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UPLOADING AND VIEWING DOCUMENTS IN MATRIX™ 

 
On September 28, 2016 the current Document Management system within Matrix™ will be replaced by 
Instanet’s Transaction Desk Management system.   Transaction Desk seamlessly integrates with the MLS 
system, allowing you to conduct paperless transactions from beginning of the listing process, all the way 
to the closing table.  Please refer to the screen shots below and the Instanet support line and webinars 
for further instructions, or plan to attend one of the live Transaction Desk training classes in September. 
 
Accessing Listing Documents from Property Detail 
 
When documents have been added as a supplement in Matrix prior to conversion, or into Transaction 
Desk and marked ‘MLS view’, the documents will be attached to the listing in Matrix. 
Once a document is associated to a listing, the documents icon will display on all Full Display screens. 
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Clicking on the documents icon will open the “Listing Documents” screen in Transaction Desk and list all 
the documents that are available for MLS view.  Users can view and download the documents from this 
screen.  
 

 
 
Uploading Documents in Matrix™ 
 
From the Modify Listing page, Listing Agents can click on the “Manage Documents via Transaction Desk’ 
link. This opens the ‘Upload Documents’ screen in Transaction Desk. 
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Training/Help Desk Info: 
 

•         Instanet 24/7/365 Support: 1-800-668-8768 
•         Regular webinars: 

https://attendee.gototraining.com/832jg/catalog/8928020494211284480?tz=America/Los_Ang
eles 

•         GLVAR specific webinars: http://bit.ly/GLVAR_TransactionDeskTraining 
•         Anyone can schedule a free, live, online webinar session for themselves (hands on), Team or 

Office:   https://calendly.com/instanet_training 
 

To register and attend one of the live training sessions held at GLVAR, please click on the following 
link: 
 
http://www.lasvegasrealtor.com/members/event-calendar/?month=2016/09/1 
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