listing on Realcomp Online® through this transaction.



