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ADD COMPLETED TRANSACTIONS

You must Login before you can edit or add a completed transaction.

e From Market Monitor click My Existing Listings or My Listings from the main navigation bar.
e To mark an active listing Leased or Sold, click the Property Name, Edit or the listing Photo.

e From the Manage Property Listing page, select Sold or Leased from the Status menu drop-
down.

TIP: You can also mark an individual suite or unit Leased or Sold by clicking the Space tab.

e The Transaction Profiler window will open where you can add the completed transaction
information.

o Click on the gray bars to expand/collapse each section.
o Complete all required fields in red and other relevant information.

TIP: To have the transaction automatically appear on your profile, mark the Yes radio button in the
Professional Profile section.

e Click Save.

e The listing will be removed from your active listings and it will appear in the archives. Archives are
searchable only by members who have permission to search for comparables.

Tip: Archived/Completed Transactions with sold or leased status may be displayed on your
Professional Profile by clicking the Show on Profile link.
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Add a Completed Transaction without a Listing

e From Market Monitor click My Completed Transactions.

e Click Add a Transaction.

e Select a Property Type and Transaction Type.

e Click Enter Completed Transaction.

Transaction Profiler window will open where you can add the completed transaction information.
e Click on the gray bars to expand/collapse each section.

e Complete all required fields in red and other relevant information.

TIP: To have the transaction automatically appear on your profile, mark the Yes radio button in the
Professional Profile section.

e Click Save.
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